Appendix 1 -

Audit Title

Asset Register

Capital Expenditure
(26.18/19)

Outstanding Medium Risk Actions

Management Response

The Group Accountant Capital, Treasury and SUR will develop an Asset
Management Procedure that clearly outlines the responsibilities of all involved
departments and staff. The procedures will clearly outline: « How to identify
assets; ® Responsibility of staff in reporting new assets and disposals to the
finance team, the legal team and the asset management team; e
Documentation to be held for assets owned by the Council; ® Responsibility in
recording all assets into the Land Terrier and the Asset Register; ¢ Timeliness
and responsibility of reconciliations between the asset values in the asset
register and the general ledger; ¢ Timeliness and responsibilities for all
involved teams within the asset revaluation process and updating of results. e
The process for disposals and acquisitions of assets. ® The requirement for the
Principal Asset Manager to oversee the preparation and implementation of a
physical asset inspection process which will allow the Council to take
assurances on the integrity of asset details maintained in asset managed
records. Once developed the procedure will be approved by the Capital
Strategy Board and communicated across all service lines

The Council will put in place a joint Capital and Procurement Business Case.
Prior to being utilised, the new Business Case will be formally reviewed by both
the PMO and Procurement team to ensure it captures all necessary
information.

Following approval, the Business Case will be made available for use via the
Staff Intranet and will be used in the approval process of all capital projects.

Target Date

31/3/2018

28/2/2019

Person Update Detail
Responsible
Andrew Pate A procedure is currently being

developed and will be complete by
mid-February. Asset Management
have forwarded their procedure and
Corporate Finance will incorporate
into an overall document for
consideration.

Sushil Thobhani
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Appendix 1 - Outstanding Medium Risk Actions


Audit Title

Chalvey Early Years
Centre

Chalvey Early Years
Centre

Chalvey Early Years
Centre

Management Response Target Date

The school will, in line with their financial procedures, will retender the 31/3/2019
cleaning services contract, to ensure value for money from services procured.

All assets identified by the Headteacher and Bursar above £200 that are not on 31/7/2017
the asset register (including those not purchased by the School, but received

when the school moved into their current premises) will be manually entered

onto the FMS SIMS asset register system.

The School will ensure that for any purchases exceeding £5000, (either as a 30/6/2017
single purchase or within a single financial year) the appropriate

quotation/tendering process is undertaken with evidence retained to ensure

that value for money of purchases is being given adequate consideration.

Person
Responsible

Diane Lister

Diane Lister

Diane Lister

Update Detail

completed bar one small area. HT
signed that this is correct.

Aware and will do



Audit Title

Contract Procedure
Rules Review

Contract Procedure
Rules Review

Contract Procedure
Rules Review

Management Response Target Date

Through the Finance DMT, controls will be established in the short term to 31/10/2018
monitor procurement and the use of suppliers, through

measures such as the use of approved supplier lists.

The POP will clarify the responsibility and time periods for the retention and 31/10/2018

safeguarding of supplier agreements and/or terms and

conditions for goods and services. Furthermore, the need for spot checks on
compliance with the CPR and FPR to be conducted

and reported to the respective DMT will be reclarified and communicated.

The permissions and segregation of duties within Agresso for the creation and 30/4/2019
amendment of suppliers will be reviewed by the Service Lead, Finance and the
Director of Finance and Resources.

Person
Responsible

Claire Portsmouth

Claire Portsmouth

Barry Stratfull

Update Detail

Approved supplier lists should not be
used to circumvent procurement
procedures, therefore any approved
list needs to be in the form of a DPS or
Framework. Approved lists can
not/should not be created without
some sort of competition. The POP will
be updated to reflect this. The
addition of 'estimated contract value'
on the supplier set up should assist
with spend tracking.

