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Introduction
This Audit has been undertaken in accordance with the 2016-2017 audit plan. In undertaking this audit our officers have acted 
independently at all times and in accordance with the Public Sector Internal Audit Standards.


This report provides an opinion on the adequacy of internal control based on the work undertaken. In giving this opinion it should be 
noted that assurance cannot be absolute.


Executive Summary


The HR Project is currently in progress, with the objective of implementing an HR System “My View”. HR are also in the process of 
aligning data as part of the Information Management Project however at the time of the audit review neither had been implemented. 
Internal Audit therefore had to look at the evidence that was in place at the time of audit testing. 


Since the last audit review all Human Resources (HR) documentation is now scanned and held electronically. At the start of the 
audit review it quickly became clear that data record management was an issue for HR, with no clear file structure in place. It 
should be noted that access to these locations is controlled to only those officers who needed access.  Corporate Project Team has 
been working with HR as part of the Information Management project and move to Sharepoint to establish a clear structure. Internal 
audit struggled to locate a number of documentation during testing. It is unclear if this is because of the poor data management or if 
the information was never obtained/completed originally. There is also concern over Data Protection of personal and sensitive date. 
In recent years there has been a lack of corporate inductions. In 2017 DPA sessions have been completed for departments as an 
add on to end of team briefs, for those officers who were not present, refresher training has not been completed. Prior to the 
departure of the Legal Services Manager in May 2017, two mandatory training sessions had been completed. Further mandatory 
training sessions are now to be scheduled in moving forward following the transfer of responsibility to ICT from legal.  Further 
information about DPA is included within the information governance audit review. 


The HR function has moved away from “handholding” a line manager through a process. Internal Audit was informed that 
Managers (40/50) have attended an in-house Managers Essential Programme which provided a number of HR related training 
modules. 


As testing highlighted there is concern over Right to Work evidence. No corporate training has been provided to recruiting 
managers in relation to Right to work checks for which there is specific governmental guidance. Although reference to being fined if 
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an employee is found to be incorrectly employed there is no reference to this governmental guidance which is available and clearly 
documents what is and isn’t expected. 


Policies and procedures are available for managers and officers to obtain from the staff intranet. Internal audit used these policies 
and procedures during the course of the audit review to confirm what managers and where applicable HR were adhering to. A 
number of gaps were identified during the recruitment and new starter process. 
 
Training and Development – current guidelines require a signed training agreement for professional training that is over a certain 
amount, last longer than 12 months and leads to a qualification. If the employee resigns within 2 years of completing this they are 
required to refund the fees paid. HR hold no central register of professional training. As part of the leavers form a line manager 
should complete a section relating to any qualification training costs or relocation expenses to be repaid by employee. It is however 
unclear who should then be raising a request for a debtors invoice to be raised. Testing highlighted a lack of a central register, lack 
of signed agreements, and lack of debtors invoice to reclaim funding. It is also unclear how the sliding scale should be 
implemented. Recommendations have been made. 


Historically payroll has been responsible for the “establishment list” and absence. It is understood that responsibility for the 
establishment list has now reverted to HR. Internal audit would also recommend absence data inputting is the responsibility of HR, 
with Payroll only being informed of details to adjust for payroll purposes. Both payroll and HR are in agreement with this suggestion. 


The introduction of the new HR system should enable more effective performance management to be produced more efficiently. 
Internal audit tried to ascertain if all appraisals had been completed in 2016. This is not monitored by HR, as indicated by current 
policy which states all appraisals to be sent to HR. Internal Audit have been informed by the service that this process is in a period 
of transfer with the aim that the new HR system will allow appraisals to be recorded. 


Controls Assurance Statement
On the basis of my work it is my opinion that the framework of internal control gives limited assurance that the resources managed 
are adequately controlled.


Signed ________Glenda Chambers_____________________ Date______13.7.17____________


(For Internal Audit Partnership)







Appendix 5 Final HR Audit Report


Page | 4


Assurance Level Assurance Description


Substantial 
Assurance 


There is a strong system of control designed to achieve the system objectives with controls being consistently applied.  


Adequate 
Assurance 


Whilst there is a basically sound system, there are weaknesses which may put some of the system objectives at risk.


Limited 
Assurance


Weaknesses in the system of controls are such as to put system objectives at risk.


No Assurance Control is generally weak leaving the system open to significant error or abuse.
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Objectives


The purpose of the audit work was to ensure that control systems adequately meet the objectives set out below, as agreed with 
service management.


Ref
I have reviewed the documented framework of internal control and selectively tested areas in 
accordance with my assessment of risk, including those areas identified at our initial meeting 
when the scope of the audit was discussed. I have concluded that:


Recommendation 
Made Yes /No  


Where marked Yes
 please refer to the 


action plan
1 Appropriate strategies, policies and procedures have been agreed at the correct level, implemented, 


communicated across the partnership, and comply with Employment Legislation.  
Yes


2 Pay and remuneration policies are implemented correctly and are effective and in line with requirements of 
appropriate legislation.


Yes


3 Recruitment and Selection is in line with agreed strategy, policy and procedures. Yes
4 A New Starter process and induction programme is in place for all new recruits and that these adequately 


cover all areas within the Partnership.
Yes


5 Learning and Development of officers is appropriate and in line with People Strategy.  Yes
6 Performance Management is appropriate Yes
7 New HR system (MyView) is on target to be implemented in accordance with approved timeframe. 


Appropriate parameters have been established and set up accordingly to ensure system access is secure.
Yes


8 Previous audit recommendations have been actioned. Yes
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Action Plan
High Priority Control Weaknesses


Objective
Weakness 


Found
Risk 


Exposure


Recommended Action Management 
Response


Officer 
Responsible


Agreed 
Date of 
Action


3 & 4 HR
Recruitment –
Inconsistency 
relating to right to 
work checks 
being evidenced 
and in line with 
Home Office 
requirements. 


Up to a 
£20,000 civil 
fine if found 
to have 
employed 
someone 
who does 
not have the 
right to work


Recruitment Policy to be 
updated to include Right to 
Work – would recommended 
adding link to Government 
website and Home Office 
document.


All recruiting managers are 
provided with training relating to 
Right to Work Checks. 


HR to include on their New 
Starter Checklist  or HR 
Tracker– Right to Work checks 
in place and relevant evidence 
in place in-line with appropriate 
regulations.


Inserted into Section 
15 page 8


HR Team to 
provided targeted 
information to 
recruiting managers 
on demand 
(triggered by need/ 
process starting)


The spreadsheet is 
currently being 
updated to reflect 
this and HR are 
working to identify 
the gaps as a 
priority


OD Manager


HR Team 
Leader


HR Team 
Leader


Completed


As 
recruitment 
process 
begins


August 
2017
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 Medium Priority Control Weaknesses


Objective
Weakness 


Found
Risk 


Exposure


Recommended Action Management 
Response


Officer 
Responsible


Agreed Date 
of Action


1 Corporate
Data Protection – 
lack of 
awareness 
relating to 
personal and 
sensitive data. 


Specific Data 
Protection 
training has not 
been completed 
for line 
managers, only 
visits to team 
brief. (links to 
Corporate 
inductions and 
refresher 
corporate 
training). 


Data 
Protection 
Act could be 
being 
breached


If not 
present at 
team briefs, 
officers 
missed DPA 
session


Ensure line managers are fully 
aware of their responsibilities 
relating to DPA. Ensure that 
these line managers receive 
data protection training and 
that this is refreshed at regular 
intervals. 


