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The internal audit plan for 2018/19 was approved by the Governance and Audit Committee on 22 March 2018. Below 
provides a summary update on progress against that plan and summarises the results of our work to date. Please see 
chart below for current progress with the plan.  
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1 INTRODUCTION 

Page 3 of 41



 

  South Kesteven District Council Internal Audit Progress Report | 3 

This table informs of the audit assignments that have been completed and the impacts of those findings since the last 
Governance and Audit Committee held. The Executive Summary and Key Findings of the assignments below are 
attached to this progress report.  

Assignments Status Opinion issued Actions agreed 
 H M L

Pre-Application Fees (2.18/19) Final 

 

0 2 2 

NNDR (3.18/19) Final 

 

0 0 2 

CCTV (5.18/19) Final 

 

0 0 1 

Recruitment and Retention 
(6.18/19) Final 

 

0 3 5 

Rent Collection and Arrears 
(7.18/19) Final 

 

0 3 0 

 

 

 

 

2 REPORTS CONSIDERED AT THIS GOVERNANCE 
AND AUDIT COMMITTEE 
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2.1 Impact of findings to date 

 

Pre-Application Fees 
Conclusion: Reasonable Assurance 

Impact on Annual Opinion: Positive 

As a result of testing, two medium and two low priority actions were identified. Management actions 
were agreed in respect of these findings. 

The medium priority findings were in relation to: 

• Testing a sample of 20 pre-applications identified nine instances where the 20-day response 
deadline was not met; and  

• Reconciliations between actual amounts received by Finance and the determined fees recorded 
on Uniform had not been carried out since January 2018. 

 

NNDR 
Conclusion: Substantial Assurance 

Impact on Annual Opinion: Positive 

As a result of testing, two low priority actions were identified. Management actions were agreed in 
respect of these findings.  

 

CCTV 
Conclusion: Substantial Assurance 

Impact on Annual Opinion: Positive 

As a result of testing, one low priority action was identified. A management action was agreed in 
respect of this finding.  

 

Recruitment and Retention 
Conclusion: Reasonable Assurance 

Impact on Annual Opinion: Positive 

As a result of testing, three medium and five low priority actions were identified. Management 
actions were agreed in respect of these findings. 

The medium priority findings were in relation to: 

• For a sample of eight new starters where shortlisting scoring sheets were required, these were 
not provided for three employees, therefore we could not confirm that the process was carried out 
as required. 

• Testing of the sample of 20 new starters identified eight instances where no references were on 
file and two instances where only one reference was on file. 

• There is no evidence of training being delivered consistently to staff involved in the recruitment 
process. From our testing of new starters, we identified 15 Line Managers who were involved in 
the recruitment process. For 10 Line Managers, it could not be verified that they had attended any 
recruitment training.  
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Rent Collection and Arrears 
Conclusion: Reasonable Assurance 

Impact on Annual Opinion: Positive 

As a result of testing, three medium priority actions were identified. Management actions were 
agreed in respect of these findings. 

The medium priority findings were in relation to: 

• For a sample of 20 arrears case testing identified that in four cases the actions were not always 
being undertaken on a timely basis.   

• The rent increase letter for 2018/19 does not include the date the letter was sent and also the 
letter was not sent to the tenants early enough to give the required 28 days’ notice to the tenants 
of the rent increases.   

• For a sample of 15 write offs, testing identified that in one case the write off was not authorised in 
accordance to the delegated authority set out in the Corporate Debt Management Policy 2016. 
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Assignment area Timing per 
approved IA 
Plan 2018/19 

Status Target Governance 
and Audit Committee 
per the IA Plan 
2018/19

General Data Protection Regulation (GDPR) 
Governance (4.18/19) 

Quarter 2 Draft report issued 20 September 2018 

Land Charges Quarter 2 In Progress 13 December 2018

Construction Regulations Quarter 2 Not started 13 December 2018

Follow Up Quarter 2 Not started 21 March 2019

IT Review Quarter 3 Not started 21 March 2019

Members Allowances and Expenses Quarter 3 Not started 21 March 2019

Purchase Orders and Creditors Quarter 3 Not started 21 March 2019

Payroll and Expenses Quarter 3 Not started 21 March 2019

Fire Safety Quarter 3 Not started 21 March 2019

Programmes and Performance Management Quarter 4 Not started 21 March 2019

Corporate Governance Quarter 4 Not started 21 March 2019

Housing Benefits (Including Electronic Benefits) Quarter 4 Not started 21 March 2019
 

3 LOOKING AHEAD 
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4.1 Changes to the audit plan  
Auditable area Reason for change
Recruitment and Retention At the request of the Council we have been requested to 

undertake a review of the recruitment and retention 
process in place of the flexible working audit. 

 

4.2 Quality Assurance and Continual Improvement  
To ensure that RSM remains compliant with the PSIAS framework we have a dedicated internal Quality Assurance 
Team who undertake a programme of reviews to ensure the quality of our audit assignments. This is applicable to all 
Heads of Internal Audit, where a sample of their clients will be reviewed. Any findings from these reviews being used 
to inform the training needs of our audit teams. 

The Quality Assurance Team is made up of: Ross Wood (Manager, Quality Assurance Department) with support from 
other team members across the Department. All reports are reviewed by James Farmbrough as the Head of the 
Quality Assurance Department. 

