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As a practising member firm of the Institute of Chartered Accountants in England and Wales (ICAEW), we are subject to its ethical 
and other professional requirements which are detailed at http://www.icaew.com/en/members/regulations-standards-and-guidance. 
 
The matters raised in this report are only those which came to our attention during the course of our review and are not necessarily 
a comprehensive statement of all the weaknesses that exist or all improvements that might be made. 
 
Recommendations for improvements should be assessed by you for their full impact before they are implemented. This report, or 
our work, should not be taken as a substitute for management’s responsibilities for the application of sound commercial practices. 
We emphasise that the responsibility for a sound system of internal controls rests with management and our work should not be 
relied upon to identify all strengths and weaknesses that may exist. Neither should our work be relied upon to identify all 
circumstances of fraud and irregularity should there be any. 
 
This report is supplied on the understanding that it is solely for the use of the persons to whom it is addressed and for the purposes 
set out herein. Our work has been undertaken solely to prepare this report and state those matters that we have agreed to state to 
them. This report should not therefore be regarded as suitable to be used or relied on by any other party wishing to acquire any 
rights from RSM Risk Assurance Services LLP for any purpose or in any context. Any party other than the Council which obtains 
access to this report or a copy and chooses to rely on this report (or any part of it) will do so at its own risk. To the fullest extent 
permitted by law, RSM Risk Assurance Services LLP will accept no responsibility or liability in respect of this report to any other 
party and shall not be liable for any loss, damage or expense of whatsoever nature which is caused by any person’s reliance on 
representations in this report.  
 
This report is released to our Client on the basis that it shall not be copied, referred to or disclosed, in whole or in part (save as 
otherwise permitted by agreed written terms), without our prior written consent.  
 
We have no responsibility to update this report for events and circumstances occurring after the date of this report.  
 

RSM Risk Assurance Services LLP is a limited liability partnership registered in England and Wales no. OC389499 at 6th floor, 25 

Farringdon Street, London EC4A 4AB.
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1 INTRODUCTION 

The internal audit plan 2015/16 was approved by the Governance and Risk Committee on 26 March 2015. 

This report provides a summary update on progress against that plan and summarises the results of our work to date. 

This is our final progress report of 2015/16. Please see chart below for progress against the plan. 
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2 REPORTS CONSIDERED AT THIS GOVERNANCE 
AND AUDIT COMMITTEE 

This table informs of the audit assignments that have been completed since the last Governance and Audit 

Committee. 

The Executive Summary and Key Findings of the assignments below are attached to this progress report. 

Assignment Status Opinion issued 
Actions agreed 

L M H 

Green Waste (15.15/16) Final 

 

6 0 0 

Treasury Management (16.15/16) Final 

 

0 0 0 

Gas Servicing (17.15/16) Final 

 

5 2 0 

Elections (18.15/16) Final 

 

0 0 0 

Planning Fees (20.15/17) Final 

 

0 0 0 

Risk Management (21.15/16) Final 

 

3 0 0 

Tenancy Management (22.15/16) Final 

 

3 3 0 

Follow Up 3 (19.15/16) * Final LITTLE PROGRESS 0 4 0 

*Follow Up report presented to Governance and Audit Committee separately. 

Appendix A details the full history of the audits completed in 2015/16 that have been presented to previous meetings 

of the Governance and Audit Committee. 
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2.1 Impact of findings to date 

 

 

Green Waste 

Conclusion: Amber-Green Assurance 

Impact on Annual Opinion: Positive 

As a result of testing undertaken six low priority findings were identified.  

Management actions were agreed in respect of all findings. 

 

 

Treasury Management 

Conclusion: Green Assurance 

Impact on Annual Opinion: Positive 

The controls identified to be in place were considered to be adequately designed, and testing found 
that they were being correctly applied, as a consequence, no findings were identified that required 
management attention. 

  

 

Gas Servicing 

Conclusion: Amber-Green Assurance 

Impact on Annual Opinion: Positive 

As a result of testing undertaken seven findings were identified; two medium and five low priority. 

Management actions were agreed in respect of all findings. 

The medium findings related to: 

 The number of properties on the spreadsheet used to monitor gas servicing could not be agreed to the 

number of properties notified for billing purposes. It was also identified that reliance is also placed on the gas 

contractor’s record as the prime property record for gas servicing. 

Information obtained at the time of additional testing identified that a manual reconciliation, using a 

spreadsheet, is being compiled between the two Council systems and the gas contractor’s system, however 

this was identified to still be work in progress.  

 

 Reconciliations are performed between the gas contractor’s log of properties due for a gas service and the 

list of properties in the Housing Management portfolio.  

Additional testing undertaken, based on analysis of information received post audit, identified a number of 
properties that appeared not to have been serviced in the previous 12 months. These queries were 
resolved, but it highlighted the need to ensure that housing records are maintained up to date at all times. 
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Elections 

Conclusion: Green Assurance 

Impact on Annual Opinion: Positive 

The controls identified to be in place were considered to be adequately designed, and testing found 
that they were being correctly applied, as a consequence, no findings were identified that required 
management attention. 

 

 

Planning Fees 

Conclusion: Green Assurance 

Impact on Annual Opinion: Positive 

The controls identified to be in place were considered to be adequately designed, and testing found 
that they were being correctly applied, as a consequence, no findings were identified that required 
management attention. 

  

 

Risk Management 

Conclusion: Green Assurance 

Impact on Annual Opinion: Positive 

As a result of testing undertaken three low priority findings were identified. 

Management actions were agreed in respect of all findings. 

 

Tenancy Management 

Conclusion: Amber-Green Assurance 

Impact on Annual Opinion: Positive 

As a result of testing undertaken six findings were identified; three medium and three low priority. 

Management actions were agreed in respect of all findings. 

The medium findings related to: 

 Occupancy checks are no longer being periodically undertaken therefore there is a risk that tenancy breaches 
such as subletting may not be identified. 

 Through sample testing we noted instances where the four week tenancy notice period was not being adhered 
to. This increases the risk of loss of tenancy income for the Council.  

