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.
	Refer to 2.9, 3.2, 4.1
	Refer to 2.9, 3.2, 4.1

	
	
	

	1.2
System access controls are established which are consistent with job responsibilities and achieve appropriate segregation of duties.
	1. Seventeen Education staff with INTEGRA access have not changed their password from that originally set up by Information and Computer Technology (ICT) Unit.
2. Two members of staff who have moved to Housing have not had their Education access rights revoked.

3. Two former employees with Delete, Add, Change, and Enquiry access capabilities on CHRIS had not been deleted from the system.  
1. Unauthorised access to the systems can be obtained.

2. Employees’ access rights are not always deleted or amended when they leave the post for which the access rights have been granted.

Audit Comment #8
	1.
Employees should change their passwords from the default passwords set up by ICT.  Currently employees may require the assistance of ICT to do this for the Integra system.

2.
Procedures should be implemented to review employees’ access rights when they leave the post for which the access rights have been granted, and delete or amend these rights as appropriate.



	
	
	

	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 is appropriately addressed.
	Refer to 4.1
	Refer to 4.1

	
	
	

	2.
HUMAN RESOURCE MANAGEMENT
	
	

	
	
	

	2.1
Staffing arrangements 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.


	Twenty expense claims were reviewed.

1. Two had not been ruled off and in most circumstances the ruling off was not adequate.  

2. For six claims authorisation was not by an officer of an appropriate level.  

3. An Authorised Signatory form for the above officer had been completed and signed by the Administration Manager with a ‘pp’ on behalf of the ‘Service Head’.  

Overtime

Twenty claims were reviewed.

1. For the six overtime claims completed for APT&C staff only one had overtime requests approved in advance covering all weeks.  

Expense Claims

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

2. Expense Claims have been authorised by a member of staff at an inappropriate level.

3. Authorised Signatory Forms may be inappropriately sanctioned.
Overtime Claims

1.
Overtime may have been worked without prior approval.

Audit Comment #2
	Expense Claims

1. Ensure that expense claim forms are completed in a manner that would prevent any subsequent amendment of expense details.

2. Ensure that expense claims are signed by an appropriate authorised signatory.

3. Ensure Authorised Signatory Forms are sanctioned by an appropriate signatory.

Overtime Claims

1. Ensure overtime request forms are correctly complete, appropriately authorised and kept in an appropriate file for future reference.



	
	
	

	2. HUMAN RESOURCE MANAGEMENT (cont.)


	
	

	2.3
Time sheet information is appropriately completed and accurately compiled.
	None
	N/A

	
	
	

	2.4
Staff training is carried out in accordance with requirements.


	As part of the McCrone Agreement teachers have been given an additional 35 contractual hours of Continuous Professional Development (CPD) per annum.  The first full cycle will not be completed until after the 2003-2004 cycle and therefore could not be tested in its entirety.  This will be tested during the follow up.
	N/A



	
	
	

	2.5
Up to date registers of interests are maintained.


	Procedures currently under review.
	Testing will be undertaken as part of the follow-up audit.


	
	
	

	2.6
Staff terminations, transfers and promotions are timeously notified to payroll.


	A judgmental sample of forty terminations / transfers / promotions were accessed from Payroll Records. 

Eleven had been input by the staffing section or received by payroll more than 4 weeks after the effective date.

1. Basic clerical errors are being made by Staffing Section. We were advised that staff have not been provided with adequate training which may have contributed to the errors made. Concerns were also expressed regarding the workload and stress levels within the section

2. Information is not always being provided in good time to the staffing section to ensure details can be timeously entered onto the CHRIS system.

3. Former employees may continue to be paid after they have left the employment of the Council.

4. Late submissions for new appointments lead to additional administration work in producing manual cheques for individuals who will not be paid on time.

Audit Comment #15
	1. All information regarding recruitment, termination and completion of short-term contracts should be provided to Staffing section punctually to ensure relevant forms can be created and information entered onto the CHRIS system.

