APPENDIX 1

SUMMARY OF FINDINGS
	SUMMARY OF FINDINGS



	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.
	None
	N/A

	
	
	

	1.2
System access controls are established which are consistent with job responsibilities and achieve appropriate segregation of duties.
	Verbal Comment re Integra Access
	Password changes required



	
	
	

	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 Transport is appropriately addressed.
	None
	N/A

	
	
	

	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. 


	1. Forms are being completed in a manner that could facilitate insertion of expense details after claims have been initially approved.

2. Evidence of prior approval of overtime could not be provided for the majority of the overtime reviewed.

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

2. Overtime may have been worked without prior approval.

Audit Comment #2
	1. Ensure that expense claim forms are completed in a manner that would prevent any subsequent amendment of expense details.

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



	
	
	

	2.3
Time sheet information is appropriately completed and accurately compiled.


	A sample of twenty (20) time sheets, incorporating a selection of each type was examined.

In five cases amendments had been made to the number of hours/overtime hours.   There was no evidence of who had made the amendment and whether these had been carried out prior to authorisation.

1. Time sheets may have been amended in a manner that could facilitate additional hours being added after claims have been initially approved.

2. Opportunity exists for misappropriation, and thereafter the payment of unauthorised hours.
Audit Comment #3
	1. Changes/amendments to time sheets should be initialled by member of staff prior to final authorisation. 

2. If amendments have been made to totals these should be agreed and evidenced by the authorised signatory at the time of authorisation.



	Control Objective
	Findings / Risk
	Recommendations

	
	
	

	2.
HUMAN RESOURCE MANAGEMENT (Cont.)
	
	

	2.4
Staff training is carried out in accordance with requirements.


	None
	N/A

	
	
	

	2.5 Up to date registers of interests are maintained.


	None
	N/A

	
	
	

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


	None
	N/A

	
	
	

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


	All eight employees working on Social Care Transport were reviewed.  

In one case there was no evidence of the appropriate check being performed.

For this employee Staffing section – Community Services could provide no details of Disclosure being sought prior to appointment as a bus escort.   The offer of employment sent to this individual did not include the condition of cleared Disclosure.  It was stated by the Administration Manager – Infrastructure Services that this employee advised him that she had a Disclosure Certificate.  This has not been provided to date.  Not withstanding this, such a certificate would not have been sufficient for Council purposes.  

1. An employee is currently working for the Council in a post, which requires a screening process.  This has not been done.

2. Adequate checks have not been performed to protect vulnerable people leaving the Council potentially exposed.

3. SIC recruitment procedures have not been followed.
Audit Comment #1
	1. Disclosure Certification should be immediately sought for this employee with a decision taken whether the individual can continue working while this is done. 

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



	
	
	

	3. TRANSPORT SERVICE
	
	

	
	
	

	3.1  Concessionary travel schemes are operated in accordance with legislative requirements and Council policy.


	Applications for Concessionary Travel passes are not kept once the card has been issued and the details entered onto a database.  

Only seven applications, which had recently been processed, had not been disposed of.  For these applications only one had proof of age attached and one an old style concessions card.   For the remaining five (5) only a tick confirmed that proof of qualifying criteria had been obtained.

1. There is an incomplete audit trail for the issue of concessionary passes

2. Details of proof of eligibility are not being recorded
Audit Comment #4
	1. Applications should be filed for future reference

2. Details of proof of eligibility should be recorded on application (e.g. birth certificate, passport, benefit book etc) 


	
	
	

	3.2 Ticketing information for concession reimbursement to operators is accurate.


	None 
	N/A

	Control Objective
	Findings / Risk
	Recommendations

	
	
	

	3. TRANSPORT SERVICE (Cont.)
	
	

	3.3 Aircraft movements and passenger numbers are recorded and charges appropriately determined and levied by the operator.


	None
	N/A

	
	
	

	3.4  Aircraft fuel is adequately secured by the operator.


	None
	N/A

	
	
	

	3.5  The Taxi Licensing Scheme is operated in accordance with Council Policy and Legislative requirements.


	None
	N/A

	
	
	

	3.6 The Council is operating within the requirements of its operating licences.


	A judgemental sample of ten (10) vehicles and the drivers of the vehicles was selected and reviewed for a single date

· In two (2) cases drivers’‘ hours records could not be evidenced 

· In two (2) cases daily inspection sheets could not be evidenced
1. Records of drivers’ hours are not kept in line with domestic rules for drivers’ hours and therefore cannot be assessed for compliance with legislation.