Assess what personal 
information the Partnership 
holds using an appropriate 
framework and identify who 
responsibility for this 
information lies with or 
complete the Data Protection 
Self-assessment toolkit. 


Assess if the information 
needs to be collected in the 
first place.


Agreed ICT & 
Information 
Manager


September 
2017


1 HR
No clear file 
structure in 
place, as a result 


Lack of 
clear 
structure to 
enable 


That a clear file structure is 
implemented to ensure 
appropriate record 
management can be achieved.


File structure has 
been identified 
and work is in 
progress to 


HR Team 
Leader


August 2017
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of the 
Information 
Management 
Project yet to be 
implemented at 
the time of the 
audit review. 


appropriate 
documents 
to be saved 
accordingly


transfer files to 
SharePoint 
accordingly


2 HR
Pay Policy 
Statement out of 
date on Dorset 
for you.


Localism 
Act and 
Transparen
cy Code not 
being met. 


Ensure that the current Pay 
Policy Statement is advertised 
on DfY in line with Localism 
Act and as agreed at Full 
Council.


Agreed HR Team 
Leader


Completed


3 & 8 HR
Missing 
documentation 
relating to 
recruitment. 
Unclear if this is 
as a result of 
record 
management by 
HR or 
documentation 
not being 
completed by the 
line manager and 
sent through. 


That the 
recruitment 
process is 
not 
transparent.


Ensure all required 
documentation is in place in 
line with the recruitment policy 
including appropriate 
recruitment authorisation forms 
signed by Head of 
Service/Strategic Director.


The HR Team 
have been 
reminded of the 
required process 
and monitoring 
will be carried out 
to ensure all 
documentation is 
in place going 
forward


HR Team 
Leader


Ongoing


4 & 8 HR
New Starter 


The 
Appointing 


Appropriate checklist to be 
implemented and used by all 


The HR Team 
have been 


HR Team 
Leader


Ongoing
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Documentation:


Missing 
documentation 
including 
appointment 
authorisation


Duplication of 
documentation 
following 
scanning


Lack of personal 
record structure 
and naming 
convention


Scoring details of 
unsuccessful 
applicant 
included with 
successful 
candidates 
personal record


Manager 
has not 
authorised 
the 
appointment 
of the new 
employee.


That the 
new starter 
process is 
not 
transparent


HR officers during the process 
per new starter. If incomplete 
this means that the next stage 
cannot be progressed. 


Appropriate naming convention 
used within personal records 
and to be the same for all 
records- linked to 
recommendation under 
objective 1 – file structure 


Ensure duplication of records 
are not taking place. Remind 
officers to ensure a scanned 
document per appropriate file 
structure agreed is in place. 


Ensure Data Protection is 
being adhered to and only the 
successful officer documents 
are being saved within their 
personal record. 


Personal records to be held 


reminded of the 
required process 
and monitoring 
will be carried out 
to ensure all 
documentation is 
in place going 
forward


Work is in 
progress


The HR Team 
have been 
reminded


The HR Team 
have been 
reminded


Ongoing


Ongoing


Ongoing
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within SharePoint to reduce 
the risk of files being deleted if 
they remain held on the current 
U drive. 


Work is in 
progress


August 2017


4 HR
Officer 
Declaration – not 
being completed 
for new starters


Potentially 
undisclosed 
interests not 
being 
identified 


Ensure all new starters are 
completing the Officer 
Declaration of Interest in 
accordance with the 
Partnership’s procedures. 


Work is in 
progress


HR Team 
Leader


Ongoing


4 Corporate
Lack of 
Corporate 
Induction 
including details 
on bribery act, 
whistleblowing 
and fraud, 
including 
refresher 
training.


Lack of 
clear 
guidance 
and training 
provided to 
new 
starters. 


Lack of 
refresher 
training for 
employees 
who have 
been with 
the 
partnership 
for a 
number of 


Partnership to ensure that 
appropriate corporate 
inductions are taking place. 
Include introduction to local 
authorities, data protection, 
bribery act, whistleblowing, 
fraud, etc. Include refresher 
training for employees who 
have been with the partnership 
over 2 years. 


New induction 
process to be 
introduced 
comprising face 
to face and E 
learning modules


OD Manager September 
2017
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years. 
4 HR


Lack of evidence 
to support if 
probation 
meetings are 
taking place in 
accordance with 
procedure. 


New starter 
procedure 
not being 
followed. 


Potential 
issues with 
new recruits 
not being 
identified. 


New 
starters may 
feel 
unsupported


Ensure probation meetings are 
being completed and reports 
are maintained within personal 
file. HR to centrally monitor 
that managers are completing 
within the required timeframe 
from when the officer started. 


The HR Team 
have been 
reminded of the 
required process 
and monitoring 
will be carried out 
to ensure all 
documentation is 
in place going 
forward


HR Team 
Leader


Ongoing


5 & 8 HR
No central 
register is 
maintained 
relating to 
professional 
training. 


Missing training 
agreements – 
unclear however 
if a training 
agreement is 
required as no 
central register is 
held which could 


Lack of data 
to enable 
the 
Partnership 
to measure 
progress 
relating to 
the aim of 
the People 
Strategy for 
Learning 
and 
Developme
nt.


Unenforcea


A central register of 
professional training to be 
maintained to include costs. 
Once notified that leaving the 
authority HR to complete costs 
due to be repaid and request 
invoice to be raised through 
CDU. 


Ensure training agreement is in 
place and held on personal file 
for all professional training 
undertaken that meets 
requirement. 


Work is in 
progress


Managers to be 
reminded


OD Manager November 
2017


November 
2017







Appendix 5 Final HR Audit Report


Page | 12


detail if 
requirements 
have been met. 


Lack of 
information on 
whose 
responsibility it is 
relating to who 
creates invoice 
request for fees 
to be repaid. 


Lack of guidance 
relating to how 
sliding scale for 
repayment is to 
be implemented. 


Contradiction in 
wording relating 
to repayment of 
funding – 
including return 
of books. If 
repaying then 
technically the 
officer has paid 
for the books. 


ble 
repayment if 
no signed 
agreement 
is in place 
resulting in 
loss of 
funds to the 
Partnership. 


Confusion 
and 
assumption
s potentially 
made in 
relation to 
raising 
invoices. 


Misinterpret
ation on 
how to 
calculate 
what is 
owed to the 
authority in 
the event of 
an officer 
resigning. 


Ensure details are included 
within Policy to detail how the 
sliding scale for repayment 
should be implemented.


The wording of 13.5 of the 
Policy and Training agreement 
form – repayment of funding - 
needs rewording relating to 
this as contradiction is present.


Policy to be 
updated


As above


November 
2017


November 
2017
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6 & 8 HR
Lack of absence 
forms, delays in 
absence forms 
being completed, 
lack of 
notification on 
first day of 
absence. 


Payroll currently 
responsible for 
absence forms, 
including 
sickness notes. 
HR should be 
receiving this 
information with 
payroll 
processing when 
a trigger has 
been met. DPA 
issue with 
sickness notes. 


Non-return 
of Absence 
declaration 
forms could 
impact on 
sick pay 
calculations


Statistics 
not accurate


A reminder is sent to all 
managers to ensure that they 
are familiar with the Managing 
Attendance Policy.


Responsibility for sickness 
notification and receipt of 
absence forms to be within 
HR. Payroll to then be notified 
in a timely manner of officers 
absence to allow for 
appropriate adjustments to 
their monthly salary payments 
where applicable. Retention of 
certificates to be held by HR in 
line with Data Protection.


