APPENDIX 1

SUMMARY OF FINDINGS

	SUMMARY OF FINDINGS

                  Control Objective                                     Findings / Risk                                                       Recommendations



	Control Objective
	Findings / Risk
	Recommendations

	
	
	

	1.
GENERAL
	
	

	
	
	

	1.1
Policies and procedures over the control and the administration of key areas of operation are established with policies appropriately approved and reviewed.
	None
	N/A

	
	
	

	1.2
System access controls are established which are consistent with job responsibilities and achieved appropriate segregation of duties.
	None
	N/A

	
	
	

	1.3
Access to end user systems is adequately restricted with critical systems files backed up on a regular basis and adequate change control procedures in place.
	1.
The Roads Maintenance Manager is the system owner who authorises access and administers levels of access. It is good practice to have the authorisation and administration duties separated.

2.
Whilst it is recognised that the system is being operated in a secure manner, written Secure Operating Procedures have not been created for this networked system.

Compliance with 7.1 of the ICT Security Policy is not being adhered to.

Audit Comment # 7


	Suitable Secure Operating Procedures should be documented as required by 7.1 of the ICT Security Policy and consideration given to the separation of authorisation of access to, and administration of, the system.



	
	
	

	1.4
The application of value for money criteria within Roads Maintenance is appropriately addressed.
	Refer to 3.1
	Refer to 3.1

	
	
	

	1.5
Emergency Planning measures are in place.
	None
	N/A

	
	
	

	1.6
A Service Plan has been developed and timeously submitted.
	None
	N/A

	
	
	

	
	
	

	2.
HUMAN RESOURCE MANAGEMENT
	
	

	
	
	

	2.1
Staffing arrangements for Roads Maintenance are appropriately determined and administered in accordance with national conditions and local policies.
	None
	N/A

	
	
	

	2.2
Salary information submitted for payroll input is appropriately completed and subject to prior review and approval.
	Expense Claims

A judgemental sample of 20 expense claims processed during the audit scope period was reviewed.  For this sample 4 expense claims were incorrectly completed.  All 4 incorrectly completed expense claims were not ruled off and did not have totals scored through.  All claims were appropriately authorised.  

Overtime Claims

All 17 APT&C overtime claims processed during the audit scope period were reviewed.  The results for these claims are as follows:

· 4 overtime claims were incorrectly completed

· 7 overtime requests were dated/authorised after the overtime had been worked

· 1 overtime request was not authorised

· 1 overtime request was not found

· Overtime was claimed for working through the lunch hour on 6 occasions, resulting in breach of working time regulations

This results in 8 claims being processed incorrectly.  

Expense Claims

Expense claim forms are being completed in a manner that could facilitate insertion of expense details after claims have been initially approved

APT&C Overtime Claims

1. Overtime request and advance authorisation forms are not always adequately completed.
2. Overtime requests are not being prepared and authorised in advance of overtime being worked.
3. Working time regulations are being breached due to employees working through their lunch hour.

Audit Comment # 2
	Expense Claims

Ensure that expense claim forms are completed in a manner that would prevent any subsequent amendment of expense details and ensure sufficient information is provided

APT&C Overtime Claims

1. Overtime Request and Advance Authorisation forms must be prepared in advance in accordance with Council policy and appropriately authorised by line management.
2. Employees should take at least a 20-minute break to ensure working time regulations are being met.



	
	
	

	2.3
Staff terminations, transfers, extensions and promotions are timeously notified to payroll.
	None
	N/A

	
	
	

	2.4
Time sheet information is appropriately completed and accurately compiled.
	Verbal Comment
	All timesheets should be fully completed including total hours.  To be reviewed during the follow up.

	
	
	

	2.5
Employee performance reviews are undertaken in accordance with Council policy with staff training and development carried out accordingly.
	Verbal Comment
	Performance appraisals for manual workers will be reviewed during the follow up.

	
	
	

	2.6
An up to date register of employees’ interests is maintained. 
	None
	N/A

	
	
	

	2.7
Holiday entitlements are carried out in accordance with Council policy.
	None
	N/A 

	
	
	

	2.8
Recruitment is performed in line with Council procedures
	None
	N/A

	
	
	

	2.9
Absence management policy requirements.
	A Seagate report was created from Chris for the audit scope period and during that period there were 33 instances where a back to work interview was required:

In 18 cases back to work interview records were found.  Of these:

· 6 interview dates were not recorded

· 6 interviewer details were not recorded

· 7 interviews were carried out over 2 months after initial requirement

Four interviews do not appear to have been carried out and the responsible Engineer has now left the Council.  There was no hand over of outstanding requirements to his successor.

An additional 6 interviews have not been carried out.  Paper work was created by the Administration Assistant and is outstanding on the relevant engineers’ desks.

The Administration Assistant timeously produces the relevant paper work when required.  The interview form is passed to the appropriate line manager.  There is no follow up procedure to ensure the interview has taken place.  Some interview records were located in the personal files and 

others were located with the Engineers.

