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 FILLIN "Committee, Place, and Date and Time..." \* MERGEFORMAT 
INTERNAL AUDIT REPORT
Confidential

To:
Building Services Manager

cc:
Executive Director - Infrastructure Services


Head of Finance 


Chief Executive



From:
Service Manager - Internal Audit 

Building Services – Infrastructure Services
1.
Auditee and Background
1.1 The auditee is the Building Services Manager.

1.2 
The Building Services Unit provides building maintenance, building cleaning and schools catering services.  The unit manages and carries out:

· Maintenance on all occupied Council premises, except Council houses, and some outside establishments subject to Service Level Agreements;

· Cleaning in schools, offices and public buildings and some outside establishments subject to Service Level Agreements; and

· Preparation and cooking of school meals and some meals on wheels.

The unit also procures the services of specialists to carry out inspection and servicing on items such as lifts, lifting appliances and fire-fighting equipment.

A Service Plan has been developed that covers all areas of the service. 

An annual Shetland Island Council Corporate Estate Management Plan is produced in January each year and presented for approval to the Accommodation Working Group. This is supplemented by the Best Value and Estate Planning – Statement of the Non-Housing Estate 30th April 2005.

1.3
There is a vast amount of legislation which needs to be complied with in this area including:

· Health & Safety at Work Act 1974

· The Lifting Operations & Lifting Equipment Regulations 1998

· Fire Precautions (Workplace) Regulations 1997

· The Workplace (Health Safety & Welfare) Regulations 1992

· Asbestos legislation and guidance

· The Electricity at Work Regulations

· The Construction (Design & Management) Regulations 1994

· Legionella legislation and guidance

· Food Preparation & Storage

1.4 
Budgets

The Building Services 005/06 Support Ledger budget provision is broken down as follows:

	SUPPORT LEDGER SRY2200

	
	£

	Employee Costs
	273,255

	Operating Costs
	44,043

	Finance
	840

	Income
	-45,210

	Recharges
	-272,928

	Total
	0

	
	

	SUPPORT LEDGER SRY 2201/06

	
	£

	Tests & Fees etc &
	

	Asbestos Management
	552,408

	Recharges Out
	-552,408

	Total
	0


The Maintenance, Stores, Catering, and Cleaning sections all operate under a Trading Account and the current 2005 / 2006 budgets are as follows:

	
	Maintenance
	Stores 
	Cleaning
	Catering
	Total

	
	£
	£
	£
	£
	£

	Employee 
	995,265
	105,239
	974,766
	847,635
	2,922,905

	Operating 
	734,514
	19,597
	82,003
	433,760
	1,269,874

	Finance
	46,423
	3,774
	0
	1,473
	51,670

	Income
	-2,046,345
	0
	-1,144,009
	-1,350,538
	-4,540,892

	Recharges
	240,503
	-128,345
	79,537
	65,094
	256,789

	Totals
	-29,640
	265
	-7,703
	-2,576
	-39,654


1.5 
The establishment recorded on CHRIS at 13 December 2005 was as follows:

	Position
	Grade
	FTE’s

	
	
	

	Building Services Manager
	APT&C
	1

	Maintenance Manager               
	“
	1

	Technical Support Manager
	“
	1

	Building Maintenance Surveyor
	“
	1

	Building Maintenance Officer
	“
	2

	Catering & Cleaning Manager
	“
	1

	Cleaning Supervisor
	“
	1

	Catering Supervisor
	“
	1

	Stores Officer
	APT&C
	1

	Cleaners - Permanent
	MW (Actual  Employees -  200)
	54.35

	Cooks - Permanent
	MW  (Actual Employees - 89)
	50.27

	Senior Foreman
	CRFT-CSBF
	1

	Foreman
	CRFT-CSBF
	1

	Assistant Foreman Plumber
	CRFT-CSBF
	1

	Assistant Foreman Joiner
	CRFT-CSBF
	1

	Craftsman/Labourer
	CRFT-CSBF
	2

	Heating & Ventilation Engineer
	CRFT-EAP
	1

	Joiners
	CRFT-CSBF
	15

	Labourers
	CRFT-CSBF
	5

	Electrician
	CRFT-EAP
	1

	Mason
	CRFT-CSBF
	1

	Painters
	CRFT-CSBF
	2

	Storeman
	CRFT-CSBF
	3

	Advanced Plumber
	CRFT-EAP
	1

	Approved Electrician
	CRFT-CSBF
	2

	Apprentice Electrician
	CRFT-CSBF
	3

	Apprentice Painter
	CRFT-CSBF
	1

	Apprentice Plumber
	CRFT-CSBF
	2

	TOTAL FTE’s
	
	157.62


In addition to the above, the Cleaning & Catering Section have 227 relief cleaners and 59 relief cooks recorded on CHRIS.

The Service is supported by eight administrative staff who are line managed by the Infrastructure Services Administration Manager – based at Gremista.