Communication 
to be sent


Date to be 
agreed following 
Payroll 
Manager’s  return 
from leave when 
this responsibility 
will pass from 
Payroll to HR


HR Team 
Leader/ Payroll 
Manager


July 2017
August 2017 
(TBC)


7 HR
In line with 
project 
management 
and agreement 
an approved plan 
was created. 
Reviewing this 


Project goal 
of 
completing 
Target 
Completion 
Date not 
being 
achieved. 


Ensure that approved plans 
are monitored and updated 
accordingly with completed 
actions to ensure the 
timeframe is being met.


Revised project 
plan now in place


OD Manager Ongoing
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however 
completed 
actions have not 
been updated, 
no completion 
date for 
implementing 
MyView was in 
place at the time 
of the audit 
review. 
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 Low Priority Control Weaknesses


Objective
Weakness 


Found
Risk 


Exposure


Recommended Action Management 
Response


Officer 
Responsible


Agreed Date 
of Action


1 & 6 HR
Policy and 
Procedures- 
minor 
discrepancies 
noted. 


Inaccurate 
information 
to 
employees 
leading to 
confusion. 


Ensure details are up to date 
and accurate on guidance 
notes available on staff intranet 
i.e. Maternity leavers – 
procedure for managers 
section 16, maternity returners 
section 19. 


Managing Attendance Policy – 
Update 19 – medical 
appointments as core hours no 
longer applicable.  


Update 19 – flexi sheet has 
since been amended correct 
action required. 


Policies to be 
updated


OD Manager August 2017


2 HR
Pay Policy 
Statement 
section 4 out of 
date on version 
advertised on 


Confusion 
to 
stakeholder
s.


Ensure policy is updated to 
reflect current years – Section 
4 (review)  


Agreed HR Team 
Leader


Completed
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Dorset for you 
and also taken 
to Full Council 
for Approval. 


2 HR
Missing 
evidence to 
support Job 
Evaluations. 


Lack of 
clear audit 
trail, 
transparenc
y. 


Ensure evidence is in place to 
support JEQs completed and 
in line with policy and 
procedure.


The HR Team 
have been 
reminded of the 
required process 
and monitoring 
will be carried out 
to ensure all 
documentation is 
in place going 
forward


HR Team 
Leader


Ongoing


3 HR
Different 
recruitment 
flowcharts 
present


Confusion 
to 
employees


Ensure same flowchart is 
present 


This has been 
actioned


OD Manager Completed


4 HR
Missing Health 
Declaration on 
“enclosed” 
document 
relating to new 
starter packs. 


Confusion 
to new 
starters


Ensure enclosed document 
includes Health Declaration 
stated. 


The HR Team 
have been 
reminded of the 
required process 
and monitoring 
will be carried out 
to ensure all 
documentation is 
in place going 
forward


HR Team 
Leader


Ongoing


1, 3 & 4 HR Leavers not Ensure Leavers Stakeholders This has been HR Team Completed
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Missing 
stakeholder 
from 
“leaversstakehol
der” email list – 
relating to 
Income 
Management 
system. 


being 
removed 
from 
systems


is representative of all officers 
all require information i.e. 
Exchequer Team Leader who 
is listed as a SLAM 
Stakeholder and 
communicated with during the 
starters process.


actioned Leader


6 HR
Lack of central 
recording of 
completed 
annual 
appraisals, lack 
of copies of 
completed 
appraisals held 
on personal files 
as current 
procedure 
indicates. 


Lack of 
clear audit 
trail.


Lack of 
monitoring 
centrally to 
confirm all 
appraisals 
are being 
completed 
and if an 
issue within 
a certain 
area. 


Review of the current appraisal 
monitoring to be completed to 
ensure all information is being 
captured and all employees 
are receiving an annual 
appraisal. If HR are not 
supposed to be holding a copy 
of completed appraisal forms, 
forms and guidance to be 
updated to reflect this 
corporate decision.  


Procedure to be 
reviewed to 
ensure 
requirements are 
still relevant


OD Manager September 
2017


6 HR
Case Work 


Monitoring 
spreadsheet 
used to record 
casework – 
closed cases 


Lack of 
clear audit 
trail. 


Ensure all elements of case 
monitoring are updated 
including closed date prior to 
moving to close case tab.


Ensure all cases have an HR 


The HR Advisors 
have been 
reminded of the 
required process 
and monitoring 
will be carried out 
to ensure all 
records are held 


HR Team 
Leader


Ongoing
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not being 
updated with 
date closed 
details. 


HR Case 
Management 
Record not 
present in some 
cases reviewed. 


Case Management Record 
present. 


and up to date 
going forward
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Opportunities to Improve the Economy or Efficiency of Control Systems


Comment Likely Benefit Recommended 
Action


Management 
Response


Officer 
Responsible


Agreed Date 
of Action


Noted that no date 
of when a policy 
has been agreed is 
detailed. 


Would aid the review process Include date and 
authorisation of a 
policy to be added 
to footnote.


When policies are 
reviewed or new 
policies created, this 
will be implemented 
going forward


HR Team 
Leader


Ongoing


Numerous 
spreadsheets 
used. Service was 
not aware that one 
spreadsheet 
existed and had 
not been 
completing since 
August 2016. 
Spreadsheet 
broken down into 
per week. 


Less spreadsheets less risk of 
areas being risked. 
Spreadsheet to be linked to 
new file structure suggested by 
Organisational Development 
i.e.
Recruitment
New Starter


Would advise on 
checklists – one 
spreadsheet to be 
used for the 
recruitment 
process that is a 
rolling record not 
per week as this 
increases the risk 
of areas being 
missed. This will 
aid monitoring 
regardless who 
completes this to 
establish what 
information HR are 
awaiting for and to 
chase where 
appropriate. 


Review of process to 
take place following 
Recruit training 
session in July. 
Assess whether there 
is a need for a 
spreadsheet and if so 
consider format and 
why. 


OD Manager August 2017
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At present a new 
starters car details 
are requested as 
part of the new 
starter pack. A new 
starters line 
manager will then 
request this 
information again 
on their first day of 
work. 


If the details are already 
obtained HR could request the 
information to Car Park Teams 
for the details to be entered 
onto the virtual parking system 
which would allow new starters 
to park on the first day of work, 
permit in place, and therefore 
without the need for a 
temporary parking permit being 
requested. 


Annual Car Park 
permit request to 
be issued out by 
HR with new 
starter pack 
containing contract 
etc. Once returned 
HR to email Car 
Parks team for 
registration details 
to be input onto the 
system and to be in 
operation from day 
one.


Procedure to be 
determined as 
employee must agree 
to terms and 
conditions, hence why 
the individual currently 
completes the online 
process


HR Team 
Leader


August 2017


HR Case 
Management 
record currently 
does not detail HR 
case officer details, 
or when the case 
has been closed. 


No reference 
number is 
allocated to cases, 
which can then 
prove confusing if 
the officer has 
several cases on 


Provides a clear audit trail to 
be able to trace through as and 
when needed. 


Update template to 
allow for HR Case 
Officer details to be 
added, and also 
have a section to 
allow Closed status 
to be added. 


Allocation of case 
work reference 
number to allow for 
appropriating 
saving of records 


This has been 
actioned


This has been 
actioned


HR Team 
Leader


Completed
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the go.


 


within SharePoint. 


Transmission of 
data containing 
personal and 
sensitive data 
currently not 
through an 
encrypted system 
as ICO Code of 
Practice suggests 
as best practice.  