Back to work interviews are not being consistently or timeously carried out in accordance with the policy.

Back to work interview records are incomplete.

There is no back up system in place to ensure that the required interviews are held.

Audit Comment # 5


	1. Back to work interviews should be carried out in accordance with the policy.

2. Back to work interview records should be appropriately completed and dated.

3. The Administration Assistant should have a system in place to follow up the back to work interview records to ensure they are returned and appropriately filed. This would also ensure that the interviews are held timeously.



	
	
	

	2.10
Employees personnel records are held securely.
	Verbal Comment
	During the follow up check that all files delivered from HRM are appropriately distributed and combined ensuring only one personal file for each employee exists.

	
	
	

	
	
	

	3.
FINANCIAL MANAGEMENT
	
	

	
	
	

	3.1
Purchase orders and accounts are authorised and correctly processed in accordance with Financial Regulations.
	A judgemental sample of 20 invoice payments was selected from a transaction download produced on Integra.  The results for this sample are as follows:

· 4 purchase orders were not priced

· 3 purchase orders were produced after the invoice was received

· 2 invoices were not paid timeously (One was paid after 593 days and the unmatched local order was not queried)

It can be seen from the purchase ledger that Roads Maintenance purchase many items independently from the Gremista Store.  On most occasions this can be put down to location and job requirement.  However, discussions with the Chief Administration Officer confirmed that it would appear that many items could have been issued through stores.  It has been suggested that the Roads Maintenance Manager and the Building Services Manager issue a joint memo reminding staff that whenever possible, items should be sought from the Gremista Store.

1. Purchase Orders are not always being priced in advance when appropriate.
2. Purchase Orders are being produced after invoices are received resulting in goods being ordered prior to appropriate authorisation.
3. The Council may be subject to unnecessary financial penalties as a result of slow payment of invoices and unmatched purchase orders are not being queried.
4. There is an increasing quantity of goods being purchased independently from the Gremista Store that could result in failure to achieve best value.
Audit Comment # 1
	1. Purchase Orders should be priced when appropriate.

2. Purchase Orders should be produced and authorised prior to ordering goods.

3. Invoices should be paid within the required timescales and any unmatched purchase orders should be queried.

4. Goods should always be sourced through the Gremista Store whenever possible.

	
	
	

	3.2
Budgets are regularly monitored and significant variances investigated.
	None
	N/A

	
	
	

	3.3
Journal entries are authorised and correctly recorded as to account, amount and period.
	None
	N/A

	
	
	

	3.4
Virements are administered in accordance with Council Policy and Financial Regulations.
	None
	N/A

	
	
	

	3.5
Sales invoices are accurately prepared and approved, issued timeously and correctly posted.
	None
	N/A

	
	
	

	3.6
All income sources are identified and charges are regularly reviewed.  Cash takings and balances are adequately secured, promptly banked, correctly allocated and fully accounted for.
	Income is securely stored in a locked tin that is located in a locked safe.  A count recorded cash and cheques totalling over £16,000.  Banking is done monthly and this amount is not due to be banked until the end of September.  

Mobile phone accounts are circulated to all corporate mobile phone users.  The users identify their personal calls, make payments and sign off the amount due, or indicate that no private calls have been made.  The slip that accompanies the request for payment states:

‘The amount payable is in the column – cost’

Therefore, it has been practice that employees have paid the net amount for their personal calls and have not added the required VAT onto the amounts due, ultimately understating the output VAT that should be paid by the authority over to the Revenue.

Cash Handling Procedures are not being adhered to.

Employees are not adding VAT to personal phone charges.

Audit Comment # 6


	1. Cash handling procedures should be adhered to and all income banked regularly.

2. VAT must be added and paid over for personal phone charges. 



	
	
	

	
	
	

	4.
CONTRACT MANAGEMENT
	
	

	
	
	

	4.1
Contracts are administered in accordance with legislative requirements, Council Policy and contact conditions.
	None
	N/A

	
	
	

	4.2
Arrangements for service provision from third parties are contractually enforceable.
	None
	N/A

	
	
	

	4.3
Steps are taken to ensure contract conditions are being applied.
	None
	N/A

	
	
	

	
	
	

	5.
SCORD QUARRY OPERATION
	
	

	
	
	

	5.1
Risk assessment criteria are regularly reviewed and performed in accordance with health and safety requirements.
	1.
At the instigation of the Council’s insurers, Zurich Municipal, electrical apparatus is checked every six months.   Reports are made available to the Insurance Section and the Quarry Manager on line.  The last two reports dated November 2006 and April 2007 contained  ‘B’ Class defects - Defects Requiring Attention As Soon As Is Reasonably Practicable.  The Insurance Section has requested updates from the Quarry Manager on these issues.  A response was forwarded on 14th August 2007.

2.
Good quality detailed risk assessments were evidenced but all of the assessments were overdue for review.  A review is currently underway by the Quarry Manager.  None of the old or new assessments have been signed off.