This is in addition to any feedback we receive from our post assignment surveys, client feedback, appraisal processes 
and training needs assessments. 
 

4.3 Post Assignment Surveys  
We are committed to delivering an excellent client experience every time we work with you. Your feedback helps us to 
improve the quality of the service we deliver to you. Currently, following the completion of each product we deliver we 
attached a brief survey for the client lead to complete.  

We would like to give you the opportunity to consider how frequently you receive these feedback requests; and 
whether the current format works. Options available are: 

• After each product (current option); 
• Monthly / quarterly / annual feedback request; and 
• Executive lead only, or executive lead and key team members. 

 

 

 

  

4 OTHER MATTERS 
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APPENDIX A: INTERNAL AUDIT ASSIGNMENTS 
COMPLETED TO DATE 
Report previously seen by the Governance and Audit Committee and included for information purposes only: 

Assignment Status Opinion issued 
Actions agreed

H M L
Follow Up 1 (1.18/19) Final Reasonable progress 0 1 2
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rsmuk.com 

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. 
Actions for improvements should be assessed by you for their full impact.  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. 
 
Our report is prepared solely for the confidential use of South Kesteven District Council, and solely for the purposes 
set out herein. 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 third 
party which obtains access to this report or a copy and chooses to rely on it (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 you 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. 

 

Chris Williams, Head of Internal 
Audit 

chris.williams@rsmuk.com 

Address: 
RSM Risk Assurance Services LLP 
Suite A, 7th Floor 
City Gate East 
Tollhouse Hill 
Nottingham NG1 5FS 

Phone: 01159 644450 
Mobile: 07753 584993 

FOR FURTHER INFORMATION CONTACT 
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1.1 Background  
An audit of Pre-Application Fees has been undertaken as part of the approved internal audit periodic plan for 2018/19. 

The scheme of charges for pre-application advice was introduced by the Council from 1 April 2013. There are a 
number of benefits, to both the public and the Council, of pre-application discussions/advice. Some of these include: 
saving time and money; reducing the number of unsuccessful planning applications; and making sure that applicants 
provide enough information to support their final application. Pre-application discussions/advice allow an applicant to 
'test the water' on the likely acceptability of a scheme and provides early indication of the Council’s view of a 
development. 

Software is used to manage the planning processes and all requests for pre planning advice are recorded onto the 
software and work is not commenced until the applicable fees have been received. On receipt of the application and 
the fees a Planning Officer is allocated to assess the application. A full written response is provided within 20 working 
days.  

For 2017/18 pre-application fees totalling circa £30,000 were received by the Council.  

 

1.2 Conclusion  
This review has confirmed that adequate controls are in place regarding pre-application advice and controls are 
generally being complied with, however weakness were identified, and we have agreed two medium and two low 
category management actions. The medium category management actions relate to the target times for the response 
not always being met; and a reconciliation of the fees recorded on the software to the fees recorded on the finance 
system not always being undertaken.      

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(s). 

 

 
 

 

 

 

 

PRE-APPLICATION FEES - EXECUTIVE SUMMARY 
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1.3 Key findings 
The key findings from this review are as follows: 

• Comprehensive procedure notes in relation to pre-application planning advice process are in place. The 
procedures provide a step-by-step guide to the planning process and includes a table of fees.  

• The fees are subject to review annually by the Budget Overview and Scrutiny Committee and were last reviewed 
and approved on 10 January 2018. 
 

• For a sample of 20, testing confirmed that in two cases the pre-application fees were not paid as the application for 
advice was not progressed and in the remaining 18 cases the fees were received before the application was 
processed. 

• The Council do not have debtors in respect to those customers applying for pre-application advice as the advice is 
only given on receipt of the fees. On testing the same sample of 20 pre-application advice applications no issues 
were noted for the collection and receipting of the fees.   

• The income and costs of the service is monitored each month by the Head of Development Management via the 
Budget Reports provided by Finance.     

• A new initiative has been introduced to promote the pre-application advice service. Training is being provided to 
Council Members and the service is also promoted at the Development Control Committee meetings which are 
attended by applicants and builders. 

However, the two ‘medium’ and two ‘low’ category findings are in relation to:   

• On testing a sample of 20 Pre-Planning advice applications it was noted that of the 17 cases where a response 
was provided to the applicant by email, the responses were not provided within 20 working days of the valid date 
(date when all the relevant information and the fees have been received and work commences on the application).  

• Testing established the reconciliation of the fees recorded in the software to the fees recorded on the Finance 
system was last undertaken in January 2018.     

• The Pre-Application Procedure and Fees have been published on the Council's website and are available to 
members of the public, however the heading on the fees has not been updated and still states 2017/18 instead of 
2018/19. 

• Procedural guidance is not in place to provide guidance to staff on the processing of pre-application advice 
applications.  
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1.4 Additional information to support our conclusion 
The following table highlights the number and categories of management actions made. The detailed findings section 
lists the specific actions agreed with management to implement. 

* 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. 

 

Risk Control 
design not 
effective*

Non-
Compliance 

with controls*

Agreed management actions
Low Medium High 

Failure to identify the relevant planning 
constraints, to consult applicable 
consultees and apply relevant policies. 