ISO Code of 
Practice not being 
met at present.


Added security in line with 
good practice recommended 
by ISO Code of Practice to 
ensure Data protection of 
personal/sensitive data. 


Data Protection is 
being adhered to in 
relation to 
application forms 
and ensuring that a 
secure 
transmission path 
is being used.


Email encryption is 
being introduced by 
year end which will 
address this 
recommendation 


ICT & 
Information 
Manager


November2017
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Detailed Finding


Where controls have been assessed as adequately meeting the control objectives no further report is included. Where detail is 
included, this explains the weakness found, the associated risk and the recommended action.


OBJECTIVE 1
APPROPRIATE STRATEGIES, POLICIES AND PROCEDURES HAVE BEEN AGREED AT THE CORRECT LEVEL, IMPLEMENTED, COMMUNICATED 
ACROSS THE PARTNERSHIP, AND COMPLY WITH EMPLOYMENT LEGISLATION.  
 
1.1 Data Protection Act is currently applicable at the time of the audit review. From testing completed throughout this audit 


review has highlighted a risk in relation to current practices used and the risk that data protection act could be being 
breached. 


1.2 The Information Commissioner’s Office (ICO) has produced a document  under Section 51 of the Data Protection Act “The 
employment practices code” and is “intended to help employers comply with the Data Protection Act and to encourage them 
to adopt good practices. The code aims to strike a balance between the legitimate expectations of workers that personal 
information about them will be handled properly and the legitimate interests of employers in deciding how best, within the 
law, to run their own business.” https://ico.org.uk/media/for-
organisations/documents/1064/the_employment_practices_code.pdf


1.3 The DPA 1998 places responsibilities on any organisation to process personal information that it holds in a fair and proper 
way. Failure to do so can ultimately lead to a criminal offence being committed. 


Personal Information:


 Is about a living person and affects that person’s privacy (whether in his/her personal or family life, business or professional 
capacity in the sense that he information has the person as it is focus or is otherwise biographical in nature


 Identifies a person, whether by itself, or together with other information in the organisation’s possession or that is likely to 
come into its possession. 



https://ico.org.uk/media/for-organisations/documents/1064/the_employment_practices_code.pdf

https://ico.org.uk/media/for-organisations/documents/1064/the_employment_practices_code.pdf
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Sensitive Personal Information


 Racial or ethnic origin
 Political opinions
 Religious beliefs or other beliefs of a similar nature
 Trade Union Membership
 Physical or mental health or condition
 Sexual life
 Commission or alleged commission of any offence
 Proceedings for any offence committed or alleged to have been committed, the disposal of such proceedings or the 


sentence of any court in such proceedings. 


Sensitive data processed by an employer might typically be about a worker’s:


Physical or mental Health:


 As a part of sickness records revealed through monitoring emails sent by a worker to his or her manager or to an 
occupational health advisor.


 Obtained as part of a pre-employment medical questionnaire or examination
 Drug or alcohol test results


Criminal Convictions


 To assess suitability for certain types of employment
Disabilities


Racial Origin


Trade Union Membership
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Line Managers have responsibility for the type of personal information they collect and how they use it as well as HR when collating 
and saving documentation within an appropriate record management system. 


Historically Data Protection training has been completed as part of the corporate induction process but in recent years this training 
has not been completed. In the last few months awareness sessions has been completed by Legal Services. In May 2017 
mandatory training is being completed for all new starters. Further details are contained within the Information Governance Report. 


Recommendation – ensure line managers are fully aware of their responsibilities relating to DPA. Ensure that these line 
managers receive data protection training and that this is refreshed at regular intervals. 


Recommendation – Assess what personal information the Partnership holds using an appropriate framework and identify 
whose responsibility for this information lies with or complete the Data Protection Self-assessment toolkit. 


https://ico.org.uk/for-organisations/improve-your-practices/data-protection-self-assessment-toolkit/


Assess if the information needs to be collected in the first place. 


1.4 Those officers who handle personal and sensitive data have received training (HR Officers) however there is nothing to 
detail when refresher training is to be completed. There is a risk that assumptions are made that officers are fully aware of 
DPA from previous job. Example of a Case detailed by ICO – Wolverhampton City Council where training relating to DPA 
had not been completed. 
https://ico.org.uk/media/action-weve-taken/undertakings/2013823/wolverhampton-cc-undertaking-follow-up-20170331.pdf


1.5 Within the code Part 1 of Code – Recruitment and Selection, 1.2.6 Recommended as Good Practice - Provide a secure 
method of sending applications:


Key Points and possible action
Ensure that a secure method of transmission is used for sending applications online e.g. encryption based software. 


At present the authority uses the recruitment facility on Dorset for you. Applicants complete an online application form which 
is then downloaded by the relevant authority. Once downloaded the application forms (in batches) are saved currently on the 
T drive (restricted access) but emailed to the recruiting manager for shortlisting purposes. Internal Audit contacted ICT for 



https://ico.org.uk/for-organisations/improve-your-practices/data-protection-self-assessment-toolkit/

https://ico.org.uk/media/action-weve-taken/undertakings/2013823/wolverhampton-cc-undertaking-follow-up-20170331.pdf
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clarification on transmission methods used currently. Internal Audit were informed that at present the email system is not 
encrypted as meets PSN requirements however the authority is implementing an encryption system later in 2017 as an 
added security feature. Contact details for Dorset for you were provided in relation to the application forms being completed 
by the applicant and downloading process but at the time of writing no response had been received from the contact at 
Dorset County Council. 


1.6 There is currently a risk that batched applications emailed to line managers are held indefinitely within a line managers' 
outlook box or my documents. 


1.7 Internal Audit were informed that new recruitment system was being considered (NGA) but it is understood that the decision 
has been made to not invest and remain with the Dorset for you System. The New HR System would enable line managers 
to log in and view application forms within the system removing the new for applications forms to leave HRs control. 


An Opportunity to Improve has been made. 


1.8 The staff intranet houses all HR policies and procedures for officers to refer to. 


1.9 Under Work and Your Family, Maternity and Paternity Policy, Maternity Leavers – procedure for managers’ internal audit 
noted form needs updating with system administrator details – out of date systems detailed i.e. PACS or IDOX David Lolley. 


Recommendation – ensure details are up to date and accurate on guidance notes available on staff intranet i.e. Maternity 
leavers' – procedure for managers section 16, maternity returners section 19. 


Opportunity to Improve: Noted that no date of when a policy has been agreed is detailed. Document saved with date at 
front (corporate guidance) but moving forward could include date and authorisation of a policy to be added to footnote 


1.10 File structure – at the time of the audit review HR documents were held on the T drive, U drive and SharePoint, with no clear 
structure, in no specific date order. Organisation Development has been working with HR to establish a clear record 
management structure to enable HR to move to the corporate SharePoint system. This will enable documents to be linked to 
a clear retention and disposal facility as part of the Information Management project 


It is therefore recommended that a clear file structure is implemented to ensure appropriate record management can be 
achieved. 
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OBJECTIVE 2
PAY AND REMUNERATION POLICIES ARE IMPLEMENTED CORRECTLY AND ARE EFFECTIVE AND IN LINE WITH REQUIREMENTS OF APPROPRIATE 
LEGISLATION.


2.1 Relevant authorities are required by section 38(1) of Localism Act 2011 to prepare pay policy statements. These statements 
must articulate an authority’s own policies towards a range of issues relating to the pay of its workforce, particularly its senior 
staff (or ‘chief officers’) and its lowest paid employees. Pay policy statements must be prepared for each financial year, 
beginning with 2012/13. They must be approved by full council. 


