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SHETLAND COLLEGE
1. Executive Summary

The auditee is the Director of Shetland College who is line-managed by the Executive Director, Education and Social Care.

Following on from a period of upheaval a number of years ago, mainly related to staff changes at senior level, it appears that there is now some stability and continuity at the College, particularly at Senior Management Team level. The Director has many years of managerial experience within the Council and has been in permanent post since March 2007.

However, a significant number of policy and control issues have been identified during the course of this audit.  Several relate to routine management issues within the Human Resource and Financial Management areas, which we believe can be promptly and satisfactorily addressed. We understand that progress has already been made in resolving some of the matters raised. 

Two key issues have been identified relating to disclosure and to ICT security and both will require to be addressed as a matter of some urgency.
2.
Audit Scope
2.1 This is an audit of the Shetland College.

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 and application of value for money; Human Resource Management including staffing arrangements, overtime claims, staff terminations and transfers, time sheets, employment performance reviews, holiday entitlements, recruitment, staff screening, absence management and security of personal records; Financial Management incorporating purchase orders, budget monitoring, invoices, petty cash, income, lease payments and credit cards; Capital Expenditure including commitments, approval and monitoring; Contract Management involving contractually enforceable arrangements, contract conditions, and service level agreements; College Administration comprising fee setting, grant applications, grant disbursements and inventories and Miscellaneous comprising statistical returns, travel and retention and destruction. 

2.3
The audit scope period within which audit tests were performed was the nine months to 31 January 2010.

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

3. Key Audit Issues

3.1 An individual started in post before his Disclosure Scotland check was received and a number of other staff at the College are not currently disclosure checked or their disclosure has lapsed.  Some staff had been disclosure checked but were not on Staffing Section’s database and, accordingly, would fall outwith their renewal procedure.  We are advised, however, that this has now been addressed.

3.2
Two ICT systems are in operation within the College, the UHI Network for students and staff and the corporate network for staff. The level of security and control surrounding ICT within the UHI Network does not meet minimum recognised standards, in particular, access and password controls and internet access and filtering.  In addition, the Council’s ICT Security Policy is not applied within the College environment for either students or employees.  Consideration should be given to the appropriateness of having a separate autonomous ICT Unit at the College or whether the support of the Council’s ICT Unit would provide best value.

4.
Audit Issues
4.1 
Lease payments have not always been made in accordance with the lease terms.

4.2 
There is no record kept of inventory items that have been loaned out to students and staff and the inventory is not showing an up to date position of equipment held.

4.3 
Fees at the Blydehaven nursery have not been reviewed for a number of years and an account held in the name of the nursery is not reviewed by line management.

4.4 
The Absence Management policy is not being applied consistently and consequently statutory requirements and a duty of care to employees are not always being met.
4.5 
The Council’s Recruitment and Selection Policy is not being consistently adhered to in respect of evidence of qualifications and satisfactory references.

4.6 
Some grants payments did not have an authorising signature to show that they had been properly approved and disbursements were not always appropriately authorised.

4.7 
Petty cash is sometimes being used for items that should be purchased through the formal purchasing procedures and as a result appropriate authorisation is not being obtained.
4.8 
The requirements of the Travel Procurement Policy are not being consistently met.

4.9 
Overtime requests are not always being completed and in some cases overtime is being worked without prior authorisation.
4.10 There is no systematic process in place with regard to the retention and destruction of documentation.

4.11 Employees who should no longer have update access were still active on Integra.

4.12 Purchase orders are not always being produced where required and goods received is not always evidenced.

5.
Observations
5.1
The non-implementation of a 2007 staffing report has resulted in a member of staff being on an APT & C scale but on lecturers’ terms and conditions.  This is currently being addressed and will be subject to review during the follow up audit.

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 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
Attached as Appendix 2 is a formal agreed action plan that constitutes the Director’s response. Any further comments should be forwarded to all recipients of this report, including Internal Audit.

Date: 23 April 2010

ReportNo: IAR/SHETCOLL
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