LOOZ H9INIAON

BuioBuQy | sueid @dia1es 10 1UBI By1 Ui malasl Japun Abojeas [eloueul daa)y] ABoieng (=ousuld | o0
70 08t gILUN0S0E ay] uo uojuido paylenbun ainoeg &
aufipasp
70 By AHGUNEIS ULIM |eA0IddE JO) SIUN000E JO JUBSWS]ElS aledaly & SIUNCOTY BYI 980N | ¢
Buosup 510BIey/SI010ipUl [BUDREU [0 Bullojucw amsus & aourtliopad sacidw| | 2
Buiobuo BlOUM B S8 UOISIAIC] UILIIM S0USSE JO [DAD] ||BIBAC BONDINM & o4 uawsbeuey saussyy Wawaduwly | 7o
SI0EDIPUL 80IAIRS O Bunciuow
BuoBup | pue uonoapos pue Buysiig souruy Apuow jo yoponpoad o) nduy LOIESIES JBLUOISND JO SI8AB] JUaLND Uo Br0ldWl | #4
20 1dag sesodind 050 Joj Ajemedss ~ sjunodoe DUIPEL JO 98N PUIXT & seale 90IAIBS JURAR|L 0} SIUNCODY DUiper) usiuesy | g3
N8I 1O MBIABS (] LIOL;
70 Anp BUILLILLISIS SUOREDUBLLILLICSS) Jo Uolejudwaldill 8] 81_UIpID 0+ syusiy sssuisng abeusw o ABsjens dopascl | 2y
Z0 980 LOISIALCT 9Ul UIULIAM S20IA195 JOBI |y & SMBIAGY BNIBA 18849 JO awielBoi Juswedw) | 13
£002
yolen AfBzyens weaweinnold mald juswe|dul| &
Zo0z sardiouud uefiz Bupelodioow
AON ABaielrs wawalnooid manad o) dnoub sjelodion woddng sajdound uebg -~ uawainooid o) yorouddy sibaens doessq | 0
002
YoBIn WaISAg UORBLLIOI] jRIoUBULY Mau Juawsidw] &
cO0? ionlLony 2 uswabeuepy
Lodey [BIOUBLE ~ MBIABN DNBA 1588 UIim Sjesudold juswiejduly o walebeuell @iourUy punos Jog sjuawebuelly 8)EpIosU0) | eQ
mm%mw? ueld Jualidolaasp ¢ BulUig) B BABL O} UOISIAIC) ©L) LIUIM JEIS |y« | Staquisw g seaiojdis o) sueld uewdoaaap pue Buiuies) ysiqe1sy | v
mwmmmﬁ Huiuue|d 901AJRS L JJE1S BAJOALE O] sAem ax0[dXT] &
007 HOISIAI(
Yo aul wym s e Jo) sBusaw wes) jenbsd Jo WelsAs 2 aunsusy & GopesunLlos aaosdw] | 7o
Z00¢ 'siseq 2jnbal B U0 UOISIAIG 94U UILLM JBlS (B 0]
judy papiAcld acurwONad [BNRIAIPDU PUR WES] U0 NOBJPSS) 8INSUT & alop aaosdudy | 10
Wmmw aoeid U] 80 0} SUE|d S0IAIT % yiomewiel4 Bulliued sonieyg pue esweds meu juswsiduly | 19

b.

