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.
	None
	N/A



	
	
	

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



	
	
	

	1.5
Youth Services Service Plan was submitted timeously.
	Verbal Comment
	If a Service Plan is required from Youth Services it should be submitted timeously.

	
	
	

	2.
HUMAN RESOURCE MANAGEMENT
	
	

	
	
	

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



	
	
	

	2.2
Employee details held on CHRIS are accurate and up to date.
	None
	N/A



	
	
	

	2.3
Salary information submitted for payroll input is appropriately completed and subject to prior review and approval.
	None
	N/A



	
	
	

	2.4
Staff terminations, transfers, extensions and promotions are timeously notified to payroll.
	Verbal Comment
	All changes should be notified to Payroll as soon as possible to avoid any overpayments.

	
	
	

	2.5
Time sheet information is appropriately completed and accurately compiled.
	None
	N/A



	
	
	

	2.6
Employee performance reviews are undertaken in accordance with Council policy with staff training and development carried out accordingly.
	The Youth Services Manager has developed a system of employee review and development that goes further than the minimum requirements specified in the Council’s Policy.  Prior to a review meeting, she asks the staff to grade themselves, on a scale of 0 to 10, against the elements of their job profile and the reviewer does the same.  This then forms the basis of the review meeting.

Youth workers have twice-yearly support and supervision sessions with their line managers (Youth Development Workers) and the Team Leader monitors this.

Evidence of performance review meetings was sought with regard to seven employees, with the following results:
· The Youth Services Manager has not had a performance review

· Evidence of reviews was seen for two employees but the notes had not been typed up and signed

· Review meetings for three employees were signed by a second reviewer (the Youth Services Manager) but had not been signed by the employee and line manager
1.
While it is evident that a system of review and development is in place, the full requirements of the Council’s policy are not being adhered to in that reviews are not being consistently written up and signed.

2.
The Youth Services Manager has not had a performance review.
Audit Comment #4
	1. The Council’s Employee Review and Development Policy should be fully implemented and all aspects of it adhered to.

2.
A performance review should be undertaken for the Youth Services Manager.


	
	
	

	2.7
An up to date register of employees’ interests is maintained.
	None
	N/A



	
	
	

	2.8
Holiday entitlements are carried out in accordance with Council policy.
	Verbal Comment
	Annual leave requests should be signed off.

	
	
	

	2.9
Recruitment is performed in line with Council procedures.
	None
	N/A



	
	
	

	2.10
Where applicable staff and contractors are adequately screened prior to appointment.
	A judgemental sample of 15 employees was made from the list of current employees.  From this it was determined that:

· Two employees were not disclosure checked

· One employee had been disclosure checked by the Shetland Welfare Trust but his certificate was out of date

A further sample was made of five employees with the following finding:

· Two employees were not disclosure checked
Some staff have not been Disclosure checked.  This leaves the Council potentially exposed.

Audit Comment #1
	Disclosure checks should be done for all Youth Services staff who do not currently hold Disclosure certificates.

	
	
	

	2.11
Absence management policy requirements are observed.
	None
	N/A



	
	
	

	2.12
Employees personnel records are held securely.
	None
	N/A



	
	
	

	3.
FINANCIAL MANAGEMENT
	
	

	
	
	

	3.1
Purchase orders and accounts are authorised and correctly processed in accordance with Financial Regulations.
	A judgemental sample of 20 payment transactions processed during the audit scope period was reviewed.  The findings for this sample are as follows:

· A purchase order was not produced on 3 occasions

· 7 purchase orders were inappropriately authorised

· Goods received was incorrectly signed on 1 occasion

· 1 payment was not processed timeously

· For 1 order the price on the invoice is greater than the price previously recorded on the purchase order.  As it was outwith the tolerance limit of 5%/£50, further authorisation should have been sought from the BRO

· The price for 1 order was obtained from the Internet but the product was bought from a local shop.  This resulted in a variation in price and order details.
Purchase Order Procedures and related Financial Regulations are not being adhered to.  

1. Purchase Orders are not always being produced where appropriate and therefore prices are not quoted in advance.
2. Purchase orders are not always being signed by authorised signatories.
3. Goods received are not always being evidenced.
4. Invoices are not always being paid timeously.
5. Further BRO authorisation was apparently not sought where an invoice price was substantially higher than that on the purchase order.
6. Purchase order prices are not always being obtained from the place of purchase.
Audit Comment #3
	Purchase Order Procedures and Financial Regulations must be adhered to.

1. Purchase Orders should always be completed where appropriate.

2. Only employees with signing authority should authorise purchase orders.

3. Goods received must always be evidenced.

4. Invoices should be paid timeously.

5. Invoice prices should always be checked against the purchase order and further BRO authorisation received when the cost is outwith the tolerance limits.

6. Prices for purchase orders should be obtained from the place of purchase.


	
	
	

	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
Petty Cash balances are reconciled on a regular basis and maintained on an imprest system.
	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.
	None
	N/A



	
	
	

	3.7
Lease payments are being carried out in accordance with agreements.
	None
	N/A



	
	
	

	3.8
Credit cards, cheques and office keys are adequately secured.
	None
	N/A



	
	
	

	4.
YOUTH SERVICES ADMINISTRATION
	
	

	
	
	

	4.1
Qualitative checks are carried out on the work done by youth clubs.
	Verbal Comment
	Youth Development Workers should be reminded of the requirement to submit recording sheets regularly and timeously.

	
	
	

	4.2
Adequate controls exist over the handling of cash by Council staff working in youth clubs.
	XXX

While we acknowledge that the sums involved are not significant we have identified the following areas of weakness:

1.  
Not all youth workers are aware of the Youth Club Nightly Recording Procedures.
2. The procedure is not being followed in that cashbooks / ledgers are not being signed by two youth workers. 

