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To:
Head of Service - Schools

cc:
Executive Director – Education & Social Care


Head of Finance 


Chief Executive

cfi:
Resources Manager



From:
Service Manager - Internal Audit 

Schools Service, Education, Education & Social Care
1.
Auditee and Background
1.1 The auditee is the Head of Schools.  There are currently 33 schools in Shetland including 2 High Schools and 3 Junior High Schools.

1.2 The main aims of the Schools Service are:

· Service Provision – To contribute to the development, delivery and evaluation of an efficient Schools Service in partnership, and alone, which meets the needs of learners, stakeholders and the community.

· Policy & Planning – To develop, maintain, promote and gain agreement to the vision, culture and strategic direction of our schools.

· Improving Standards – To provide quality assurance that evaluates standards of Schools Service delivery and drives continuous improvement.

· Management and Administration – To manage and evaluate systems and resources to provide an efficient and on going schools service according to the principles of Best Value.

1.3 Current Legislation and Policies applicable to the Schools Service and referred to during the audit include:

Education Law

· Education (Scotland) Act 1980 (plus amendments)

· Scottish Schools (Parental Involvement) Act 2006

· Standards in Scotland’s Schools Act 2000

· School Pupil Records (Scotland) Regulations 1990

Planning

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

· Schools – Service Planning Reports 2007/08

· Individual School Development and Improvement Plans 

These documents taken together set out current performance, targets and plans for improvement in The Scottish Government’s 5 National Priorities:

· Achievement and Attainment 

· Framework for Learning 

· Inclusion and Equality 

· Values and Citizenship 

· Learning for Life 

· Curriculum for Excellence  - The work of the programme is being taken forward within a strong partnership between the Scottish Government, Learning and Teaching Scotland, Scottish Qualifications Authority and HM Inspectorate of Education. This will replace existing curriculum guidance for children aged 3-5 and 5-14. 
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, Absence Management, Administration, Pupil Welfare and Health & Safety.  This handbook is currently under review as some of the sections such as School Boards are out of date.

1.3 The Schools Service budget for 2007/08 at December 2007 is as follows

	
	£

	General Ledger
	34,000,000

	Support Ledger
	

	Employee Costs
	513,102

	Operating Costs
	50,811

	Income
	0

	Recharges In
	2,840,860

	Recharges Out
	-3,404,773

	Capital Projects
	3,727,000

	
	

	Total
	£37,727,000


1.4 The Schools Service establishment based on the final salary estimates for 2008/09 is:
	Description
	FTEs

	Head of Service
	1.00

	Quality Improvement Manager & Officers
	7.00

	Head Teachers
	28.20

	Depute Head Teachers
	17.80

	Principal Teachers
	63.40

	Teachers
	231.81

	Probationer Teachers & support
	17.60

	Instructors
	15.40

	Supervisory Assistants
	7.45

	Classroom Assistants
	11.82

	DSMOs
	9.00

	Clerical Assistants 
	27.25

	ASN Auxiliary/Assistants
	30.34

	Visiting Staff
	37.87

	Employed Trainee
	4.00

	Manager & Assistant Halls of Residence
	2.00

	House Parents Halls of Residence
	7.01

	Domestic Assistants
	5.65

	Cleaners / Cleaners in Charge
	5.94

	Head Cooks / Cooks / Kitchen Assistants
	10.79

	Technicians
	6.00

	Auxiliaries
	5.28

	Groundsperson / Handyman
	1.00

	Head Janitors /Janitors
	21.86

	Classroom/Crossing Patrol
	2.30

	School Evaluation Project Manager
	0.30

	Early Years Assistant/Worker
	19.80

	Nursery Teachers
	11.20

	Sub Total
	609.07

	
	

	Resources *
	32.33

	TOTAL
	641.40


*The Schools Service is supported by Education & Community Care’s     Resources service that currently employs 32.33 full time equivalents.

1.5 The main software packages utilised at present are:

	Package
	Description

	Microsoft
	Access, Excel, Word & Outlook

	Integra
	Financial Management System

	CHRIS
	Complete Human Resource Information System

	Pearson Phoenix Gold
	Schools Management Information System

	GLOW
	National Schools Intranet/broadband network connecting education in Scotland.


2.
Audit Scope
2.1 This is an audit of the Schools Service.

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, critical areas of operation and service planning; Human Resource Management including staffing arrangements, CHRIS details, overtime and expense claims, staff terminations and transfers, time sheets, employee review and development, register of interests, holiday entitlements, recruitment, staff screening, absence management, employee records, supply cover, conditions of service, manual payments, overpayments, remote school allowances and relocation packages; School Administration including receipt of free meals and milk, completeness of takings, banking procedures, pupil records, pupil absences, inventories, school funds, risk assessments, ICT security and school usage; Meals, Milk & Clothing Grants including school meals contract, grants and completeness of takings; Bursaries & Grants covering applications, calculations, approvals, conditions, disbursements and criteria; Financial Management incorporating purchase orders, budget monitoring, journals, virements, invoices, petty cash, income, lease payments and credit cards, cheques and key security; Contract Management involving contractually enforceable arrangements, contract conditions, documentation and criteria; Miscellaneous including devolved school management, statistical returns, grant claims, travel and employee and pupil records management. 