 We identified that reviews of estate inspections and health and safety checks over communal areas were not 
being updated to confirm when necessary repairs had been carried out. We noted issues persisting over a 
number of months. This creates a risk of potential breaches of health and safety legislation or risk to the 
general public.  
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3 LOOKING AHEAD 

Work on the 2015/16 plan has been concluded, with no further assignments to be completed.  
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4 OTHER MATTERS 

4.1 Changes to the audit plan 

The following reviews have been deferred to 2016/17: 

 Financial Regulations 

 Procurement  
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APPENDIX A: INTERNAL AUDIT ASSIGNMENTS 
COMPLETED TO DATE 

Reports previously seen by the Governance and Audit Committee and included for information purposes only: 

Assignment Status Opinion issued 
Actions agreed 

L M H 

Follow Up 1 (1.15/16) Final 
REASONABLE 

PROGRESS 
0 4 0 

Food Safety Enforcement (2.15/16) Final 

 

1 2 0 

Welfare Reform (3.15/16) Final 

 

2 0 0 

Partnerships (4.15/16) Final 

 

2 3 0 

Homelessness (5.15/16) Final 

 

3 0 0 

Document Management and CRM 

(6.15/16) 
Final 

ADVISORY 

REVIEW 
5 4 0 

Aids and Adaptations (7.15/16) Final 

 

4 3 0 

Waste and Recycling - Inventory and 
Stock (8.15/16) 

Final 

 

2 1 0 

Voids Management (9.15/16) Final 

 

2 1 0 

Disposal of Surplus Equipment (10.15/16) Final 

 

0 2 0 
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Assignment Status Opinion issued 
Actions agreed 

L M H 

Insurance (11.15/16) Final 

 

1 2 0 

Safeguarding (12.15/16) Final 

 

0 0 0 

Follow Up 2 (13.15/16) Final GOOD PROGRESS 0 4 0 

General Ledger (14.15/16) Final 

 

1 1 0 

 



 

rsmuk.com 

The UK group of companies and LLPs trading as RSM is a member of the RSM network. RSM is the trading name used by the members of the RSM network. Each member of the RSM network is 
an independent accounting and consulting firm each of which practises in its own right. The RSM network is not itself a separate legal entity of any description in any jurisdiction. The RSM network is 

administered by RSM International Limited, a company registered in England and Wales (company number 4040598) whose registered office is at 11 Old Jewry, London EC2R 8DU. The brand and 
trademark RSM and other intellectual property rights used by members of the network are owned by RSM International Association, an association governed by article 60 et seq of the Civil Code of 
Switzerland whose seat is in Zug. 

RSM UK Consulting LLP, RSM Corporate Finance LLP, RSM Restructuring Advisory LLP, RSM Risk Assurance Services LLP, RSM Tax and Advisory Services LLP, RSM UK Audit LLP, RSM 
Employer Services Limited and RSM UK Tax and Accounting Limited are not authorised under the Financial Services and Markets Act 2000 but we are able in certain circumstances to offer a limited 

range of investment services because we are members of the Institute of Chartered Accountants in England and Wales. We can provide these investment services if they are an incidental part of the 
professional services we have been engaged to provide. Baker Tilly Creditor Services LLP is authorised and regulated by the Financial Conduct Authority for credit-related regulated activities. RSM 
& Co (UK) Limited is authorised and regulated by the Financial Conduct Authority to conduct a range of investment business activities. Before accepting an engagement, contact with the existing 

accountant will be made to request information on any matters of which, in the existing accountant’s opinion, the firm needs to be aware before deciding whether to accept the engagement. 

© 2015 RSM UK Group LLP, all rights reserved.  

 

FOR FURTHER INFORMATION CONTACT 

Chris Williams 

chris.williams@rsmuk.com 

Tel: 07753 584 993 

 

Robert Barnett 

robert.barnett@rsmuk.com 

Tel: 07791 237 658 

 

Amjad Ali 

amjad.ali@rsmuk.com 

Tel: 07800 617 139 

 

Address: 

RSM Risk Assurance Services LLP 

Suite A, 7th Floor 

City Gate East 

Tollhouse Hill 

Nottingham NG1 5FS 

Phone: 0115 964 4450 
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1.1 Background 

The Green Waste scheme is a chargeable service, available to all residents for the District, allowing them to have their 

garden waste collected and disposed of by the Council for an annual fee. The fees and charges for the scheme are 

approved by Cabinet each year, and have not increased since the service was introduced in 2012/13. A 

recommendation is being made to Cabinet for these fees to be increased from 2016/17. 

The service runs from April to March, and the fee is charged in full, regardless of the time of year when the 

subscription is taken out. New subscribers to the scheme have to purchase a green bin from the Council. All 

subscribers receive a sticker to attach to the bin when they have paid the subscription fee, this identifies to collection 

operative’s which green bins they can empty. Collections are made fortnightly for most of the year, changing to 

monthly from December to February. 

The Civica system is used to complete all new applications, with customers re-subscribing each year. Stickers for 

adhering on green waste bins are posted to all customers once payment has been received. 

As at 1 December 2015, the scheme had 27,343 customers, who had purchased approximately 30,000 bin stickers, 

amounting to £733,216 of income.50% of sales are made online by customers, 42% are made over the phone and 

processed by Customer Services staff, and 8% are made in person, again being processed by Customer Services 

staff. 

 

1.2 Conclusion 

As the Civica system was only introduced in May 2015, and Green Waste was the first system to go live, there are a 

number of findings where we have identified areas for improvement; slight amendments to Civica and the process 

would result in an improved experience for both staff and customers. 

Internal Audit Opinion: 

Taking account of the issues identified, the Council can take reasonable 

assurance that the controls in place to manage this risk are suitably 

designed and consistently applied. However, we have identified issues that 

need to be addressed in order to ensure that the control framework is 

effective in managing the identified risks. 

 

GREEN WASTE - EXECUTIVE SUMMARY 
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1.3 Key findings 

The key findings from this review are as follows: 

Fees and charges for the Green Waste scheme are approved by Cabinet each year, and the fees to be levied have 

been costed to prevent the service from running at a deficit. Sample testing of 35 subscriptions to the 2015/16 scheme 

confirmed that income received for the sale of green bins and green waste stickers is correctly recorded on the 

Finance system. Income and expenditure against budget for the green waste collection is monitored on a monthly 

basis. 

Information on the Green Waste Collection service, including charges, is readily available to the general public via the 

Council’s website. A variety of methods and payment options are available for new customers signing up to the service 

and testing of a sample of 35 subscriptions during the 2015/16 year confirmed that welcome letters are sent to 

customers with the required number of stickers enclosed. Any new or additional bins are delivered to customers in a 

timely manner, with an internal performance measure of 10 working days being in place. 

During February to May 2015, the Council employed the services of an external mailing company, MRP, to print the 

letters and stickers, and mail these to customers due to the high demand during this period. Customer Services staff 

now print letters direct from Civica, and include the required number of stickers in the envelope. The design and colour 

of the sticker changes each year to allow for easy identification by Green Waste Operatives. Attributes are also added 

onto Bartech to allow Operatives to see whether the payment has been made. 

Email addresses are captured for all customers where possible, with an email reminder being sent in February of each 

year to advise of the new charges for the following year, and to encourage resubscription to the service. 

 

1.4 Additional information to support our conclusion 

Risk Control 

design* 

Compliance 

with 

controls* 

Agreed actions 

Low Medium High 

Policies and procedures are not adhered to, leading 

to failure in operational performance. 
3 (10) 2 (10) 5 0 0 

Green Waste charges are not effectively managed 

leading to a loss of income. 
0 (5) 1 (5) 1 0 0 

Total   6 0 0 

* Shows the number of controls not adequately designed or not complied with. The number in brackets represents the total number of controls 

reviewed in this area. 
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2 ACTION PLAN 

Categorisation of internal audit findings 

Priority Definition 

Low  There is scope for enhancing control or improving efficiency and quality. 