2.2 At the start of the audit review in February 2017 and noted an out of date pay policy statement for both authorities.  Internal 
audit reviewed full council minutes for March 2016 to establish if 16/17 pay policy statement had been taken:


This was taken to Full Council:


EDDC – 16th Feb 2016 and CBC – 23rd Feb 2016 however internal audit noted errors – section 4 reference to 16/17, not 17/18 – 
has not been updated which indicates policy has been copied from the previous year. Appendix 2 is to show 15/16 yet section 4 is 
from the previous year – again appears to be confused. 


2.3 The service was contacted and corrective action was completed at the time of the audit. 


Recommendation – Ensure that the current Pay Policy Statement is advertised on DfY in line with Localism Act and as 
agreed at Full Council. 


Recommendation – ensure policy is updated to reflect current years – Section 4 (review)  


2.4 Internal Audit reviewed the Job Evaluation process and sample tested. It was noted that there is no clear structure to saving 
Job Evaluation information with confusion about historic JEs to current JEs linked to current Job Descriptions. This all comes back 
to record management as detailed under objective 1 above. 


2.5 From the sample tested 
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 Noted that evidence appears to be saved in a number of destinations. Would advise to save by year, and in one location per 
department i.e. 16/17, development management, name and number officer.


 For those that could be obtained, noted JEQs not being authorised including email authorisation, lack of structures being 
provided and panel not completing the date the panel took place. It should be noted that dates of the panel meeting are 
recorded on the JEO monitoring spreadsheet. 


 Recommendation: ensure evidence is in place to support JEQs completed and in line with policy and procedure.


OBJECTIVE 3
RECRUITMENT AND SELECTION IS IN LINE WITH AGREED STRATEGY, POLICY AND PROCEDURES.


3.1 Internal Audit obtained the Recruitment Policy. 


3.2 Within this policy is a recruitment flowchart. Internal audit also noted another separate flowchart located on the staff HR 
intranet pages http://intranet.ced.local/hroffice/SML/Pages/HR%20SLaM%20procedures.aspx


3.3 Slight differences were noted. 


Recommendation – ensure same flowchart is present 


3.4 The Recruitment Policy states: “Appointing managers and associated staff involved in the compilation of short-lists and the 
interviewing of candidates shall have received relevant training, have detailed knowledge of the vacant post and will ensure 
that all stages of the Recruitment process are in accordance with both this Policy and Procedure and the Council’s Equal 
Opportunity Policy.”


3.5 Internal audit have been through a recruitment process in 2015 and again in 2017 and have not received or been requested 
to complete any training for interviewing candidates. It is unclear if other departments have been offered any interview 
training. Guidance is provided to provide tips for interviewing. 



http://intranet.ced.local/hroffice/SML/Pages/HR%20SLaM%20procedures.aspx
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3.6 Internal Audit completed sample testing from HR control recruitment weekly spreadsheets. Access to the recruitment files on 
T drive were also obtained. It became clear from the sample testing that a number of documentation could not be located. 
Internal Audit were unable to identify if the required documentation had not been completed or that it has been misfiled. 
Missing documentation included:


 Variety of reference numbers used, when establishment number should be the driving force behind record management. 
 Not recording reference number on spreadsheet – the link back to establishment. 
 Scoring records – once recruited these should be held within the successful candidate’s personal record – this did not 


appear to be the case. 
 Signed acceptance letter and contracts not held where expected – i.e. personnel records. 
 Head of Service authorisation – electronic but not retaining email confirmation – increased risk that this is not being 


obtained. Was a previous control weakness. 
 Head of Service authorisation – not being completed, or in some cases completed but not by a head of service – identified 


within previous audit.  
 Record management – documents missing – application form in personnel file, signed acceptance letter, scoring evidence 


etc. 
 Not date stamping when documentation is received. All HR paperwork is not opened by the digital mail room. (confirmation 


from Digital Mail room)
 Saving application records prior to closing date under following location 


T:\OrganisationalDev\HR\Personnel\Recruitment\Sections\Community and Open spaces\Health Lifestyle Oct 16 for 
example. 


 Copy of certificates to demonstrate qualifications – not being saved to personnel file if the manager has provided the 
certificates  


 What evidence is in place appears to be saved in different locations which again comes back to record management. 


3.7 Due to the number of missing documents testing ceased. 


3.8 It was also noted that the control spreadsheet used by HR had not been updated with recruitment details as time went on i.e. 
number of off application received. It was also noted that another spreadsheet relating to recruitment was present within the T drive 
which historically had been completed but had not been updated since August 2016 as HR officers were not aware of its existence. 
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There is a concern that there appears to be several spreadsheets used within HR. More monitoring spreadsheets the more 
confusion that can occur. 


Opportunity to Improve: Would advise on checklists – one spreadsheet to be used for the recruitment process that is a 
rolling record not per week as this increases the risk of areas being missed. This will aid monitoring regardless who 
completes this to establish what information HR are awaiting for and to chase where appropriate. 


One central location relating to recruitment to be established – using appropriate referencing to aid location of files if 
needed. Again checklist to be used to confirm records are complete and can be confirmed as a record under the 
SharePoint- linked to recommendation made under 1.9 above. 


Recommendation – ensure all required documentation is in place in line with the recruitment policy including appropriate 
recruitment authorisation forms signed by Head of Service/Strategic Director. 


OBJECTIVE 4
A NEW STARTER PROCESS AND INDUCTION PROGRAMME IS IN PLACE FOR ALL NEW RECRUITS AND THAT THESE ADEQUATELY COVER ALL 
AREAS WITHIN THE PARTNERSHIP.


4.1 Detailed procedures are in place for managers to follow, located on the staff intranet. Internal Audit used this information as 
the basis for testing. 


4.2 A grey starter’s form is to be completed for all new starters and emailed to “SlamStakeholders”. There are currently 34 
recipients. Internal Audit issued a questionnaire to these slamstakeholders requesting responses. At the time of writing this report 
only 6 officers responded. Internal audit would question the need for so many officers to be included within the slamstakeholders. 
All Customer Services officers are details, all HR officers are detailed. There is a risk that assumptions will be made. 


It is therefore recommended that named officers are included as part of slamstakeholders reducing the number of recipients. 


4.3 Internal audit tried to locate these grey starter forms, only a handful could be located within the personal files. This again 
comes back to record management as detailed above. 
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4.4 From the sample selected and part tested within objective 3, internal audit sample tested 20 new starters with the following 
findings:


 Right to Work – it is an employers’ responsibility to check that a potential employee has permission to work in the UK. If an 
employer recruits someone or continues to employee someone, who fails to provide the requisite documents as evidence of 
their right to work here, the business may be liable for a civil penalty of up to £20,000. 


According to the government website www.gov,uk under recruiting and hiring:


 Must see the applicants original documents
 Must check that the documents are valid with the applicant present
 Must name and keep copies of the documents and record the date you made the check. 


Internal Audit obtained the Home Office “An Employer’s guide to acceptable right to work documents (May 2015): The guide should 
be used by employers including anyone in their organisation who is delegated to conduct right to work checks. In order to become 
familiar with the documents they are checking. 


There are three basis steps to conducting a right to work check:


Obtain – obtain original versions of one or more acceptable documents- what have the authority requested? 


Check – check the documents validity in the presence of the holder


Copy – make and retain a clear copy and record the date the check was made.