Management action re-assigned to
user: Claire Portsmouth

Target date changed to: 30/04/2019
Original target date: 31/12/2018



Audit Title Management Response Target Date Person Update Detail
Responsible

Contract Procedure Expenditure between the £50,000 and the OJEU limits will be periodically 30/6/2019 Claire Portsmouth 'Management action re-assigned to
Rules Review checked to ensure compliance with the Contract Procedure user: Claire Portsmouth

Rules and Council's Constitution. Where non-compliance is identified, action

will be taken to ensure a contract / terms and onditions are in place.

Debtors Management | The Accounts Receivable team will enquire with the Agresso Support Teamas 30/6/2019 Barry Stratfull
to how the faulty reminder run may have occurred.
The outcomes of this enquiry will be used to provide the team with assurance
that reminder runs distribute reminders to all relevant debtors.
Following the production of a Debt Recovery Policy, the Head of Transactional
Finance, will undertake monthly spot checks to confirm compliance against the
stipulated debt recovery procedures.

Debtors Management | The Council will send out guidance to staff to advise them to attach supporting 30/6/2019 Barry Stratfull
documentation to all credit notes requests.
Following this, where credit notes are raised, supporting documentation will be
uploaded to Agresso to substantiate the request for raising a credit notes in all
cases.



Audit Title

Debtors Management

Debtors Management

Fixed Penalty
Enforcement

Fixed Penalty
Enforcement

Management Response

The Council will ensure that all staff responsible for raising invoices and credit
notes on Agresso undertake training and training records thereof will be
maintained.

Exception reports of staff who have not taken training will be forwarded to
responsible line managers with an instruction for relevant staff members to
complete the training.

As part of this action the content of the training provided will be reviewed by
Finance to ensure that the content adequately describes the process to be
followed

The Council will ensure that all staff responsible for raising invoices and credit
notes on Agresso undertake training and training records thereof will be
maintained.

Exception reports of staff who have not taken training will be forwarded to
responsible line managers with an instruction for relevant staff members to
complete the training.

As part of this action the content of the training provided will be reviewed by
Finance to ensure that the content adequately describes the process to be
followed

The Council will develop a formal process to systematically track income due
through to collection, receipting and banking.
This will include guidance for undertaking regular, formal reconciliations

The Council will circulate the latest Fixed Penalty Notice (FPN) templates to
relevant staff for use and ensure that dated versions are removed.

Target Date

30/6/2019

30/6/2019

30/11/2018

28/2/2019

Person
Responsible

Barry Stratfull

Barry Stratfull

Ginny De Haan

Ginny De Haan

Update Detail

A task and finish group as been set up
as part of the Corporate Enforcement
Group to recommend a process that

Target date cHanged to: 28/02/2019
Original target date: 30/11/2018



Audit Title

Fixed Penalty
Enforcement

Fixed Penalty
Enforcement

Fixed Penalty
Enforcement

Management Response Target Date Person

Responsible

The Enforcement Policy and FPN Policy will be revised to ensure they include 31/10/2018
all areas outlined within DEFRA guidance on Fixed Penalty Notices.

Following this, FPN related policies and procedures will be circulated and made
readily available to all staff in an appropriate location.

The FPN Policy and FPN Appeal Procedure will be and revised to detail a next
review date and version control history, including:

eDetails of the changes/review;

eDetails of who carried out the changes/review; and

eDate of update.

Moreover, a segregation of duty will be maintained between the staff updating
and subsequently approving the policies and procedures, with this clearly
being noted on the documents.

Ginny De Haan

Fixed Penalty Notice (FPN) templates will be updated to ensure they all 30/11/2018 Colin Moone
reference the following information:

*Time and date of offense;

eLocation of offense; and

How the FPN was issued (in person, via post etc.).

A clear control framework will be put in place to ensure that in line with 30/11/2018 Ginny De Haan

guidance, income received from the serving of fixed penalty notices is spent on
related functions.

Update Detail

Advised that R&E currently do not
have capacity to progress. Given the
limited number of FPN issued it is
recommended to review actions in
July 2019

Management action re-assigned to
user: Colin Moone

A task and finish group is being
established as part of the Corporate
Enforcement Group as the service of
FPN can potentially occur across the
Council and any procedures agreed for
the neighbourhood services Team
needs to be replicated elsewhere.



