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Confidential

To:
Head of Service - Community Care


Head of Service - Children’s Services


Service Manager - Criminal Justice

cc:
Interim Executive Director - Education & Social Care


Head of Finance 


Chief Executive



From:
Service Manager - Internal Audit 

SOCIAL CARE
1.
Introduction

1.1    
This is an audit of Social Care which has identified a significant number of areas where controls are inadequate. We acknowledge that staff have shown a positive desire to address the issues. Resolution will also require significant senior managerial drive, commitment and leadership. 

2.
Auditee and Background
2.1 
The auditees are the Head of Service - Community Care, the Head of Service - Children’s Services and the Service Manager - Criminal Justice.

2.2 
Core Activities include:

Community Care 

Community Care provides services to older people, people with dementia, physical disabilities, mental health problems, sensory impairments, learning difficulties, children with disabilities or a disabling illness, people with HIV/AIDS and people who are terminally ill.  One of the aims of Community Care is to help people live as independently as they can in their own homes or in a homely facility in the community.

Children’s Services

Social Care has the lead responsibility for services that support children and their families who are particularly vulnerable.  The main aim is to keep families together.  Services include intensive social care support, day care and respite care.  For those children unable to remain at home, services provided include foster care, residential accommodation and adoption.

Criminal Justice

Scottish local authorities have a legal duty to provide criminal justice social work services.  The Scottish Executive funds these services through a specific grant annually awarded to local authorities who must work to specific national standards and objectives.

2.3
Core legislation applicable to Social Care is:

· Single Shared Assessment Joint Procedures

· Social Work (Scotland) Act

· Adoptions & Children’s Act 2002

· The Fostering Services Regulations 2002

· Criminal Procedures Act 1996

· Adults with Incapacity Act 2000

Social Care is a partner in Shetland’s Joint Future with NHS Shetland resulting in an Extended Local Partnership Agreement and Community Care Plan 2006 – 2009.

2.4
Social Care’s revised 2006/07 General Ledger revenue budgets recorded on Integra at period 9:

	Community Care
	£

	Employee Costs 
	12,922,900

	Operating Costs
	3,706,444

	Financing
	343,108

	Income
	-5,800,230

	Recharges
	1,361,111

	Savings
	-407,500

	Total
	£12,125,833

	
	

	
	

	Children’s Services
	

	Employee Costs 
	2,873,353

	Operating Costs
	1,575,092

	Financing
	26,158

	Income
	-608,415

	Recharges
	878,883

	Total
	£4,745,071

	
	

	Criminal Justice
	

	Employee Costs 
	232,224

	Operating Costs
	32,111

	Income
	-244,534

	Recharges
	54,563

	Total
	£74,364

	
	

	SOCIAL CARE TOTAL
	£16,945,268


In addition, there are capital budgets totalling over £2.2m for 2006/07.

2.5 
Establishment figures taken from the manpower watch report at 30th January 2007:

	
	Permanent Full Time
	Permanent Part Time
	Temporary Full Time
	Temporary Part Time

	Criminal Justice
	4
	1
	0
	2

	Integrated Children’s Services
	39
	101
	10
	47

	Community Care
	141
	366
	5
	482

	Totals
	184
	468
	15
	531


In addition, Social Care are supported by Education and Social Care’s Resources unit: 

	
	Permanent Full Time
	Permanent Part Time
	Temporary Full Time
	Temporary Part Time

	Resources
	29
	12
	4
	3


The figures equate to 647 full time equivalent employees.

2.6
The main software packages utilised at present are:

	Package
	Description

	Microsoft
	Access, Excel & Word

	Integra
	Financial Management System

	Anite - SWIFT
	Social Care Management System


3.
Audit Scope
3.1 
This is an audit of Social Care.

3.2 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; Human Resource Management including staffing arrangements, overtime and expense claims, staff terminations and transfers, staffing levels and relief cover, time sheets, staff training, 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; Social Care Administration including grant schemes, direct payments, fostering allowances, administration of bank accounts, meals on wheels and laundry income, home care packages, single shared assessment care plans, disability badge scheme, supervision guidance, vehicles, grant claims and statistical returns, records retention and destruction and security of personal files; Residential Units including financial assessments, client fees, equalisation of charges, client property and valuables, drugs and medication, inspections, risk assessments, control of consumables and inventories; Capital Expenditure and Contract Management involving contractually enforceable arrangements, contract conditions, and service level agreements. 