The documents that may be accepted are set out in regulations- there are two lists – List A and List B:


List A – Permanent Right to Work


List B – Temporary right to Work



http://www.gov,uk
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Reviewing the recruitment policy identified under working paper 1 there is no reference to checking a potential employee has the 
right to work including a link to the home office document. It should be noted that communication did take place on 21st July 2016 
relating to this subject within the team brief and directed managers to the Home Office document mentioned above, however the 
recruitment policy was not updated, nor was any training/guidance offered to manager. Internal audit would also raise concern that 
changes in management may have occurred since, new managers starting, managers not remembering back to this 
communication which is why it is key that it is contained within guidance documents used by managers during the recruitment 
process.  


Testing highlighted that of the 20 sample tested, and the new starter that could not be identified by HR to allow audit to test:


EDDC – 4 certified passports in place out of 10, 1 certified passport but of poor image, and 1 with the incorrect evidence (birth 
certificate only – should have been in line with List A 8 where further evidence to support National Insurance and Name is required. 


CBC – 3 certified passports in place out of 10, with 1 further one in place but internal audit would question – poor image quality, 
USA citizen who according to his application had issues with his visa historically. Is married to someone else who is employed by 
CBC however they had no evidence of their passport to confirm their right to work. 


Overall 7/20 = 65% error rate


Testing supports that there is a control weakness around right to work which is exposing the Partnership to significant risk. It should 
be noted that there is also a risk that managers have completed this check HR have just not filed this information correctly – this 
comes back to record management issue. 


Recommendation 


Recruitment Policy to be updated to include Right to Work – would recommended adding link to Government website.


All recruiting managers are provided with training relating to Right to Work Checks. 
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HR to include on their New Starter Checklist or HR Tracker– Right to Work checks in place and relevant evidence in place 
in-line with appropriate regulations. 


APPLICATION FORM 


EDDC:- 2/10 not present, 1/10 unable to test as name of recruited officer HR could not supply 


CBC:- 3/10 not present


Overall 6/20 = 30% error rate


Noted applications being saved duplicate of times within personal records


SCORING 


EDDC - 6/10 not present, 1/10 unable to test as name of recruited officer HR could not supply. Of the remaining 3 where scores 
were present one contained scoring for other applicants that went through the interview process, which is a data protection breach 
should the officer request access to their file. 


CBC - 6/10 missing with a further 1/10 potential missing as not named on top of scoring sheet


Overall 13/20 = 65% error rate


REFERENCES 


EDDC: 4/10 not present, 1/10 only one present, 1/10 unable to test as name of recruited officer HR could not supply.


CBC: 1/10 no references obtained, 5/10 only 1 reference. 2/10 internal


Overall = 5/20 missing – error rate 25%


6/20 only 1 reference obtained – 30%
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Internal audit also noted duplication of record keeping with file – original request, and then response. 


Appointment Authorisation Forms


EDDC - 3/10 not present


CBC - 4/10 missing


Overall -7/20 missing – 35% error rate


Grey Starter Form


EDDC - 6/10 not present


CBC - 7/10 missing


Overall 13/20 missing – 65% error rate


Signed Appointment Letter & Statement of Written Particulars


EDDC - 3/10 not present


CBC 2/10 missing, 1/10 missing signed statement of particulars


Overall 5/20 missing = 25% error rate


1/20 missing just the signed statement of particulars


Noted saving duplicate scanned versions in personal files. Also noted errors within written statement of particulars relating to 
increments for those who started December 2016 onwards – stating increment in April 2017 which is incorrect, this has been 
identified prior to the audit starting and corrective action completed (March 2017). Officers need to take care when completing the 
statement of written particulars. 
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Job Descriptions


EDDC:-8/10 missing


CBC:- 10/10 missing


Overall – 18/20 missing – 90% error rate


Signed Personal Record Form


EDDC: 5/9 - 1 n/a as internal so details already on system


CBC: 3/8 missing,2 n/a as internal candidates details already on file


Overall 8/17 missing – 47% error rate


Vaccination Programme – overall concern about this approach – does not appear to be being completed. Internal Audit discussed 
with HR Team Leader. This was being looked at and that it relates to protective clothing. Concern that this is not a strong enough 
control and vaccination should be in place as well as protective clothing. 


Internal Audit would ask the following questions which need to be considered in relation to the risk assessment:


Do we need to know what vaccinations someone has had to enable an appropriate risk assessment to be completed to ensure all 
controls are in place? 


Have we identified which roles expose officers to this risk? 


Who is the lead control on this? 


http://www.hse.gov.uk/biosafety/blood-borne-viruses/immunisation.htm



http://www.hse.gov.uk/biosafety/blood-borne-viruses/immunisation.htm
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Health Declaration


2/9 as one internal so not applicable


CBC all present


2/19 missing – error 10%


Passport – right to work – see above as significant issues. 


Certificates 


Only one case out of 20 where certificates present 


Overall personal records are incomplete. From testing and taking into account the Data Management within HR, it would appear 
that this is a combination of both HR and Management error although unable to identify. In order to be able to move onto the next 
stage managers do need to send documentation through, however once new starter the HR team are reliant on the officer as well. 
Is this implying that HR continues with the process regardless if the correct documentation is present. Internal Audit have been 
informed that HR cannot continue to the next stage until the necessary documentation has been received. 


There is also a risk around DPA – within email systems etc. and not being cleared down. 


Recommendation: appropriate checklist to be implemented and used by all HR officers during the process per new 
starter. If incomplete this means that the next stage cannot be progressed. 


Appropriate naming convention used within personal records and to be the same for all records- linked to 
recommendation under objective 1 – file structure 


Ensure duplication of records are not taking place. Remind officers to ensure a scanned document per appropriate file 
structure agreed is in place. 
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Ensure Data Protection is being adhered to and only the successful officer documents are being saved within their 
personal record. 


Personal records to be held within SharePoint to reduce the risk of files being deleted if they remain held on the current U 
drive. 


4.5 Induction programme is the responsibility of each manager to be completed. There is no corporate induction at present 
which is a concern. 


4.6 A checklist is present for managers to complete from the first day that the new starter joins the partnership. These checklists 
are not monitored centrally. Internal Audit would question why this is and would suggest that it could be linked to the probation 
period reviews. This would aid monitoring if certain managers are not completing these checklists in a timely manner. (Opportunity 
to Improve).


4.7 It is understood that metacompliance is being bought in and will be used to monitor e-learning.


4.8 Internal Audit contacted the monitoring officer to establish if all new starters had completed the self-declaration as required 
within the induction checklist. Officer Declaration of Interests: as an employee of the Council, your Contract of Employment states 
that you must notify in writing your employee if you hold an outside interest that may cause a conflict at some time with your 
employment. All staff are required to complete this. 


EDDC – 4/9 not completed only one was completed on start date. 


CBC – 5/10 not completed with the remaining 5 not completed on start date. 


Error rate: 47%


Testing has highlighted a weakness in relation to completion of declaration of Interest. 
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As testing has highlighted this is not being completed for a sample of new starters it highlights a risk to the authority that any 
potential interests may not be being declared. A reminder was issued to all staff on 10/1/17


Recommendation: Ensure all new starters are completing the Officer Declaration of Interest in accordance with the 
Partnership’s procedures. 


4.9 During discussion with the monitoring officer who has been visiting teams to discuss DPA, concern was raised that some 
150 new starters have not had an induction (corporate) – no corporate induction has been completed for 2 years. The lack of DPA 
has been flagged up before with information governance audits. The Monitoring Officer also stated that during a recent visit to a 
team, questions were raised over other areas relating to equality, bribery etc. Officers have not been made aware of these either. 


