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	#1.
	1. NPFA PLAYSAFE is installed on the C drive of the PC used by the Leisure Facilities Officer and the Graduate Placement who both use the application.  To access the PC, which is attached to Hayfield LAN, both log on with their network user names and IDs.  They both however access the application by the same default user name and password.  The application can be set up for multiple users to record which user updated the information contained.

2. As the application is installed on C drive there are no proper back up routines being performed.  If the system were installed on O drive the data would be regularly backed up by ICT as part of the normal back up procedures for Hayfield LAN.

3. The system currently does not retain data entered on some fields however this is because the relevant fields have not been activated.  (Refer to user guide manual)


	1.   The application is set up for multiple users.

2.   The application is transferred to O drive so that it is regularly backed up.

3.   The appropriate fields are activated to record the additional data requirements.


	Leisure Facilities Officer
	
	

	
	
	
	
	
	

	# 2.
	For 15 payments reviewed :

1. Six (6) invoices did not have appropriate purchases orders created.

2. For two (2) of the invoices, that had purchase orders created, there was no evidence of goods receipt.

3. One manual purchase order was not priced


	1.   Fully complete purchase orders, where appropriate, prior to authorisation and issue to suppliers.

2. Implement goods receipt procedures. 

	Sport & Leisure

Services Manager
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	# 3.
	1. From all Community Development and administrative staff with access to Integra, seven had not changed their password from that originally set up by Information and Computer Technology (ICT).
2. With reference to access rights to CHRIS The following matters were identified:

· The Grants Officer has Delete, Add, Change, Enquiry access capabilities on CHRIS but does not use facility also the password for this user had not been changed from that set up by Information and Communications Technology.

· A former employee with Delete, Add, Change, Enquiry access capabilities on CHRIS has not been deleted from the system.


	1.
The seven employees identified as not having changed their Integra passwords be instructed to do so.  To do this ICT assistance may be required.

2.
The CHRIS access rights for the Grants Officer and former employee be withdrawn.


	Head of Community Development
	
	

	
	
	
	
	
	

	# 4.
	Staffing Section at Hayfield House keeps the register of interest for the whole of Community Services.  For five (5) of the seven (7) employees selected there were no details held.  It was noted that none of the Register of Interest forms held for Community Services had been signed by the Head of Department. 


	1.   The Register of Interests should be brought up to date for those employees who do not have an entry in the register, in accordance with Council Policy.

2.   Induction lists completed by new employees, within all sections of Community Services, should include completion of the relevant Register of Interest form.
	Temporary

Administration Manager


	
	

	
	
	
	
	
	

	# 5
	Expense forms are being completed in a manner that could facilitate insertion of expense details after claims have been initially approved.

Evidence of prior approval of overtime could not be provided for any of the overtime reviewed.
	1. Forms are being completed in a manner that could facilitate insertion of expense details after claims have been initially approved.

2. Evidence of prior approval of overtime could not be provided for any of the overtime reviewed.
	Sport & Leisure

Services Manager 

Acting Administration Officer 
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