1 (9) 3 (9) 2 2 0 

Failure to identify opportunities to improve 
the quality of design or add value to 
proposals. 

0 (4) 0 (4) 0 0 0 

Poor quality planning applications leading 
to delays in time taken to process 
applications, increased numbers of refusals 
and associated appeals. 

0 (1) 0 (1) 0 0 0 

Total 
 

2 2 0 
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2 DETAILED FINDINGS 
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 regulatory scrutiny/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 lead to: Substantial losses, violation 
of corporate strategies, policies or values, regulatory scrutiny, reputational damage, negative publicity in national or international media or adverse 
regulatory impact, such as loss of operating licences or material fines.

 

This report has been prepared by exception. Therefore, we have included in this section, only those risks of weakness in control or examples of lapses in control identified 
from our testing and not the outcome of all internal audit testing undertaken. 

Ref Control Adequate 
control 
design 

Controls 
complied 

with 

Audit findings and implications Priority Action for management Implementation 
date 

Responsible 
owner 

Risk: Failure to identify the relevant planning constraints, to consult applicable consultees and apply relevant policies.

1 The Council has 
policies and procedures 
in relation to processing 
of pre-planning 
application advice and 
fees. These are in line 
with the Planning and 
Compensation Act 
2003.  

These are current and 
are available to the 
members of the public. 

Yes  No There was adequate information in 
relation to planning advice and fees 
on the Council’s website.  

The table of fees were current and 
were applicable from the start of this 
financial year (1 April 2018). The 
Pre-Application Procedure and Fees 
have been published on the 
Council's website and are available 
to members of the public, however 
the date recorded on the procedure 
is 2017/18 and has not been 
updated to state 2018/19 and as a 
result, service users may raise 
queries about whether the fees 
information is up to date.  

Low  The Pre-Application 
Procedure and Fees will 
be updated to accurately 
state that the fees 
recorded relate to 
2018/19 so there is no 
confusion to whether 
they are up to date and 
current or not. 

30 June 2018 Head of 
Development 
Management 
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Ref Control Adequate 
control 
design 

Controls 
complied 

with 

Audit findings and implications Priority Action for management Implementation 
date 

Responsible 
owner 

2 Missing Control  

Procedural guidance is 
in place which 
documents the process 
for pre-application fees.  
This procedural 
guidance is made 
available to the staff. 

No - There are no procedural guidance 
notes in place on the processing of 
the pre-applications advice.  

Where staff have no procedural 
notes to give guidance there is a risk 
that errors may be made in the 
processing of the applications. 

Low Procedural guidance will 
be put into place for staff 
which documents the 
process for pre-
application fees. 

31 August 2018 Head of 
Development 
Management 

3 The responses are sent 
via letter or email and in 
a timely basis. 

Yes No For the sample of 20 pre-
applications, testing identified that:   

a) In one case a formal response 
was not provided as verbal advice 
was given at the site visit.                   

b) In one case the pre planning 
application was not progressed as a 
formal planning application was 
submitted.  

c) In one case the application was 
not progressed as the application 
fee was not received.   

d) In the remaining 17 cases a 
response was provided to the 
applicant by email.   

Testing also identified that: 

a) In nine cases the responses were 
not provided to the applicant with 20 
working days of the valid date (date 
when all the relevant information and 
the fees have been received and 
work commences on the 
application).    

b) Of the nine cases it was noted 
that in three cases the response was 

Medium The Council will 
undertake a review of the 
targets dates to establish 
the reasons for the 
delays in responding and 
will consider introducing 
a different target date for 
applications where 
advice needs to be 
sought from external 
agencies. 

30 September 
2018 

Head of 
Development 
Management 
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Ref Control Adequate 
control 
design 

Controls 
complied 

with 

Audit findings and implications Priority Action for management Implementation 
date 

Responsible 
owner 

provided nearly three months after 
the valid date.  

On discussion the Principal Planning 
Officer advised that where 
information is required from external 
agencies - the agencies are 
requested to provide the information 
with 21 days as a result the 
Council's response to the applicant 
may be delayed. 

4 A reconciliation is 
undertaken to agree the 
actual amounts 
received by Finance to 
the determined fees 
recorded on Uniform.  

The Office Manager 
calls off a report from 
Uniform each month 
and a report of the fees 
received is obtained 
from Finance and each 
record is reconciled to 
the finance record. 

Yes No The Office Manager is new to the 
post and advised that the previous 
Office Manager who used to carry 
out the reconciliations retired at the 
end of March 2018.    

It was established that the last 
reconciliation reviewed was last 
undertaken in January 2018. There 
is a risk that any errors/omissions 
may not be identified and in a timely 
basis. 

Medium a) The reconciliations 
between February 2018 
to May 2018 will be 
carried out; and    

b) Going forward the 
reconciliations will be 
carried out on a monthly 
basis. 

31 August 2018 Head of 
Development 
Management 
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1.1 Background  
A review of NNDR was undertaken as part of the approved 2018/19 internal audit periodic plan.  

Business rates are charged on most non-domestic properties and properties used for non-domestic purposes based 
on the property's rateable value. The rateable value of properties is set by the Valuation Office Agency (VOA), with the 
most recent national assessment being made effective as of 1 April 2017, based on an estimate of the open market 
rental value. Payments are collected by Local Authorities on behalf of central government and a proportion of the 
income is transferred to central government and other Local Authorities who are entitled to 'top-up' funding.  