Medium Timely management attention is necessary. This is an internal control risk management issue that could 

lead to: Financial losses which could affect the effective function of a department, loss of controls or 

process being audited or possible reputational damage, negative publicity in local or regional media. 

High Immediate management attention is necessary. This is a serious internal control or risk management 

issue that may, with a high degree of certainty, lead to: Substantial losses, violation of corporate 

strategies, policies or values, reputational damage, negative publicity in national or international media 

or adverse regulatory impact, such as loss of operating licences or material fines. 

 

The table below sets out the actions agreed by management to address the findings: 

Ref Findings summary Priority Actions for management Implementation 

date 

Responsible 

owner 

Risk: Policies and procedures are not adhered to, leading to failure in operational performance. 

1 There are no policies and 

procedures in place for the 

Green Waste scheme in 

respect of the delivery of 

new bins. 

Low Policies and procedures 

will be documented to 

provide staff with 

consistent guidance on the 

process to be followed. 

31 March 2016 Business 

Manager - Street 

Care 

2 There is a lack of notes 

recorded within Civica as 

to the reasons why refunds 

and price variances are 

issued. 

No checks are undertaken 

as to whether the answers 

provided during the 

resubscription process, 

and therefore the fee 

charged, is correct. 

Low Customer Services staff 

will be reminded of the 

revised fees and charges 

for the new financial year, 

and also to record notes 

within Civica of the reason 

for any variances between 

the charge expected and 

that paid and for any 

refunds issued. 

 

We will investigate whether 

we can enable Civica to 

bring up a customer’s 

existing subscription details 

when they are ordering a 

new or additional bin, in 

order to prevent false 

answers being provided to 

the questions to minimise 

their costs. 

31 January 2016 Strategic Lead - 

Programme 

Delivery 
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Ref Findings summary Priority Actions for management Implementation 

date 

Responsible 

owner 

3 There were no 

reconciliations completed 

between the subscriptions 

to the 2015/16 Green 

Waste scheme, and the 

number of letters and 

stickers posted out to 

customers. 

Low The new supplier of 

printing and mailing service 

will be requested to provide 

a receipt of all mail 

despatched, and the 

stickers included within 

their letters, to ensure we 

can then reconcile this 

information with the 

records of sales that day. 

31 March 2016 Strategic Lead - 

Programme 

Delivery 

4 Opportunities are being 

missed to obtain feedback 

from customers who do not 

renew their subscription to 

the service. 

Low An email will be sent to 

customers who do not 

renew their subscription to 

the Green Waste service 

each year, to enable us to 

gain feedback on the 

service. 

30 June 2016 Strategic Lead - 

Programme 

Delivery 

5 Civica does not currently 

record the date of when 

bins were delivered, 

resulting in performance 

monitoring being 

undertaken manually. 

Low Civica will be amended to 

allow for the date of bin 

delivery to be recorded. A 

report will then be 

designed to allow for the 

Service Manager to 

monitor the performance of 

the Green Waste team. 

31 December 2015 Civica Project 

Officer 

Risk: Green Waste charges are not effectively managed leading to a loss of income. 

6 No reconciliations are 

performed between the 

stickers expected to be 

held, and those actually 

held. 

Low A sticker reconciliation will 

be undertaken each week, 

especially in times of peak 

sales, to account for all 

stickers ordered. Any 

significant variances 

between those expected 

and those counted will be 

investigated. 

31 March 2016 Strategic Lead - 

Programme 

Delivery 
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1.1 Background 

An audit of Treasury Management was undertaken as part of the approved internal audit periodic plan for 2015/16. 

The Council has a dedicated Treasury Management Officer responsible for daily monitoring of the cash flow, and 

identifying investments and money market movements to ensure the Council maximises the interest available on its 

surplus funds, while also having funds available at the right time to meet financial commitments. 

All of the Council’s loans are from the Public Works Loan Board (PWLB). In March 2012 two additional loans were taken 

out totalling £120m for the debt settlement. One loan for £96.7m is for a period of 30 years with maturity date of 2042 and 

the second loan of £25m is for a period of eight years with a maturity date of 2020. As at 30 November 2015 the Council 

loans to the PWLB totalled £111.376 million (a balance of £1m remained for loans taken out during period May 1985 to 

November 1987 and the remaining balances of the two loans taken out in March 2012). 

1.2 Conclusion 

No issues were found that were consider significant enough to require management to take action. 

Internal Audit Opinion: 

Taking account of the issues identified, the Council can take substantial 

assurance that the controls upon which the organisation relies to manage 

the identified risks are suitably designed, consistently applied and operating 

effectively. 

 

 

1.3 Key findings 

The key findings from this review are as follows: 

The Council has a Treasury Management Strategy in place for 2015/16. The strategy outlines expected treasury 

activity, and has been approved by the Council. The strategy includes the Council's treasury management policy 

statement, stating the policies, objectives and approach to risk management of its treasury management activities. 

Treasury Management Procedural guidance is in place, setting out the manner in which the Council will seek to 

achieve its policies and objectives, and prescribing how it will manage and control those activities. This guidance was 

last updated in July 2015. 

The Council use the Logotech Treasury Management system as a cash flow forecasting tool on a daily basis. The 

actual cash flow is updated daily, and balanced to the bank accounts, and is used to identify either surplus funds that 

can be invested or funds required, which have to be withdrawn from Money Market Fund accounts to cover cash flow 

shortfalls. 

Money Market Fund account deposits and withdrawals are processed by the Treasury Management Officer through 

the My Treasury system, an electronic dealing system. All movement made are subject to independent review, and are 

recorded in the ‘Red Book”, a manual record retained in Finance. Each movement results in a deal ticket being 

produced, and a confirmation is received from the Counterparty (for deposits) or bank (for withdrawals). 

TREASURY MANAGEMENT - EXECUTIVE SUMMARY 
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The Treasury Management Strategy defines limits for fixed term investments, and these are classified as either 

Specified or Non Specified investments. Review identified that between April and November 2015, 17 fixed term 

investments had been made, and testing of a sample of 10 of these found them all to have been made in accordance 

with the requirements of the treasury management strategy. 

Furthermore, all paperwork required to support money market transactions and fixed term investments was found to 

be adequately completed and filed. 

An investment register spreadsheet is maintained, recording all current investments, this is printed off on a daily basis 

to retain a record of the Council’s total investment record for each day. 

Payments required to make investments are actioned using CHAPS payments through NatWest bank’s online system 

Bankline. Review of access to make payments found that access to authorise payments is restricted to six senior staff 

in Finance, with the system having added security in that each transaction requires authorisation by two independent 

officers. 

As a further precaution, the Council also has an insurance crime policy covering the up to £5 million for employee 

dishonesty; computer fraud and funds transfer fraud, forgery and counterfeiting. 

Testing found that payments for PWLB loans are taken by direct debit, and that payments for the year to date had 

been taken on the correct dates and for the correct amounts, with journals having been prepared and processed to 

record the payments on the general ledger. The payments were also recorded onto Logotech for cash flow purposes. 