onng a6 aouel

sa99n§ [£9

5)51 | Ao ajeiodion

NOISIAIA SADIAEAS JONVNIA ~ NV 1d dOIAGAS

b



LOOZ J9gNEAON

BuioBup s1gap prg Jo-Bunum o) sjuswalbupiie mamey &
‘S108D 1091102 0] usyeEl sun eyl Bupnpa
20 D8] 01 MEIA B UM SI8D Apuns Gunoelieo o) siusuwiebuane mainey & 510108¢] Apung
Buebup spuaiAed Apeam 0 Jagumu syl 8onpa) 01 spoyisw poddng o Hotded
‘Douad
on 1y SI0YPBRIY 10} siuBwARd OV 10 voneuswaidwy alodxy Aep g Aloners s sjuswded pASOR — sjusLLARY JONPBID
1500
Buiobug SUIMOLIOY |IRIBAD 20npaI 0} sapunuoddo manal jepun doay & wawalwys ABamens juswabeusy Alnseal
70 AT soUlapinb jeucneu yim eoueplodoe w ADsjens |ended siepdn <&
ABayeas
Zo uer [esodsip g dopaap 03 Jebeuay Apadold 81i0dioD UM oA &
saweLos wudes
L0 1deg JO) SPOUIeW Lonesiuoud Uo slapjoyayeis/sisudad Jnsuon Afiereag jeuden
Auunionasey Way v buuue|d sssuisng
Buobup w4 'gldusg Buoddng uo aoiape pue poddns apiacid o
sued 22A@s WY BUWWBes UL ol
z0 By Buisn suopoesicid |epueuy Budoisasp Jo sdem 12 00T & ABajralg |elousuid
Z0 Bny SIUNODIE JO 2INSO|D IO} BUIPED(] &
SIUNODIE
20 984 Jo aunsom o) veid mau sonpodd pue ueid uopoe Buysixe mainay & $B[RUSDLM]) AOINEIS LM 2OUBDIONDE W SJUNOIY JO 8INS0ID
Buebun dnoisy Buplopn iden aul 10 3I0M U] 21BUIPIO-0) & SRS
Z0 e spiq (euden Buispuoud o) sseooid sauby AlOImEs yim 82UBpICIoR Ui pajualisidw) siafipng |euden
20 JB A N0 0 UOHBIO|E MBIABY o
20 AON ssaocid 198png eseg el uIpIo-0n) &
2010 spiq anuaass Buisiuoud ioy sjuawabuele Maney
7 ey sjuaweluBlIE AUNNIOS MBU SONPOALT & alEosauy
70 G584 sfunesw Bale A UuoBYNSUCD olgnd Jajesib ageus & Aoimels yum aougplcooe ui pauswedus slebpng enuasay

syse ]| Koy aolaleg 9

NOISIAG SZDINAEES AONVNED =~ NV 1d d0IAYES

De



L00Z HHEINSAON

£ udy W8ISAG UORBLICI| [BIDURLLY Mau Juawd|dul] &
20 I8 ) joluen g uswabauey (BI10UBUI 4 O] MBIADI BNIBA
1sag Ul 1ho 199 sg sjuewsebueue Bupoyuow Bunsixe do@aag &
guebun Buysug aousuly AUUOW 20np0dd & BuLIOUOY [BIDUERLE
SI8)5ESIP
70 Bny ssouabiollia 10} 1aa00 pug aaurinsul sDUIpINg 10 18AB| MaINSY & AoUBINSU]
70 pidy [BRUBW [ WA 20NDOI] & YA

31109 syse | A9y 891Al8T

E

NOISIAIA SEDIAGES HAONVYNIA — NV 1d H0IAYES

>3



SERVICE PLAN — FINANCE SERVICES DIVISION

7.

1

8.1

8

9.

2

1

9.2

@
&

PERFORMARNCE INDICATORS and TARGETS

Best Value Performance Indicators (BYPl's}

The Division is responsibie for collating data for all financial BVPY's. In addition, it is
specifically responsible for co-ordinating and reporting on 2 indicators and these are

shown in Appendix 1.

Local Performance indicators

Naticnally, there are no specific targets for Finance Services. However, over the past
year, the Division has been working with other Derbyshire authorities to develop
performance indicators as an aid to benchmarking of Finance Services. The
indicators currently being used are detailed in Appendix 1.

STAFFING STRUCTURE and WORK ORGANISATION

The Division is part of the Finance and IT Depariment; the Division's staffing
structure is set out in Appendix 2. Much of the work undertaken within Finance
services relies on specialist staff. In view of the small size of individual teams, it is
usually only 1 person who has the detailed and specialist knowledge available.

This can create problems when that expertise is lost permanently through staff
turnover or indeed temporarily due to absence or sickness. However, this is
overcome o some extent by rotating duties and by providing internal "teach ins” to
provide cover support. The Division, as a support function, is also reliant on being
able to work with staff across all Council Departments.