On an annual basis, the VOA sets a rating multiplier for business rates. The multiplier is the number of pence per 
pound of rateable value payable in business rates before any relief or discounts are deducted. For the current financial 
year, the non-domestic rating multiplier set by the VOA is 49.3p and applies to properties with a rateable value of 
£51,000 or more, with the small business non-domestic rating multiplier being 48.0p. 

The revenues and benefits system is used by the Council to maintain records and calculate annual NNDR charges 
and liabilities. Reliefs and exemptions are also applied to accounts within the system and a discounted bill is produced 
where appropriate. Reliefs and exemptions can be claimed in certain circumstances, including for small businesses, 
charities, hardship, rural businesses and empty properties. 

The VOA provides weekly updates to the Council by issuing ratings lists which detail any changes to the rateable 
values of properties within the area. As per the most recent ratings list received on 4 July 2018 there are 4,545 liable 
properties within the district with a total rateable value of £109,015,641. The amount of NNDR collected in 2017/18 
was £41,558,000, a 99.06 per cent collection rate of the £41,954,000 billed. 

1.2 Conclusion  
Through testing of the NNDR control framework at South Kesteven District Council we have confirmed that there are 
adequate controls in place which are consistently complied with. Effective processes are established and there is 
sufficient communication between Council departments to ensure that liable properties are promptly identified. Two 
'low' priority management actions have been raised in relation to empty property inspection reports produced by the 
system and the review of procedures on a cyclical basis as best practice. 

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(s) are 
suitably designed, consistently applied and operating 
effectively. 

 

 
  

NNDR - EXECUTIVE SUMMARY 
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1.3 Key findings 
The key findings from this review are as follows: 

• The Council's Planning Department provides monthly updates to the NNDR Team in relation to the commencement 
and completion of planning building works. These updates are used to monitor and inspect properties to identify any 
liabilities as early as possible. 

• On a weekly basis the Development and Growth Department provides the NNDR Team with a list of planning 
applications received so that the NNDR Team have an awareness and can monitor properties which may become 
liable for business rates. 

• The Systems Support Officer provides the NNDR Team with a list of empty properties on a monthly basis. The list is 
used by Inspection Officers to inspect properties to identify liabilities. 

• The annual multiplier rates which are set by national government and used to calculate liabilities are correctly 
entered within the system so that bills are calculated accurately. 

• Bills are raised during the annual billing process and a reconciliation is prepared to confirm that the correct number 
of bills has been raised.  

• Bills are raised on a daily basis to reflect any amendments which have occurred during the year, such as changes 
to the rateable value of a property which may change the value of its bill. 

• Reports are requested and received from the VOA on a weekly basis, to identify any amendments to properties 
within the area. Amendments can include increases or decreases to the rateable value of a property, or new 
businesses opening, for example. 

• Testing of a sample of 10 amendments identified from weekly VOA reports confirmed that the amendment was 
accurately reflected within the system on a timely basis. 

• The number and total rateable value of properties within the area as per the system is reconciled to VOA reports 
which are received three times per year. The first report is not due until 25 July 2018. 

• A range of payment methods are available to ratepayers to make the payment process as accessible as possible. 
Ratepayers quote their account number when making payment and the funds are automatically allocated to their 
account within the system. If the account number is incorrect the payment is held in a suspense account which is 
regularly reviewed and has a nil balance at the time of audit. Testing of a sample of 20 NNDR payments received 
confirmed that all 20 were accurately allocated to the correct account. 

• Testing of a sample of 20 reliefs and exemptions confirmed that all 20 are correctly applied and eligibility verified. 

• A debt recovery schedule is in place which defines the key dates for issuing reminders, final notices and 
summonses to debtors. Testing of a sample of 20 debts confirmed that all 20 were chased up in line with the debt 
recovery schedule. 

• Refunds are endorsed by one member of staff and authorised by another. Testing of a sample of 20 refunds issued 
confirmed that all 20 were endorsed and authorised by separate people prior to the refund being paid. All 20 
refunds had a valid reason or supporting documentation to support the payment. 

• Collection rates are reported into the performance monitoring system on a monthly basis. 
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Two ‘low’ priority management actions have been agreed in relation to the following weaknesses: 

• Procedure notes are available to staff however, there is no regular review cycle in place to confirm that the 
procedures notes are up to date. The procedure notes may not always be clear to staff; issues identified include 
reference to a staff member who has left, handwritten annotations and a lack of date to assure staff that they are 
using the most recent guidance. Procedure notes seen at similar organisations often include screenshots of the 
system to provide a clear walkthrough of the process to staff.  

• The system has not been identifying all empty properties on the inspection report which is provided to the 
Inspection Officers. This was due to the parameters which were set within the system and has been raised and 
rectified with the system provider during the audit. The properties which were being excluded from the report were 
those which are empty but where the NNDR liability is still being paid (i.e. there is no relief or exemption applied). 
Whilst it is acknowledged that the liabilities for these properties were still being paid, if empty properties are not 
inspected there is a risk that potential changes to liabilities are not identified. 