2. Daily checks on vehicles have not been evidenced.  Vehicle defects may be overlooked leading to safety issues.  

3.     The   Council   is   not   complying    with     the undertaking   of   its   operating   licence.
Audit Comment #8
	1. Drivers’ hours records sheets should be issued to all LGV drivers with instructions to complete on a daily basis.  Monitoring of completion of these records should be carried out.

2. Daily inspection sheets should be issued for all relevant vehicles with instructions to complete on a daily basis.  Monitoring of completion of these records should be carried out.



	
	
	

	3.7 Council Vehicles are inspected and serviced in accordance with a maintenance programme and recharged appropriately.


	None
	N/A

	
	
	

	3.8 Arrangements exist to ensure M.O.T. certificates are renewed as required and issued in accordance with legal requirements.


	None
	N/A

	
	
	

	3.9 A register is maintained of all assets detailing cost centre, description, location, value, date of acquisition and life of asset.


	Some vehicles on the Fleet Management System did not appear on the Asset Register.  However, plans are in place to rectify this situation.  

Verbal Comment to the Senior Assistant Accountant/Asset Registrar – progress to be reviewed during follow-up.
	N/A

	
	
	

	3.10 Log books are maintained and accurately completed for Transport Vehicles


	Logbooks are not being kept for Transport vehicles where appropriate.

1. Formally confirm the requirement for all journeys and mileage to be recorded.
Audit Comment #5


	Formally confirm the requirement for all journeys and mileage to be recorded.

	Control Objective
	Findings / Risk
	Recommendations

	
	
	

	4. STOCK CONTROL 
	
	

	
	
	

	4.1  Procedures have been established to secure, control and record the purchase and issue of stock items, maintenance of stock levels and disposal of obsolete or damaged stock.


	No written procedures exist for the control of stock, however well labelled books exist e.g. Stock receipts, Stock issues, returns etc.  These contain forms that are simple and contain all the information for entry onto the SERVITOR stock and ordering system.  These procedures are well-established and easy to follow.

Whilst it is best practice to have written documentation, current procedures are well established and known to numerous individuals.

Subject to Verbal Comment.
	N/A

	
	
	

	4.2 All stock items can be readily identified physically located and their value substantiated.


	None
	N/A

	
	
	

	4.3 All stock movements are appropriately and accurately recorded and reconciled to records and any variances appropriately investigated and reported.


	None
	N/A

	
	
	

	4.4 Periodic inventories are made of all stock items, reconciled to records and any variances appropriately investigated and reported.


	None
	N/A

	
	
	

	4.5 Access to fuel depot stock is restricted to authorised personnel only and all fuel discharged is accurately and completely accounted for.
	None
	N/A

	
	
	

	5. CAPITAL EXPENDITURE
	
	

	
	
	

	5.1 Capital works are correctly determined and represent either an enhancement to or improvement of the Council’s infrastructure.
	None
	N/A

	
	
	

	5.2 Commitments and expenditures have prior Council approval and are accurately recorded as to account, amount and period.
	None
	N/A

	
	
	

	5.3
Adequate monitoring of works in progress and associated reporting to Committee takes place.
	None
	N/A

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Control Objective
	Findings / Risk
	Recommendations

	
	
	

	6.
FINANCIAL MANAGEMENT
	
	

	
	
	

	6.1 Purchase orders are appropriately   secured and authorised with invoices and other payment instructions properly validated and authorised prior to payment.
	From a sample of twenty payment transactions it was found that:

A purchase order to Jims Garage was raised however when processing the payment the Administration section processed the invoice as a stand-alone payment.  Effectively not cancelling the commitment raised by the order.  Consequently the balance on the ledger is overstated by £12,225.  This has arisen because there is a practice of raising and subsequently cancelling orders where part payments are made.  There is a proper procedure on Integra for processing part payments that does not involve cancelling the order.

The practice of raising and subsequently cancelling orders can result in incorrect balances being shown on Integra’s General Ledger.

Audit Comment #7
	The practice of raising and cancelling orders should be stopped and the correct procedure for processing part payments on Integra followed.