 

1.4 Additional information to support our conclusion 

Risk Control 

design* 

Compliance 

with 

controls* 

Agreed actions 

Low Medium High 

Insufficient cash available to meet liabilities. 0 (7) 0 (7) 0 0 0 

Council investments do not optimise interest 

earned. 
0 (6) 0 (6) 0 0 0 

Total   0 0 0 

* Shows the number of controls not adequately designed or not complied with. The number in brackets represents the total number of controls 

reviewed in this area. 
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1.1 Background  

An audit of Gas Servicing was undertaken as part of the approved internal audit periodic plan for 2015/16. 

The Council has a legal duty to make sure that all gas appliances in properties owned and managed by the Council 

are checked each year by qualified gas servicing engineers and a certificate of compliance is obtained. Failure to 

complete these checks could have fatal consequences, as faulty gas appliances may emit poisonous carbon 

monoxide fumes, which are invisible and odourless. 

The Council’s gas servicing programme is undertaken by an external contractor, with whom a five year contract is in 

place. The contract commenced in April 2014. The gas contractor uses a web based system for managing the gas 

servicing programme and weekly reports and updates are provided to the Council’s Responsive Housing Repairs 

team. 

1.2 Conclusion 

Following testing, an issue relating to ensuring the property databases used for scheduling gas services are accurately 

maintained and up to date was identified. 

Internal Audit Opinion: 

Taking account of the issues identified, the Council can take reasonable 

assurance that the controls in place to manage this risk are suitably 

designed and consistently applied. However, we have identified issues that 

need to be addressed in order to ensure that the control framework is 

effective in managing the identified risks. 
 

 

1.3 Key findings 

The key findings from this review are as follows: 

The Council has in place a Gas, Solid Fuel, Oil and Renewable Source Heating Policy which sets out its commitment 

to tenant safety through an effective programme of safety inspections and servicing. The policy applies to all Council 

properties and tenants. However, this was found not to be version controlled, and not available to staff. 

A Gas Servicing Timeline document is in place. This is a flowchart and sets out the timeline for making appointments, 

based on no access being obtained, but there are no procedure notes in place for other administration duties for 

Council staff. 

A formal signed contract is in place with the contractor used to carry out the annual gas servicing programme, which 

covers the period April 2014 to March 2019. 

Testing identified that only Gas Safe registered contractors are used for the servicing of gas appliances. 

Tenants are fully informed of the need to carry out annual gas servicing and are made aware of the need to ensure 

that engineers can access their properties. Advance notice is given to the tenant by the gas contractor, who makes an 

appointment with the tenant for the service to take place. 

GAS SERVICING - EXECUTIVE SUMMARY 
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For the Council, a spreadsheet record of all domestic properties recording the expiry date of gas certificates is 

maintained to ensure that new certificates are obtained before they expire. However, we could not easily confirm that 

this included all relevant properties and identified that reliance is place on the gas contractor’s records, and no process 

to do a periodic reconciliation of the gas contractor’s database to the Council’s Housing Management system was in 

place. However after further sampling of records all those inspected were in date and compliant. 

A rolling 10 month servicing programme is in place to ensure that gas certification is not allowed to expire. 

For each gas service / inspection completed, a copy of the Gas Safe Record is recorded electronically on the gas 

contractor’s system to which council staff have access to view the certificate; however, the Council did not have copies 

of the certificates held on their own systems. Since the audit field work was initially completed the Gas Safety 

certificates up to December 2015 have been obtained from the gas contractor and saved on the Council’s electronic 

document management system. 

The gas contractor has a separate independent team of gas engineers who undertake a quality check of the 

completed gas services. A recent Health and Safety review identified that the Council has no independent assurance 

of the quality of work, or that Health and Safety standards are being adhered to by the Contactor’s staff. Following the 

letting of the gas contract, the Council’s Health and Safety Officer undertook a desktop review of the contract from a 

Health and Safety perspective. The concerns identified have been included on an action plan and are being addressed 

by the Business Manager - Responsive Housing Repairs. 

The gas contractor reports appliances that fail the inspection to the Responsive Housing Repairs Team orally and also 

in writing on the Gas Certificate. Minor repairs identified by the gas contractor are undertaken in accordance with the 

service contract. 

Monthly progress meetings take place between the Council and the gas contractor to discuss progress, performance 

and other issues. 

Each month a spreadsheet is provided by the gas contractor of the customer satisfaction results, however, this is not 

subject to independent validation. 

Complaints received in relation to gas servicing are recorded on the Council's performance management system and 

are responded to in line with the documented complaints policy. 

The Council's gas servicing budget is set based on the number of properties and how many will be serviced in a 12 

month period. For 2015/16 the forecast outturn is an under spend of approximately £9,000. 
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1.4 Additional information to support our conclusion 

Overall Risk Control 

design* 

Compliance 

with 

controls* 

Agreed actions 

Low Medium High 

The overall risk is that Gas appliances are not 

serviced in line with legislative requirements 

potentially putting tenant’s lives at risk. 

0 (20) 7 (20) 5 2 0 

Total   5 2 0 

* Shows the number of controls not adequately designed or not complied with. The number in brackets represents the total number of controls 

reviewed in this area. 
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2 ACTION PLAN 

Categorisation of internal audit findings 

Priority Definition 

Low  There is scope for enhancing control or improving efficiency and quality. 

Medium Timely management attention is necessary. This is an internal control risk management issue that could 

lead to: Financial losses which could affect the effective function of a department, loss of controls or 

process being audited or possible reputational damage, negative publicity in local or regional media. 

High Immediate management attention is necessary. This is a serious internal control or risk management 

issue that may, with a high degree of certainty, lead to: Substantial losses, violation of corporate 

strategies, policies or values, reputational damage, negative publicity in national or international media 

or adverse regulatory impact, such as loss of operating licences or material fines. 

 

The table below sets out the actions agreed by management to address the findings: 

Ref Findings summary Priority Actions for 

management 

Implementation 

date 

Responsible 

owner 

Risk: Gas appliances are not serviced in line with legislative requirements potentially putting tenant’s lives 

at risk. 

1 The Gas, Solid Fuel, Oil and 

Renewable Source Heating 

Policy does not include 

version control information. 

Consequently it could not be 

determined when it was 

prepared. 

We were also informed that 

the policy has not been 

made available to staff. 

Low The date the Gas, Solid 

Fuel, Oil and Renewable 

Source Heating Policy 

was ‘last subject to 

review’ and the ‘next 

review date’ will be 

recorded on the 

procedure document. 

 

The procedure has been 

published to the staff on 

the Council’s intranet. 

Implemented Business Manager 

- Responsive 

Housing Repairs 

2 There are no procedure 

notes in place for other 

administration duties for 

Council staff, e.g. ensuring 

the property database held 

by the gas contractor is 

correct, checking that all 

properties checked by the 

gas contractor have a valid 

Gas Certificate available, 

etc. 

Low Detailed procedure notes 

have been developed 

and shared with relevant 

staff for the gas servicing 

process. 