OTHER RESQURCES

Revenue Spending

The cost of the staff employed in the Division (including on-costs and overheads) is
recorded in a separate cost centre (RNY). The cash limit estimate for 2001/62 is
£575,880 and comprises the following:

s Staff Costs £423,280

¢ Supplies/Services £ 11,750

e Central Support  £140,860

The expenditure is all recharged to other services and cost centres based on the

amount of measured support provided.

in addition, the Division is responsible for monitoring other central expenditure. This
is detailed in_ Appendix 3.

NOVEMEBER 2001
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SERVICE PLAN — FINANCE SERVICES DIVISION

Capital Epending

9.4 The Division is not responsible for any assets contained in the Council's Asset
Management Plan, However, the Capital Programme includes provision of £100,000
for replacing the Financial Information System in 2002/03.

NOVEMBER 2001
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APPENDIX 3

FINANCE SERVICES DIVISION
Other Budoets Currently Monitored

Total Total
Code Service Expend income Met
£ £ £

DG3 Housing Advances 1,310 -100 1,210
DG5H Housing Associations €7,830 0 67,830
KH3 Meals on Wheels 32,250 0 32,250
KN1 Concurrent Functions 223520 8 223.520
CA3 Corporate Management 724 410 {0 724410
CAS5 External Audit 58,890 -31,090 27,600
CA8 Treasury Management 101,740 -53.840 47,900
CAY VAT Administration 7,680 -2,600 5,080
CAS Unappotionable Overheads 4920 0 4 620
CM1/2  Miscellaneous Finance 37,420 -45 9560 -8,540
=4 HRA - Rent, Rates, Taxes 21,680 0 21,660
ED7 HRA - Bad Debts Provision 30,600 0 30,000
EET HRA - Capital Financing 1,383,630 01 1,383,630
EES5 HRA-R.C.O. 165,540 ¢
EQ3 HRA Subsidy 01 -1,571,660 1 -1,571680
EQS HRA - Interest Receivable 0 -40.010 -40,010
IRAY _ [C.0. Management Team | 483550| -483550 ] 0]
{SHE _ |Third Party Insurance | 745001  -74500 | 0|

TOTALS 3,418,700 -2,303,310 949,850 |

DI

managedbudgets






ANMNEXE *E’

Revenue Division

REVENUE DIVISION
SERVICE PLAN 2002/03

1.0 SERVICE DESCRIPTION

1.1 The Division is responsible for the collection and recovery of Council Tax and the
National Non-Domestic Rate, the administration of the Housing and Council Tax
Benefit Scheme along with the provision of remittance processing facilities and the
administration of the Concessionary Fares Scheme.

There are almost 34,700 properties banded for Council Tax purposes.
In addition, there are almost 1,800 National Non-Domestic Rate properties.

Accounts are despatched to all liable persons and amendmenis are carried out to
reflect the various discounts and exempticns which are available. The recovery of
amounts outstanding is governed by a Code of Practice which includes action in the
Magistrates' Court, the use of two firms of Bailiffs and the use of atfachments of
sarnings or benefits,

The caseload for Housing and Council Tax Benefit claimants is 5,000. Of these,
2,200 alsc receive Rent Rebate {paid 1o Council Tenanis) and 1,300 receive Rent
Allowance (paid to private tenants and tenants of Registered Social Landiords).

Applications are received from claimants and each claim has o be reviewed on an
on-going annual basis. Payment of Council Tax Benefit is made direct to the Counci
Tax accouni, whilst Rent Rebate is paid to the Rent Account and crossed cheques
are issued in respect of Rent Allowance payments.

The division also carries out any necessary Fraud Investigations to ensure that
benefits are paid only to those who have an entitiement.

The Cash Office in the Civic Offices provides a remittance processing centre for the
authority dealing not only with personal callers but also with the processing and
reconciliation of remittances received from other sources such as the Post Office and
Banks.

The Division is responsible for the issuing of passes in connection with the
Concessionary Fares Scheme. This scheme is a2 joint venture with Derbyshire
County Council and the councils within the county, including Derby City. The
scheme provides reduced fares for the elderly and certain disabled persons.

November 2001
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Revenue Division

1.2 The service is provided to a wide range of external customers.

A Council Tax bill is sent to every household in the district and a National Non-
Domestic Rate bill to every business. Some of the occupiers of domestic properties
are benefit claimants and many payers use the cash office service, including those
who wish to obtain a Concessionary Travel Permil.