3.3
The audit scope period within which audit tests were performed was the nine months to June 2006.

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

4. Key Audit Issues

4.1 Where required, clearance must be obtained from Disclosure Scotland prior to commencement of employment.  A secure database should be developed along with security controls surrounding the administration requirements of disclosure information.

4.2 
Foster care families, respite carers and shared carers should all be cleared by Disclosure Scotland.  The SIC’s current policy covers employees only. A policy / procedures must be devised ensuring current and retrospective clearance and timely renewals. 

4.3 
The significant health and safety issues raised in connection with the New Bruce Initiative (NBI) must be resolved with immediate effect.   Support, guidance and training should be provided in order for NBI employees to apply corporate policies and procedures.

4.4 
The current and potential overspend on the Care at Home cost centres should be addressed with immediate affect and consideration should be given to re-instating the practice of costing individual care packages to achieve effective monitoring of the budget.

4.5 
Controls and procedures surrounding the return and disposal of controlled drugs should be tightened.

4.6 
A procurement policy and a food usage policy should be introduced across all establishments.  There should also be consistency regarding the requirements for stock control records.

4.7 
Secure Operating Procedures and an Access Control Policy should be devised for the SWIFT system.  Controls surrounding the system e.g. passwords, access, audit logs, events, output controls etc should be introduced.

4.8 
A systematic process for the destruction of both paper and matching electronic files must be introduced across the service to ensure that legislative requirements and the Retention and Destruction policy are adhered to.

5.
Audit Issues

5.1 
The Direct Payments Scheme should be correctly administered and financially monitored.

5.2 
Petty Cash must not be used to fund the Children in Need process, the hardship/crisis loan scheme, travel costs or expenses.

5.3 
Income for meals on wheels and laundry should be banked timeously and administered correctly.

5.4 
Uptake on staff meals should be appropriately recorded and collected. Income for both staff meals and day care meals must be banked timeously.

5.5 
The administration of comfort funds should be standardised to ensure full financial accountability.  Comfort funds must not be used for payroll purposes.

5.6 
Guidance should be issued to both employees and foster carers detailing expenses entitlement.

5.7 
Staff terminations, transfers, extensions and promotions must be timeously notified to Payroll.

5.8 
Recruitment procedures should be followed in line with the Recruitment and Selection Policy, in particular covering the evaluation process, evidence of qualifications and references.  Relevant documentation should be appropriately filed and retained.

5.9 
The Absence Management Policy should be adhered to and return to work interviews must be conducted promptly.

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

5.11 Expense claims should be appropriately lined off and overtime must be authorised in advance.

5.12 Inventories have to be kept up to date and the deterioration of items located in the Occupational Therapy Store addressed.

5.13 Risk assessments must be carried out regularly as required by the Risk Assessment Scheme.

5.14 Lease payments should be appropriately administered and accounted for.

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

6.
Key Observation

6.1
While it is recognised that Social Care have recently gone through a re-organisation, throughout the audit we have had great difficulty in identifying / matching areas of administrative and financial responsibility to specific individuals. This has made audit testing extremely time consuming.  Furthermore, it was stated by nearly all the Unit Managers visited during the audit that they are often unsure of who to contact for various human resource management, financial and administrative issues.  Recruitment and requests to recruit appear to be the biggest area of concern for the Unit Managers with paperwork disappearing into ‘the system’. 


The administrative function within Social Care requires urgent review to ensure roles and responsibilities are clearly understood by all staff within Social Care.

7.
Other Observations

7.1
It was noted that the training unit operates a database system for collating staff qualifications and training and a comprehensive spreadsheet system for analysing individual training needs and related budgets.  The introduction and administration of these systems merit positive comment.

7.2 
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. This was much appreciated.

7.3
This audit will be followed up in approximately twelve (12) months time when areas of concern identified will be reviewed.

8.
Auditee Response
8.1 
A written response is required, to the Interim Executive Director Education and Social Care, with copies to all recipients of this report by 16th March 2007.

8.2 
Attached as Appendix 2 is an action plan that requires to be completed and returned to Internal Audit.

Date:
16th February 2007

Report No: IAR/SC0607
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