Audit Title

Fixed Penalty
Enforcement

General Ledger

Governance - Overview
& Scrutiny

Governance - Overview
& Scrutiny

Health and Safety

Management Response Target Date

The FPN payment reminder templates will be amended to inform alleged 30/11/2018
offenders of the review process available should they have complaint with

regards to an issued FPN.

Following this, the Council will ensure that reminder letters are sent to alleged

offenders in a timely manner.

We will request regular backup reports from the supplier to provide assurance 31/7/2018
on the daily back up process and on the results of disaster recovery plans.

As best practice, all relevant interests should be declared by Councillors at the 131/10/2018
Overview and Scrutiny Committee and recorded.

As part of this, the Council will carry out a cost benefit analysis of the Council

subscribing to a database (Tracker) which will enable the Council to check

periodically if Members are failing to register relevant interests in the Register

of Members’ Interests or to instruct Internal Auditors to make these checks

periodically and to report to the Monitoring Officer on interests not declared in

the Register.

As part of the Overview and Scrutiny Committee annual report process, the 30/4/2019
report will explicitly review the Committee's own effectiveness against the

group's objectives, and this will feed into a 'Lessons learnt' action plan that will

better enable the Council to review and comment on the report to provide

feedback.

We will ensure that the Health and Safety Board are provided with oversight of 31/5/2019
the progress of actions on directorate action plans at each meeting to ensure

that satisfactory progress is made, and any significant issues are promptly

escalated to the Corporate Management team.

Person
Responsible

Ginny De Haan

Simon Pallett

Dean Tyler

Dean Tyler

Neil Wilcox

Update Detail

new processes are in place however
the evidence to substantiate this has
not yet been provided

Sent to Simon P for update

Management action re-assigned to
user: Dean Tyler

Management action re-assigned to
user: Dean Tyler



Audit Title

Holy Family Catholic
School

Holy Family Catholic
School

Housing Regulation

HR Policies and
Procedures

Information
Governance

Management Response Target Date

The School will ensure where a DBS check confirmation is not obtained prior to 31/7/2017
an employee start date, an appropriate risk assessment is undertaken on the
employee to ensure they are fit for service.

The School will ensure annual inventory checks are taking place with any 30/9/2017
discrepancies being investigated. Those discrepancies identified over a

predetermined sum will be reported to the Governing Body. To coincide with

Asset Tagging.

The current suite of indicators will be reviewed to ensure these meet the 31/3/2018

characteristics of effective performance measures. Once reviewed and agreed,
targets will be agreed for each indicator, and performance reported against
each target. Flare reporting functionalities will be reviewed to ensure
performance can be accurately reported each quarter.

The Council will formulate an overarching procedural document to inform staff 31/3/2019
on the processes for the creation, approval, review and communication of all

Council policies and procedures.

This will include the consultation process as part of new/reviewed policies and

procedures.

Training reports will be discussed at DMT quarterly and CMT half-yearly and
details of the discussion will be recorded in the minutes.

28/2/2019

Person
Responsible

Tina Tushingham

Tina Tushingham

Amir Salarkia

Dean Tyler

Surjit Nagra

Update Detail

Completed as per Tina g3 17/18
Follow up - No action taken

Asset tags to be added to equipment
in half term Also looking at bespoke
asset register systems but this is
dependent on costs

This has been completed and we can
report performance accurately each
quarter. g3 found this action
incomplete

Target date changed to: 28/02/2019
Original target date: 31/03/2018



Audit Title

Information
Governance

Information
Governance

Management of
Housing Stock

Neighbourhood ASB
Enforcement

Management Response

Target Date

The Council will ensure that the draft Digital and IT team structure is approved 31/7/2018

by the I1G Board and the recruitment process is undertaken to ensure that
sufficient resources are in place to appropriately oversee information
governance arrangements and responsibilities per the Health and Social Care
Information Centre guidance are formally assigned.