 

1.4 Additional information to support our conclusion 
The following table highlights the number and categories of management actions made. The detailed findings section 
lists the specific actions agreed with management to implement. 

* 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. 

 

 

 

Risk Control 
design not 
effective*

Non-
compliance 
with controls*

Agreed management actions
Low Medium High 

Bills are not raised in a timely manner and 
relevant properties within the District have 
not been identified. 

0 (12) 2 (12) 2 0 0 

Total  
 

2 0 0 
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2 DETAILED FINDINGS 
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 regulatory scrutiny/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 lead to: Substantial losses, violation 
of corporate strategies, policies or values, regulatory scrutiny, reputational damage, negative publicity in national or international media or adverse 
regulatory impact, such as loss of operating licences or material fines.

 

This report has been prepared by exception. Therefore, we have included in this section, only those risks of weakness in control or examples of lapses in control identified 
from our testing and not the outcome of all internal audit testing undertaken. 

Ref Control Adequate 
control 
design 

Controls 
complied 
with 

Audit findings and implications Priority Action for management Implementation 
date 

Responsible 
owner 

Risk: Bills are not raised in a timely manner and relevant properties within the District have not been identified.

1 Up to date procedures 
are in place and 
available to staff to 
provide guidance on the 
management of NNDR. 

Yes No We were provided with procedure 
notes which cover the key tasks of 
NNDR management. 

We were informed by the NNDR 
Team that these are updated as and 
when there are changes to systems, 
processes or legislation.  

It is best practice that procedures 
are reviewed regularly to confirm 
that they remain up to date and to 
make any amendments required to 
ensure that accurate guidance is 
available to staff.  

Low Procedure notes will be 
reviewed on a cyclical 
basis to ensure that they 
remain current and up-to-
date. The date of next 
review and actual review 
dates will be documented 
on the procedure notes 
so that staff can be 
confident that they are 
using the most up-to-date 
guidance. 

31 July 2018 Revenues and 
Benefits Manager 
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Ref Control Adequate 
control 
design 

Controls 
complied 
with 

Audit findings and implications Priority Action for management Implementation 
date 

Responsible 
owner 

It was noted that the BACS 
procedure note has a number of 
handwritten annotations. These may 
not be clear/legible to some 
members of staff and as best 
practice the procedure notes should 
be typed electronically so that they 
are clear.   

The bank account details 
procedure/cover letter is dated June 
2014, there is a risk that incorrect 
bank details are used by ratepayers 
to make payments if the 
documentation is not regularly 
reviewed.   

The daily cash procedure makes 
reference to contacting a specific 
named individual - this person no 
longer works at the Council therefore 
it may be unclear to users who to 
contact.    

The procedure notes with which we 
were provided are not as detailed as 
those seen at other organisations. 
The guidance could be enhanced by 
adding in screenshots of the 
systems to provide a clear 
walkthrough of the process to users. 

2 A report of void 
properties is generated 
from the NNDR 

Yes No Testing of a sample of 20 empty 
properties identified: 

• 1/20 properties the previous 
requested inspection date was set 

Low The issue of empty 
properties not being 
included on property 
inspection reports has 
been raised with the

30 August 2018 Income Team 
Co-ordinator 
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Ref Control Adequate 
control 
design 

Controls 
complied 
with 

Audit findings and implications Priority Action for management Implementation 
date 

Responsible 
owner 

management system on 
a monthly basis.  

The Inspection Officer 
obtains the system 
report of all current 
empty properties and 
aims to inspect each 
property within a three-
month period. 

Properties are 
inspected to confirm 
whether the property is 
still empty or is 
occupied, and therefore 
whether a bill should be 
raised/liability exists. 

but the inspection was not actually 
carried out.   

• 7/20 properties were marked as 
empty on the system however, 
these properties were not listed as 
ones to be inspected due to a 
system malfunction.  

We discussed this with the Systems 
Support Officer who was able to 
confirm that the seven properties 
had not been picked up or included 
on the inspection report which is 
provided to the Inspection Officers. 
The Systems Support Officer raised 
this with the system provider.   

There is a risk that the NNDR Team 
are not provided with complete and 
accurate data which could result in 
potential liabilities not being 
identified leading to lost income. 

system providers. The 
Council believe the issue 
to now be rectified.  

For the next two monthly 
reports which are run we 
shall select a sample of 
properties from the 'Audit 
- empty' property report 
(which shows empty 
properties which are 
paying the bill) and check 
that these are appearing 
on the inspection report. 
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1.1 Background  
An audit of CCTV was undertaken as part of the approved internal audit periodic plan for 2018/19.  

The CCTV Control Room is in Mowbeck House, separate from the main Council Offices. All the monitoring and 
recording equipment has been recently updated and continues to be refreshed as part of an on-going process in line 
with technological developments. The Control Room now has state-of-the-art high definition flat screen monitors, each 
of which are used for displaying the images from nine different CCTV cameras. Recorded footage is automatically 
backed-up digitally using Redundant Array of Independent Discs (RAID) data storage.  

The Council monitor CCTV footage 24 hours a day, seven days a week. Employees are licensed by the Security 
Industry Authority for Public Space Surveillance. The Council own, maintain and monitor live CCTV camera located 
within Grantham, Stamford, Bourne, Market Deeping and Deeping St. James. 

