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	#1.
	Roads Network administration - Inventory
	
	
	
	

	
	
	
	
	
	

	
	At the date of the last audit (third quarter of 2003/04) it was noted that the inventory of roads had been completed but a verbal comment was issued that progress on the completion of the survey of roads “furniture” would be reviewed on follow up.  This took place in February 2005 at which time it was noted that no progress had been made in this area.  The Network Manager stated that the Roads Service was “seeking to complete the inventory survey as soon as reasonably practical.” 

Since then it appears that considerable progress has been made on completing and updating the inventory of the roads network and roadside assets.  Previously a company was employed to do this but there were some difficulties including interface problems between the system they were using and WDM and the level of detail being obtained.  Accordingly, a decision was made that the work to complete and update the inventory would become the responsibility of the Roads Inspectors and one of them takes particular responsibility in this area and liaises with WDM and other users regarding any problems and improvements.  

The intention is that the inventory will be completed by updating specific sections eg bridges and cattle grids, and completing them before moving on to a new area with a target of completing this within five years (20% per year).  Priority was given to those items where public safety was involved.  The Code of Practice for Highway Maintenance Management Well Maintained Highways in discussing Network Inventory states that “The first task is to reference the highway network as a basis for the inventory of information concerning all assets associated with it.  This may be done in stages, according to the priority attached to different specialist application.”

A list was obtained showing all the categories of assets and it has been colour-coded into the following areas:

· Complete

· In progress

· Priority

· Aerial mapping

· Other department info

Although it would appear from the listing that there are still a number of categories for which there is no inventory documented, it was stated that this is not the case and that they will have the information that was transferred from Roadster and it will have been updated for any works done on them.  They have not, however, been subject to a full survey to ensure that the record is complete.  Some of the categories with no highlighting were examined to see if any assets were showing on them and in each case there was a substantial amount of information.  Aerial mapping is also used for some assets, often where a record showing the existence of the asset is sufficient.

It was also stated that some of the categories relate to other Council departments and Roads does not have responsibility for them.  Examples given were bus shelters, benches and litterbins.  They are held on the inventory system because there could be implications for road safety.
	A timetable should be devised for updating and completing the inventory of roads “furniture” so that progress against specific targets can be measured.
	Roads Network and Design Manager
	
	

	
	
	
	
	
	


	# 2.
	Human Resource Management – Employee Performance Reviews
	
	
	
	

	
	
	
	
	
	

	
	The Network and Design Manager is currently undertaking employee performance reviews.  Those for last year did take place in March 2007 and diary entries were noted to evidence this but the reviews were not written up or the process formally completed.

It is his intention that he will conduct reviews for the five senior managers and they in turn will review the staff for whom they have immediate line management responsibility.
	1.
The Council’s Employee Review and Development Policy should be fully implemented and all aspects of it adhered to.

2.
Access to training should be made available to those line managers who will become responsible for carrying out the reviews.


	Roads Network and Design Manager
	
	

	
	
	
	
	
	

	# 3.
	Human Resource Management – Absence Management
	
	
	
	

	
	
	
	
	
	

	
	Periods of sick leave are completed on the electronic copy of the employee’s leave card that is held by the Clerical Assistant.  Whenever a person is on sick leave, she looks back on the card and also the one for the prior year, if necessary, to ascertain if a Return to Work interview is required.  If one is required she would inform the Network and Design Manager.   

A Seagate report was produced for the period from February 2007 to March 2008, ie to include the five months prior to the start of the audit scope period.  From this the following was determined:

1.
One Return to Work interview was required.  This had not happened because the half-day sick that triggered it was not on the leave card.

2.
On three occasions, the sick leave had not been entered on the leave card although all the paperwork had been completed and retained.  
	The system of recording sick leave on electronic leave cards should be followed consistently.
	Administration Officer
	
	

	
	
	
	
	
	

	#4
	Miscellaneous – Retention and Destruction
	
	
	
	

	
	
	
	
	
	

	
	Much of the documentation held by Roads Network and Design should be kept permanently, according to the Retention and Destruction Schedule but there are other items that have a shorter retention period.

There is currently no formal procedure in place to identify documents that should be destroyed and those that require to be permanently retained.  The Network and Design Manager acknowledged that work requires to be done in this area, following a number of reorganisations over the years and with the amalgamation for the first time in the same building of the Maintenance and the Network and Design functions.


	1.
A system should be introduced to identify documents that should be permanently retained and those that should be periodically destroyed.

2.
Thereafter for those documents that should be destroyed, a systematic process should be introduced for the destruction of both paper and matching electronic files to ensure that the Schedule is administered on a regular basis.
	Roads Network and Design Manager
	
	

	
	
	
	
	
	

	#5
	General – Software Licensing
	
	
	
	

	
	
	
	
	
	

	
	Corporate Licences

The Code of Practice on Local Authority Accounting in the UK 2006, Statement of Recognise Practices (SORP) requires notional and intangible assets over the de minimus sum to be shown on the balance sheet.  This includes software licences.  The Financial Accountant confirmed that maintenance agreements are not currently capitalised but if maintenance agreements include upgrades etc then this area will require further consideration.  It may also be the case that software purchased under the diminimus sum may require to be aggregated and capitalised in the future.  

Corporate software such as Integra, Chris etc are recorded on the Asset Register and are licensed through ICT.  This area will be reviewed in the software licensing review to be carried out later this year.

Other Software

A list of other software used by Roads Network & Design was collated by the Quantity Surveyor.  (Appendix Gen3).  A quick review at Gremista showed that most of the software is still in use.  There were new packages such as Reality Lighting that were not listed and some that did not appear to be used.

The Head of Roads confirmed that although he was relatively confident that all software is appropriately licensed, there was no comprehensive list of installable media (software, CDs & Dongles etc) purchased.  Furthermore, there is no record of which computers the various installable media is loaded onto.  It would also appear that some programmes are no longer used but still loaded onto computers eg PICADY. 

Installable media is not kept securely, with numerous CDs lying around the office.  Licences were not evidenced but many may be registered on line using product keys.
	1.
A software inventory should be collated detailing when purchased, licence number, type of licence (concurrent/single user etc), number of users, where loaded, purchase price and maintenance arrangements.

2.
Once inventoried, all software purchased over the de minimus sum should be capitalised and recorded on the Asset Register.

3.
Installable media should be securely stored within the appropriate end user’s Service.
	Heads of Roads Service
	
	

	
	
	
	
	
	

	#6
	General – Service Plan
	
	
	
	

	
	
	
	
	
	

	
	In order to ensure that Service Plans are effectively reflecting the areas outlined in the Council’s Corporate Plan and the Single Outcome Agreement, it was decided that the deadline for service plans for 2008/09 to be submitted would be extended to 30 April 2008.

According to the Policy Unit, which monitors receipt of Service Plans, the Roads Service submitted a draft Plan in January 2008 but had not submitted their final Plan by the deadline.
	The 2008/09 Service Plan should be submitted as soon as possible and timeously in future years.
	Heads of Roads Service
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