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 have been established.
	N/A
	None

	
	
	

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

	
	
	

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

	
	
	

	1.4
The Application of value for money criteria is appropriately addressed.
	
	

	
	
	

	1.5
Screen savers are utilised in line with the electronic communications policy.
	N/A
	None

	
	
	

	
	
	

	2.
HUMAN RESOURCE MANAGEMENT
	
	

	
	
	

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

	
	
	

	2.2
All salary information submitted for payroll input is appropriately completed and subject to prior review and approval.
	N/A
	None

	
	
	

	2.4
Time sheets information is appropriately completed and accurately compiled.
	Verbal comment


	Ensure the Managers sleep in / on call time sheet is signed by an appropriate authorised signatory.

	
	
	

	2.5
Staff training and development is carried out in accordance with requirements.
	N/A
	None

	
	
	

	2.6
An up to date register of employees interests is maintained.
	Staffing Section at Hayfield House keeps the register of interest for the whole of Community Services.  Attempts were made to review all register of employees’ interest forms but only one (1) form was located, this has not been signed and dated by Head of Service.

Without securing written declarations of interest from all employees, the Council cannot ensure that staff will avoid potential conflicts of interest with their primary responsibility to the Council.

Audit Comment #2
	1. The Register of Interests should be brought up to date for those employees who do not have an entry in the register, in accordance with Council Policy.

2. Induction lists completed by new employees, within all sections of Community Services, should include completion of the relevant Register of Interest form.

	
	
	

	2.7
Holiday entitlements are carried out in accordance with Council Policy.


	N/A
	None

	
	
	

	2.8     Recruitment is performed in line with

          Council procedures. 
	Verbal comment
	Delay in production of offer of employment letters by Staffing section are still occurring.  This has been raised during previous audits and will be reviewed as part of the follow up.  



	
	
	

	2.9
Where applicable staff and contractors are adequately screened prior to appointment.
	N/A
	None

	
	
	

	2.10
Absence Management is carried out in accordance with Council Policy.


	The Staffing Section is only informed of sickness when they receive an EMP1 Pink form, doctor’s note or when the monthly absence notification form is received.  For this reason SAL001 forms are not being completed on the first day of absence.

A judgemental sample of ten occurrences of sickness recorded on the Hostel database was reviewed.

· In one case the absence was due to looking after a sick child.  No SAL001 was present.  Discussions with the Administration Assistant at Hayfield revealed that a compassionate leave form was sent to the Hostel.  However there was no record of this being completed or authorised by the Head of Service.

· No SAL001 form had been completed for one leave of absence, however the EMP1 form had been received by Staffing Section the day of the review.

A further review of sickness records identified three occasions where back to work interviews should have been undertaken in the five months prior to the audit.  

1. The Council’s Absence Management Policy is not being adhered to.
2. Appropriate authority for compassionate leave is not being obtained or evidenced.
3. SAL001 forms are not being completed in a timely manner.
Audit Comment #3
	1.
Hostel Management should follow the Council’s Absence Management Policy.
2.
Compassionate leave should be authorised in retrospect for the absence identified and the Compassionate Leave policy complied with in future.
3.
Staffing sections should be informed, by the Hostel, on the first day of absence so that appropriate SAL001 forms can be completed and further absence management requirements followed.


	
	
	

	
	
	

	3.
FINANCIAL MANAGEMENT
	
	

	
	
	

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

	
	
	

	3.2
Budgets are monitored on a regular basis and significant variances investigated.
	The main issue highlighted was the fact that budgets had not been set for 2004/2005 or 2005/2006 for allowances paid to Hostel staff despite the fact that almost £26,000 of expenditure had been posted to these subjective codes in 2004/2005.  These allowances are required to provide overnight, weekend and stand by cover.

Discussion with the Management Accountant, who provided revenue estimates of staffing for this area, revealed that no allowances had been identified during a download of CHRIS data as part of this exercise.  No budgets were set on these codes as part of the review process by Accountancy, the Education department or the Budget Responsible officer.

1.
The budget estimate and approval process did not identify these budget requirements.

2.
Adequate monitoring has not taken place to identify this issue.

1. Budgets are not being appropriately set and managed.

2. No budget has been set for allowances for 2005/2006.

3. Neither the budget estimates exercise or monitoring process identified the need for allowances for to be set for the Hostel.

Audit Comment #1
	1. The budget estimatation process requires review to ensure that all budgets are appropriately set.

2. Appropriate action should be taken where variances are identified with the monitoring process.



	
	
	

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

	
	
	

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

	
	
	

	3.5
Sales Invoices are accurately prepared and approved, issued timeously and correctly posted
	Board and accommodation charges are approved during the Revenue Estimates exercise.  However other charges have not been approved as part of this process.  Most of these charges are made to internal departments by journal but are also for external individuals or organisations who need to be invoiced.

Charges levied should be approved as part of the Revenue Estimates in accordance with the Financial Regulations.

Audit Comment #4
	Seek approval from Council for all changes made by the Halls of Residence in the next Revenue Estimates and review and seek approval on an ongoing basis.



	
	
	

	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.
	N/A
	None

	4. HALLS OF RESIDENCE - ADMINISTRATION
	
	

	
	
	

	4.1
Residents records are maintained in accordance with good practice / legislative requirements.


	N/A
	None

	
	
	

	4.2
Criteria for residential eligibility are established and approved with assessments performed against criteria prior to admission.
	N/A
	None

	
	
	

	4.3 
Suitable arrangements have been established to ensure residential staff properly manage students property and valuables.
	Verbal comment
	Evidence of the pupil ‘bank’ being reconciled should be retained.

	
	
	

	4.4
Procedures have been established to secure, control and record the purchase and issue of foodstuffs and consumables.
	N/A
	None

	
	
	

	4.5 
Inventories are maintained for all assets with suitable insurance arrangements in place.


	N/A
	None

	
	
	

	4.6
Risk assessments have been completed and thereafter suitable working procedures implemented.
	Verbal comment


	The creation of revised risk assessments under the new Council scheme will be reviewed as part of the follow up audit.

	
	
	

	4.7 
Fire drills and inspections are performed in accordance with policy.
	Verbal comment


	The full date when fire alarm tests, fire drills and risk assessment checklists are carried out should be recorded.

	
	
	

	4.8
Recommendations made by H.M. Inspectors have been suitably addressed.
	N/A
	None

	
	
	


2