2. Adequate training should be provided to individuals both within staffing and at a higher level to ensure there is clear understanding of roles and responsibilities.

	
	
	

	2.7 
Where applicable staff and contractors are adequately screened prior to appointment.


	Preliminary investigations revealed that at least four non-teaching staff located in schools had commenced employment without Disclosure Scotland checks being completed.  

Disclosure certification is currently taking approximately five weeks.

· At least four people recruited into new posts within the period scope are currently working for the Council in a post, which requires a screening process.  This had not been completed.

· Adequate checks had not been performed to protect vulnerable people.   This leaves the Council potentially exposed.

· SIC recruitment procedures have not been followed.

· In all probability this situation will apply to more than the 4 employees identified.

Audit Comment #1
	· Disclosure Certification should be immediately sought for these employees with a decision taken as to whether these individuals can continue working while this is done. 

· Recruitment procedures should be followed in line with the SIC Recruitment and Selection policy (i.e. offers of employment should be conditional on cleared disclosures). 

· A review should be performed to ensure disclosure checks are in place for all relevant staff.



	
	
	

	2.
HUMAN RESOURCE MANAGEMENT (cont.)


	
	

	2.8
Supply cover is appropriately determined and properly authorised
	A new system is being implemented.
	To be reviewed during the follow up.

	
	
	

	2.9
Recruitment is performed in line with Council procedures.
	A judgmental sample of thirty recruitments undertaken during the audit scope period was identified. From this sample it was identified that an interview process was performed on 15 occasions. The following was noted from the information provided:

1. A completed and authorised request to recruit form was not located in 11 cases. 

2. The recruitment checklist was not satisfactorily completed in 26 cases. 

3. For nine of the fifteen interviews the shortlist had not been approved. 

4. For nine of the fifteen interviews evidence of an appropriate scoring system for candidates was limited or non-existent. 

5. In one case the Appointment sheet could not be located. On this occasion a reserve candidate had eventually been appointed. 

6. In 20 applicable cases a Letter of Appointment and Terms and Conditions had not been sent to and acknowledged by the employee. 

7. In one case, where the vacancy had been advertised nationally, a candidate who met the requirements had been excluded from interview on the basis that there were sufficient local candidates. In this case two local candidates. 

8. In three cases where a Request to Recruit was completed more than two months elapsed prior to appointment.

1. Request to Recruit forms are not being completed and authorised in accordance with Council policy.

2. Not adequately completing the Recruitment Checklist could lead to important steps in the Recruitment process being overlooked

3. The shortlist is not always approved by the appropriate Service Head independent of the interview panel.

4. Interviews are not being performed and recorded in accordance with Policy. This could lead to appointments being challenged, as the process is not transparent.

5. An appointment has been made with no evidence of authorisation or reasons why the reserve candidate was eventually appointed.

6. Letters of appointment / terms and conditions are not being provided to employees prior to and in some cases well after an employee has been in post.

7. A candidate has been excluded from interview, from a nationally advertised post, on the grounds of location, which for a nationally advertised post is inappropriate.

8. Recruitment is not always promptly performed which could have a detrimental effect on service delivery.

9. The Councils Recruitment and Selection Policy is not being observed.

Audit Comment #16
	1. Request Personnel to develop appropriate procedures to ensure the recruitment process is properly and transparently performed and that individual roles and responsibilities in the process are clearly defined and understood.

2. Ensure adequate training is provided to interview panel members and if necessary retraining should be considered.

3. Recruitment Administration training should be provided for Staffing Section.

4. Observe recognised procedure re Request to Recruit forms, short listing approval, interview scoring, appointment authorisation, and interview selection.



