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Executive Director – Education & Social Care



From:
Service Manager - Internal Audit 


Shetland Library, Education & Social Care
1.
Auditee and Background
1.1 The auditee is the Shetland Library and Information Services Manager.

1.2 The Shetland Library provides an integrated public / school library service.  This is delivered through a main public library in Lerwick, open 51 hours a week, including two late nights and all day on Saturday, free access to the internet, web-based access to the catalogue, staffed school libraries in eight of the secondary schools, two mobile libraries serving outlying rural and island communities, a housebound service throughout Shetland and a range of community collections and services.

1.3 Key legislation, guidance and procedures for the work of the Shetland Library Service:

· Section 163(2) of the Local Government (Scotland) Act 1973

· 2007 Culture Bill

· Scottish Library and Information Council

· Library and Information Services Plan

· Shetland Library Procedures Manual

· School Library Service Standard Procedures

· Shetland Library Learning Centre Manual

· Stock Management Policy

· Acquisitions Policy for the Local Collection

1.4 Shetland Library Statistics:

· Issues from 01/08/07 – 31/07/08 – 235,188

· Total stock items – 182,504

· Total borrowers 07/08 – 7,595

· Total Learning Centre users 07/08 - 5,158

· Total times Learning Centre terminals accessed 07/08 – 24,684

1.5 The Shetland Library & Information Services Manager is Budget Responsible Officer for the following 2008/09 budgets:

	General Ledger
	£

	Employee Costs
	789,594

	Operating Costs
	221,829

	Financing
	52,263

	Income
	-8,306

	Recharges In
	131,977

	
	£1,187,357

	
	

	Capital
	

	Lerwick Library Design Works
	£80,000


1.6 The current establishment for the Shetland Library at August 2008 is detailed below:

	Description
	FTEs

	Library & Information Services Manager
	1

	Secretary/Administrative Assistant
	1

	Systems Librarian
	1

	Support Services Librarian
	1

	Customer Service Librarian
	1

	Young People’s Services Librarian
	1

	ICT Administration Assistant 
	1

	Systems Assistant
	1

	Driver Library Assistants
	2

	Senior Library Assistant 2 + 1 Job Share
	3

	School Librarian AHS
	1

	Library Assistants
	13

	Part Time Library Assistants
	2

	Care Taker/Driver
	1

	Total 
	30


In addition to the establishment, the Shetland Library employs two temporary full time summer students.

1.7 The main software packages utilised at present are:

	Package
	Description

	Microsoft
	Excel, Word, Access & Outlook

	Financial Management System
	Integra

	Library Management System 
	Talis - Alto


2.
Audit Scope
2.1 This is an audit of the Shetland Library and Information Services. 

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, back-up routines software licensing and control of installable media, security of ICT equipment, application of value for money, business continuity and the submission of service plans; Human Resource Management including staffing arrangements, Chris details, overtime and expense claims, staff terminations and transfers, time sheets, performance reviews, register of interests, holiday entitlements, recruitment, staff screening and absence management; Financial Management incorporating purchase orders, budget monitoring, journals, virements, invoices, petty cash,  income, lease payments and credit card security and usage; Library Management including administration of membership, catalogue maintenance, inter library loans, overdue resources, purchase of library materials, monitoring and access to the public internet; Capital Expenditure covering commitments, expenditure and monitoring;   Contract Management involving contractually enforceable arrangements and contract conditions; Miscellaneous including statistical returns, grant claims, vehicle log books, travel, retention and destruction of records, inventories and risk assessments. 
2.3
The audit scope period within which audit tests were performed was the nine months to 31st May 2008.

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

3. Key Audit Issues

3.1 A public internet usage policy must be clearly defined and thereafter be consistent with procedures and configuration. Authority and responsibility for levels of internet access, filtering configuration, categorisation, maintenance and changes should be established, along with a policy on methods of monitoring.

3.2
XXX
3.3 All Library staff omitted from the renewal programme for Disclosure Scotland should be processed as soon as possible.  The Disclosure database must be checked for completeness.  It is acknowledged that direct responsibility for this is out with the domain of the Library and Information Service Manager.

4. Audit Issues

4.1 The Shetland Library Procedures Manual instructions relating to new users should be adhered to ensuring identification is provided prior to receiving resources from the Library.  

4.2 Visitors accessing the computing facilities within the Learning Centre should be asked to provide proof of identification.

4.3 Credit Card Procedures must be adhered to and the details of each card held by the service must be kept secure and known only to the registered holder.

4.4 Procedures surrounding the follow up of outstanding borrowers should be updated and regular reviews should be carried out to ensure that all outstanding resources are dealt with.

5. Key Observation

5.1 
A recent inspection by the Scottish Library & Information Council/Chartered Institute of Library and Information Professionals in Scotland covered seven quality indicators and positively assessed the effectiveness and performance of the Shetland Library in four areas as ‘good’ and in three areas ‘very good’.

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 Head of Schools, with copies to all recipients of this report by 12th September 2008.


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

Date:
15th August 2008

Report No: IAR/SL&IS
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