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 achieve 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.  Software licences are up to date and installable media is securely located.
	None
	N/A

	
	
	

	1.4
The application of value for money criteria within Trading Standards is appropriately addressed.
	None
	N/A

	
	
	

	2.
HUMAN RESOURCE MANAGEMENT
	
	

	
	
	

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

	
	
	

	2.2
Employee performance reviews are undertaken in accordance with Council policy with staff training and development carried out accordingly.
	None
	N/A

	
	
	

	2.3
Holiday entitlements are carried out in accordance with Council policy.
	None
	N/A

	
	
	

	2.4
Recruitment is performed in line with Council procedures.
	Refer to Control Objective 2.6
	Refer to Control Objective 2.6

	
	
	

	2.5
Absence management policy requirements are observed.
	None
	N/A

	
	
	

	2.6
Where applicable staff and contractors are adequately screened prior to appointment.
	All the staff in Trading Standards had previously been disclosed but this has now lapsed.  The only employee currently disclosed is the xxx.  The xxx in Staffing who deals with disclosure matters has now sent out forms to the individual employees and has informed the Service Manager.

The xxx started work on xx but disclosure was only received on xx.  This is contrary to the Council’s Recruitment & Selection Policy.

1.
A new employee started in post before their Disclosure Scotland check was received.

2.
Some staff are currently not Disclosure Scotland checked.  This leaves the Council potentially exposed.

Audit Comment #1
	1.
In any future recruitment exercises, employees must not be started in post until Disclosure Scotland checks have been completed.

2.
An exercise should be undertaken to ensure that all employees have their disclosures renewed in accordance with Council policy.

	
	
	

	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 regularly monitored and significant variances investigated.
	None
	N/A

	
	
	

	3.3
Sales invoices are accurately prepared and approved, issued timeously and correctly posted.
	None
	N/A

	
	
	

	3.4
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.
	None
	N/A

	
	
	

	4.
TRADING STANDARDS
	
	

	
	
	

	4.1
Enquiries and complaints are responded to timeously.
	None
	N/A

	
	
	

	4.2
Inspections are carried out as appropriate and action taken on any infringements identified.
	None
	N/A

	
	
	

	4.3
Licence applications are properly completed, processed timeously and properly approved or rejected.
	None
	N/A

	
	
	

	4.4
Appropriate records are maintained of all enquiries, complaints, inspections, licences, notices, letters issued and fees paid.
	None
	N/A

	
	
	

	4.5
Test instrumentation is regularly checked and calibrated.
	None
	N/A

	
	
	

	4.6
Evidential items are held securely and disposed of appropriately.
	None
	N/A

	
	
	

	5.
MISCELLANEOUS
	
	

	
	
	

	5.1
Statistical returns are accurately completed and promptly submitted.
	None
	N/A

	
	
	

	5.2
Inventories are maintained for all assets with suitable insurance arrangements in place.  
	None
	N/A

	
	
	

	5.3
Travel is undertaken in accordance with Council policy.
	None
	N/A

	
	
	

	5.4
Records are destroyed in accordance with the Council’s Retention and Destruction Schedule.
	According to the Retention and Destruction Schedule, some of the documentation generated by Trading Standards, eg petroleum licence records and the process involved in licensing sites for the holding and use of petroleum, should be held permanently and the Service Manager confirmed that this is happening.  Other areas of work, eg complaints and instrument calibration records should be kept for the current year plus the previous six. but the Service works to slightly different retention timescales from those detailed in the Schedule.

The Service Manager stated that much of their work is recorded on their end-user system and they do not routinely print from this.  There is a facility to attach scanned documents, eg letters and emails, to each case and this facility is widely used with the original documents being kept for a while and then destroyed.  It was ascertained that Destruction Log Sheets have not been completed for these items.  

The computer system holds information from 1994 onwards, relating to their entire service area, and the Service Manager stated that they liked to hold this because it gives them an indication of trends over time. Personal information held would relate to names and addresses of individuals making complaints together with details of complaints and also information required for licensing purposes.  

The Service Manager thinks that there is an archiving facility on the system, which would allow them to retain some of the basic data while getting rid of the detail.

1.
The Service is adhering to different timescales from those detailed in the Retention and Destruction Schedule.

2.
Electronic records are being retained for longer than detailed in the Schedule.

3.
Destruction Log Sheets are not being completed as required.

Audit Comment #2
	1. The Service Manager should liaise with the Administration Services Manager regarding the timescales for retention of documentation and, if required, the Schedule should be adjusted to reflect current practice and legislative requirements.

2. Advice should be sought from the Administration Services Manager on whether the electronic records may be kept for longer than the timescales in the Schedule.  Thereafter, if required, the Service Manager should investigate if the system’s archiving facility would resolve this issue.

3.
Destruction Log Sheets should be completed for all documentation destroyed.

	
	
	

	5.5
External audit / inspection reports have been adequately addressed.
	None
	N/A

	
	
	

	5.6
Vehicles are appropriately used by insured drivers with logbooks maintained.
	None
	N/A
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