	
	
	

	2.10
Conditions of service have been revised to take account of legislative change and agreements (e.g. McCrone).
	None
	N/A

	
	
	

	2.
HUMAN RESOURCE MANAGEMENT (cont.)


	
	

	2.11
Manual payments are appropriately authorised and processed.

2.12
The recovery of overpayments is timeously and appropriately performed.
	Manual pay cheques

An analysis of Integra showed that approximately 30 advanced payments had been made through GSE9999 1360 in the current financial year.  The numbers agreed with a list provided by the Finance Clerical Assistant.  

From a sample of sixteen manual cheque requests, all were appropriately authorised. Fifteen of the sample did not have appropriate back up or any explanation as to why the cheque was required. On investigation, there was a spreadsheet available within the Staffing Section explaining the reasons behind the advances.

Prior to 29th October, inadequate systems were in place to ensure that repayments were made.  Internal Audit were unable to ascertain through Integra, Chris or other enquiries, whether five advances totalling approximately £4,000 have been recovered. It is acknowledged that a system is now in place and this will be reviewed during the follow up.

Overpayments

A spreadsheet of Overpayments was obtained from the Staffing Section.  Enquiries were made regarding the current position as at January 2004 

We were advised that over half of the overpayments were due to Staffing receiving late notification that staff were leaving, resulting in a delay in preparing the Sal3a (Exit from SIC) form in the Staffing Section.

Of overpayments totalling £16,718, seven payments amounting to  £11,747 had not been recovered.  Of these, some were over six months old and had not been resolved.  

Stages 4, 5 and 6 of the recovery procedures developed in September 2003 are not being followed.

1. Advanced payments appear, at least in part, to be a symptom of other underlying problems.
2. Appropriate back up / explanations are not provided with cheque requisitions.

3. Repayments prior to 29th October may not be recovered.

4. Overpayments are not being recovered timeously.

Audit Comment #6


	1. Reasons for advanced payments should be analysed and solutions to streamline the systems should be sought. e.g. Relevant personnel should be reminded that Staffing Section requires appropriate paper work regarding employee movement / exit from SIC within the deadlines which have been set.

2. When advanced payments are requested, appropriate written explanation / back up to the requisition should be provided.

3. Advances made prior to 29th October should be investigated and repayment confirmed.
4. The overpayments procedure should be followed with timescales introduced into the recovery process.



	
	
	

	2.13
Remote schools allowances are paid in accordance with Council Policy.
	None
	N/A

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	3.
SCHOOL ADMINISTRATION
	
	

	
	
	

	3.1
All expenditures authorised by school head teachers have received the sanction of the appropriate school board.
	From the ten schools visited by Internal Audit we found: 

1. In three cases the budget had been presented in some format but approval was not requested nor minuted.

2. In one instance the budget had not been presented in 2003 but had been presented and approved in previous years.

Legislation is not being adhered to.

Audit Comment #7
	All head teachers should be reminded of the requirement to seek school board approval of the detailed per capita budget and that such approval should be minuted.



	
	
	

	3.2
The receipt of free school milk / meals entitlement is appropriately restricted.
	From the ten schools visited by Internal audit we found the following:

1.
Additional Support Needs Pupils (ASN Pupils)

· In the Anderson High School and the Whalsay JH School all ASN Pupils are receiving free school meals regardless of whether they are eligible through legislation or not.  

· In the Aith JH School, ASN Pupils would only receive free meals if they applied and were found eligible.
	1. ASN pupils should be charged consistently taking regard of legislative requirements.

2. Consideration should be given to when teaching and non-teaching staff are entitled to free school meals with appropriate guidelines issued to head teachers.

3. The Payroll Manager should be informed of all free meals provision to education staff.

	
	2.
 Free Meals -  Education Staff

During the visits it became clear that there are many inconsistencies throughout the schools regarding free meals to staff who carry out a supervising role during lunchtime 

3. Taxable Benefit

During the enquiries into free staff meals, Internal Audit were informed by the Payroll Manager that it is SIC policy to pay the relevant tax on this type of benefit. The SIC are required to annually submit a return to the Inland Revenue providing the information.  These figures have not been passed to Payroll and therefore have not been included in the returns to date.