The Information Security Awareness course will be reviewed and updated to
ensure and includes reference to the Caldicott Principles. In addition, the
Council will consider merging the Information Security Awareness and Data
Protection Awareness courses to provide a single course covering data

protection and information governance.

The Tenancy Strategy and Policy will be reviewed and updated to ensure it is
aligned to the strategic priorities set out within the Five Year Plan. The strategy
will then be issued to CMT and Cabinet for approval, and subject to the
required consultation. Once finalised, it will be updated on the Council website

and then reviewed annually thereafter.

The Policy and Fact Sheets will be re-circulated to all relevant staff, and they
will be required to confirm that they have read and will comply with it. Training
covering policy application will be provided to ensure consistent understanding

and application.

31/3/2018

31/3/2017

31/10/2017

Person
Responsible

Simon Pallett

Alexander Cowem

Karen Lewis

Michelle Isabelle

Update Detail

Partially Completed as per F&R DMT
17/9/2018. email 2/10/2018
requesting status

Re-Opened the Recommendation

The Social Housing Green Paper was
published in August 2018. Work is
now underway to analyse the
recommendations ahead of significant
consultation with tenants, residents,
partners and stakeholders as well as
internal colleagues to determine the
type/s o

We reviewed the ASB Policy and
confirmed it adequately detailed the
strategy and overarching aims of the
Council with regards to managing ASB.
We noted there were a total of 14 Fact
Sheets which were split between 'ASB
Policy and Procedure' and 'ASB Legis



Audit Title

Neighbourhood ASB
Enforcement

Neighbourhood ASB
Enforcement

Neighbourhood ASB
Enforcement

Management Response Target Date

Council staff will be reminded of the need to record details of the notification 31/10/2017
on Flare within the notes for all ASB cases, to ensure a clear audit trail exists

for reported ASB cases. This will be reviewed by the Resilience and

Enforcement Team Assistance when assigning cases to ensure the date of

notification has been accurately recorded.

The Council will review and update the ASB categories and types on both 31/3/2018
Capita and Flare to ensure these are aligned and reflect the categories and

types defined within Fact Sheet 6 - ASB Case Management Systems. Training

will subsequently be provided to Team Leaders and Officers on definitions of

categories and types to ensure correct assignment and consistent application.

Team Leaders will ensure that ASB cases are reviewed monthly, and following 31/10/2017
review and approval, and subsequent dissemination of the ASB Policy, that
consistent application of the policy is monitored.

Person
Responsible

lan Blake

lan Blake

lan Blake

Update Detail

From: Blake lan Sent: 14 June 2018
10:40 To: Turnbull Tony; Brady Phil;
Jones Liz; Palacio Richard; Bird Peter;
Viechweg Diane; Harman Sarah;
Stefano Sarah; Frost Jo; Corcoran Linda
Cc: Tariq Sahera Subject: Internal Audit
Recommendations.xlsx Dear All, |

Outstanding as capacity to complete
this piece of work is currently
unavailable due to the project officer
being on maternity leave. Attempts
have been made to recruit to the
vacancy to cover maternity leave with
no suitable applicants available. Capita
a

g3 Follow Up found no action taken.
From: Blake lan Sent: 14 June 2018
10:40 To: Turnbull Tony; Brady Phil;
Jones Liz; Palacio Richard; Bird Peter;
Viechweg Diane; Harman Sarah;
Stefano Sarah; Frost Jo; Corcoran Linda
Cc: Tariq Sahera Subject: Internal Au



Audit Title

Purchasing Cards

Purchasing Cards

Purchasing Cards

Management Response Target Date Person
Responsible
The Council will ensure that for all purchase cards in use, a Purchasing Card 31/3/2018 Andrew Pate

Agreement Form will be maintained centrally by the Finance team. Financial
Limits will be recorded on Cardholder Agreement forms.

As part of the Councils Transparency code, the Council will publish expenditure 31/3/2018 Sushil Thobhani
on purchase cards, broken down by merchant, on its public internet site.