1.3  Statutory duties include the collection of the Council Tax under the provision of
the Local Government Finance Act, 1992 and the collection of the Nafional Non-
Domestic Rate under the provisions of the Local Government 1888, Housing and
Council Tax Benefit is granted under the provisions of the Housing Benefi
{General} Regulations, 1988 and the Council Tax Benefit {General} Regulations
1992 respectively along with a raft of supplementary regulations.

1.4 The Service is responsible for contributing to the following strategies

Anti-fraud and corruption strategy
-inciuding the prosecution policy D March, 2001 2 Years | Mar 2003
Implementing E-Government (IEG) Statement S July, 2001 Annual July, 2002

* Denotes whether a plan is Statutory (S} or Discretionary (D)

1.5 In addition to the above sirategies, the saction has two codes of practice. These
are:

« Recovery of Council Tax and National Non-Domestic Rate
¢« Recovery of Benefit Overpaymenis

2.0 PURPOSE

2.1 To provide an effective and efficient service to the Council in relation o Policy
Development and Best Value.

2.2 The section has adopted the following Customer Service Pledge:

WE HOPE TO PROVIDE OUR CUSTOMERS WiTH A HIGH LEVEL OF SERVICE
AND AIM:

« To give you full and accurate information on Revenue and Benefil issues, whilst
providing a value for money service

e To not keep you walting more than 4 minutes during a personatl visit 1o our office.
(Payments and initial enquiries)

November 2001
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Revenune Division

To deal with your enquiry during your visit to the office or to reply o you within
10 working days

To answer your telephone call within five rings and provide a Direct Dial service

To reply to your letters, applications for Discounts and Exemptions and Changes
of Address within 10 working days

To process your Benefit claim (when full information is provided) within 10
working days

To find cut the best way for vou fo pay your bills to the Council
To offer information and advice when you have problems paying your bill
To provide fully trained staff who can help you with your query or problem

To provide and have available information about claiming discounts, exemptions
and benefits and other Revenue Services

To constantly review how we provide Revenue Services and find out how vou
want us fo provide them as well as ask you how well you think we do

To deal with any complaints following the procedure set out in the Council’s
Complaints Procedure

To recognise that our staff are the critical facior in achieving success in the
delivery of our service.

To develop and maintain a highly motivated team of appropriately skilled people
dedicated to excelience in the service we provide.

To treat customers and each other with friendliness, courtesy and dignity.

[}
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Revenue Division

3.0

3.1

3.2

3.3

OPPORTUNITIES AND CHALLENGES

The Government has introduced a range of new legislation and guidance that will
have a significant impact on the Council. This is summarised below:

The Corporate Related Challenges are as follows:-

o

Community Planning - this will create a greater focus on meeting the needs of
customers and for our services to demonstrate that they achieve this. Best value
and associated performance management indicators will increase the need o
provide audited statistical information that demonstrates that this is being
achieved.

E-government — offers the opportunity and prospect of government funding to
change the way we deliver services to our customers using {T. The government
has recently begun consultation on the issues surrounding the production of
electronic Council Tax and National Non-Domestic Rate bills.

Other ways of delivering services — we need 1o be open to other ways of
delivering services if this means lower costs and a better service. This could
involve closer working/partnerships with other councils so that we can shars
knowledge and expertise.

The service related challenges are as follows:-

Q

Replacement of Computer Systems - the computer systems used in Revenue
Services are now outdated and are in need of replacement. This will provide an
oppertunity fo introduce modern, e-government compatible systems o enable the
service to be delivered in an imaginative way.

Legislation Changes - there are constant changes 1o the regulations governing
the administration of the Housing and Councii Tax Benefit scheme. These
changes have to be introduced to strict timescales and have a direct impact on
many claimants,

Verification Framework — experience at other authorities shows that the
introduction of the Benefit Verification Framework has a direct impact on the
processing times. The verification framework involves the confirmation of identity
and the verification of income and capital with key documentation in all cases.
There is aiso a complex sysiem of recording such actions. However, the
framework is designed to prevent fraud entering the system and at the moment
councils have discretion to decide whether to adopt this framework. There are
propesals to allow authorities to implement the framework in a modular form.

o

November 2001
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Revenue Division

New Fraud Initiative — this will be introduced with effect from April, 2002 and
changes the emphasis on the way that the rewards given {o local authorities are
calculated.