4. Charges

· There is a lack of clarity regarding what constitutes a visitor.  

· The cash cafeteria price for a hot dish ranged from £1.55 to  £4.30.  

1. Charges to ASN Pupils are not consistent.  A policy does not exist.

2. There is no consistency between schools regarding the provision of free meals to teachers, janitors, office staff and auxiliary staff who are supervising or assisting in lunch time rota / cover.

3. Such inconsistencies could affect staff moral or lead to queries from union representatives. 

4. Information on taxable benefits is not being passed to the Payroll Section and therefore not included in the mandatory returns.

5. School visitor charges are not consistent.

Audit Comment #10


	4. There should be clarification of what constitutes a visitor and the meal charges applied.

	
	
	

	3. SCHOOL ADMINISTRATION

  (cont.)
	
	

	3.3
Procedures have been established to ensure completeness of takings.
	None
	N/A

	
	
	

	3.4
Procedures have been established to ensure takings have been properly banked.
	Internal Audit visited ten schools, which revealed the following 

1. In four schools personal cheques were being cashed for teachers and other members of staff from money collected on behalf of the SIC.  

2. Cheques are also occasionally cashed from School Fund monies held within the schools.

1. The Council’s financial regulations are not being adhered to.
2. There appears to be a lack of awareness of the Council’s Financial Regulations.

3. Cash may be obtained by employees of the council with the cheque not clearing the banking system.  This could require the council to recover this amount and pay a banking charge.
Audit Comment #11
	1.
Issue SIC financial regulations to school based office staff.

2.
Ensure that personal cheques are not cashed out of monies held on behalf of the council.

3.
The practice of cashing cheques from School Fund monies should also be discontinued.



	
	
	

	3.5
The usage of photocopiers is properly recorded and copyright regulations strictly adhered to.
	None
	N/A

	
	
	

	3.6
Pupil records are maintained, transferred and released in line with legislative requirement.
	None
	N/A

	
	
	

	3.7
Inventories are maintained for all assets with suitable insurance arrangements in place.
	In some of the ten schools visited Internal Audit were informed that inventory updates were not being done for new items as they arrive and annual reviews were not always undertaken due to lack of time/resources.

This was confirmed when items on the inventory held centrally were checked against physical items. In thirty (30) out of one hundred (100) cases these could not be located.  In view of this no check was made on the items physically located at the school.

1. The Insurance and Risk Management Section are being provided incomplete information.

2. The annual inventory check is not being performed with due care and attention.

3. The potential exists for misappropriation.

4. Duplications may exist within the inventory submitted by the Administration Assistant and the information maintained by Electronic Technicians Service (ETS).


5. The information provided by schools to the Administration Assistant is not accurate.

6. Some items may be insured twice and some may not be insured at all.
Audit Comment #12
	1. Take steps to ensure the annual inventory process is complete. 

2. Ensure larger value items are updated on the schools inventory and this information is passed to Hayfield House where appropriate.

3. We would recommend discussion with the ETS to ensure items are maintained on one inventory to ensure accurate submissions are made to Insurance and Risk Management section.



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	3.
SCHOOL ADMINISTRATION (cont.)


	
	

	3.8
School funds are independently reviewed on an annual basis.
	1. For six (6) of the eleven School Funds reviewed no annual accounts had been created and no independent overview had taken place.

2. In the case of Brae Junior High School £954 was held in a cash box with no records of income or expenditure.

1. School Funds may be inappropriately managed.

2. The opportunity for misappropriation exists.
Audit Comment #13
	1. Suitable income and expenditure accounts should be kept for School Funds
2.
Annual accounts should be created and independently overviewed 
3.
A review of the level of cash held within Brae Junior High School should be undertaken to ensure adequate controls are put in place over the School Fund.  We acknowledge that the Head Teacher is newly appointed.