2.3
The audit scope period within which audit tests were performed was the nine months to 31st December 2007.

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

3. Key Audit Issues

3.1 A review must be undertaken to make certain that all relevant employees are disclosure checked and an escalation process introduced where existing employees are not complying.  The Disclosure Policy including the 3 yearly renewable programe must be adhered to.  Internal Audit possess software which would assist in implementing an annual blanket check.

3.2 Council Standing Orders must be applied in connection with all contractible services in order for best value, Council Policy and legislation to be observed.   Associated documentation must be complete.

3.3 The responsibilities, administration, security and accountability in connection with School Funds should be reviewed and thereafter, where required, appropriate guidance, training and template documentation circulated.  The current issue of repayment to the Council must be addressed.

4. Audit Issues

4.1 We acknowledge that procurement is currently a Council wide issue, but in the meantime, consideration should be given to the procurement processes, economies of scale and sharing within schools in order to achieve best value.

4.2 The programme of devolved school management should be progressed in line with Scottish Government requirements. The roles and responsibilities of Devolved School Management Officers should be examined for consistency.

4.3 The Council’s Policy on Retention and Destruction in connection with both employee records and pupil records should be communicated and adhered to.  All confidential information should be secure.

4.4 The Flexible Relocation Package policy should be reviewed by Human Resources and thereafter followed consistently. In the meantime any issues, unclear within the current policy, must be referred to Human Resources.

4.5 The Council’s policy on Employee Review and Development should be adhered to.

4.6 
Effective recovery procedures should be devised in connection with students who have received a bursary but thereafter do not meet the required conditions.   Students that require disclosure checks must be cleared prior to disbursement of award.

4.7 Procedures for charging for school usage should be circulated and consideration given to the appropriateness of the current charging structure.

4.8 The escalation procedures for recovery of debt for school meals should be applied consistently across all schools.

4.9 All income receipts should be banked and income should be credited to income codes, not netted off expenditure codes.  

4.10 Cash Handling Procedures should be adhered to and in particular, employees must not take money due for banking home overnight. 

4.11 A management decision is required in connection with the allocation and administration of the breakfast club profits at Dunrossness Primary School.

4.12 The documentation flow in connection with unpaid leave should be reviewed in order to ensure that all unpaid leave is deducted by payroll.

4.13 The ICT Security Policy including screensaver, event logs and passwords   should be consistently applied across all schools and ICT equipment should be located safely and securely within the schools.

4.14 The Travel Procurement Procedures must be adhered to, particularly the responsibility for travel co-ordination, appropriate authorisation and documentation.

4.15 The Absence Management Policy should be adhered to and return to work interviews must be conducted promptly.

4.16 Guidance on risk assessment requirements should be sought and thereafter carried out regularly as required by the Risk Assessment Scheme.

4.17 An appropriate service level agreement should be entered into with the provider of the Schools Management Information System.

4.18 Purchase Order Procedures and related Financial Regulations have to be adhered to.

4.19 Leasing arrangement should be adequately monitored in order to avoid overpayments etc.

4.20 Expense claims should be appropriately lined off and overtime must be timeously and correctly completed prior to authorisation.

4.21 The authorising officer prior to signing should check time sheets and additional hours claims and the authorised signatory database updated to reflect the service requirements.

4.22 An up to date register of employees’ interests should be maintained.

5. Key Observation

5.1
It should be noted that only nine out of 33 schools were visited throughout this audit and that the issues raised should not be dealt with in isolation. They should be reviewed across all the schools in order to ensure that the services provided, the financial accountability and the human resource management practices are appropriate and consistent across the service.

6. Other Observations

6.1 During the testing of recruitment it was evident that the recording of the recruitment processes and associated records maintenance within the Staffing Section has improved considerably.

6.2 
It was further noted during audit testing that the controls surrounding the record keeping, reconciliations and completion of income in connection with school meals has improved significantly since the last audit.

6.3 Although there are still some issues surrounding disclosure, it is recognised that there are significant improvements regarding the controls surrounding the administration and security of disclosure information.  There are robust procedures now in place to ensure all relevant new posts are disclosed prior to commencement of work.

6.4
We would like to take this opportunity to thank staff for the time, patience and assistance afforded to Internal Audit during the course of the audit assignment. The positive attitude shown by the vast majority of staff was much appreciated during the audit.
6.5
This audit will be followed up in approximately twelve (12) months time when areas of concern identified will be reviewed.

7.
Auditee Response
7.1
A written response is required, to the Executive Director Education and Social Care with copies to all recipients of this report by 16th May 2008.


7.2
Attached as Appendix 2 is an action plan that requires to be completed and returned to Internal Audit.

Date:
18th April 2008
  Report No: IAR/Education/April 2008






















































































































[image: image2.png]

Page 1 of 7


Page 7 of 7




_1192614198.bin