Footage is automatically deleted after 30 days, unless there has been a request for it to be retained, via a CCTV 
viewing proforma access request. If footage is evidential and requires seizure, a corresponding CCTV fax form is 
completed alongside a witness statement. A seizure log is maintained on file. Visitors must also sign in and out using 
the visitors’ log book located in Mowbeck House.  

1.2 Conclusion  
There is an appropriate control framework in place and key controls are being applied adequately and effectively. We 
have raised one low priority management action which has been agreed by management.  

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(s) are 
suitably designed, consistently applied and operating 
effectively. 

 

1.3 Key findings 
The key findings from this review are as follows: 

Our audit work identified that the following controls are in place and are operating effectively: 

 A CCTV Procedure Manual is in place which formally documents day to day procedures; 

 The Council has a documented up to date Code of Practice in place for the operation of the CCTV scheme; 

 A data storage system is in place which continually backs up data automatically using RAID data storage; 

 The server automatically deletes the data after 30 days. It is stored in a controlled temperature environment behind 
a locked door; 

 Staff employed in relation to monitoring CCTV have received training and have achieved licensed status (SIA 
CCTV PSS Licence); 

CCTV - EXECUTIVE SUMMARY 
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 Access to the CCTV Control Room is limited to appropriate staff; 

 A copy of all CCTV footage that has been requested is stored inside the CCTV control room in locked cabinets; 

 A record is maintained of all visitors to the CCTV Control Room; 

 There is a dedicated screen in place to aid internal departments in providing live monitoring for them, this is used 
for the benefit of Revenue and Benefits, Housing and other front facing services; 

 A Privacy Impact Assessment is in place for all CCTV cameras in the District; 

 CCTV Viewing Proformas are consistently completed when requesting to view footage; 

 Where a viewing resulted in a seizure, a CCTV seizure fax form had been completed, as had a witness statement. 
These had all been recorded in the seizure log; and 

 Warning signs are on display identifying that CCTV surveillance is in use. 

 
However, testing identified that the following control was not found to have been effectively complied with:  

 Access codes for the doors have not been changed for several years, which could compromise restricted access to 
the building. 

1.4 Additional information to support our conclusion 
The following table highlights the number and categories of management actions made. The detailed findings section 
lists the specific actions agreed with management to implement. 

* 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. 

 

 

 
 

 

Risk Control 
design not 
effective* 

Non 
Compliance 
with controls* 

Agreed management actions 

Low Medium High 

Inadequate control over CCTV operations. 0 (10) 1 (10) 1 0 0 

Failure to obtain correct authorisation when 
disclosing footage. 

0 (4) 0 (4) 0 0 0 

Failure to display appropriate signage 
where CCTV is in operation. 

0 (1) 0 (1) 0 0 0 

Total  
 

1 0 0 
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2 DETAILED FINDINGS 

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 regulatory scrutiny/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 lead to: Substantial losses, violation 
of corporate strategies, policies or values, regulatory scrutiny, reputational damage, negative publicity in national or international media or adverse 
regulatory impact, such as loss of operating licences or material fines. 

 

This report has been prepared by exception. Therefore, we have included in this section, only those risks of weakness in control or examples of lapses in control identified 
from our testing and not the outcome of all internal audit testing undertaken. 

Ref Control Adequate 
control 
design 

Controls 
complied 
with  

Audit findings and implications Priority Action for management Implementation 
date 

Responsible 
owner 

Risk: Inadequate control over CCTV operations. 

1 CCTV 
equipment is 
stored securely 
on site at all 
times. 

Yes No Through observation, it was confirmed that 
a person would have to go through three 
locked doors with differing codes before 
gaining access to the CCTV control room. 
The front door to the building also has 
swipe card access. It was confirmed by the 
Community Resilience Lead that the 
access codes for the doors have not been 
changed for several years.  

Without regularly changing the door codes, 
there is a risk that former members of staff 
may still be able to access the building and 
obtain/review footage containing sensitive 
data and access to CCTV equipment. 

Low We will implement a 
more robust system for 
staff who require access 
to the building and CCTV 
control room. For 
example, but not limited 
to, ensuring codes for the 
doors are changed at 
least annually. 

31 August 2018 Community 
Resilience Lead 
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1.1 Background  
An audit of Recruitment and Retention was undertaken at South Kesteven District Council (SKDC, 'the Council') as 
requested by Senior Management. 

The recruitment and retention process is led by the Line Manager of the vacant position with support from the Human 
Resources (HR) Team. The Line Manager identifies that a vacancy needs to be filled and completes a Staff 
Requisition form to justify the recruitment, this is then subject to approval by the Finance Department, relevant 
Strategic Director and Cabinet Member prior to recruitment activities commencing. Once the request to recruit is 
approved the Line Manager produces an advert which includes a description of the job and a person specification and 
is reviewed by Human Resources Officers before being published.  

The Council is not required to advertise all vacancies under its Recruitment Framework which provides scope for 
vacancies to be directly appointed without advertising in certain circumstances. Such circumstances include where 
positions require specialised expertise, where there is a skills shortage or an urgent business need. In all instances the 
recruiting Manager must demonstrate that the nominated person is the most suitable person for the position. Through 
sample testing of 20 new starters we have identified three direct appointments; the Director of Resources, the Head of 
Town Centres and the Head of Arts. 