	
	
	

	3.9
Risk assessments are in place and accident books are kept.
	A new system is being introduced by Insurance and Risk Management. This will be reviewed during the follow up.
	Discussed with Head Teachers during visits.

	
	
	

	4.
MEALS, MILK AND CLOTHING GRANTS
	
	

	
	
	

	4.1
Adequate steps are taken to ensure school meals contract conditions are adhered to.
	1. The last update to the current agreement is dated 28th June 2001 and expired in December 2001.  Building Services have not received any further extensions but the service has continued.  Within the extension periods and the lapsed time since, there has been the introduction of new cash cafeteria systems. 

2. Internal Audit have been unable to identify how the basis of the cafeteria charges was decided.

3. There is no evidence of ongoing monitoring of the service. It was stated by the Community Services Administration Manager that management of the agreement has lapsed, no one person is taking responsibility and quality control monitoring on behalf of the Education Service does not exist.

4. The record of meals is based on the returns provided by the cooks in the school to Building Services and copied to Education.  The School Secretary also provides figures of meals provided to Education.  From April to July 2003 there was a discrepancy which, under the present system will be charged for next year.  There is no reconciliation available.

5. The charges to the pupils should be applied in April each year but are applied at the beginning of the next term (August). 

1. The contract / agreement does not appear to have been subject to rigorous review since 1995 therefore he Authority is not in a position to prove that best value is being achieved.

2. The basis for cafeteria charges cannot be substantiated.

3. There is no independent control over the quality or level of service.

4. The Education Service may be paying for more meals than are being provided. The method of charging based on previous years records may not be appropriate.

5. School Meals income will be less than budgeted in the annual estimates.

Audit Comment # 5


	1. The contract / agreement should be reviewed in detail to ensure that best value principles are being achieved. 

2. The method of charging by Building Services, for Cafeteria Services, requires review. 

3. Quality control procedures and records should be initiated.

4. There should be reconciliation between the records submitted by the school secretaries and the numbers provided by the canteen cooks.  

5. School meals should be increased according to the budget estimates report or budget reporting amended accordingly.



	
	
	

	4.
MEALS, MILK AND CLOTHING GRANTS (cont.)


	
	

	4.2
The receipt of free milk / meals / clothing grants entitlement is appropriately restricted.
	Refer to Objective 3.2
	N/A

	
	
	

	4.3
Procedures have been established to ensure completeness of takings and that these takings are properly and timeously banked.
	1. The quality of record keeping is varied.  The registers are not standard and each collector appears to have a different method of recording payments, non-payments and free meals.    Because of the inconsistent methods of recording, on many of the samples, Internal Audit could not reconcile the registers to the Banking Reports. 

2. The charging methods for school milk at 35p per week vary.  Some schools collect per term but bank weekly, and reimburse for non-attendance, some collect and bank per complete week, while others collect and bank per term regardless of attendance. 

3. The recording and payment of paid staff meals is varied.  In some instances the cooks provide a list to the School Secretaries but in others it is up to the staff member.  Payment can be made weekly, monthly or at the end of term.  

4. On occasions the School Secretary’s expressed concerns about pursuing non-payers, both pupils and teachers.  
1. There is no standard record keeping for payment of meals / milk which would assist in ensuring completeness of income and provide an adequate audit trail.

2. The charging mechanisms for school milk are inconsistent.

3. It cannot be confirmed that all relevant staff meals have been paid for.

4. Procedures, roles and responsibilities regarding pursuing non-payment of school meals are unclear.

Audit Comment #17
	1. A standard payment register should be designed which could be used by all collectors of meals / milk money.   It should include a balance carried forward column for the purpose of taking forward non-payments from previous week.  It should clearly identify the actual amount collected.

2. The school milk charging mechanism should be consistent.

3. A system should be devised to record staff meals as they are received e.g. staff could sign a prepared sheet at the dining hatch which at the end of the week is passed to the School Secretary for recording and collection of monies due. Staff should pay for meals received on the same weekly basis as pupils. 

