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Community Services - Education
1.
Auditee and Background
1.1
The auditee is the Head of Education, Community Services.

1.2 The Head of Education is responsible, through the Executive Director - Community Services, for the provision of education services to the Shetland community.

1.3 The Education Service is responsible for securing adequate and efficient provision of school education for pupils aged 5 - 18, special education for pupils with Additional Support Needs (ASN), nursery education, and a psychological service.  Further responsibilities include residential accommodation for pupils, grants, bursaries, school meals and milk.  There are currently 35 schools with a total school roll at January 2004 of 3658.

1.4 The main procedures and legislation relevant to the provision of education services is as follows:

Education Law

Current Education Law in Scotland is largely founded in the Education (Scotland) Act 1980, but has its roots in legislation dating back to 1872.

Legislation referred to during the audit includes

· Education (Scotland) Act 1980 (As amended)

· The School Boards (Scotland) Act 1988 (As amended)

· Standards in Scotland’s Schools Act 2000

· School Pupil Records (Scotland) Regulations 1990

Planning

For the purpose of planning the key documents used by Education to provide services in Shetland are:


Internal

· Education Service - Services Improvement Plan for 2003

· Action Plan 2002 (Improvements in line with HMIE recommendations)

· Education Service Plan 2001-2002 

· Individual School Development Plans

National Standards

· How Good Is Our School

· Quality Management in Education

These documents taken together set out current performance, targets and plans for improvement in the 5 National Priorities. 

· Achievement and Attainment 

· Framework for Learning 

· Inclusion and Equality 

· Values and Citizenship 

· Learning for Life

Teachers

In 1999 an Independent Committee of Inquiry into Professional Conditions of Service of Teachers was established.  Led by Professor Gavin McCrone CB, the inquiry set out to investigate teachers' pay, conditions of service and promotion structures, and looked at ways they could be improved to ensure professional, committed and flexible teachers for all children in Scotland into the new millennium.  This provided a timetable for implementation.

Schools

A Head Teachers handbook has been issued to all schools which covers the areas of School Management, Quality Assurance, Pupil Attainment, Parents & School Boards, Absence Management, Administration, Pupil Welfare and Health & Safety.  In addition a detailed Quality Assurance Manual has been developed.


1.5
The Head of Service is responsible for the management of revenue budgets with a turnover in excess of £33 million in the year ending 31 March 2004. An analysis of the budgets for 2003 / 2004 is presented below:

	Education Revenue Budget - 2003 / 2004

	Nursery Education
	950,501

	Primary Schools
	8,702,606

	Secondary Schools
	11,225,851

	Specialists / languages / music etc
	1,850,477

	Halls of Residence
	611,824

	Special Education 
	2,988,703

	Other
	6,914,510

	
	£33,244,473


	Education Capital Budget – October 2003
	

	Rolling Programmes
	637,000

	Specific Projects
	818,000

	
	£1,455,000


1.6
There are almost 620 full time equivalent posts in one capacity or another providing the Education Service in Shetland.  Major areas of staffing and their respective numbers are shown in the following table:

	Area
	No of

	
	FTE’s

	Head of Service
	1

	Support / EDO’s / CPD 
	15

	Nursery
	32

	Special Education
	82

	Primary
	178

	Secondary
	241

	School Meals
	8

	Visiting Specialists
	39

	Other:  Behavioural Support, Psychological Services, Science Technicians, Discipline Ethos, Social Justice, School Crossing Patrols.
	  22

	Total
	618


The Head of Service is assisted by two Senior Education Officers and a further six Education Development Officers.

In addition to the above establishment Education are supported by the Community Services Staffing and Finance sections.


1.7
Aside from the day-to-day use of the standard working applications on the Council’s WAN (WORD, EXCEL, E-mail etc.) the principal service related computer systems used within Education are Phoenix and Schoolmaster.

The Phoenix Pupil Administration system is installed and backed up on each school’s local server.  Authorised Education staff have limited read only access to this system through Phoenix Central, which is supported by the Information and Communications Technology (ICT) Unit.
The Schoolmaster Management Learning Environment is installed and backed up on each school’s local server.

2.
Audit Scope

2.1
This is an audit of Education.


2.2
The audit encompassed the following: 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 criteria; staffing arrangements; overtime and expense claims; time sheets; staff training; register of interest; staff terminations and transfers; staff screening; supply cover; recruitment; conditions of service; manual payment authorisation; recovery of overpayments; remote school allowances; School Administration incorporating school budgets, meals / milk entitlement, procedures and completeness of takings, copyright regulations, legislative requirements regarding pupil records, inventories, school funds and risk assessments; Meals, milk and clothing grants including contract conditions, entitlement and procedures; bursaries; usage of school premises; devolved school management, development plans; statistical returns; capital expenditure; financial management including purchase orders, budgets, journals, virements, income, petty cash and invoices.

2.3
The audit scope period within which audit tests were performed was the nine months to 30 November, 2003.

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

3.
Key Audit Issues
3.1
Non teaching staff located in schools are commencing employment prior to Disclosure Scotland checks being completed.  There would appear to be differences in interpretation regarding disclosure requirements between actual Education staff and Community Services staff.

3.2 The school meals contract / agreement should be subject to a rigorous review. Consideration should be given to the DSO charging mechanism and quality control requirements. There appears to be a lack of clarity regarding general decision-making responsibility within school meals policies.

3.3 There should be a consistent policy throughout the schools regarding the provision of free meals to Assisted Support Needs pupils and to teachers, janitors, office staff and auxiliary staff who are supervising or assisting in lunch time rota / cover.  Information on this type of taxable benefit should be passed to the Payroll Section in order to be included in the mandatory returns.

3.4
Recruitment procedures must be carried out according to policy. Staff terminations, transfers and promotions should be punctually notified to Payroll. Advanced payments and overpayments resulting from these issues appear to be a symptom of underlying problems.

4. Other Audit Issues
Schools

4.1 School Funds should be independently reviewed on an annual basis.

4.2 The per capita budget must be presented, approved and minuted as such by the School Boards.

4.3 The charging mechanisms for school milk and school visitor meals should be consistent.  Internal Audit would recommend a standard register be used throughout the schools for recording payments of meals and milk. Staff meals and payment thereof should also be consistently recorded with payment made weekly.

4.4 Clear guidelines should be provided to school secretaries regarding procedures, roles and responsibilities in pursuing non-payment of school meals.

4.5 The annual inventory throughout the schools ought to be performed with due care and attention.

Office Based

4.6
Appropriate back up / information must be provided with cheque requisitions for manual cheques.

4.7
Repayments of overpayments should be pursued according to procedure and recovered timeously.

4.8
Expense claims must be approved at an appropriate level and adequately ruled off.

4.9
Bursary calculations should be verified prior to payment.

4.10
The petty cash imprest system must be appropriately managed.

4.11
Overtime requests should be submitted as per Council policy.

4.12
Ensure invoices are issued within the required timescale. 

4.13
Capital expenditure must be allocated correctly and consistently. 

4.14
The receipt of goods / services ought to be evidenced on the invoice.

4.15
Access passwords to Integra require to be changed and access capabilities amended as appropriate.

5.
Other Observations
5.1
During our visits to ten schools it was noted that only one safe key was held in 5 cases. Further investigation could not locate duplicate keys. We would recommend that duplicate keys are obtained / located for all safes and thereafter securely held centrally at Education.

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
A written response is required, to the Executive Director - Community Services, with copies to all recipients of this report by 2 April 04.


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

Date: 5 March 2004
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