The Local Government Association (LGA) performed a national review of local government workforces in 2016 and 
found the median average annual labour turnover rate to be 13.2 per cent. As at 25 July 2018 there are 621 members 
of staff at the Council and 56 have left since 1 January 2018, making the current staff turnover rate 9 per cent. 

1.2 Conclusion  
Through review of the existing control framework surrounding the management of recruitment and retention at South 
Kesteven District Council we have identified areas where improvements are required in order to strengthen controls. 
Improvements have been identified in relation to both the design of and compliance with controls resulting in the 
agreement of eight management actions, consisting of three 'medium' and five 'low' priority management actions. 

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. 

 

 
 

 

  

RECRUITMENT AND RETENTION - EXECUTIVE 
SUMMARY 
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1.3 Key findings 
The key findings from this review are as follows: 

• Shortlisting sheets are used to score applicants against pre-agreed criteria and must be completed by at least two 
people. Through testing of the sample of eight new starters where shortlisting scoring sheets were required, these 
were not provided for three employees, therefore we could not confirm that the process was carried out as required. 
(Medium) 

• Background checks are performed on successful applicants prior to entering into an employment contract to ensure 
that they are fit and suitable for employment at the Council. The checks undertaken include obtaining two 
satisfactory references, a medical/'fit to work' questionnaire, verifying the applicant's right to work in the UK and 
criminal background i.e. Disclosure and Barring Service (DBS), checks where required for the role. Testing of the 
sample of 20 new starters identified eight instances where no references were on file and two instances where only 
one reference was on file. (Medium) 

• There is no evidence of training being delivered consistently to staff involved in the recruitment process. Testing of 
the sample of 20 new starters identified 10 Line Managers where it could not be verified they had attended any 
recruitment training. (Medium) 

• A ‘Recruitment and Selection Policy 2014’ is in place which we were informed is reviewed on an annual basis, 
however, the frequency of review is not documented within the Policy to evidence this. 

• Procedure notes are available to staff on the Council's intranet to provide guidance on each stage of the recruitment 
process and are subject to review annually. The procedure notes do not reflect actual practice particularly in terms 
of approvals required to recruit and at times make reference to other guidance which is no longer used and is not 
available. The guidance is currently split into numerous documents which reference each other and can make them 
confusing to follow or understand. 

• Staff Requisition forms are completed by the recruiting Manager with justifications as to why the recruitment is 
needed and are authorised by the Finance, Corporate Management Team and Cabinet Member prior to recruitment 
activities commencing. One instance was identified where the Staff Requisition form was not appropriately 
authorised. 

• From a sample of 18 new starters where a job advert should have been published there was one instance identified 
where the corresponding recruitment documents could not be located. 

• Recruitment documentation including shortlisting sheets and references are held by individual Managers and not 
consistently retained centrally by the HR Team. In the event of potential queries or challenges the documentation 
may not be available if the Manager has since left the Council's employment. 
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Areas of well-designed controls and compliance with controls include:  

• A range of media platforms are used to advertise vacancies, including specialist sources for more complex or 
difficult-to-recruit positions. 

• Staff involved in the recruitment process are required to declare any interests that may arise, for example if they 
have an existing relationship with an applicant. 

• The right to work in the UK has been verified for all 19 new starters in the sample tested. 

• Template wording is used to inform applicants of the outcome of their application to help prevent inappropriate 
messages being communicated. 

• A staff survey was undertaken in 2017 and results analysed to identify areas of concern. Feedback is broken down 
by department to identify the issues important to each department in order to help tailor actions and responses to 
the issues raised by staff. Addressing issues raised by staff could improve staff satisfaction which is likely to 
increase staff retention and reduce turnover. 

• Retention rates and staff turnover are measured and will be reported to Employment Committee on a quarterly 
basis. 

 

1.4 Additional information to support our conclusion 
The following table highlights the number and categories of management actions made. The detailed findings section 
lists the specific actions agreed with management to implement. 

* 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. 

 

 

 

 

 

 

 

 

Risk Control 
design not 
effective*

Non- 
compliance 
with controls*

Agreed management actions
Low Medium High 

The Council fail to recruit or retain suitable 
staff resulting in vacant posts which may 
impact on services provided. 

0 (17) 8 (17) 5 3 0 

Total  
 

5 3 0 
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1.5 Additional feedback  
We have identified innovation or good practice at similar organisations that South Kesteven District Council may wish 
to consider: 

• A Direct Appointment form could be implemented to document reasons and justifications for directly appointing a 
position and not advertising. In the interests of transparency and openness in relation to spending of public funds 
the form could act as evidence that the nominated person has been assessed and document the reasons why they 
are considered the most suitable for the job. Examples of information which could be captured on the form for 
consideration could include: 

o Work previously performed for the Council by the nominated person; 

o Evidence of the specific or complex nature of the role; or  

o The typical difficulty to recruit for that position.  

• Staff involved in the recruitment process are required to confirm declarations of interest i.e. Confirm that they do not 
have any interests in the recruitment exercise or relationships with any of the applicants. 
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2 DETAILED FINDINGS 
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 regulatory scrutiny/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 lead to: Substantial losses, violation 
of corporate strategies, policies or values, regulatory scrutiny, reputational damage, negative publicity in national or international media or adverse 
regulatory impact, such as loss of operating licences or material fines.