4. Procedures, roles and responsibilities should be clarified regarding non-payment of school meals. 



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	5.
BURSARIES
	
	

	
	
	

	5.1
Approved applications are supported by the required documentation.
	None
	N/A

	
	
	

	5.2
 Bursary fees, allowances and expenses are correctly determined
	A judgmental sample of 20 bursaries applied for were reviewed.

For all items reviewed appropriate backup documentation was present and all claims appeared to have been checked and authorised by a relevant member of staff.  However:

· In one case the award was £798 in excess of the appropriate amount. This was as a result of travelling expenses being inappropriately calculated. 

· One award was in excess of the appropriate amount by £532.75. The wrong figure for net income was taken from the proof of income 
1. Bursaries have been incorrectly calculated leading to overpayments.

2. Sufficient checks of information / calculations have not been carried out.

Audit Comment #3
	1. Information should be correctly entered for calculation of Bursaries.
2.
Checks of Bursaries calculations must be diligently performed prior to disbursement of funds.
3.
The overpayments identified should be recovered. We acknowledge letters have been promptly sent following Internal Audits findings. 


	
	
	

	5.3
All bursary awards receive approval prior to disbursement
	Refer to Objective 5.2
	Refer to Objective 5.2

	
	
	

	5.4
Bursaries Granted are in accordance with Scottish Further Educations Funding guidelines or alternatively approved by committee.
	None
	N/A

	
	
	

	5.5
Appropriate arrangements are made to release disbursements over the duration of course.
	None
	N/A

	
	
	

	6.
MISCELLANEOUS
	
	

	
	
	

	6.1
The usage of photocopiers is monitored, appropriate to size of school and copyright regulations strictly adhered to.
	None
	N/A

	
	
	

	6.2
The completeness of income is achieved for out of hours usage of school premises.
	Refer to Objective 8.7.
	N/A

	
	
	

	6.3
Schemes of devolved school management have been established.
	A two year Pilot scheme was run in Whalsay and after this a group has been formed called the DSM Sub Committee.  A Target has been set by the Senior Education Officer of full implementation by April 2004 (against a Scottish Office target set of August 2004).
	Review during follow up.

	
	
	

	6.4
Annual school improvement / development plans have been created and monitoring systems are in line with HMIE recommendations.
	None
	N/A

	
	
	

	6.5
Statistical returns are accurately completed and promptly submitted.
	The School/Pupil and Staff census was originally due in October 2003.  The Scottish Executive had problems reading the format of data provided through PHOENIX by some authorities.  The target date was moved back to 18th December 2003.  Shetland submitted it’s information on 23rd January 2004 due to ‘software hitches’ and pressure on school based staff to provide the information.
	Review submissions during follow up.

	
	
	

	
	
	

	7.
CAPITAL EXPENDITURE
	
	

	
	
	

	7.1
Capital works are correctly determined and represent either an enhancement to or improvement of the Council’s infrastructure.
	1.
From a judgmental sample selection of 29 transactions examined, along with the relevant supporting documentation, there were 4 items identified that were not capital expenditure. These transactions relate to training events.  These items should have been allocated to the Capital Project Unit’s training budgets.

2. From the judgmental sample selection of 29 transactions the following was identified:

· There were 17 instances where receipt of the goods or service was not confirmed on the invoice by the Capital Projects Unit staff or other section submitting the invoice for processing.  This is mainly attributable to Capital Projects Unit staff not fully and properly completing the invoice approval stamp.

· There was 1 instance of miscoding where the first and second instalments were coded to different cost centres.

· There were 12 instances of miscoding or inconsistent coding at subjective level.

1.
The allocations on the General Ledger do not accurately record the expenditure incurred resulting in financial misstatements, impeding accurate financial monitoring.

2.
The receipt of goods / services are not always evidenced on the invoice, or on supporting documentation, being authorised for payment.  The authorising signatory is therefore not complying with Financial Regulation 17.3.1.

