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Head of Legal and Administration

Head of Finance

Chief Executive
From:
Service Manager - Internal Audit

EXECUTIVE SERVICES - LEGAL AND ADMINISTRATION - LEGAL

1.
Auditee and Background
1.1
The auditee is the Acting Divisional Manager - Legal who has a line reporting responsibility to the Head of Legal and Administration.

1.2 The Legal function exists to support the Council by providing legal services including: general and specific legal advice to members and officials on a diverse range of matters including employment, property, licensing law etc, processing and recording property transactions e.g. conveyancing, leases, searches etc, processing licensing applications and such other duties that the Council requires.

1.3
The current Legal establishment is:

	Post
	No.

	Acting Divisional Manager
	1

	Solicitor
	5

	Solicitor P/T
	2

	Paralegal
	1

	Administrative Assistant
	4

	Administrative Assistant P/T
	1

	Total
	14


1.4
The main software packages utilised at present are the standard Council applications installed i.e. Microsoft’s Windows 2000, Office 2000, Outlook, Intranet Explorer etc.  In addition the two computers in the Mail Room have an ACCESS database application installed for logging mail entitled MAILLOG.  In addition some Legal section personnel also have access to the Integra management information system.

2.
Audit Scope

2.1
This is an audit of Executive Services - Legal and Administration - Legal.

2.2
The audit encompassed a review of the administration and controls surrounding the application of statute and Council policy, system access controls, value for money; staffing arrangements including overtime, expenses payroll notification, training, employee records, absence management and register of employee interests; financial management including purchase orders, invoices, journals, budget monitoring, charges, cash balances and sales invoices; Legal administration incorporating property transactions, licensing, records management.

2.3
The audit scope period within which audit tests were performed was the nine months to 31 March 2003.

3.
Audit Issues

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

3.1 Access rights to Integra require to be amended to ensure password change and deletion of former access capabilities.

3.2
Ensure that expenses claim forms are completed in a manner that would prevent any subsequent amendment of expense details.

4.
Observations
4.1
We noted that with regard to Council House Sales, the Council was not meeting its statutory obligation to make letters of offer within the two month period.  However we acknowledge that Legal are dependent on the District Valuer and other Council departments supplying the information required to make the offer timeously.

4.2
We would like to take this opportunity to thank all the staff from Legal for the time, patience and assistance afforded to Internal Audit during the course of the audit assignment.  The positive attitude shown by staff, together with a ready willingness to acknowledge and accept recommendations, both written and verbal, made by Internal Audit, was appreciated throughout the audit process.

4.3
This audit will be followed up in approximately twelve (12) months time where areas of concern identified will be reviewed.

5.
Auditee Response
5.1
A written response is required to the Head of Legal and Administration, with copies to all recipients of this report by 4 July 2003.

5.2
Attached as Appendix 2 is an action plan that requires to be completed and returned to Internal Audit.

Date: 
6 June, 2003
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