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To:
Conservation Manager
cc:
Head of Planning

Executive Director – Infrastructure Services

Head of Finance

Chief Executive

From:
Service Manager - Internal Audit 

INFRASTRUCTURE SERVICES – PLANNING – CONSERVATION
1.
Auditee and Background
1.1 The auditee is The Conservation Manager, Planning, Infrastructure Services.

1.2
Conservation’s core activities and role is to look after our very rich heritage of buildings, landscapes, plants and animals.  It also promotes energy conservation. Internationally and nationally, it is involved in partnerships and projects aimed at protecting our marine environment, primarily with KIMO (the international local authorities’ environmental organisation) and NFLA (Nuclear Free Local Authorities - the local government voice on nuclear issues) aimed at preventing pollution that threatens the sustainability of our community.

1.3
Conservation are subject to a large amount of legislation which includes:

· The Town and Country Planning Act (Scotland) 1997 – Including tree preservation orders
· The Town and Country Planning (Listed Building and Conservation Areas) (Scotland) Act 1997 

· The Town and Country (General Permitted Development) (Scotland) Order 1992

· The Town and Country (General Development Procedure) (Scotland) Order

· Housing (Scotland) Act 2001 Act

· Environment Protection  (Scotland) Act 

· Local Government (Scotland) Act 

· Home Energy Conservation Act (HECA)

· The Nature Conservation (Scotland) Act 2004

There is a Service Plan in place for the whole of the Planning service, which is reviewed and updated on an annual basis.
1.4
Conservation is responsible for capital and revenue budgets.  The 2005 / 2006 budgets are  summarised below:

	

	Support Ledger
	£

	Employee Costs
	198,677

	Operating Costs
	15,770

	Recharges In
	123,050

	Recharges Out
	-337,497

	
	0.00

	
	

	General Fund Revenue
	232,166

	General Fund Capital
	347,465

	
	

	Reserve Fund Revenue
	37,864

	Reserve Fund Capital
	93,621


1.5 The current Conservation establishment is:

	Post
	Grade
	FTE’s

	Service Manager 
	APT&C
	1

	Environmental Liaison Officer
	APT&C
	1

	Planning Officer - Conservation
	APT&C
	1

	Energy Manager
	APT&C
	1

	Energy Assistant
	APT&C
	1

	
	
	

	Total Full Time Equivalents
	
	5


1.6 The main software utilised at present are:

	Package
	Description

	Microsoft
	Access, Excel, Word & Outlook

	MIS
	Integra


2.
Audit Scope
2.1 This is an audit of Conservation.

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, use of screen savers; Human Resource Management including staffing arrangements, expense claims, payroll system documentation, training, register of interests, holiday entitlement, recruitment and absence management; Financial Management incorporating purchase orders, invoices, journals, budget monitoring and virements; Contract Management; Grants Administration; Conservation including recharging of energy costs and annual recharges for KIMO.

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

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

3. 
Key Audit Issues

3.1
The designated budget responsible officer (BRO) should be involved in all aspects of the budget management process in line with the Council’s Financial Regulations. An appropriate level of guidance and training should be sought and provided to ensure the BROs can fulfil their responsibility.  In addition, a review should be undertaken to determine the appropriateness of the BRO associated with each cost centre.

4. Other Audit Issues

4.1 Annual recharges to KIMO for secretariat services, provided by the Shetland Islands Council, should be reviewed on an on-going basis.

4.2 Interview assessment sheets used for recruitment should be based on the person specification for the post and in a format acceptable to Personnel.  Only signed application forms should be accepted and all communications with candidates should be retained in accordance with the Retention & Destruction Schedule.

4.3 Screen savers should be utilised in line with the Electronic Communications Policy.

4.4 Expense claims should be adequately ruled off.

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 Planning, with copies to all recipients of this report by 20th September 2005.

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

Date:
23rd August 2005

Report No: IAR.DP05/06
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