Implemented Business Manager 

- Responsive 

Housing Repairs 
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Ref Findings summary Priority Actions for 

management 

Implementation 

date 

Responsible 

owner 

3 The number of properties on 

the spreadsheet used to 

monitor gas servicing could 

not be fully reconciled to the 

records held by the 

contractor. 

It was also identified that 

reliance is also placed on the 

gas contractor’s record as 

the prime property record for 

gas servicing. 

Medium The current process has 

been reviewed to ensure 

that the Council record is 

the prime record and will 

be used for monitoring of 

the gas services 

undertaken by the gas 

contractor to ensure that 

all properties are 

serviced in a timely 

manner. Records are 

now updated on the 

Council’s asset database 

with service expiry dates 

for monitoring and 

reporting. 

The first phase to align 

both systems is now 

complete. 

Work is ongoing to 

automate the reporting 

and data analysis 

process. 

May 2016 Business Manager 

- Responsive 

Housing Repairs 

4 Reconciliations are 

performed between the gas 

contractor’s log of properties 

due for a gas service and the 

list of properties in the 

Housing Management 

portfolio.  

Additional testing 

undertaken, based on 

analysis of information 

received post audit, 

identified initial reconciliation 

issues. However it was 

established that there were 

no discrepancies but it 

highlighted the need to 

ensure that housing records 

are maintained up to date at 

all times. 

Medium A full formal reconciliation 

will be undertaken 

annually in January, with 

monthly updates being 

done to ensure that 

changes to stock are 

correctly reflected in all 

three systems. New 

procedures have been 

developed to spot check 

the reconciliation of 

properties on a monthly 

basis and a full 

reconciliation has been 

undertaken since the 

audit. 

Implemented Business Manager 

- Responsive 

Housing Repairs 
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Ref Findings summary Priority Actions for 

management 

Implementation 

date 

Responsible 

owner 

5 All Gas Safety Certificates 

issued for Council properties 

are held on the gas 

contractor’s system to which 

Council staff have been 

granted access. However, 

without this access the 

Council has no 

documentation to prove that 

gas installations have been 

tested annually. 

Following additional testing it 

was found that in the period 

since the audit field work 

was initially completed the 

Gas Safety certificates up to 

December 2015 have been 

obtained from the gas 

contractor. 

Low An electronic copy of the 

Gas Safe Record will be 

provided by the 

contractor and held by 

the Council on its 

electronic document 

management system. 

Implemented Business Manager 

- Responsive 

Housing Repairs 

6 Each month a spreadsheet 

is provided by the gas 

contractor of the customer 

satisfaction results. 

A follow up on the refusals, 

not completed and a 

percentage of the 

dissatisfied tenants are 

contacted for further 

feedback. The project 

manager advised that the 

calls to obtain further 

feedback have not been 

made on a regular basis due 

to staffing levels.  

Low A follow up on the 

customer satisfaction 

results will be undertaken 

for the refusals, not 

completed and for all 

customers who report  

dissatisfied by contacting 

the relevant tenants for 

further feedback. The 

outcomes will be 

reviewed at the 

Operations Meeting to 

identify trends and agree 

actions where necessary.  

Implemented Business Manager 

- Responsive 

Housing Repairs 
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Ref Findings summary Priority Actions for 

management 

Implementation 

date 

Responsible 

owner 

7 Following the award of the 

gas contract the Council’s 

Health and Safety Officer 

undertook a full review of the 

contract from a Health and 

Safety perspective. This 

identified some 

improvements that could be 

introduced and these are:: 

 Obtaining monthly copies 

of internal H&S Audits 

undertaken by the gas 

contractor 

 Six monthly internal H&S 

audits of internal gas 

engineers and monthly 

monitoring to be carried 

out by Council staff. 

 The commissioning of an 

external H&S Audit of the 

gas contract. 

Low Arrangements are being 

made for a third party gas 

contractor to be engaged 

to undertake inspections 

of 5 - 10% of the work 

undertaken by the gas 

contractor’s operatives. 

Quotes have been 

received and work will 

commence in April 2016. 

The gas contractor’s H&S 

Audit records are now 

received on a monthly 

basis. 

Implemented Business Manager 

- Responsive 

Housing Repairs 
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1.1 Background 

An audit of Elections was undertaken as part of the approved internal audit periodic plan for 2015/16. 

The Chief Executive is the Electoral Registration Officer and the Returning Officer at District and Parish elections (as 

per Section 8 representation of Peoples Act 1983). In fulfilling their responsibilities in respect of elections the Chief 

Executive is assisted by the Executive Manager Corporate. 

The Council has a dedicated Electoral Services Team, led by the Elections and Democratic Services Team Leader. 

The team consists of two full time members of staff, a temporary member of staff and a visiting officer. The Team is 

responsible for the maintenance and upkeep of the Electoral Register for South Kesteven District Council, and this 

includes: the addition of new electors and amendments to existing records. The Team is also responsible for the 

administration and management of elections held (Local, National and European and referenda). The Xpress system 

is used for these purposes. 

Prior to 10 June 2014, the Head of each Household in the District was responsible for registering all householders; 

however,with the introduction of Individual Electoral Registration (IER) from this date, individuals are now responsible 

for their own voting registration. This procedural change requires the Council to ascertain the occupancy of each 

household annually. This was initially completed through sending a Household Enquiry Form to each address on the 

Electoral Register. Where no response was received, reminders were sent, followed by canvassing visits being made 

to obtain the required information. 

Throughout the year, there is a rolling registration process, which allows new residents to the District to register for 

inclusion on the Electoral Register. 

An annual canvass starts in July to enable publication of the Electoral Register on 1 December each year. The 

canvass involves issuing all residential properties within the District with Household Enquiry forms, monitoring the 

returns and issuing reminders where the forms are not returned. The Council also uses canvassers to visit households 

who have not returned forms following the second reminder. 

In addition to attending polling stations, electors have the option to vote by either post or by proxy. To do this they 

have to complete an application form providing a sample signature and their date of birth. The Xpress system 

electronically verifies these details on each returned postal vote to prevent fraudulent voting taking place. 

1.2 Conclusion 

There is an adequate control framework in place in respect of Elections and controls are generally being applied and 

as a result our internal audit opinion is graded as Green. 

Internal Audit Opinion: 

Taking account of the issues identified, the Council can take substantial 

assurance that the controls upon which the organisation relies to manage 

the identified risks are suitably designed, consistently applied and operating 

effectively. 

 

ELECTIONS - EXECUTIVE SUMMARY 



 

  South Kesteven District Council Elections18.15/16| 3 

1.3 Key findings 

The key findings from this review are as follows: 

Detailed procedure notes on electoral management are in place and these adequately document the processes for 
maintaining the electoral register. The procedure notes are made available to the Elections team members on a folder 
on the server. 

An Election Registration Annual Work Plan was established in November 2015. This document and sets out the key 
tasks and responsible officers and includes important dates. The tasks are ticked off as they are completed. 

A review of the job descriptions confirmed that the roles and responsibilities in respect of Elections are defined in the 
job descriptions of the Elections and Democratic Services Team Leader and team members. 

