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To:
Youth Services Manager

cc:
Executive Director – Education & Social Care


Head of Finance 


Chief Executive



From:
Service Manager - Internal Audit 

EDUCATION & SOCIAL CARE - YOUTH SERVICES
1.
Auditee and Background
1.1 
The auditee is the Youth Services Manager.

1.2 The core activities of Youth Services are as follows:

· The provision of a quality youth work service in line with the Shetland Youth Service Curriculum

· 
The provision of access to learning and development opportunities under the Bridges Project for young people, aged 14 -19, who are at risk of becoming NEET – ie not in education, employment or training 

· 
The provision of more opportunities to ensure that young people with disabilities and additional support needs have access to a wider range of social and leisure pursuits

· 
Provision of the opportunity for young people to become involved with decision making through support of YOUTH VOICE Shetland, the Scottish Youth Parliament and Shetland Youth Bank

1.3
The key legislation and guidance for the work of Youth Services is:

· Working and learning together to build stronger communities (WALT), which is Scottish Government guidance for Community Learning and Development  

· Skills for Scotland - the Executive Director is developing Skills for Shetland, as a response to this and this will replace Vibrant Shetland, the Community Learning and Development Strategy for 2005-2008

· Integrated Children’s Service Plan – this is in the process of being updated for 2008-11

· CLD Action Plan in response to the HMIe report (November 2007)

· Shetland Youth Service Curriculum Guidelines – a framework for developing informal education programmes

1.4 
The Youth Services Manager is directly responsible for the following 
budgets:

	
	2008/2009
	2007/2008

	Support Ledger
	£
	£

	Employee Costs
	47,936
	46,779

	Operating Costs
	5,056
	4,953

	Financing
	0
	0

	Income
	0
	0

	Recharges in
	170,285
	194,099

	Recharges out
	-223,277
	-245,831

	Total
	0
	0


	
	2008/2009
	2007/2008

	General Ledger
	£
	£

	Employee Costs
	617,873
	577,953

	Operating Costs
	170,591
	206,554

	Financing
	0
	0

	Income
	-11,000
	-182,764

	Recharges in
	159,413
	157,347

	Total
	936,877
	759,090


1.4 The establishment of Youth Services at July 2008 is as follows:

	Description
	FTEs

	Youth Services Manager
	1.0

	Youth Services Team Leader
	1.0

	Inclusion Officer
	1.0

	Bridges Co-ordinator
	1.0

	Bridges Support Workers
	3.0

	Youth Development Workers
	5.5

	Youth Workers
	17.0

	Graduate
	1.0

	Modern Apprentice
	1.0

	TOTAL
	31.5


1.5
The main software packages utilised at present are:

	Package
	Description

	Microsoft
	Excel, Word, Access & Outlook

	Integra
	Financial Management System

	MindManager Pro 6
	Mind Mapping product


2.
Audit Scope
2.1 This is an audit of Youth 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 and back-up routines, application of value for money and submission of a Service Plan; Human Resource Management including staffing arrangements; employee details on CHRIS, overtime claims, staff terminations and transfers, time sheets, employee review and development, register of interests, holiday entitlements, recruitment, staff screening, absence management and safe-keeping of personal files; Financial Management incorporating purchase orders, budget monitoring, journals, virements, petty cash, income, lease payments and credit cards;  Youth Services Administration including qualitative controls over youth club activities, cash handling, production of individual learning plans and progress to implement HMIe action points; Miscellaneous including statistical returns, grant claims, inventories, travel, records retention and destruction, retention of ERDF/ESF funding documentation and risk assessments.

2.3
The audit scope period within which audit tests were performed was the nine months to 31 May 2008.

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

3. Key Audit Issues

3.1 It would appear that some staff have not been Disclosure checked although the extent of non-disclosure is unclear due to problems with the database.  It is acknowledged that direct responsibility for this is outwith the control of the Youth Services Manager.

4.
Audit Issues
4.1 Risk Assessments are not being consistently completed, signed and reviewed.

4.2 Purchase Order Procedures and related Financial Regulations are not being adhered to.

4.3 The Employee Review and Development Policy has not been fully implemented.

4.4 The Travel Procurement Policy is not being adhered to.

4.5 The Youth Club Nightly Recording Procedures are not being fully complied with.

4.6 The Retention and Destruction Schedule is not being adhered to.

5. Observations

5.1
Many youth workers are on contracted hours but are still paid by the submission of timesheets based on actual hours worked.  As this involves duplication and increases the workload on Payroll staff, this current system does not represent value for money.  The Youth Services Manager has agreed to review this process as part of her impending review of youth work.  The Expenditure Manager suggested that a system of flexi-contracts would be one possible option.

5.2
There are anomalies in the rates paid to youth workers but it is anticipated that this will be rectified with the introduction of Single Status.

5.3
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.
5.4
This audit will be followed up in approximately twelve (12) months time when areas of concern identified will be reviewed.

6
Auditee Response
6.1
A written response is required, to the Executive Director - Education and Social Care, with copies to all recipients of this report by 10th October 2008.


6.2
Attached as Appendix 2 is an action plan that requires to be completed and returned to Internal Audit.

Date:
12th September 2008
Report No: IAR/YS/0809
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