Preparation for the Benefit Fraud Inspectorate — whilst an inspections has not
been scheduled, the Inspectorate is likely to visit the authority soon. it is vital that
we are best prepared for their rigorous inspection regime.

Preparation to extend joint working with other Councils — A significant
number of developments could take place in this area. These include the
acquisition of new computer scftware, design of leafiets and forms and the
sharing of expertise and workload between authorities.

Other changes - The content and appearance of the Council Tax bill is to be
amended in two stages. The first stage is due fo be implemented on 1 April,
2002 and will involve showing the percentage increases for each body that
makes up the total levy. The second stage will be introduced during the following
financial vear and could involve a dramatic redesign of the bill, including the
statutory information to be shown.

it is not likely that a “revaluation” of bands for Council Tax will take place before 1
April, 2007. The date on which this exercise will be based is April, 2005. The
next non-domestic rate revaluation is due to come into effect on 1 April, 2005.

Opportunities

The key opportunities that flow from the above chalienges are as follows:-

o

g

A wider range of options — the above challenges do bring opportunities to
deliver services in a different and innovative way to benefit customers.

Greater flexibility across the Council to consider aiternative methods of
delivery — a number of the challenges outlined above will require decision
makers to consider and accept aliernative ways of delivering services.

November 2001
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Revenue Division

4.0 BEST VALUE

4.1 The tables below show how and when the services provided by this Division will be
reviewed as part of the Best Value Process

Completed Reviews

Review Title Completed Services Covered
Cash Collection Services January, Services in the Cash Office
2001

Reviews Underway

Review Title Completion Services Covered
Date
Finance Services {part of) | Sept. 2002 Revenue and Benefits

Reviews to be commenced

Review Title Start Date Services Covered
(yr)
Concessionary Fares *th.a. Concessionary Pass Scheme

“to be announced. This is a joint scheme with Derbyshire County Council, Derby City Council and the other
Derbyshire districts. The review will either be part of that carrled out by the County Council or be
incarporated info the implementation plan of the Revenue and Benefits part of the Finance Services review.

4.2 The key issues stemming from the completed best value review {which was not
inspected) are as follows:-

o Introduction of internet Payments - after some initial problems encountered
when the site was set up by Girobank, the service is now available.

o Introduction of Debii/Credit Card Payments — The service was introduced af
the beginning of October, 2001 and includes ability fo make payment at selected
outiets throughout the Council as well as via the telephone.

g Selling Postage Stamps - this has proved o be a very popular service for cash
office customers.

]

Increased publicity material in the Cash Office — the appearance of the cash
office has been enhanced by the redecoration of the public side and the
intreduction of display boards.

a0 Investigate Joint Working with North West Leicestershire D.C. - initial
discussions identified the possibility of joint leaflef design and publicity. The
situation will be reviewed following the launch of the Leicestershire County
Council "Your Guide” scheme at post offices throughout the county.

November 2001
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RBevenue Division

6.0 PERFORMANCE INDICATORS AND TARGETS
Best Value Performance Indicators
6.1 The table below shows the Best Value Indicators that relate {o the service provided

within this division.

Best Value Indicator Actual Actual Estimate Target Government Target

992000 2000/01 200112 200213 20045

8 — Percentage Council Tax

Collected in vear 89.01% | 28.28% | 98.30% 98.30% | 98.20%

10 — Percentage NNDR

collected i year 87.88% | 98.50% | 98.75% g8 75% | 98.70%

76 — Fraud Strategy New YES YES YES YES

77 — Cost of administration Not

per benefit claim - weighted | New £47.23 available | £52.00 -

78a - Average number of

days to process new

Benefit Claims New 29 days | 10 days 7 days -

78b — Average nurmber of

days to process changes of

ciroumstances New 271 days | 7 days 7 days -

78¢ — Percentage of

renewals processed on

time MNew 100% 100% 100% -

78a — Accuracy of

processing {correct

calculations) New 89.47% | 97.00% 96.00% | -

780 - Accuracy of

processing {percentage of Unable to measure | dueto Software limitations
overpaymesnits received)

User Satistaction Survey | 2000/01 2009/01 2000701

only only only

80a - Facilities to gat in

touch with the office 83.41%

80b — Service in the actual

office 85.21%

8C¢ —~ Telephone service 84.17%

80d — Staff in Benefit Office

81.48%

80e — Ciarify and

understanding of forms 72.68%

8Uf — Amount of time it took

to inform clalmant 75.03%

10
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Revenue Division

Local Performance Indicators

measure its performance.