	
	
	

	6.2
 Budgets are monitored on a regular basis and significant variances investigated.
	None
	N/A

	
	
	

	6.3
Journal entries are authorised and correctly recorded as to account, amount and period. 
	None
	N/A

	
	
	

	6.4
Virements are administered in accordance with Council policy and Financial Regulations.
	None
	N/A

	
	
	

	6.5
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.
	1. Charges for the Whalsay Bus Service do not form part of those that are presented to the Council for review as part of the budget setting process.  The Service Manager - Transport stated that the charges, which consist of an hourly rate plus mileage charge, had remained the same for approximately three years.

2. Income from the service is collected by the Service Manager - Transport operations when he visits Whalsay and is then passed to Infrastructure Services, Administration section who lodge the income.  This necessitates duplicate handling and counting of the income.  Income is retained in a locked cash box in the bus garage at Whalsay until collected.  Cash income received from the Whalsay bus service is lodged at irregular intervals.

1. The charges relating to the Whalsay Bus Service are not subject to regular review by the Council.

2. Income collected is vulnerable to misappropriation as it is not properly secured.

3. If income is only received by the Administration section infrequently then its loss or misappropriation could go unnoticed.

4. Income is not accounted for in the correct accounting period.

Audit Comment #6
	1. The charges relating to the Whalsay Bus Service are subject to regular review by the Council.

2. Income should be promptly lodged either at the mobile bank in Whalsay or local Post Office with details promptly forwarded to Finance and Infrastructure Services.



	
	
	

	Control Objective
	Findings / Risk
	Recommendations

	
	
	

	6.
FINANCIAL MANAGEMENT (cont.)
	
	

	
	
	

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


	None
	N/A

	
	
	

	6.7
Sales Invoices are accurately prepared and approved, issued timeously and correctly posted
	None
	N/A

	
	
	

	
	
	

	7. CONTRACT MANAGEMENT
	
	

	
	
	

	7.1
Arrangements for service provision from third parties are contractually enforceable.
	From an examination of the contract documentation for a sample of 15 transport services provided, we found the following:
1.  The contract with R G Jamieson & Son, which had an expiry date of 30 June 2001, had been extended without any written agreement as required by condition 3 of the conditions of contract.  The reason given for this prolonged extension was that the bus service in Yell was to be reviewed.  No review had been carried out when the test was conducted however we are advised a review of the service has now commenced.

2. School Transport contract condition 3 requires any variation of the Contract to be agreed in writing.  This requirement is not complied with.

3. SEN / Social Care contract tender documentation does not have provision for contractor’s name and address and signed declaration of acceptance of contractor conditions relating to the quoted price and service provision.

1. Contracts could be invalidated by non-compliance with contract requirements in respect of extensions and variations of contract.

2. SEN / Social Care contract tender documentation does not adhere to the basic format used for other transport contracts.
Audit Comment #9
	1. Contract conditions must be adhered to with respect to extensions and variations of contract.

2. SEN / Social Care contract tender documentation should be amended to the basic format used for other transport contracts.



	
	
	

	
	
	

	Control Objective
	Findings / Risk
	Recommendations

	
	
	

	7.  CONTRACT MANAGEMENT (Cont.)
	
	

	
	
	

	7.2 Steps are taken to ensure contract conditions are being applied.
	From an examination of the contract documentation for a sample of 15 transport services provided, it was found that:

1. No record was held of documents submitted to affirm vehicle fitness, registration documentation, MOT certificates etc.

2. No record was held of documents submitted to affirm valid insurance cover.

3. The record of insurance cover held by Insurance showed that there were instances where no record of valid.  Insurance cover was held or existing cover had expired.

4. There is no record of technical vetting being carried out other than on a tender opening document for a Social Care contract that stated Accepted, better vehicle.

N.B. The Service Manager – Transport advises all relevant documentation is checked.  However, there is not evidence to confirm this claim.

1.   There is no evidence checks are being performed.

2.   In the event that checks are being performed the lack of a structured system may enable some checks to be missed.

3.   The principles of good control require that, not only are the required checks or vetting carried out but such checks are adequately evidenced.
Audit Comment #10
	1.  That a formal record be retained of documentation submitted in accordance with contract conditions, when and who carried out checks and outcome.

2.  That a formal record of technical vetting for transport contracts be retained.




3

