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	#1.
	Human Resource Management – Screening of employees


	
	
	
	

	
	
	
	
	
	

	
	All eight employees working on Social Care Transport were reviewed.  

In one case there was no evidence of the appropriate check being performed.


	1. Disclosure Certification should be immediately sought for this employee with a decision taken whether the individual can continue working while this is done. 

2. Recruitment procedures should be followed in line with the SIC Recruitment and Selection policy (i.e. offers of employment should be conditional on cleared disclosures). 
	Service Manager –Transport Operations
	
	

	
	
	
	
	
	

	# 2.
	Human Resource Management - Expenses & Overtime Claims
	
	
	
	

	
	
	
	
	
	

	
	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 the majority of the overtime reviewed.


	1. Ensure that expense claim forms are completed in a manner that would prevent any subsequent amendment of expense details.

2.    Ensure overtime request forms are correctly complete, appropriately authorised and kept in an appropriate file for future reference.

	Service Manager –Transport Operations
	
	

	
	
	
	
	
	

	# 3.
	Human Resource Management – Time Sheets
	
	
	
	

	
	
	
	
	
	

	
	A sample of twenty (20) time sheets, incorporating a selection of each type was examined. 

In five cases amendments had been made to the number of hours/overtime hours.   There was no evidence of who had made the amendment and whether these had been carried out prior to authorisation.


	1. Changes/amendments to time sheets should be initialled by member of staff prior to final authorisation. 

2. If amendments have been made to totals these should be agreed and evidenced by the authorised signatory at the time of authorisation.


	Service Manager –Transport Operations
	
	

	
	
	
	
	
	

	# 4.
	Transport Services – Concessionary passes
	
	
	
	

	
	
	
	
	
	
	

	
	Applications for Concessionary Travel passes are not kept once the card has been issued and the details entered onto a database.  

Only seven applications, which had recently been processed, had not been disposed of.  For these applications only one had proof of age attached and one an old style concessions card.   For the remaining five (5) only a tick confirmed that proof of qualifying criteria had been obtained.
	1. Applications should be filed for future reference

2. Details of proof of eligibility should be recorded on application (e.g. birth certificate, passport, benefit book etc) 

	Service Manager –Transport Operations
	
	

	
	
	
	
	
	

	# 5
	Transport Services – Vehicle Log books
	
	
	
	

	
	
	
	
	
	

	
	Logbooks are not being kept for Transport vehicles where appropriate.
	Formally confirm the requirement for all journeys and mileage to be recorded.
	Service Manager –Transport Operations
	
	

	
	
	
	
	
	

	# 6
	Financial Management - Income


	
	
	
	

	
	
	
	
	
	

	
	1. Charges for the Whalsay Bus Service do not form part of those that are presented to the Council for review as part of the budget setting process.  The Service Manager - Transport Operations stated that the charges which consist of an hourly rate plus mileage charge had remained the same for approximately three years.

2. Income from the service is collected by the Service Manager - Transport when he visits Whalsay and is then passed to Infrastructure Services, Administration section who lodge the income.  This necessitates duplicate handling and counting of the income.  Income is retained in a locked cash box in the bus garage at Whalsay until collected.  Cash income received from the Whalsay bus service is lodged at irregular intervals.


	1. The charges relating to the Whalsay Bus Service are subject to regular review by the Council.

2. Income should be promptly lodged either at the mobile bank in Whalsay or local Post Office with details promptly forwarded to Finance and Infrastructure Services.


	Service Manager –Transport Operations
	
	

	# 7
	Financial Management - Purchase Orders / Payments
	
	
	
	

	
	
	
	
	
	

	
	From a sample of twenty payment transactions it was found that:

A purchase order to Jims Garage was raised however when processing the payment the Administration section processed the invoice as a stand-alone payment.  Effectively not cancelling the commitment raised by the order.  Consequently the balance on the ledger is overstated by £12,225, see appendix 2.  This has arisen because there is a practice of raising and subsequently cancelling orders where part payments are made.  There is a proper procedure on Integra for processing part payments that does not involve cancelling the order. 
	The practice of raising and cancelling orders should be stopped and the correct procedure for processing part payments on Integra followed.


	Administration Manager
	
	

	
	
	
	
	
	

	# 8
	Transport Services – Operating Licence
	
	
	
	

	
	
	
	
	
	

	
	A judgemental sample of ten (10) vehicles and the drivers of the vehicles was selected and reviewed for a single date

· In two (2) cases drivers’ hours records could not be evidenced 

· In two (2) cases daily inspection sheets could not be evidenced


	1. Drivers’ hours records sheets should be issued to all LGV drivers with instructions to complete on a daily basis.  Monitoring of completion of these records should be carried out.

2. Daily inspection sheets should be issued for all relevant vehicles with instructions to complete on a daily basis.  Monitoring of completion of these records should be carried out.


	Service Manager –Transport Operations
	
	

	# 9
	Contract Management - Contracts
	
	
	
	

	
	
	
	
	
	

	
	From an examination of the contract documentation for a sample of 15 transport services provided, attached as we found the following:
1. The contract with R G Jamieson & Son which had an expiry date of 30 June 2001 had been extended without any written agreement as required by condition 3 of the conditions of contract.  The reason given for this prolonged extension was that the bus service in Yell was to be reviewed.  No review had been carried out when the test was conducted however we are advised a review of the service has now commenced.

2. School Transport contract condition 3 requires any variation of the Contract to be agreed in writing.  This requirement is not complied with.

3. SEN / Social Care contract tender documentation does not have provision for contractor’s name and address and signed declaration of acceptance of contractor conditions relating to the quoted price and service provision.
	1. Contract conditions must be adhered to with respect to extensions and variations of contract.

2. SEN / Social Care contract tender documentation should be amended to the basic format used for other transport contracts.


	Service Manager –Transport Operations
	
	

	
	
	
	
	
	

	#10
	Contract Management - Contract Conditions
	
	
	
	

	
	
	
	
	
	

	
	From an examination of the contract documentation for a sample of 15 transport services provided it was found that:

1. No record was held of documents submitted to affirm vehicle fitness, registration documentation, MOT certificates etc.

2. No record was held of documents submitted to affirm valid insurance cover.

3. The record of insurance cover held by Insurance showed that there were instances where no record of valid insurance cover was held or existing cover had expired.

4. There is no record of technical vetting being carried out other than on a tender opening document for a Social Care contract that stated Accepted, better vehicle.


	1.  That a formal record be retained of documentation submitted in accordance with contract conditions, when and who carried out checks and outcome.

2.   That a formal record of technical vetting for transport contracts be retained.


	Service Manager –Transport Operations
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