Bulletins are received from the Electoral Commission and these are communicated to the team. The bulletins are a 
summary of key messages to Returning Officers, Electoral Registration Officers, their staff and other stakeholders. 
The Bulletins are also available on the Electoral Commission website. 

Residents are able to apply for inclusion on the electoral register throughout the year and all applications received are 
checked before processing. Testing of 20 new applications for the electoral register within the current financial year 
identified that in all cases the applications had been accurately processed. 

Voters are able to register on the www.gov.uk/register-to-vote website, a link to this is provided on the Council’s 
website or by writing to the Council who then forward the voter a Registration form. 

Monthly reports are received from Building Control containing details of new properties developed in the area as well 
as changes to properties. Weekly reports are also received from Council Tax informing of any changes to liable 
parties. Notifications are also received from other Local Authorities of changes to voter location and a regular report is 
also received from the Registrar of Deaths. On receipt of the reports the appropriate changes are made to the 
Electoral Register. 

A register of Electors HEF Annual Canvass 2015 Project Plan was put into place for the 2015 annual canvass. In late 
July 2015, the Household Enquiry Forms (HEF) were sent to every household in the District, requiring householders to 
confirm the details of those living at the address and registered to vote are correct. Two reminder letters are issued 
and canvassers visit those properties where the form has still not been returned. A report is produced each week to 
monitor the progress made with the forms returned. 

Where there were no changes required to be made to the Electoral Register, the voters were provided with four 
options: online, phone, text or complete the form to confirm that no changes were required to be made. 

A report is run at the end of each canvass and is also intermittently during year and reviewed for duplicate 
entries.There is also a tab on the system which allows staff to view duplicate entries and make the necessary 
changes.  

Testing of 15 amendments which needed to be updated on the system in the current financial year identified that in all 
cases the amendments were correctly applied and these changes were made promptly after the change was required. 
Standard letters are issued to residents that are added or deleted from the Electoral Register. 

Access to the Electoral Register software is provided by IT on the request of the Elections and Democratic Services. 
IT makes the software available to the member of staff’s PC and the Xpress administrators set up the member of staff 
as a user. There are three designated members of staff with administrator access and the user list is subject to review 
every quarter. 

Each year a Communication Plan is put into place, which includes actions that will be undertaken, why it is taking 
place and a deadline date. The Plan includes social media campaigns to target groups who do not respond. 

The Council issues regular press statements regarding the elections and also uses social media like Facebook to 
publish information. Information on elections is also published on the Council’s website. 
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Election notifications are published 25 days before election at Council Offices, in the local media and also on the 
Council’s website. Notices of the elections are sent to the Parishes to be displayed. 

An Election Registration Annual Work Plan was established in November 2015, which sets out the important dates, 
key tasks and responsible officers. The tasks are ticked off as they are completed. 

The individual registration form includes a section “Can’t vote in person?” where the voter can indicate if they would 
like to vote by post or by proxy. The online application form also provides the same facility. A postal vote application 
form is then sent to the elector.  A report is produced from Xpress of all persons who have applied to vote by post and 
the postal ballot papers are then sent out to them. Testing a sample of new applications established that where the 
preference for postal voting was indicated this was correctly indicated onto their record. 

Temporary workers are recruited as canvassers during the annual canvass. The canvassers are required to chase 
those households who have not completed a return.   During elections, temporary staff  will assist by manning polling 
stations and counting of the votes. Training is provided to all staff involved with the elections (permanent, volunteers 
and temporary staff). 

On election days, eight Inspectors are used to visit polling stations two or three times during the day.  A report is 
produced to provide feedback. 

The results of all elections (District, Parish, Parliamentary, European and By-elections) are published on the Council’s 
website. The Elections Turnout document is used to monitor and record turnout of all elections held. 

 

1.4 Additional information to support our conclusion 

Risk Control 

design* 

Compliance 

with 

controls* 

Agreed actions 

Low Medium High 

Electoral Register is inaccurate or incomplete. 0 (16) 0 (16) 0 0 0 

Election notifications are not advertised 

appropriately. 
0 (6) 0 (6) 0 0 0 

Those requiring postal voting are not identified and 

actioned in sufficient time for a response. 
0 (3) 0 (3) 0 0 0 

Staff resources are not managed appropriately 

during elections. 
0 (2) 0 (2) 0 0 0 

Elections turnout is not monitored and recorded. 0 (3) 0 (3) 0 0 0 

Total   0 0 0 

* Shows the number of controls not adequately designed or not complied with. The number in brackets represents the total number of 

controls reviewed in this area.
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1.1 Background 

An audit of Planning Fees was undertaken as part of the approved internal audit periodic plan for 2015/16. 

The Planning & Compensation Act 2003, section 53 provides the legal framework for charging for pre application 

advice and identifies that fees levied should not exceed the costs of the service. A system of charging for pre-

application advice helps to reduce the number of speculative and time wasting enquiries. This allows the Council’s 

planning officers to concentrate upon genuine enquiries. 

A working group review was undertaken regarding introducing a charging regime; who to charge; the possible fees 

income and lessons learnt from other authorities. Following this the Council introduced pre application advice fees in 

2013. Pre-application advice charges are made for all requests for written advice. 

Uniform software is used to manage the planning processes and all requests for pre planning advice are recorded 

onto Uniform and work is not commenced until the applicable fees have been received. The requests are 

acknowledged and a written response is provided. 

 

1.2 Conclusion 

Based on the testing undertaken, we identified no significant findings that required management action.  

Internal Audit Opinion: 

Taking account of the issues identified, the Council can take substantial 

assurance that the controls upon which the organisation relies to manage 

the identified risks are suitably designed, consistently applied and operating 

effectively. 

 

PLANNING FEES - EXECUTIVE SUMMARY 
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1.3 Key findings 

The key findings from this review are as follows: 

The Council has comprehensive procedure notes in relation to pre application planning advice fees. The procedure 

provides a step by step guide in relation to planning advice and fees and is published on the Council's website. In 

addition to this, information regarding planning and fees is also available on the Council's website. 

Prior to introducing charges for pre-application planning advice, the Council conducted an exercise to consider the 

merits of charging for the advice and a working group was set up which took account of the principles of introducing a 

charging regime, who to charge, the possible fees income and lessons learnt from other authorities. The purpose of 

charging for pre-application advice was to reduce the number of speculative and wasted enquiries. The conclusion of 

the exercise resulted in the following: 

 That a scheme of charges is introduced from 1st April 2013. 

 That the scale of charges should be set and agreed having regard to the cost of providing the service. 

 A trial run of procedures and processes be initiated by 1st January 2013. 

 Launch of service should include engagement with regular users and Councillors. 

As a result of the exercise fees were introduced that complied with statutory guidelines. 

Pre-application advice fees are subject to annual review and approval by the Council’s Cabinet. The fees for 2015/16 

were approved by the Cabinet in December 2014, and in November / December 2015 an exercise was undertaken to 

compare the Council’s fees with those of neighbouring Local Authorities. The results showed that the fees charged by 

the Council are in the higher bracket but are still within the legal limits. 

