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 administration of key areas of operation are established with policies appropriately approved and reviewed.
	Verbal Comment
	Hand written notes on procedures for checking energy bills should be formalised.

	
	
	

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

	
	
	

	1.3
Access to end user systems are adequately restricted and critical system files are backed-up on a regular basis.
	None
	N/A

	
	
	

	1.4
The Application of value for money criteria within Planning Conservation  is appropriately addressed.
	None
	N/A

	
	
	

	1.5
Screen savers are utilised in line with the electronic communications policy.
	From a review of four of the six desktops used by Conservation Staff we found the following:  

1. Two were not password protected

2. One screen saver activated after ten minutes

1. Unauthorised access to data could be obtained
2. Electronic Communication Policy requirements are not being met
Audit Comment (3
	Ensure screen savers are utilised in line with the Electronic Communication Policy.


	
	
	

	2.
HUMAN RESOURCE MANAGEMENT
	
	

	
	
	

	2.1
Staffing arrangements for Planning Conservation are appropriately determined and administered in accordance with national conditions and local policy.
	None
	N/A

	
	
	

	2.2
Salary information submitted for payroll input is appropriately completed and subject to prior review and approval.
	Forms are being completed in a manner that could facilitate insertion of expense details after claims have been initially approved.

Opportunity exists for misappropriation, and thereafter the payment of unauthorised expenses.

Audit Comment #5
	Ensure that expense claim forms are completed in a manner that would prevent any subsequent amendment of expense details.



	
	
	

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

	
	
	

	2.4
Staff training and development is carried out in accordance with requirements.
	None
	N/A

	
	
	

	2.5
An up to date register of employee interests is maintained.
	Verbal Comment
	ROI forms should all be signed by the Head of Department.

	
	
	

	2.6
Holiday entitlements are carried out in accordance with Council policy.
	None
	N/A

	
	
	

	2.7
Recruitment is performed in line with Council procedures.
	IPC006 – closing date 10/12/04

1. The interview assessment form used was not appropriate.  Discussions with a Personnel Officer highlighted the need for interview assessment forms to be based on the Person Specification for the post.  
2. Two of the application forms submitted and considered for the post had not been signed.
3. No letter to the unsuccessful candidate was evidenced.

1. The Council’s Recruitment and Selection Policy and Procedures have not been followed.
2. Non standard interview assessment sheets have been used.
Audit Comment #2
	1. Ensure all elements of the Council’s Recruitment and Selection Policy and Procedures are observed.

2. Discuss requirements for interview assessment forms with Personnel and ensure these are implemented for all recruitment activities. Any variation should be agreed and approved by Personnel prior to being used.



	
	
	

	2.8
Absence management policy requirements are observed.
	None
	N/A

	
	
	

	3.
FINANCIAL MANAGEMENT
	
	

	
	
	

	3.1
Purchase orders and accounts are authorised and correctly processed in accordance with Financial Regulations.
	None
	N/A

	
	
	

	3.2
Budgets are monitored on a regular basis and significant variances investigated.
	The previous and current years budget and expenditure were reviewed.   Discussions with the Conservation Manager highlighted the fact that even though he is designated Budget Responsible Officer he has no systematic opportunity for input into the budget setting exercise and stated that he had no control over some individual costs.  It was further stated that new cost centres have been added without guidance being provided to the Conservation Manager as to the purpose of these budgets.   

In addition, a grant was awarded against capital budgets (GRY90102406 - £245,000) to the Shetland Amenity Trust for Architectural Heritage funding without the designated BRO having any knowledge of the budget being allocated or the grant awarded.

Monthly budget reports are provided by the Administration Manager and action has been taken on a number of issues highlighted.

Budgets are not being prepared, monitored and controlled in line with the Council’s Financial Regulations.

Audit Comment #4
	1. BROs must take responsibility for ensuring that budgets are appropriately prepared, managed, controlled and appropriate monitoring is in place.

2. An appropriate level of guidance and training should be sought and provided to ensure the BROs can fulfil their responsibility.

3. A review should be undertaken to ensure the appropriateness of the BRO associated with cost centres.



	
	
	

	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

	
	
	

	4.
CAPITAL EXPENDITURE
	
	

	
	
	

	4.1
Capital programme works are correctly determined and represent either an enhancement of, or improvement to, council facilities.
	None
	N/A

	
	
	

	4.2
Commitments and expenditures made have received prior council approval and are accurately recorded as to account, amount and period.
	None
	N/A

	
	
	

	4.3
Adequate monitoring of works in progress and associated reporting to Council takes place.
	None
	N/A

	
	
	

	5.
CONTRACT MANAGEMENT
	
	

	
	
	

	5.1
Arrangements for service provision from third parties are contractually enforceable.
	None
	N/A

	
	
	

	5.2
 Steps are taken to ensure contract conditions are being applied.
	None
	N/A

	
	
	

	6.
GRANTS ADMINISTRATION
	
	

	
	
	

	6.1
All grant schemes have been appropriately defined and have application guidelines developed.
	None
	N/A

	
	
	

	6.2
All grant payments are properly approved and only made to those who fulfil the qualification criteria.
	None
	N/A

	
	
	

	6.3
All grant awarded are suitably supported by the submission of appropriate documentation.
	None
	N/A

	
	
	

	6.4
Procedures have been established to ensure grant terms and conditions are consistently and fully applied.
	Verbal Comment
	Extensions to completion dates should be evidenced in all cases.  


	
	
	

	6.5
Grant claims are accurately completed and submitted punctually.
	None
	N/A

	
	
	

	7.
CONSERVATION
	
	

	
	
	

	7.1
Energy costs for council offices are appropriately recharged.
	None
	N/A

	
	
	

	7.2
Annual claims for KIMO recharges are accurately completed and submitted in good time.
	1. A review of recharging over the past six years shows that the recharge of Administration / Officer time has remained the same over that time i.e. £11,350 to KIMO International and £5,675 to KIMO UK.  

2. There was no evidence of how the above figures were calculated or what they were based on. A sales invoice request being raised for the same amount annually.  

3. Sales invoice requests are being created by the Clerical Assistant and passed for processing without review or authorisation by any member of Conservation.   

1. Solely based on salary costs the recharge amount is low and consequently the Council appear to be subsidising KIMO contrary to the Council Policy.

2. The current basis of recharging KIMO for Administration / Office time is not known.

3. There has been no review or increase in charges to KIMO over the last six years. 

4. The process of recharging does not allow for review or authorisation.

5. Sales invoices are being processed without appropriate authorisation.

Audit Comment #1
	1. KIMO charges should be reviewed and thereafter revisited on an annual basis.

2. All sales invoice requests produced for recharges should be appropriately reviewed and authorised prior to processing.
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