Recommendation – Partnership to ensure that appropriate corporate inductions are taking place. Include introduction to 
local authorities, data protection, bribery act, whistleblowing, fraud, etc. 


4.10 A Health & Safety Induction should be completed, of the sample tested above only 2 forms could be located both of which 
had been completed by the same health and safety co-ordinator and emailed through to HR for personal records. Link to the above 
opportunity to improve relating to induction checklist and probation. 


4.11 Probation meetings should take place at Month 1, 3 and 5. Managers should book these in as part of the induction checklist. 
Once the meetings have taken place a copy should be sent to HR. From sample testing it was evident that this was not being 
completed as only a handful of reports were present. 


Recommendation – ensure probation meetings are being completed and reports are maintained within personal file. HR to 
centrally monitor that managers are completing within the required timeframe from when the officer started. 


4.12 HR are responsible for sending out documentation to new starters – A new starter’s pack. Internal audit reviewed this 
including the list which is issued to the new starter of enclosed documents. 


 Welcome letter from Chief Executive – standard which is retained by the new starter. 
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 Appointment Letter and Statement of Written Particulars – one copy to be returned signed. 
 Job Description – to be retained by new starter
 Personal Record Form – to be completed and returned to HR. Noted – reviewing evidence when sample testing car details 


are included on the bottom of the personal record form. The Line Manager requests car details again during the new starters 
first day. Internal audit would question why this is repeated. A request could be sent to Car Parks to set up parking permit by 
HR.  


 Pension Form and Booklet 
 Pension ‘Opting Out’ Form – to be completed if the new starter does not wish to join the pension scheme. 
 Pension Choices Letter – to be retained. 
 Payment of Salaries Form – to be completed and returned
 Training form of undertaking (if applicable) – to be signed and returned. 
 Relocation Scheme (if applicable) – to be signed and returned. 
 Vaccination Programme (if applicable) – to be retained. 
 Equality and Diversity Leaflet – to be retained
 Starting a new job – getting your tax code – to be completed and returned. 


4.13 Internal Audit noted that the required Health Declaration was not detailed within the enclosed document. This form should be 
signed and returned. Testing however highlighted that there is only a minor error rate so it would indicate that these forms are being 
sent out but if not listed if could cause confusion for the new starter when checking through the required documents to be returned 
to the Partnership. 


Opportunity to Improve: Annual Car Park permit request to be issued out by HR with new starter pack containing contract 
etc. Once returned HR to email Car Parks team for registration details to be input onto the system and to be in operation 
from day one. 


Recommendation: ensure enclosed document includes Health Declaration stated. 
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4.14 During communication to SLAMstakeholders, one of the stakeholders commented that they had not received notification of 
an officer leaving. Upon reviewing the Leaversstakeholders this officer was not listed but was included on the new starters. 


Recommendation – Ensure Leavers Stakeholders is representative of all officers all require information i.e. Exchequer 
Team Leader who is listed as a SLAM Stakeholder and communicated with during the starters process. 


OBJECTIVE 5
LEARNING AND DEVELOPMENT OF OFFICERS IS APPROPRIATE AND IN LINE WITH PEOPLE STRATEGY.  


5.1 Learning and Development is one of the key priorities detailed within the People Strategy. The aim is “To provide an effective 
framework of support to fulfil the potential of our workforce, to ensure they can make the most effective contribution to the organisation’s 
ambitions and to place them in a favourable position in terms of developing their career either within the partnership or elsewhere.” 


5.2 The Strategy goes on to state that in order to measure progress a number of indicators will be used include HR/Training 
records. 


5.3 Internal Audit obtained the Training and Development Policy from the staff intranet. This details the procedure that managers 
and employees should be following including the use of training agreement forms for professional training. 


5.4 During the appraisal process training and development should be discussed and an agreed way forward established 
between the line manager and employee. See below for specific details on the appraisal process. 


5.5 No central register of training is held. 


5.6 For professional training, a signed training agreement should be completed. Once completed this form should be sent to HR 
in accordance with the above policy. 


5.7 Internal Audit obtained details for specific accounts relating to training. Internal Audit reviewed costs over £1000 or tried to 
ascertain if named employees details held to then be able to trace through to the original invoice to establish what the costs related 
to. Details were then traced to the employee’s personal record to ascertain if a signed training agreement was in place. The 
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problem encountered was that it was not always clear if the criteria for a signed training agreement had been met to warrant an 
agreement to be held. 


5.8 Internal audit also noted that if an employee leaves within 24months of completing the course funds are to be repaid and 
books/equipment returned. It was not clear who was responsible for requesting an invoice to be raised to reclaim the funds. It was 
also no clear how the sliding scale was to be implemented. 


5.9 As detailed above in order to measure progress HR/Training records are to be used. At present there are no HR/Training 
records that could be used to aid the measurement of performance. 


5.10 In the previous audit a recommendation was made relating “a centralised system record is held of employees undertaking 
professional training in cases where a Training & Development Form has been signed by the employee and fees may have to be 
repaid in line with the CED Training & Development Policy.”


5.11 Management response to this recommendation “The proposed introduction of an HR system may assist with the recording of 
staff training and development, but in the meantime the requirement to consider repayment of training fees is included within the 
current leavers process. This is for managers to cover when an employee leaves, and it is not considered that centralising the 
process ahead of the introduction of an HR System is desirable. 


An HR system may provide an effective solution that fits more closely with our plans for greater manager self-service and light 
touch HR.


5.12 At the time of audit testing the HR system has still to be implemented and it is unclear how the system would enable this 
information to be recorded. The current leavers’ process only requires details (an amount) to be recorded within the grey leavers’ 
box. It is unclear how this figure has been concluded when there is minimal guidance within the policy on how to use the sliding 
scale. 


Recommendation: A central register of professional training to be maintained to include costs. Once notified that leaving 
the authority HR to complete costs due to be repaid and request invoice to be raised through CDU. 
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Recommendation: Ensure training agreement is in place and held on personal file for all professional training undertaken 
that meets requirement. 


Recommendation: Ensure details are included within Policy to detail how the sliding scale for repayment should be 
implemented. 


Recommendation - the wording of 13.5 of the Policy and Training agreement form – repayment of funding - needs 
rewording relating to this as contradiction is present.


OBJECTIVE 6
PERFORMANCE MANAGEMENT IS APPROPRIATE


6.1 In line with current policy “Managing Attendance”, a line manager is responsible for emailing “sickness notification” on the 
first day of absence. Internal audit contacted ICT to establish who would receive this email. Three Payroll officers who were current 
at the time of audit testing along with 3 HR officers all of whom have left the employment of the Partnership. 


6.2 Internal Audit contacted the three payroll officers, who confirmed that a spreadsheet is maintained and held on the shared 
HR drive. Details are updated within this spreadsheet starting with the email sickness notification. 


6.3 Once an employee returns from absence an “absence declaration” form is to be completed during a return to work interview 
conducted between the line manager and employee. This form is then scanned and emailed through to payroll along with any 
medical sick notes if over 7 days. 


6.4 Internal audit were informed that payroll will chase line managers if forms are not returned, however if the line manager does 
not complete the first day sickness notification no monitoring can take place. Internal audit have also been informed that HR 
monitored absence as well chasing managers where forms had not been completed. 