For a sample of 30 processed pre-planning advice applications, testing identified that: the receipt number was 

recorded on the system; the fee charged was in accordance to the table of fees; pre application advice 

acknowledgement letters were sent out to the customer; and the pre planning advice was provided by letter or email. 

Testing a sample of 30 pre planning applications processed in the current financial year identified when payments 

were being received: 

 The receipt number was always recorded on the system 

 The fees charged were in accordance to the table of fees, apart from the two minor errors identified below. 

 Pre application advice acknowledgement letters were always sent out to the customer 

 Responses were always sent via letter or email. 

In two instances it was found that the rate which was charged was not in accordance with the fee which was meant to 

be charged according to the table of fees 2015/16. It was determined that: 

 (Reference number S15/3294) Records on the system show that the customer was charged £380.48 when 

according to the table of fees this was supposed to be £380.40. We were informed by the Development 

Management Planner that the £0.08 overcharge came about from an error in communicating the correct fees. 

 (Reference number S15/3146) Fee required is recorded as £253, but according to the policy this should be 

£253.20, so undercharged. 

The value of these errors was considered negligible, and consequently no management action was required. 
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Pre-planning application advice is only given once the fees have been received by the Council; consequently no 

process for chasing debtors is required. 

A cost effective exercise was undertaken in 2012 when fees for the service were introduced, however due to the due 

to the small volume of pre-planning applications received, fees received it is not considered cost effective for the 

Council to monitor this service. 

Executive Manager Development and Growth receives monthly budget reports from finance which are used to 

monitors the income and expenditure of all Planning Services. 

 

1.4 Additional information to support our conclusion 

Risk Control 

design* 

Compliance 

with 

controls* 

Agreed actions 

Low Medium High 

Fees levied exceed the costs of the service, 

resulting in the Council breaching the provision 

identified in section 53 of the Planning & 

Compensation Act 2003 

0 (3) 0 (3) 0 0 0 

Not all the costs incurred and income due are 

identified, resulting in financial loss to the Council. 
0 (2) 0 (2) 0 0 0 

Total   0 0 0 

* Shows the number of controls not adequately designed or not complied with. The number in brackets represents the total number of controls 

reviewed in this area. 
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1.1 Background 

We carried out an audit of the Risk Management system as part of the agreed internal audit programme for 2015/16. 

Our periodic review of the risk management framework is designed to ensure that this process continues to evolve and 

is used effectively as a tool for good governance. 

Risk Management is fundamental to the Council’s achievement of its strategic objectives. The development and 

maintenance of an effective risk management system and assurance framework is a key element for providing on-

going assurance to management and Members over the effectiveness of controls identified to mitigate principal risks 

that threaten the achievement of strategic objectives. 

South Kesteven District Council has two documented risk registers: The Corporate Risk Register which contains those 

risks which may impact achievement of the Council’s strategic objectives and a Business Risk Register documenting 

risks identified at a business level.  The Business Risk Register is further broken down into ‘business as usual risks’ 

and ’exceptional risks’ which require a higher degree of monitoring and are discussed at Risk Management Group. 

A full review of the Business Risk Register was completed in December.  This involved the Governance and Risk 

Officer having meetings with all Business Managers to discuss the risks already recorded on the risk register and to 

consider any new risks that needed to be included. 

 

1.2 Conclusion 

The Council has in place an established process for identifying, recording and monitoring risks and has continued to 

demonstrate its commitment to the risk management process by continuously striving to improve the processes in 

place. 

Internal Audit Opinion: 

Taking account of the issues identified, the Council can take substantial 

assurance that the controls upon which the organisation relies to manage 

the identified risk are suitably designed, consistently applied and operating 

effectively. 

 

RISK MANAGEMENT - EXECUTIVE SUMMARY 
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1.3 Key findings 

The key findings from this review are as follows: 

The Council continues to evolve the risk management process and in 2015 the Risk Management Framework was 

reviewed and updated to ensure the document was fit for purpose and is based on the principles of the ISO 31000 

International Standard for Risk Management. The framework includes detail on how to identify a risk, the scoring 

matrix in place to ensure all risks are scored using a standard methodology and a definition of the Council’s risk 

appetite. 

Risks captured on the risk registers are owned and managed by either an Executive Manager (for the Corporate Risk 

Register) or a Business Manager (for the Business Risk Register).  They are supported in this by the Governance & 

Risk Officer who provides support to managers if required and chairs the Risk Management Group. 

We have identified three areas where a management action is required. Our discussions during the audit revealed that 

the Council officers had also identified these areas for improvement and are fully engaged with addressing the actions. 

Further detail on these actions can be found in Section 2 of this report. 

 

1.4 Additional information to support our conclusion 

Risk Control 

design* 

Compliance 

with 

controls* 

Agreed actions 

Low Medium High 

The Council does not have a clear methodology in 

place for identifying objectives and identifying, 

assessing, prioritising, preventing or containing high 

priority risks. This may lead to inappropriate 

objectives being defined and risks not being 

identified or managed properly. 

2 (13) 1 (13) 3 0 0 

Total   3 0 0 

* Shows the number of controls not adequately designed or not complied with. The number in brackets represents the total number of controls 

reviewed in this area. 
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2 ACTION PLAN 

Categorisation of internal audit findings 

Priority Definition 

Low There is scope for enhancing control or improving efficiency and quality. 

Medium Timely management attention is necessary. This is an internal control risk management issue that could 

lead to: Financial losses which could affect the effective function of a department, loss of controls or 

process being audited or possible reputational damage, negative publicity in local or regional media. 

High Immediate management attention is necessary. This is a serious internal control or risk management 

issue that may, with a high degree of certainty, lead to: Substantial losses, violation of corporate 

strategies, policies or values, reputational damage, negative publicity in national or international media 

or adverse regulatory impact, such as loss of operating licences or material fines. 

 

The table below sets out the actions agreed by management to address the findings: 

Ref Findings summary Priority Actions for management Implementation 

date 

Responsible 

owner 

Risk: The Council does not have a clear methodology in place for identifying objectives and identifying, 

assessing, prioritising, preventing or containing high priority risks. This may lead to inappropriate objectives 

being defined and risks not being identified or managed properly. 

1 There is no clear link 

from the risks 

documented on the 

Corporate Risk Register 

to the Strategic objectives 

of the Council. 

Low Will include the 

corresponding strategic 

objectives on the corporate 

risk register. 

February 2016 Management 

Accountant  

Team Leader 

2 Attendance at Risk 

Management Group 

across the Business 

Managers is not 

consistent. 

Low The importance of 

attending and engaging at 

Risk Management Group 

will be reinforced to 

Business Managers. 

April 2016 Management 

Accountant  

Team Leader 

3 Staff with responsibility 

for risk management 

have not received 

refresher training in 

recent years. 

Low Provide back to basics 

training for all managers 

and consideration to 

extend this training to all 

staff. 

September 2016 Management 

Accountant  

Team Leader 
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1.1 Background  

An audit of Tenancy Management was undertaken as part of the approved internal audit periodic plan for 2015/16. 