Audit Comment #4
	1.
All expenditure is allocated correctly and consistently to the correct cost centre and the appropriate ledger type code.

2.
The receipt of goods / services should always be evidenced on the invoice being authorised for payment, or on the attached supporting documentation, to ensure the authorising signatory complies with Financial Regulations.  A memo should be sent to the Capital Projects Unit stressing that the invoice approval stamp should be fully and properly completed or receipt of goods / services otherwise confirmed.



	
	
	

	7.2
 Commitments and expenditures have prior Council approval and are accurately recorded as to account, amount and period.
	Refer 7.1
	Refer 7.1

	
	
	

	7.3
Adequate monitoring of works in progress and associated reporting to Committee takes place.
	None
	N/A

	
	
	

	8.
FINANCIAL MANAGEMENT
	
	

	
	
	

	8.1
Purchase orders are appropriately   secured and authorised with invoices and other payment instructions properly validated and authorised prior to payment.
	None
	N/A

	
	
	

	8.2
 Budgets are monitored on a regular basis and significant variances investigated.
	None
	N/A

	
	
	

	8.3
Journal entries are authorised and correctly recorded as to account, amount and period. 
	None
	N/A

	
	
	

	8.4
Virements are administered in accordance with Council policy and Financial Regulations.
	None
	N/A

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	8.
FINANCIAL MANAGEMENT (cont.)
	
	

	
	
	

	8.5
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

	
	
	

	8.6
 Petty cash balances are reconciled on a regular basis and maintained on an imprest system.


	Eight of the ten Petty cash imprests were subjected to surprise checks to ensure all monies could be accounted for.  We found the following:

1. Psychological Services  - The petty cash was short by £38.14.

2. Behavioural Support – The petty cash was over by £27.01.  Discussions with the member of staff responsible revealed that receipts were left on her desk and she was not informed what they were for, who they related to and whether money had been taken from the petty cash box or not.   Due to only working part-time in this office the petty cash tin is left unlocked when she is not available.  This allows others members of staff to take petty cash without her knowledge.
1. Petty cash is not controlled appropriately.

2. Unauthorised funds could be issued and monies misappropriated.

3. Details of the reason for expenditure could be forgotten or not known.

4. Cash may be taken for unauthorised purposes.

Audit Comment #14
	1. Petty cash should be reconciled on a regular basis.

2. Appropriate petty cash procedures should be put in place.               N.B. Finance are presently developing generic Petty Cash Procedures.
3. Valid receipts (or in the case of use of pool tables etc where receipts are not possible then a voucher recording details) are obtained for all purchases.

4. Petty cash should only be issued by the imprest holder or nominated person.

	
	
	

	8.7
Sales Invoices are accurately prepared and approved, issued timeously and correctly posted
	A judgemental sample of eighteen sales invoices and supporting documentation was examined; see attached appendix entitled “Sales Invoices”.  We found the following:

1.
In six instances sales invoices were rendered in the following financial year.  All of these instances covered more than one accounting period with four of these invoices for charges relating to periods in excess of six months.  Education raises sales invoices as notifications are received.  The delays are attributable to the periods covered by, and lateness of, School Board Clerk’s notifications.

2.
When visiting Aith School in January 2004 it was found that the School premises was used to provide accommodation to participants in the Scandinavian Rowing and Cultural Festival, which took place from 3rd to 12th August 2003.  No charge however had been levied to date of visit, on the organisers of the event, the Aith Boating Club.

1.
That sales invoices are not being rendered timeously resulting in income not being recorded in the appropriate financial year.

Audit Comment #9
	1.
We acknowledge rendering invoices for relatively small amounts on a monthly basis is not cost effective however billing notifications should be submitted by School Board Clerks regularly and timeously to enable invoices to be issued promptly and within the relevant financial year.

2.
Aith Boating Club be invoiced for the agreed costs of the accommodation provided.
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