3. A requirement of The Quarries Regulations 1999 is that a competent person shall carry out daily inspections of the Quarry face and that suitable written records are made of the inspections.  The Quarry Manager stated that he carried out daily inspections but that he has not recorded the inspections or any actions as a result of the inspections since 2005.  

1.
Appropriate action regarding the defects reported by Zurich in November 2006 and April 2007 were not timeously reported back.

2.
Risk Assessments are out of date and are not being signed off.

4. There is no record of quarry inspections as required by the Quarries Regulations 1999 and therefore no evidence that inspections are being carried out or that any defects/risks are appropriately addressed.

Audit Comment # 4

	1. The remedial action taken on the defects reported by Zurich should be recorded and regularly passed to the Insurance Section.

2. The review of risk assessments should be completed and signed off by both the Quarry Manager and the Service Manager.

3. Quarry inspections should be recorded and any remedial actions or identified risks should be appropriately reported.



	
	
	

	5.2
The production, grading, loading, transportation and delivery of quarry materials is properly documented and accurately recorded.
	None
	N/A

	
	
	

	5.3
All quarry materials ordered and issued are accounted for and charged to the purchaser at the correct rate.
	Verbal Comments
	Scord Quarry charges should be included in the annual schedule of charges that is approved and advertised on an annual basis.

A destruction policy should be introduced for the weighbridge tickets at Scord as they currently present a storage fire hazard.



	
	
	

	5.4
The weighbridge is subject to a periodic calibration in accordance with the manufacturer’s specifications.
	None
	N/A

	
	
	

	5.5
Stock levels are adequately monitored and maintained.
	None
	N/A

	
	
	

	6.
ASSET MANAGEMENT
	
	

	
	
	

	6.1
A small plant register is maintained of assets detailing cost centre, descriptions, location, value, date of acquisition and life of asset.
	None
	N/A

	
	
	

	6.2
Plant and vehicles are operated in accordance with legal and health and safety requirements, management directives and Council policy.
	Insurance / Driver Development Training

· Three employees who actively drive Council vehicles are not recorded on the insured list.  The same 3 employees are not recorded as having completed the Driver Development Training.

· Two further employees recorded on the insurance list have not attended the Driver Development Training.

LGV Licences

It was stated by the Roads Maintenance Manager that Fleet Management Unit are responsible for ensuring that only appropriate drivers with the relevant LGV licences operate large plant such as gritters etc.  The Transport Manager advised that he does not hold this information.
Through discussions with the Roads Maintenance Manager, the Transport Manager, the Safety & Risk section and the Chief Administration Officer it has become apparent that there is no comprehensive record of who holds a current LGV licence and whether the legal and age requirements are being adhered to.

1. Employees are driving Council vehicles without being recorded on the appropriate insurance database.

2. The requirement to attend the Council’s Driver Development Training programme is not being fully adhered to.

3. There is no record of who holds an LGV licence and therefore no assurance on whether the legal requirements surrounding the licence are being met.
Audit Comment #3
	1. All drivers must be appropriately recorded on the insurance database.

2. All employees who drive Council vehicles should attend the Driver Development Training programme.

3. Clarification must be sought regarding responsibility for ensuring Council vehicles are operated by appropriately licensed employees.

4. A record must be kept and a system devised to ensure that all employees who drive large vehicles hold a relevant licence and that all legal requirements are met.  This information should be shared between the relevant departments.



	
	
	

	
	
	

	7.
PLANNED & RESPONSIVE MAINTENANCE
	
	

	
	
	

	7.1
Planned maintenance programmes to prioritise and schedule tasks have been established, approved and regularly reviewed.
	None
	N/A

	
	
	

	7.2
All planned repair and maintenance work is correctly calculated and valued.
	None
	N/A

	
	
	

	7.3
Agreed procedures have been established to process and monitor responsive repair requests.
	From a sample of twenty jobs done:

In seven instances the jobs were recorded as done outwith the required timescales.  However further enquiries revealed that this is mostly due to recording rather than actual work done.  It was stated that the initial emergency/urgent works are carried out within timescales but that further work is usually required and ‘Job Done’ status gets recorded at completion of further work.

In fifteen cases the time taken from ‘Job Done’ to ’Charged/Invoiced’ was excessive.  The average time taken from the sample was 84 days. The delays appear to be caused by a combination of events at the various stages in the process.   It is recognised that there have been improvements in this area with invoices/journals being raised regularly throughout the year, but there is still room for significant improvement. From the sample of 20 tickets, only 3 appeared to be satisfactorily progressed within appropriate timescales.

Jobs allocated and created as priority 1E and 1U are not always being recorded as completed within the required timescales.

There are excessive time delays in progressing the job tickets at various stages of the process.

Audit Comment # 8


	Timescales for jobs classified as 1E or 1U should be correctly recorded.

Further deliberation should be given to ensuring the regular and timely submission of tickets at each stage of the process in order to reduce the overall length of time it takes from a ‘Job Done’ status to ‘Charged/Invoice’ status.



	
	
	

	7.4
All responsive repair work is correctly calculated and valued.
	None
	N/A
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