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           ACTION PLAN

	Audit

Com
	Comment
	Recommendations
	Responsible Officer
	Agreed Action
	Proposed Timescale

	
	
	
	
	
	

	#1.
	Human Resource Management:  Training
	
	
	
	

	
	The Cleansing Service Manager is a member of the Chartered Institution of Waste Management.  This is an essential criteria for the post specification.  He stated that he had no record in his CPD log book for several years and he has not undertaken any training courses that can count towards CPD during that time although he reads periodicals and keeps up to date with legislation.
	Continuing Professional Development is undertaken in line with the obligations of the membership of The Chartered Institution of Waste Management
	Cleansing Service Manager
	
	

	
	
	
	
	
	

	# 2.
	Register of Employees Interests
	
	
	
	

	
	The Register of Employees Interest for the whole of Infrastructure Services is kept by Administration at Grantfield.  For six of the ten employees selected for review there were no details of employee’s interest held.
	1.
The Register of Employees 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 Infrastructure Services, should include completion of the relevant Register of Interest form.
	Clerical Officer


	
	

	
	
	
	
	
	

	# 3.
	Financial Management:  Purchase Orders
	
	
	
	

	
	From a judgemental sample of fifteen transactions:

· In one case, no back up was found.  It was stated by the Administrative Assistant that manual purchase orders for Public Toilets are usually paid prior to receiving the yellow copy confirming goods received. The Service Development Officer confirmed that these invoices were authorised for payment without evidence of goods received.  When yellow copies of manual purchase orders are received at Grantfield, they are not matched to the appropriate invoice but are ‘stored’ in a disorganised manner in a box with other yellow copies from other sections.

· In two cases, the Purchase Order, Goods Received and Cheque Requisition were signed by the same person.

· On one occasion there was an authorised Purchase Order Request, a cancelled Purchase Order, an unsigned Goods Received and a paid Invoice - no explanation available.

· The Public Toilet Purchase Order Book has two order numbers (282802 and 282803) which have a goods received signature, but are blank.
	1. Fully completed purchase orders should be matched to invoices prior to payment.

2. There should, be segregation of duties regarding signing the purchase order / goods received.

3. Persons authorised to issue manual purchase orders should ensure that the books are complete and that the yellow copies are delivered to Grantfield on a regular basis.


	Cleansing Service Manager

Temp Administrative Assistant - Finance
	
	

	
	
	
	
	
	

	Audit

Com
	Comment
	Recommendations
	Responsible Officer
	Agreed Action
	Proposed Timescale

	
	
	
	
	
	

	
	
	
	
	
	

	# 4
	
Not Progressed
	N/A
	N/A
	N/A
	N/A

	
	
	
	
	
	

	# 5
	Capital Expenditure: Accounting
	
	
	
	

	
	
	
	
	
	

	
	A sample selection of 10 transactions from the rolling programme was examined and the findings are as follows:

· There were 5 instances where there was incorrect allocation of expenditure at subjective (type) code level of which 1 instance related to Cleansing Service items.  The other instances concerned Waste Service items and this issue has been raised under Waste Service Audit Comment # 7.

The aim of this objective was to ensure that expenditure had prior Council approval and all transactions were properly allocated, however, the examination of the transactions revealed that along with errors in allocation there were other areas for concern regarding Cleansing Service items as follows:

· One instance where payment was authorised by a person with limited authorisation rights i.e. orders up to £500.  It was also noted that the original order for this item was cancelled on Integra.

· Of the six instances where there was no confirmation of receipt of goods on or with the relevant invoice one order was placed directly by Cleansing Service, however, further investigation revealed that there was evidence of receipt retained with the purchase records.


	1. All expenditure is allocated correctly and consistently to the most appropriate ledger code.

2. Payments are properly authorised.

3. That procedures are implemented to ensure that the receipt of goods or services are evidenced on the invoice being authorised for payment, or on attached supporting documentation, so that the authorising signatory’s compliance with Financial Regulations can be confirmed.


	Cleansing Service Manager
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