6.2 The table below shows the local indicators that the Division has developed to

Local indicator Estimate Target
200112 2002/3
Average number of chargeable Council Tax dwellings per employes 2,700 2,700
Averags number of chargeable NNDR properties per employes 1.125 1,125
Average time for paying new ciaims for Councll Tax Benefit 10 days 7 days
Average time for paving new claims for Rent Rebats G days 7 days
Average time for paying new claims for Rent Allowance 10 days 7 days
Average time for processing changes of circumstances for Councail Tax
Benefit 6 days 6 davs
Average time for processing changes of circumstances for Rent Rebats 5 days 6 days
Average time for processing changes of circumstances for Rent
Allowance 8 days 6 days
Average number of claimants per employes 850 750
FPercentage of claims not processed at the end of the year 2.63% 2.50%
Number of transactions processed per cashier (per annum) including 19,078 19,540

slecironic payments

il
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Revenue Division

7.0 STAFFING STRUCTURE AND WORK ORGANISATION
7.1 The Revenue Division is part of the Finance and L.T. Department.
7.2 The Division is managed by the Revenue Manager and is divided into two main
section as follows:
< Revenue Collection
<+ Banefils and Cash Office
7.3 An crganisation chart is shown below:
Work organisation — Revenue Services
Revenue Manager :
! - |
| Benefi/Casn Office Manager | : Revanue Coltaciion Manager
I ! ) ] ‘ E
2 Beneft Officers ! ! Fraud investégalisﬂ Officer CashEnguiry Cificer ﬁ‘ RevsnuLe Officer i
‘::W? fie Eenegﬁ’.ﬁss:s:arrs | \ Overpaym!ems Officer wj i ‘Jis[tmglcfﬁcer ;3?{1 Cas’r‘::erﬁEﬁquwAsaisraiiéj ( iile. Re'u'e:\us Asgistanls \
74 The total establishment is 33 members of staff with 12 being part-time filling 29 FTE
positions.
7.5 The hours that the Cash Office is open to the public are reviewed frequently so as
o be responsive to percsive requirements.
7.6 Links have been established with a number of agencies such as the Department for

Works and Pensions, the CAB and the Valuation Office. Work is also undertaken
for other Divisions such as income calculations for grants awarded by the
Environmental Health Service.

November 2001
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Eevenue Division

8.0 OTHER RESOURCES

Hevenue Expenditure

The table below shows the committee spending controlled by the Manager of this

Division.
Division Gross Income Net
Spending Spending
Total Commitiee Costs £7,773,740 £6,012,650 £1,761.080 |

Central Departmental Costs — recharged to committees

The Council has a system of central establishment charges. This means that costs related to
this division are charged first to a hoiding code and then recharged to commitiees. The table
below summarises these costs which are controlied by the head of this division and then

recharged o services,

{_Division Gross Income Net
i Spending Spending
| Total Central Support Costs £934,330 - £534,330
13
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ANNEXE 'F
internal Audit

INTERNAL AUDIT
SERVICE PLAN 2002/63

1.0 SERVICE DESCRIPTION

1.1

Internal Audit is an independent appraisal function established by the management
of an organisation for the review of the internal control system as a service to the
organisation. It objectively examines, evaluaies and reports on the adeguacy of
internal control as a contribution to the proper, economic, efficient and effective use
of resources.

The Chief Finance Officer has a statutory responsibility {0 ensure that all reasonable
steps are taken {o prevent fraud and financial irregularity.

The Council's Elected Members look to the Chief Finance Officer for assurance that
the integrity of the Council's financial transactions is not compromised.

Chief Officers alsc lock for security and confidence that satisfactory audit reviews
give them in the operation of their Services and Departments.

Internal Audit play a key role in this task by providing the Councll with the
reassurance that it needs that it has good systems of financial controt which will help
to prevent fraud and error.

There are also statufory reasons for the existence of internal Audit.

