

Appendix 1

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 are established.
	None
	N/A

	
	
	

	1.2
Access controls are established which are consistent with job responsibilities and achieve appropriate segregation of duties and critical system files regularly backed-up.
	None
	N/A

	
	
	

	1.3
The application of value for money criteria is appropriately addressed.
	None
	N/A

	
	
	

	2.
ADULT LITERACY
	
	

	
	
	

	2.1
Appropriate action plans have been produced and progressed in accordance with Scottish Executive requirements.
	None
	N/A

	
	
	

	2.2
Appropriate learning plans are produced and monitored for each student.
	None
	N/A

	
	
	

	2.3
Arrangements exist to monitor the effectiveness of service delivery.
	None
	N/A

	
	
	

	3.
HUMAN RESOURCE MANAGEMENT
	
	

	
	
	

	3.1
Staffing arrangements are appropriately determined and administered in accordance with national conditions and local policy. 
	None
	N/A

	
	
	

	3.2
The recruitment, selection and appraisal of tutors is in accordance with approved procedures.
	None
	N/A

	
	
	

	3.3
Staff and tutors are adequately screened prior to appointment.
	None
	N/A

	
	
	

	3.4
Staff and tutor training is carried out in accordance with requirements.
	None
	N/A

	
	
	

	3.5
Expenses claims are appropriately completed, verified and approved.
	From the sample, we noted that none of the expense claims showed any evidence of having been arithmetically checked. Also eight forms were completed in a manner that could facilitate insertion of expense details after claims have been initially approved.

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

(Audit Comment # 1)
	Provide evidence of arithmetic checks, and ensure that forms are completed in a manner that would prevent any subsequent amendment of expense details.



	
	
	

	3.6
Staff terminations, transfers and promotions are punctually notified to payroll.
	None
	N/A

	
	
	

	4.
FINANCIAL MANAGEMENT
	
	

	
	
	

	4.1
All specific funding is correctly applied and adequately accounted for.
	None
	N/A

	
	
	

	
	
	

	
	
	

	
	
	

	CONTROL OBJECTIVE
	FINDINGS / RISK
	RECOMMENDATIONS

	
	
	

	4.2
Purchase orders are appropriately authorised and invoices and other payment instructions are properly validated and authorised prior to payment.
	Although the receipt of goods / services is checked and delivery notes retained the receipt of goods / services is not evidenced on the relevant section on the second and third copy orders.

There is an incomplete audit trail through order, receipt and payment.

The officer authorising payment does not have written confirmation that the goods / services have been received.
(Audit Comment # 2)
	Ensure the appropriate section of the copy order is completed on each occasion.

	
	
	

	4.3
Journal entries are properly authorised and correctly recorded as to account, amount and period.
	None
	N/A

	
	
	

	4.4
Budgets are monitored on a regular basis and significant variances investigated.
	None
	N/A

	
	
	

	4.5
Virements are administered in accordance with council policy and financial regulations.
	None
	N/A

	
	
	

	4.6
Petty cash balances are reconciled on a regular basis and maintained on an imprest system.
	None
	N/A

	
	
	

	5.
MISCELLANEOUS
	
	

	
	
	

	5.1
All grant payments are properly approved and only made to those who fulfil the qualification criteria.
	None
	N/A

	
	
	

	5.2
All grants awarded are suitably supported by the submission of appropriate documentation.
	None
	N/A

	
	
	

	5.3
Grant claims are accurately completed and submitted punctually.
	None
	N/A

	
	
	

	5.4
Inventories are maintained for all assets with suitable insurance arrangements in place.
	Refer to observation 5.1.
	Refer to observation 5.1.



2