1.6 
The main software packages utilised are:

· Word

· Excel

· E-mail

· Access

· AutoCAD 2004 

The main end user systems utilised other than CHRIS and Integra are:

Servitor 

Servitor is a project costing, stores and management information tool.  The system provides a comprehensive range of facilities and system modules which are fully integrated. Client orders are received electronically from other client systems. 

Trend Control System 963 IQ2 & IQ3

Trend is the UK market leader in the manufacture and supply of intelligent Building Management Systems.  The system utilises our ICT network and BT networks to monitor and control heating, air conditioning, ventilation and water systems in various properties within Shetland. Any technical problems or variances within the systems will raise an alarm on the computer system at Gremista.   It is envisaged that this system will eventually be rolled out to all Council properties.

Megger Power Suite Professional

Power Suite Professional is designed for the management of test results from electrical testing and PAT testing, including client management and asset maintenance.  Its main function is the monitoring, recording and performance of all electrical fixed and portable appliances / assets.

2.
Audit Scope
2.1 This is an audit of Building Services

2.2 The audit encompassed a review of the administration and controls surrounding the application of statute and Council policy, system access controls and their alignment with job responsibilities and segregation of duties, access to end-user systems and back-up routines, application of value for money and screen savers; Human Resource Management including staffing arrangements; overtime and expense claims, staff terminations and transfers, time sheets, staff training, register of interests, holiday entitlements, recruitment, staff screening, absence management; Financial Management incorporating purchase orders, budget monitoring, journals, virements, invoices, petty cash, income, and Trading Accounts; Building Maintenance including planned maintenance and testing maintenance and repair calculation and valuation, responsive repair requests, responsive repair valuations, payments, contractors and handover checklists; Stock Control incorporating security control and records, physical identification and location, stock movements, inventories, re-order levels , obsolete items, physical access; Contract Management involving contractually enforceable arrangements, contract conditions, and service level agreements; Health & Safety including legislation, risk assessments inspection registers, COSHH, safety audits, and food hygiene legislation; Asset Management incorporating acquisitions and disposals, legal and Health and Safety requirements, tools and equipment registers, use of vehicles and plant and calibration; Miscellaneous which covered the purchase of food stuff and performance indicators.

2.3
The audit scope period within which audit tests were performed was the nine months to 31 December 2005.

Details of areas tested during the course of the audit are attached, Appendix 1
3. Key Audit Issues

3.1   The audit revealed three Catering & Cleaning Contracts have expired with extensions only verbally agreed. This is in contravention of Council Standing Orders and Rules of Procedure. In addition Best Value cannot be demonstrated. Advice should also be sought from the Contract Compliance Manager in relation to EU thresholds for Building Maintenance supply contracts.

3.2 
During the audit scope period a number of properties became the responsibility of the Building Maintenance section. All pertinent information in relation to buildings should be provided to Building Maintenance on handover, primarily for Health & Safety legislative requirements. Lack of this detail leaves the Council exposed.

4.
Other Audit Issues
4.1 Security of the Gremista compound requires improved with controls surrounding bitumen and cement reviewed. In addition the outside yard requires an overhaul.

4.2 Service Level Agreements require to be reviewed and updated accordingly.

4.3 Catering & Cleaning risk assessments require to be updated and thereafter regularly reviewed.

4.4 Recruitment and selection procedures should be undertaken in accordance with Council policy.

4.5 The tools register and allocation records require updated and adequately maintained.

4.6 ICT security requires improved in the stores area.

4.7 A review is required of in dispute jobs with records thereafter regularly reviewed.

4.8
Accurate training / CPD records and needs should be developed, maintained and monitored.

4.9
Overtime, overtime authorisation and expense forms require to be appropriately completed and authorised.

4.10
Register of Interests forms require updated.

4.11 Annual leave records should be adequately maintained.

4.12
The Absence Management Policy should be observed following consultation with Personnel.

4.14
Invoices should be appropriately authorised with goods receipt independently confirmed.

5. Observations

5.1 
Whilst a number of issues have been identified during this audit it is reasonable to note that Building Services is effectively two separate entities (Building Maintenance / Catering and Cleaning). In view of this it is considered appropriate that, assuming the current structure remains intact, future audits will be undertaken separately. It is also acknowledged that despite the number of issues there are areas of good practice within each section.

5.2
We would like to take this opportunity to thank all staff for the time, patience and assistance afforded to Internal Audit during the course of the audit assignment. The positive attitude shown by staff and willingness to accept recommendations, both written and verbal, was much appreciated during the audit.
5.3
This audit will be followed up in approximately twelve (12) months time when areas of concern identified will be reviewed.

6. 
Auditee Response
6.1
A written response is required, to the Executive Director – Infrastructure Services, with copies to all recipients, including Internal Audit, of this report by 7th April 2006.


6.2
Attached as Appendix 2 is an action plan that requires to be completed and returned to Internal Audit.

Date:
13 March 2006

Report No: IAR/BS0506
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