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COMMUNITY SERVICES – EDUCATION – JANET COURTNEY HALLS OF RESIDENCE
1.
Auditee and Background
1.1 The auditee is the Manager – Halls of Residence who reports to the Acting Quality Improvement Manager.

1.2 The Janet Courtney Halls of Residence provide up to 91 residential places for Anderson High School pupils who come from Yell, Unst, Whalsay, Fair Isle, Fetlar, Foula, Papa Stour and the Bridge of Walls and Walls area (including Sandness).  This includes two young people with special educational needs.  Weekend accommodation is provided to those from the outer isles.

In addition a scheme is in operation to provide places to young people, who would not be eligible for a place at the Halls of Residence under the above residency criteria. Individuals can become resident at Social Work’s request as an alternative to other residential or non-residential care options.  This is taken on a case-by-case basis and will only happen if the following criteria are met:

· There are spare beds,

· The needs and aims of the individual can be met by them becoming resident at the Hostel when it is open during term times,

· Staff have the skills to deal with the care requirements of the individual young person.
The Hostel was subject to an inspection from the H.M. Inspectors of Education in 2003. This produced a positive report with good progress made against points for action during the follow up a year later.

1.3
The Halls of Residence Manager is responsible for Hostel budgets.  The 2005 / 2006 budgets are summarised below:

	
	£000

	Employee costs
	389.7

	Operating costs
	181.1

	Recharges
	90.5

	
	

	
	661.3


1.5 The Halls of Residence establishment currently recorded on the CHRIS system is:

	Post
	Grade
	FTE’s

	Manager
	APT&C
	1

	Assistant Manager
	APT&C
	1

	Clerical Assistant
	APT&C
	1

	
	
	

	Senior Houseparents
	APT&C
	1

	Houseparents
	APT&C
	5.5

	
	
	

	Head Cook
	Manual worker
	1

	Assistant Cook
	Manual worker
	1

	Domestic Assistant
	Manual worker
	5.7

	
	
	

	Total Full Time Equivalents
	
	17.2


In addition to this there are seven temporary or relief Houseparents and three temporary or relief domestic staff who work according to the requirements of the service and to cover staff absences.

1.6 The main software packages utilised at present are:

	Package
	Description

	Microsoft
	Access, Excel & Word

	FMS
	Integra


2.
Audit Scope
2.1 This is an audit of the Janet Courtney Halls of Residence (Hostel).

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, use of screen savers; Human Resource Management including staffing arrangements; overtime and expense claims, staff terminations and transfer, timesheets, staff training, register of interest, holiday entitlements, recruitment, staff screening and absence management; Financial Management incorporating purchase orders, budget management, journals, virements, sales invoices, income; Halls of Residence – Administration including residents records, eligibility for admission, management of residents valuables, management and security of foodstuffs and consumables, inventories, risk assessments, fire drills and inspections and achievement of recommendations made by H.M. Inspectors.
2.3
The audit scope period within which audit tests were performed was the nine months to 31st March 2005.
Details of areas tested during the course of the audit are attached, Appendix 1.

3. Key Audit Issues

3.1 Budgets relating to allowances, such as standby, overnight and weekend working, were not appropriately set for the previous or current financial year.  This led to a variance that was not addressed during the previous financial year or during the revenue setting exercise for 2005/2006. Variances will continue unless appropriate action is taken.

4.
Other Audit Issues
4.1 Register of Employee interest forms should be created or located for all Hostel staff.

4.2 The Council’s Absence Management Policy and procedures should be observed.

4.3 All charges should be reported and approved in line with the Financial Regulations.

5. 
Key Observation

5.1
The Hostel requires to be registered under the Care Commission in the near future. This will require compliance with their rules and standards and will involve six monthly inspections.  The Manager is in the process of assessing the full implications of this registration to ensure the Hostel is in a position to be fully compliant.

6.
Other Observations
6.1
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.
6.2
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 Acting Quality Improvement Manager, with copies to all recipients of this report, including Internal Audit, by 13th June 2005.

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

Date:
16th May 2005
                                     Report No: JCHR/May2005
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