6.5 Internal audit sample tested using the spreadsheet noted within 6.2 above. Access to payroll records was obtained where 
absence forms are scanned in. Internal audit noted that EDDC forms had been scanned in per name, however CBC had been 
scanned in per payroll month in batches which provided identification of forms difficult. 
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6.6 Of the 20 sample tested, only 6 absence declaration forms could be located, which included 1 which had not be scanned in 
fully (missing second page). 


6.7 Of the 5 complete absence forms, all had been completed on the 1st day the employee returned to work, in line with current 
policy. However during the review of the CBC batch scanned forms internal audit noted some forms had been completed months 
after the employee returned to work and missing details on the form – i.e. lack of line manager details, lack of contact made details. 
A further sample of 20 was taken from the scanned documents held within payroll records. 


6.8 Of the 20 sample tested, 11 had not been fully completed and in line with current policy. This included lack of manager 
details who conducted the return to work interview, lack of contact made during the absence, interview not being completed on the 
day the officer returned to work, in two cases 2015 was noted implying that the service had been chased for the forms to be 
completed, signing of the form sometime after the officer returned. 


6.9 In the previous audit review a recommendation was made “That controls are increased to ensure that managers complete 
and return absence declaration forms and that this is done in a timely manner.”


6.10 Management response at the time to this was:
“HR does not currently have responsibility for the management of the sickness notification system, as it is the responsibility of the 
payroll team to administer.  


Efforts have nevertheless been applied recently by the Head of OD to ensure the backlog is cleared and to make managers aware 
of their responsibilities in relation to managing sickness absence effectively. This will be monitored.


It is anticipated that an HR system would be more effective in managing absence documentation than the current paper based 
system. This will be explored as part of the wider HR document. 


6.11 Internal audit note that at the time of testing the expected HR system has not gone live. 


It is therefore recommended that:
 A reminder is sent to all managers to ensure that they are familiar with the Managing Attendance Policy.
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 Responsibility for sickness notification and receipt of absence forms to be within HR. Payroll to then be notified in 
a timely manner of officers’ absence to allow for appropriate adjustments to their monthly salary payments where 
applicable. Retention of certificates to be held by HR in line with Data Protection.


6.12 Details from sickness absence are entered onto the current payroll system, which allows reports to be extracted per 
department to highlight sickness and to notify managers of any trigger points being met in line with current policy. At the time of the 
audit review the monthly sickness reports had not been produced and issued to departments. This has now been reinstated. The 
process of emailing the reports to relevant departments is manual. Internal Audit were provided with a list of departments and 
managers who should receive information. It was noted that Internal Audit had no manager details listed. When asked internal audit 
were informed that audit employees had been included within finance department details. This would mean that personal 
information relating to absence has been shared outside of the audit service. This has now been corrected with the Audit 
Partnership Manager now receiving monthly reports. It is hoped that the new HR system will allow managers to access this 
information without the need for HR officers to manually email the details out. 


6.13 Whilst reviewing the Managing attendance policy, internal audit noted some areas that required updated:


 Medical Appointments: Such as dentist/doctors/hospital – where possible be arranged during flexible working periods – 
outside core hours. 
There are no longer core hours


Recommendation – Managing Attendance Policy – Update 19 – medical appointments as core hours no longer applicable.  


 All appointments must be approved in advance by employees’ manager and entered on the flexi sheet on the right hand 
column – Reason for absence as a minus figure. All medical, dental appointments except medical appointments regarding 
disability related conditions, pregnancy or long term sickness, to be taken in own time or from flex credit


Flexi sheet has seen been amended – just need start and end times, not a negative figure. 


Recommendation – Update 19 – flexi sheet has since been amended correct action required. 


6.14 It is understood that performance management stats will be used more in future once the new HR system is operational. At 
present the current system used does not allow for statistics to be easily produced. 
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6.15 Internal Audit reviewed casework data. A spreadsheet is maintained of current casework as well as closed case work. 
Reviewing the closed case work it was noted that the closed date column had not been completed on some cases. Internal Audit 
confirmed with the service that this should be completed. Internal Audit reviewed to establish if linked to one HR officer – no, 
mixture of officers. 


Recommendation – Case Work: ensure all elements of case monitoring are updated including closed date prior to moving 
to close case tab. 


6.16 As a result of the above internal audit could not confirm how quickly cases had been dealt with and closed. 


6.17 Internal Audit cross checked a sample of current live cases held on the HR drive to that detailed on the live spreadsheet. A 
number of cases where not detailed on the control spreadsheet. 


6.18 It was also noted that an HR Case Management Record form had been completed in some cases but not all. It was also 
noted on this form that there was no section to contain details of who within HR the case had been allocated to. 


6.19 Reviewing some of the cases a number of cases are held open whilst HR awaits details from the officer’s line manager. 
Although follow up is scheduled in it is not always clear if this has been actioned by HR. 


6.20 The scanned case files have no structure. 


Recommendation: Ensure all cases have an HR Case Management Record present. 


Opportunity to Improve – Update template to allow for HR Case Officer details to be added, and also have a section to 
allow closed status to be added. 


Opportunity to Improve – allocation of case work reference number to allow for appropriating saving of records within 
SharePoint. 


6.23 Appraisals should be completed on an annual basis between March and June in accordance with Appraisal guidance. 
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6.24 In accordance with the appraisal process a copy of the completed appraisal should be sent to HR. Internal audit sample 
tested 20 employees and no 16/17 appraisal records could be located. 


6.25 Contact was made with the Strategic Management for the service. Internal Audit was informed that this is no longer required. 
In order to establish if appraisals have been completed Partnership Managers are contacted. Internal audit were informed that 
performance details have been reported to Scrutiny and Policy Development in 2016 following the staff survey completed in 2015. . 


6.26 During the last audit review it was understood that a member of Organisational Development was responsible for the co-
ordination of the annual appraisal process however this does not now appear to be the case. 


6.27 Internal audit would also question how any corporate training requirements can be established if details of employees’ 
appraisals are not co-ordinated centrally. 


6.28 It is understood that the new HR system will allow for electronic monitoring. 


Recommendation – review of the current appraisal monitoring to be completed to ensure all information is being captured 
and all employees are receiving an annual appraisal. If HR are not supposed to be holding a copy of completed appraisal 
forms, forms and guidance to be updated to reflect this corporate decision.  


OBJECTIVE 7
NEW HR SYSTEM (MYVIEW) IS ON TARGET TO BE IMPLEMENTED IN ACCORDANCE WITH APPROVED TIMEFRAME. APPROPRIATE PARAMETERS 
HAVE BEEN ESTABLISHED AND SET UP ACCORDINGLY TO ENSURE SYSTEM ACCESS IS SECURE.


7.1 At the time of the audit review the HR System “My View” had yet to be implemented and operational. Internal Audit were 
therefore unable to test that the system has been set up accordingly to ensure the system access is secure. 


7.2 Internal Audit met with the Project Manager to go through the background to the HR project which included the 
implementation of an updated version of the payroll system. It is understood that the HR Team Leader was not involved with the 
project prior to the internal audit commencing. 
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7.3 The aim of “My view” should allow officers to view certain HR information. The Payroll system has been set up using a new 
reference system neither of which is payroll number or establishment list numbers. 


7.4 Internal Audit was granted access to the team site housing all project documentation. The approved plan was obtained.  
Although it details initial actions it has not then been updated when deadlines have been passed. 


Recommendation – ensure that approved plans are monitored and updated accordingly with completed actions to ensure 
the timeframe is being met. 


7.5 Internal Audit have stated to the Project Manager that  audit be happy to review system set up before going live to ensure 
appropriate controls are in place. This is a high risk if parameters have not been set up accordingly. 






