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

To:
Cleansing Services Manager

cc:
Head of Environment and Building Services

Executive Director – Infrastructure Services


Head of Finance 


Chief Executive



From:
Service Manager - Internal Audit 

INFRASTRUCTURE SERVICES – ENVIRONMENT AND BUILDING SERVICES - CLEANSING SERVICES
1.
Auditee and Background
1.1 The auditee is the Cleansing Services Manager.

1.2 The core activities of the service are as follows:

· Refuse Collection

· Street Cleansing

· Public Toilets

· Recycling Operations

· Grounds Maintenance

1.3 The key legislation governing the work of Cleansing Services is the Environmental Protection Act 1990.  In addition there is a Code of Practice on Litter and Refuse 1999 and a 2006 version for Scotland.

1.4 The establishment of Cleansing Services is as follows:

	Description
	FTEs

	Cleansing Services Manager
	1.0

	Cleansing/Grounds Maintenance Officer
	1.0

	Cleansing Supervisor
	1.0

	Mobile Skip Inspector
	1.0

	Refuse Collectors
	4.0

	Refuse Drivers/Drivers
	6.03

	Toilet Attendants
	2.32

	Road Sweepers/Gardeners
	13.0

	Recycling/Waste Operatives
	4.0

	TOTAL
	33.35


1.5 The Cleansing Services Manager is the Budget Responsible Officer (BRO) for a number of capital, revenue and support budgets.  The budgets for 2008/09 and 2009/10 are as follows:

	
	2008/09
	2009/10

	General Ledger
	£
	£

	Employee costs
	650,950
	677,475

	Operating costs 
	1,313,103
	1,306,110

	Financing
	92,080
	92,491

	Income
	-221,863
	-226,300

	Recharges In
	169,908
	197,816

	
	2,004,178
	2,047,592

	
	
	

	Support Ledger
	
	

	Employee costs
	118,495
	119,441

	Operating costs 
	10,392
	12,106

	Financing
	0
	2,199

	Recharges In
	67,384
	84,068

	Recharges Out
	-196,271
	-217,814

	
	0
	0

	
	
	

	Capital Budgets
	361,500
	226,000


1.6 The following software is used in Cleansing Services:

	Provider
	Description

	Microsoft Office
	Excel, Word, Access & Outlook 

	iB Solutions
	Integra Financial Management System

	Benefactor
	Grants Management Tool

	Servitor
	Maintenance /Financial recording

	Map Info 9.0
	Mapping Tool


2.
Audit Scope
2.1 This is an audit of Cleansing 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 business continuity; Human Resource Management including staffing arrangements; overtime claims, staff terminations and transfers, time sheets, employee performance reviews, holiday entitlements, recruitment, staff screening, absence management and security of personnel records; Financial Management incorporating purchase orders, budget monitoring, invoices, income, lease payments, credit cards and office keys; approval and monitoring of capital expenditure; Contract Management involving contractually enforceable arrangements, contract conditions, documentation and service level agreements; Cleansing Services including charging, monitoring and vehicles and Miscellaneous including grant payments, statistical returns, travel and records management.

2.3
The audit scope period within which audit tests were performed was the nine months to 31 March 2009.

Details of areas tested during the course of the audit are attached, Appendix 1.

3. Key Audit Issue

3.1 
All charges for refuse collection must be invoiced and the invoices issued timeously.
4.
Audit Issues

4.1  
Records must be kept to ensure that Home to Work mileage in Council vehicles does not include any personal usage.

4.2 
The recruitment and selection process must always be transparent and all documentation completed, authorised and retained.

4.3  
Employee Performance Reviews must be undertaken in accordance with Council policy.

4.4  The requirements of the Council’s Absence Management Policy must be observed and Return to Work interviews undertaken timeously.

4.5  
Invoices should not be issued for less than £30 and an alternative method of charging in advance investigated.

4.6  
Tighter control should be exercised over the authorisation of annual leave and the carry forward of leave into the following year.

4.7 
Closer monitoring should be in place regarding the charging by contractors.  

4.8 
Purchase ordering procedures must be followed.

4.9 
All grant payments should be recorded on the Benefactor system.

4.10 The Council’s Retention and Destruction Schedule must be adhered to.

5.
Observations
5.1
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 was much appreciated during the audit.
5.2
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 Head of Environment and Building Services, with copies to all recipients of this report by 26 June 2009.


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

Date:
28 May 2009

Report No: IAR/CS/280509
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