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From:
Service Manager - Internal Audit 

TRAIN SHETLAND – SHORT COURSES
1. Executive Summary
The auditee is the Short Courses Manager who is line-managed by the Director of Shetland College.
There has been considerable staff turnover in Train Shetland – Short Courses in the last few years and the current manager has been in post for just over one year.  In this short time, it is apparent to Internal Audit that she has developed a good understanding of what Train Shetland requires to deliver.

There were no key audit issues resulting from this audit.  However, four audit comments were raised and a number of minor concerns were identified.  These have been acknowledged by the Short Courses Manager and an action plan to address them has been agreed. 
2.
Audit Scope
2.1 This is an audit of Train Shetland – Short Courses. 
2.2 The audit encompassed a review of the administration and controls surrounding the application of statute and Council policy, access to end-user systems and back-up routines, application of value for money; Human Resource Management including staffing arrangements and disclosure; Financial Management consisting of sources of income; Short Courses Administration comprising records of student enrolment and attendance, basis of charging, cancellation policy, qualifications of trainers, appointment of training providers and contract agreements, recall system, post-course evaluation, issue of examination certificates and fire drills and inspections.

2.3
The audit scope period within which audit tests were performed was the nine months to 30 April 2010.

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

3.
Audit Issues

3.1 
Testing of fire alarms and fire drills are not taking place with the regularity required by the Council’s Policy on Fire Safety Management.
3.2 
The appointment of training providers is not sufficiently transparent and objective.  In addition, training contracts with current trainers are not up-to-date.
3.3
Invoices and journals in respect of training income are not being timeously raised.
3.4 
Train Shetland’s cancellation policy is not being adhered to and the system for monitoring cancellations is not being utilised.
4.
Observations
4.1
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.
4.2
This audit will be followed up in approximately twelve (12) months time when areas of concern identified will be reviewed.

5
Auditee Response

5.1
Attached as Appendix 2 is a formal agreed action plan that constitutes the Short Courses Manager’s response. Any further comments should be forwarded to all recipients of this report, including Internal Audit.

Date:
28 June 2010

Report No: IAR/TS/SC
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