The Division is responsible for-

Reviewing core controls in key financial systems and across all other Council
activities in line with the audit plan. Investigate fraud/financial irregularity. Enforce

and keep under review financial regulations.

The service covers the whole field of controls and quality of data generated and is
required to review, appraise and report on:-

{1 The soundness, adequacy and application of accounting, financial,
and other relevant controls.

e
P
S

The extent of compliance with estabiished policies, plans and
procedures.

(3} The extent to which the Council's assets and interests are properly
accounted for and safeguarded from losses of all kinds.

pam—
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internal Audit

{4y The application of proper authorisations, within the delegated
authorities, given by the various level of management.

{5} The reliability of accounting and other data developed within the
Council and proper co-ordination between departments.

The service undertakes a systematic programme of audits to provide the Council
with assurance.

The work of Internal Audit is planned in advance 1o ensure that there is reasonable
coverage of all Council activities. With the resources available it is not possible to
cover all activities within one year and with the risk involved the resources fo do this
could not be justified.

The Internal Audit Service plans, over a four year pericd, to review aill Council
activities, although some key activities are looked at every vear.

The plan now ufiises a risk-based approach providing a more objective view of
where Audit resources should be concentrated. An indices is used to assess the risk
inherent within a system, this is based on criteria such as value, internal conirol,
reguiation etc. Although the principles are the same this is not the process which
exposes "business risk” in the corporate sense. Risk Management is the method of
identifying threats to the organisation as a whole. However the audit process can
compiement and assist this process.

The main areas of audit work covered by the Plan are as follows:-

» Managed Audit - this work involves reviewing the main financial systems of the
Council fo ensure that they provide adequate controls to protect against fraud
and error. External Audit review and place reliance on this work when forming an
opinion on the Council's accounts and overall controf environment.

s Planned Audits — over a four vear period the Internal Audit section will review all
the Council’s activities to ensure that they are undertaken with sufficient attention
to financial procedures and regulations.

» Specialist Audit work — firstly computer audit recegnises that most Counci
financial transactions rely heavily on computer systems and for that reason i is
necassary to understand the controls within those systems to prevent fraud and
error.  Secondly, contract audit recognises that the Councll relies on others to
deliver a range of services and it is important that these contracts are properly
reguiated.

-
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internal Audit

1.2

1.3

Strategic Audit — this covers work connected with Council strategies and
procedures related to Internal Audit. As part of the new modernised structure, the
Council will need fo review Financial Regulations and Standing Orders. Internal
Audit also has a role to play within Best Value - acting as a final critical friend for
certain best value reviews to ensure that they have been carried out according to
tnhe agreed process and with sufficient vigour.

Management Audit - the application of the three "E's" in the pursuit of value for
money is inherent in all audit work. However, management reviews and in
particular VFM audits are periodically undertaken. They may emanate from
speciic requests or from the audit plan itself. The reviews involve particular
functions or facets of services and some take the form of an investigation, others
are specifically value for money audits.

Fraud and Corruption - there are two specific approaches adopted in this arena.
Firstly every year a fraud and corruption audit is undertaken as part of the
managed audit concept. This ascertains the level of anti-fraud and corruption
controls in specific areas.  Secondly irregularity (suspected or actual) is
investigated.

internal Check - currently the Internal Audit section undertakes a number of
routine duties. In many cases they provide the final check and balance before
fransactions can proceed. In paris this reflects the difficulty of providing adequate
separation of duties within an organisation of our size.

The service is provided to a range of internal clienis and certain external agencies.

Chief Finance Officer Staff and Members

Chief Executive District Audit - Managed Audit
Corporate Management EMDA - SRE

Team

Divisional Managers indirectly - the Public

Unit Managers

Statutory duties

The requirement for an Internal Audit function for local authorities is implied by
section 151 of the Local Government Act 1972, which requires that authorities
“make arrangements for the proper administration of their financial affairs’

The Accounts and Audit Regulations 1996 (31 1986/580), requiation 5, more
specifically require that a “relevant body shall maintain an adeguate and effective
system of Internal Audit of their accounting records and control systems”.

November 2001
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internal Audit

1.4

2.0

2.1

Internal Audit, in itself, is therefore a statutory function. The level of service
provided is therefore substaniially directed towards the financial responsibilities of
the Council.