3.
There is generally no evidence that the income has been received by the Management Committees.
Audit Comment #6
	1. The attention of all youth workers should be drawn to the document Youth Club Nightly Recording Procedures

2. Youth workers should be reminded of the requirement for two signatures on the cashbook.

3. A system should be devised whereby the Management Committee treasurer signs the cashbook to acknowledge receipt of the income.  It is recognised that this might not be possible on the night but should be done at the earliest opportunity. 



	
	
	

	4.3
Appropriate individual learning plans are produced and monitored for each individual in the Bridges project.
	None
	N/A



	
	
	

	4.4
Progress has been made to implement the action points highlighted by the HMIe inspection.
	None
	N/A



	
	
	

	5.
MISCELLANEOUS
	
	

	
	
	

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



	
	
	

	5.2
 Grant claims are accurately completed and submitted punctually.
	None
	N/A



	
	
	

	5.3
Inventories are maintained for all assets with suitable insurance arrangements in place.
	None
	N/A



	
	
	

	5.4
Travel is undertaken in accordance with Council Policy.
	A judgemental sample of six instances of travel undertaken by Youth Services employees during the audit scope period was reviewed.  The findings for this sample are as follows:

· Four travel requests were not authorised 14 days in advance

· Two travel request were not appropriately authorised

· Travel was booked prior to authorisation on one occasion

· All six instances of travel are not recorded on the insurance database
In addition, one instance of travel was by ferry with a car.  This is not generally the most economic method of travel to the mainland although it is acknowledged that there could have been specific reasons for this.  It was noted that another employee from a different service also attended the same course and she also took her car.
1. Travel requests are not being authorised well enough in advance resulting in late bookings and higher travel costs.
2. Travel requests are not being appropriately authorised.
3. Travel is not always being booked prior to authorisation.
4. Travel is not being recorded on the insurance database.
5. Value for money is not always being achieved.
Audit Comment #5
	1. Travel requests should be authorised at least 14 days in advance where appropriate.

2. Travel requests should be authorised by the Head of Service.

3. Travel requests should be fully authorised prior to booking the travel.

4. All instances of travel should be recorded on the travel insurance database.

5. The most economic method of travel should be used whenever possible.  

	
	
	

	5.5
Records are destroyed in accordance with the Council’s Retention and Destruction Schedule.
	It was stated by an Administration Assistant that when Youth Services was part of Community Development, retention and destruction had been done centrally.  Since then, there has been no destruction apart from some timesheets that were more than a year old as the originals are kept in Finance.  She said that a meeting is going to take place with the Administration Officer and the Youth Services Manager to discuss this issue.  

Youth Services hold information in paper form from young people who applied for the Young Scot card with this information transferred into electronic form.  An audit was carried out last year by Young Scot who asked for sight of a selection of forms.  This card scheme has now been replaced by the new National Entitlement Card.  The Administration Assistant has been in contact with organisations on the mainland to ascertain the retention periods for data held under these schemes.

The requirements of the Council’s Retention and Destruction Schedule are not being adhered to.
Audit Comment #7
	1. The requirements of the Retention and Destruction Schedule with regard to Youth Services should be ascertained.

2. In addition, retention periods should be ascertained for national schemes that are locally administered.  

3. Thereafter, a systematic process for the destruction of both paper and matching electronic files should be introduced to ensure that the Schedule is administered on a regular basis.


	
	
	

	5.6
ERDF and ESF funding documentation is suitably retained.
	None
	N/A



	
	
	

	5.7
Risk assessments are in place and PIN forms are kept.
	The Safety Manager has advised that it is now unlawful to record accidents in accident books because the information is regarded as sensitive under the Data Protection Act.  Old books should not be destroyed but must be retained securely for two years from the date of the most recent incident.  

The current procedure is that PIN forms should be completed, photocopied in order to retain a record of the incident and the original forwarded to the Safety Section.  The photocopy should be kept securely.  If there is no access to a photocopier a second PIN form should be completed and retained securely. 

A new system of reporting accidents online is due to be introduced shortly and the Safety Section will issue instructions on the procedure for doing this.

A small number of youth clubs and the Bridges project were visited in order to ascertain the procedure for completing Risk Assessments and PIN forms.  The results were as follows:

Bridges

Bridges keeps a file that holds nine risk assessments.  Most of these are for one-off activities but two for on-going activities had review dates but had not been reviewed.  All the assessments had been signed by the Youth Services Manager but three had not been signed by the assessor (the Bridges Co-ordinator).

The file also holds a procedure document for the organisation of trips and visits organised by Youth Services staff.

According to the Bridges Co-ordinator, no PIN forms have been required.

Islesburgh

Stewards, who are present at all times in the building, hold PIN forms.  Any incidents are reported to reception or the stewards.  

Ness

There is an accident book but there had been no incidents since 17/5/07.  There is a supply of blank PIN forms

No Risk Assessments had been completed by the workers but it was stated that possibly these have been done by the hall committee.

Sandwick

A Risk Assessment was evidenced for the club’s recent visit to Mousa.  The Youth Development Worker’s understanding was that there was one done annually covering the whole building but this was not evidenced in the file although there were two done in July 2006 for insurance purposes.  

An accident book is kept and PIN forms are used.  

Tingwall

 

An accident book and PIN forms were noted. There were no recent incidents recorded.

Whitedale

 

The Youth Development Worker advises there are Risk Assessments for the building as there are for the Tingwall Youth Club but they are held at the office in Scalloway.

1. Risk Assessments are not being consistently completed, appropriately signed and timeously reviewed.

2.
Accident books continue to be used.
Audit Comment #2
	1. Risk Assessments should be completed where appropriate. 

2. The use of accident books should be discontinued.
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