Spot checks by Finance on a sample of submissions each month will be 31/3/2018 Andrew Pate
conducted and recorded to ensure that that expenditure on the detailed

receipts provided are for official Council purchases and in line with the

Purchasing Card Policy.

Update Detail

This is being done for all new Purchase
Card users. A form was sent out to all
existing users asking them to complete
and return the cardholder agreement
to Lubna Khan. Cardholders were
given a two week deadline

Moved resp to ST

Lubna Khan will commence spot
checks in February 2019



Audit Title

Rent Accounts
(28.18/19)

Risk Management
(27.18/19)

Management Response

The Council will ensure that the weekly rental charge for void properties is
stopped in a timely manner (the week of the void start date), to avoid the
overcharging and subsequent requirement to refund tenants, and as part of
this, evidence will be retained to demonstrate that the tenant has been
signposted to all documentation that needs to be provided prior to a tenancy
being ended.

CMT will undertake an exercise to determine their risk appetite and what
levels of risk they are willing to accept for their key objectives This will be
formalised in a risk appetite statement included in the Risk Management
Strategy which will be reviewed annually.

Target Date

28/2/2019

29/3/2019

Person
Responsible

Liz Jones

Phil Brown

Update Detail

Please see confirmation email below

From: Bird Peter

Sent: 18 March 2019 11:23
To: Jones Liz

Subject: Rent Audit

Hi Liz

At present Housing Assistants and
Officers are aware of the timely
actions of ending a tenancy. However
whilst we are starting to use our
discretion in cases that do completely
comply with our procedures in these
cases the tenancy does not always end
promptly and the cancelation of the
rent charges has to be backdated.
Whilst the tenant does not suffer
finical loss in the end there is a period
where officers are not making the
decision proactively.

During April we will be running
training with officers involved from
notification of termination through to
the sign up of properties to reinforce



Audit Title

Risk Management

(27.18/19)

School Reviews - St
Bernard's Catholic

Grammar

SUR

SUR

Temporary
Accommodation

Voids

Management Response

The implementation dates will be updated to revised target dates where they
fall overdue.

Furthermore, the original implementation date will be included in the action
required column/notes column.

The School will send guidance to staff to ensure are aware of the desired
practices upon receipt of goods that are classified as fixed assets.

The School will also perform an exercise to ensure that all assets purchased
since the last inventory check (11 April 2017) have been added to the asset
register.

A1 aes " ' 3 ' I3 ' ' ~ '

The Council will seek assurance that the plans have been approved by JV
Partner members prior to the planning of projects.

SUR will create a shared drive (restricted to relevant personnel) to enable
access to legal documentation.

The Board will ensure that at least two representatives from each Partner will
attend Business Board meetings.

The TA Team will obtain an up to date and accurate list of households within
TA, the last date of visit and scheduled future visits and will formalise a plan to
visit these households in a timely manner.

Where possible, Preinspections will be carried out prior to the tenant moving
out, where notice is given with the outcomes of this
recorded on the CAPITA system. the CAPITA system.

Target Date

31/3/2019

31/3/2019

31/1/2019

31/12/2018

31/10/2018

31/3/2019

Person
Responsible

Phil Brown

Paul Kassapain

Joe Carter

Joe Carter

Debra Gilbert

Liz Jones

Update Detail

In progress of changing software.

Email to Joe requesting status

This is ongoing. We have a new Officer
starting on the 10/12/2018 which will
provide us with additional capacity to
schedule in visits and update Capita
accordingly

Target date changed to: 31/03/2019
Original target date: 31/07/2018



Audit Title

Voids

Management Response Target Date

The Capita system will record where recharges have been made and collected 31/3/2019
to enable sufficient oversight and to enable effective

management over the recharges process.

The Council will receive regular reports from Osborne in order to raise

notification and issue of recharges to tenants and leaseholders.

Person
Responsible

Trevor Costello

Update Detail

Target date changed to: 31/03/2019
Original target date: 31/07/2018