The Council’s Housing Management section, under the Business Manager Housing, is responsible for the 

management of tenants in over 6,200 Council properties. 

The Government published Tenancy Standard documents in 2012 which set out standards which Local Authorities 

have to adhere to. For the purpose of this review, the relevant standards were identified as the Tenancy Standard, 

Tenant Involvement and Empowerment Standard and the Neighbourhood and Community Standard. 

This review focused on the management of tenancies from sign up to termination and covered procedures and 

controls for the sign up process, tenancy checks, estate inspections, health and safety checks, complaints and 

termination notifications. 

1.2 Conclusion 

While on the whole testing found controls are place to being complied with, there were a number of issues identified 

that require management action which affected the level of assurance. 

Internal Audit Opinion: 

Taking account of the issues identified, the Council can take reasonable 

assurance that the controls in place to manage this risk are suitably 

designed and consistently applied. However, we have identified issues that 

need to be addressed in order to ensure that the control framework is 

effective in managing the identified risk. 
 

1.3 Key findings 

The key findings from this review are as follows: 

The Council has a Tenancy Strategy, Tenancy Policy and Housing Asset Management Strategy in place; these 

documents are available for members of the general public to view on the Council's website. 

Council policies relating to tenancy and housing management include statements to meet the requirements as defined 

in the Regulatory Consumer Standards published by the Government for Tenancy, Tenant Involvement and 

Neighbourhood & Community. 

When signing up a new tenant a checklist is used to ensure that all relevant documents have been signed, issued or 

received. Sample testing found these to be completed and signed in all 20 new tenancies reviewed, and that signed 

tenancy agreements were also held for all. 

During the period of an introductory tenancy (12 months) at least two appraisals are being carried out to determine 

whether or not the tenant is successfully maintaining their tenancy, although occupancy checks on secure tenancies 

are not being routinely undertaken. 

Records relating to suspected tenancy breaches for rent arrears and anti-social behaviour are maintained. 

TENANCY MANAGEMENT - EXECUTIVE SUMMARY 
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Tenants are required to give the Council at least four weeks’ notice of their intention to vacate their property and end 

their tenancy. Testing found that the four weeks’ termination notice period is not always being adhered to. 

A pre-termination visit is conducted by the Voids team to identify repairs and other work that is required enabling better 

preparation ready for when the property is vacated. However, testing of 20 terminated tenancies identified two cases 

where no visit was undertaken with the reason for non-visits not being recorded. 

All new tenants are issued with a survey document to complete to indicate their satisfaction with the Council letting 

process.  However, it was identified that collation of responses received was found not to have been updated since 

October 2015. 

Compliments and complaints received in relation to tenancies are recorded on the Council’s performance 

management system, along with details of responses. 

The Council has published a schedule of Estate Inspections. Testing found that for 2015 the actual inspections 

undertaken were not done in line with the published schedule. 

A formal report is prepared following each estate inspection identifying what was checked and recording any issues 

found and actions required. 

Caretakers perform monthly health and safety checks of communal areas at blocks of flats and sheltered schemes 

with any issues identified being recorded. 

It was identified that for actions identified within estate inspection reports, and also on records of health and safety 

checks of communal areas, as being ‘reported to repairs’ there was no subsequent record to identify whether these 

findings had been satisfactorily rectified. 

 

1.4 Additional information to support our conclusion 

Risk Control 

design* 

Compliance 

with 

controls* 

Agreed actions 

   Low Medium High 

Tenant compliance with their tenancy agreement is 

not monitored / managed resulting in breaches 

being undetected, and financial / reputational loss to 

the Council. 

1 (19) 5 (19) 3 3 0 

Total   3 3 0 

* Shows the number of controls not adequately designed or not complied with. The number in brackets represents the total number of controls 

reviewed in this area. 
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2 ACTION PLAN 

Categorisation of internal audit findings 

Priority Definition 

Low  There is scope for enhancing control or improving efficiency and quality. 

Medium Timely management attention is necessary. This is an internal control risk management issue that could 

lead to: Financial losses which could affect the effective function of a department, loss of controls or 

process being audited or possible reputational damage, negative publicity in local or regional media. 

High Immediate management attention is necessary. This is a serious internal control or risk management 

issue that may, with a high degree of certainty, lead to: Substantial losses, violation of corporate 

strategies, policies or values, reputational damage, negative publicity in national or international media 

or adverse regulatory impact, such as loss of operating licences or material fines. 

 

The table below sets out the actions agreed by management to address the findings: 

Ref Findings summary Priority Actions for management Implementation 

date 

Responsible 

owner 

Risk: Tenant compliance with their tenancy agreement is not monitored / managed resulting in breaches 

being undetected, and financial / reputational loss to the Council. 

1 We were informed by the 

Housing Management Team 

Leader that occupancy checks 

are no longer carried out 

routinely. 

Medium Consideration to be given 

to re-introducing 

occupancy checks, 

however, this will need 

approval from Strategic 

Management Team. 

May 2016 Business 

Manager Housing 

2 Testing of a sample of 20 

tenancy terminations found 

that in five cases the four 

week’s (28 days) notice was 

not adhered to. 

Medium Staff  have been reminded 

of the four week 

requirement and the 

procedure has been 

amended to clearly define 

the end of week start. 

 Implemented Housing 

Management 

Team Leader 

3 Review of a sample of 20 

tenancy termination records 

found that in two cases where 

no pre-termination visit was 

conducted, the Voids Admin 

Assistant advised that this 

may be due to staff being 

unable to contact the tenant to 

arrange a pre-termination visit.  

No evidence was available to 

support any attempts to 

contact the tenant. 

Low The procedure note has 

been amended to ensure 

that notes are kept when 

pre-termination visits have 

not taken place. 

 Implemented Housing 

Management 

Team Leader 
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4 Review of the Lettings new 

tenancy survey results 

spreadsheet found that it has 

not been updated for 

responses received since 

October 2015. 

Low Responsibility for adding 

New Tenant Survey 

responses to the 

spreadsheet has been 

reassigned to the Lettings 

team to ensure this is kept 

up to date. 

 Implemented Housing 

Management 

Team Leader 

5 A review of the Estate 

Inspections for 2015 identified 

that inspections are not 

carried out in line with the 

published schedule. 

Low The schedule and 

frequency of Estate 

Inspections will be 

reviewed taking into 

account the current 

resources available. 

May 2016 Business 

Manager Housing 

/ Housing 

Management 

Team Leader 

6 For actions identified in Estate 

Inspection reports and for 

Communal Area Health & 

Safety Inspection Reports it 

was noted that these did not 

identify whether these findings 

had been rectified, e.g. the 

recorded action may be 

'repairs informed' but there 

was no further record to say if 

these repairs had been 

completed. 

Medium The process has been 

amended to capture when 

the repairs have been 

completed within the 

spreadsheet.  A re-

inspection form has been 

devised and is hyperlinked 

to the spreadsheet.   

 Implemented Business 

Manager Housing 

/ Housing 

Management 

Team Leader 