The Service is responsible for producing/contributing to the following strategies

Anti-fraud and corruption strategy

— including prosecution policy I Mar 2001 2 Mar
Years 2003
rinancial Regulations S Dec 2001 3 Dec

Years 2004

Denotes whether a plan is Statutory (S) or Discretionary (D)

in addition to the above strategies the Internal Audit Service also produces an Audit
Plan on an annual basis and coniributes o other financial and {7 strategies.

PURPOSE

To provide an effective and efficient service to the Council in relation to Policy
Deveiopment and Best Value

The ultimate aim of the service is to add value to the Council and provide Members,
management , staff and our partners with a quality service.

Specifically Internal Audit will:

a. Provide management with assurances about the levels of internal control
adopted both in quantity and quality terms.

b. Confirm the reliability and integrity of information both operational as well as
financial.
C. Demonstrate compiiance with pclicy and legislation and its subsequent

application in the form of plans, procedures, orders, rules and regulations.

d. Verify the Stewardship and safeguarding of public assets,
e. Appraise the application of the three "E's” {0 the deployment of resources.
4
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internal Audit

3.0

f. Determine if our operations are being undertaken as planned and our
corporate objectives are being achieved.

g. Recommend improvement in the management and/or operation of a service.

h. Promote the application of technology o achieve continucus improvement.

i Improve Fraud and Corruplion awareness.

To achieve success in delivering such a sservice it is important to appreciate that
Internal Audit work both as a team but also as individuals. 1t is imporiant te mainiain
a motivated team but also to develop skilled individuals who can communicate, from
an informed platform, fo all levels of management.

Internal Audit will appreciate the needs of their auditees and respect that we exist to
serve them and will therefore endeavour to:

Minimise disruption

Utilise current technology o remotely audit where possible
Apply discretion and flexibility in undertaking audit work
Provide advice on managerial and control matters

Attune to the needs of the auditee

Promote audit awareness

Treat auditess courteously

© e o T

Internal Audit expects auditees to conform to financial procedures and provide
assistance, information and explanations as required.

It is anticipated that in the future rmuch of this section will be incorporated into an
Audit Charter.
OPPORTUNITIES AND CHALLENGES

The Government has introduced a range of new legisiation and guidance that will
have a significant impact on the Council.

The chalienges that affect Internal Audit as outline in the Corporate and

Departmental plans are detailed below. This includes, in itafics, how audit will assist

in this process.

i3
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internal Audit

3.2 The Corporate Related Challenges are as follows:-

e Community Planning — this will create a greater focus on mesting the needs of
customers and for our services to demonsirate that they achieve this. Best Value
and associated performance management indicators will increase the need 1o
provide audited stafistical information that demonstrates that this is being achieved.

Internal Audit will endeavour to meet the needs of its clients by advising on the way in
which their services can become more customer-sfocussed. Ensuring that
performance indication is based on like for like comparison.

= Corporate Governance - the application of the Turnbull report 1o ensure all
organisations have sound systems of control.

Internal Audit will embrace the principles of corporate governance in all aspecis of their
work and will expand on their approach to ensure conformity fo non-financial
legisiation.

New Financial procedures have been prepared.

¢ Council Finances — the Council has limited resources. We need to make sure that
they are used most effectively and appropriately by having sound systems tc manage
and monitor council finances. In addition we must ensure that administration is kept to
a minimum so that resources are focussed an the delivery of services to the public.

infernal Audit adopts the system based auditing approach and this is applied to the
Council's financial systems to ensure their integrity. The Council lacks procedural and
instruction manuals, many managers who have been charged with reversing this
situation are lpoking to audit for assistance as audit system notes provide a sound
base

« New Code of Audit Practice — signals central government's continued commitment to
securing the highest standards of probity within local government. This alsc links
closely to the role of Internal Audit in helping to monitor the procedures in place within
the council to achieve these high standards.

The application of an Anti-Fraud and Corruption Strategy and the heightened
awareness to fraud including the promotion of the audit service in this role contributes
to achieving the standards required within the code. Systern auditing plays a major role
in this process.

« E-government — offers the opportunity and prospect of government funding 1o change

the way we deliver servicss o our customers using IT. At the same time the targets for
achieving e-government are extremely challenging.

&
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