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1.
Auditees and Background

1.1
The auditee is the Adult Literacy Development Officer who has a line reporting responsibility to the Community Learning & Development Manager.


1.2
Adult Literacy is defined as follows:

“The ability to read, write and use numbers to handle information, to express ideas and opinions, to make decisions, to solve problems as family members, citizens and lifelong learners.  Literacy involves skills, knowledge and understanding that you build on throughout your life to meet your changing needs.”  Scottish Executive 2001.


1.3
The Legislative framework for Adult Literacy derives from Section 1 of the Education (Scotland) Act 1980 (As amended).  Scottish Office Circular ELLD1/01, issued in July 2001 required Local Authorities to produce action plans on Adult Literacy and numeracy as components of Community Learning Strategies by 31 December 2001.


1.4
The Shetland Adult Literacy Action Plan was developed by the Adult Literacy Action Plan Partnership on behalf of the Community Learning Strategy Group.  The Action Plan is coordinated by the Adult Literacy Development Officer.  This plan received positive feedback from The Scottish Executive and has secured funding of £171,258 to be spent by 2004.  A further £100,904 and £103,680 additional funding for 2004-05 and 2005-06 respectively has also been secured.  


1.5
This additional funding is meant to finance further activity and is available to other partners in the Action Plan.  The majority of this year’s money will be paid to Shetland College, with Adult Literacy receiving most of the rest with a small proportion allocated to the other partners.  In addition to its core funding, Adult Literacy has access to the additional Scottish Executive funding to meet the targets set by the Plan.  The Adult Literacy Development Officer manages the budget on behalf of the Community Learning Strategy Group and budget decisions are made by the Action Plan Partnership on behalf of the Community Learning Strategy group.


1.6
A report to the Services Committee on 15 May 2002 approved the restructuring of the Adult Literacy service to meet the Government’s community learning objectives.


1.7
The Adult Literacy establishment currently consists of one full time and two part time members of staff.  One of the designated part time members of staff works full time with the additional costs being met from the additional funding granted to the service by the government.  The service also currently has twelve unpaid volunteer tutors with, as a result of a recent recruitment drive, a further sixteen tutors currently undergoing evaluation and training.


1.8
The computer systems utilised by Adult Literacy staff have the standard Council applications installed i.e. Microsoft’s Windows 2000, Office 2000, Outlook, Intranet Explorer etc.  In addition the Computers used for training have standard Council applications installed plus some training applications.

2.
Audit Scope

2.1
This is an audit of Community Services - Adult Literacy.


2.2
The audit encompassed a review of the administration and controls surrounding the application of statute and Council policy; system access controls; staffing arrangements including expenses, training and payroll notification; Adult Literacy management incorporating service delivery monitoring and evaluation, tutor selection and training and student progress monitoring; financial management including invoices, purchase orders, journals, virements, budget monitoring, petty cash; completion of grant or other statistical returns, and inventories.


2.3
The audit scope period within which audit tests were performed was the nine months to 31 December 2002.

3.
Audit Issues
Details of areas tested during the course of the audit are attached.

Appendix 1


3.1
Expense claim forms must be adequately completed and checks evidenced.


3.2
Receipt of goods / services requires to be independently evidenced.

4.
Key Observation
4.1
The HM Inspectorate of Education carried out an Inspection of Community Learning in the South Mainland which encompassed the Adult literacy provision in this area.  The report described the service as good overall with no aspects found to be unsatisfactory. Areas in the evaluation and planning of the service, that were identified as needing improvement, are currently being addressed.

5.
Other Observations

5.1
It was noted that the section did not have an inventory of all training equipment and materials. This had already been identified and an inventory is currently being compiled.

5.2
We would like to take this opportunity to thank all the staff from Adult literacy 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.

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

6.
Auditee Response

6.1
A written response is required to the Community Learning & Development Manager, with copies to all recipients of this report by 19 March 2003.


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

Date: 
19 February, 2003
Report No: IAR/19/02/03
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