This report has been prepared by exception. Therefore, we have included in this section, only those risks of weakness in control or examples of lapses in control identified 
from our testing and not the outcome of all internal audit testing undertaken. 

Ref Control Adequate 
control 
design 

Controls 
complied 
with 

Audit findings and implications Priority Action for management Implementation 
date 

Responsible 
owner 

Risk: The Council fail to recruit or retain suitable staff resulting in vacant posts which may impact on services provided.

1 A Recruitment and 
Selection Policy 2014 
is in place and 
updated annually.  

The Policy aims to 
provide a flexible 
framework which 
promotes and 
supports the Council's 
corporate objectives, 
priorities and values 
and behaviours. It is 
available to staff on 
the Council's intranet. 

 

Yes No The ‘Recruitment and Selection Policy 2014’ is 
available on the Council's intranet and although 
it was confirmed by the HR Team that it is 
reviewed annually the review due date(s) are 
not documented within the Policy itself to 
evidence this.  

The Policy sets out the Council's key principles 
with regards to recruitment, iterating the 
Council's commitment to equality, diversity and 
fairness.   

If the Recruitment and Selection Policy is not 
reviewed periodically, there is a risk that the 
Policy will become out of date and staff follow 
incorrect HR processes. The review date and 
next review due date should therefore be 
documented to evidence this. 

Low The review date and the 
next review date will be 
recorded within the 
Recruitment and 
Selection Policy to 
evidence that it has been 
reviewed. 

Completed Head of 
Organisational 
Development 
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Ref Control Adequate 
control 
design 

Controls 
complied 
with 

Audit findings and implications Priority Action for management Implementation 
date 

Responsible 
owner 

2 Procedure notes are 
available to staff on 
the Council's intranet 
to provide guidance 
on each stage of the 
recruitment process 
and are reviewed 
annually. 

Yes No We were provided with the following procedure 
notes and guidance documents:   

• Recruitment and Selection Procedure 
(September 2014);  

• Vacancy Management Policy and Procedure 
(September 2014);  

• DBS Guidance for Managers (January 2017); 

• Relocation Policy (September 2014);  

• Secondment Policy (December 2014);  

• Job advert template; and  

• Shortlist scoring form.   

The Safer Recruitment - Guidance for 
Managers is mentioned within the Recruitment 
and Selection Procedure but was not available. 
The HR Officer confirmed that this was an old 
document which is no longer in use. The 
procedure notes should be updated to direct 
users to the correct guidance. We were 
informed by the Senior HR Officer that policies 
and procedures are currently being reviewed by 
an external recruitment consultant. Evidence of 
meetings taking place with the consultant and 
email correspondence was provided to confirm 
this.   

The Vacancy Management Procedure provides 
guidance relating to identifying vacancies and 
getting authorisation to recruit. The procedure 
communicates the requirement for Staff 
Requisition forms to be completed however, it 
does not mention the requirement for the forms 
to be authorised by the Finance Department, 
Corporate Management Team or Cabinet 

Low Recruitment procedures 
will be condensed into a 
single document and a 
flowchart will be 
produced to show the 
process from start to 
finish.   

 

31 October 2018 Head of 
Organisational 
Development 
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Ref Control Adequate 
control 
design 

Controls 
complied 
with 

Audit findings and implications Priority Action for management Implementation 
date 

Responsible 
owner 

Member as per the form itself or our 
discussions with the HR Officer.     

The entire recruitment process is documented 
within the Recruitment Framework although 
there are still multiple policies and procedures 
in place and no flowchart of the end-to-end 
process to clearly set out the proper procedure. 
Instead Managers have to refer to multiple 
documents. This is time consuming and could 
lead to confusion. Procedure notes do not 
reflect current practice therefore there is a risk 
that the correct recruitment process is not 
followed. 

In addition, although it was confirmed by the HR 
Team that all recruitment procedural 
documentation is reviewed annually, this is not 
recorded on the documents and not evidenced 
elsewhere.  

3 Departmental 
Managers complete a 
Staff Requisition form 
when the need to 
recruit is identified. 
The forms capture the 
reasons why 
recruitment is needed 
and undergo review 
and approval from the 
following: 

• Finance;  

• Strategic Director of 
relevant 
department; and  

• Cabinet Member.  

Yes No Section 3 of the Vacancy Management 
Procedure sets out the process for obtaining 
authorisation to recruit.  

Forms are designed to capture details including 
the business case for recruitment, whether the 
role could be filled with existing employees, 
contract type, working hours, implications of not 
recruiting and whether it is a new post. 

Testing of a sample of 20 new starters since 1 
January 2018 identified that in one instance the 
Business Manager and Finance sections on the 
form were approved by the same member of 
staff and the form had not been signed off by 
HR prior to advertising the position.  

 

Low The HR Team will not 
advertise job vacancies 
or undertake shortlisting 
until a Staff Requisition 
form has been fully 
completed and 
appropriately authorised. 

 Completed Head of 
Organisational 
Development 
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Ref Control Adequate 
control 
design 

Controls 
complied 
with 

Audit findings and implications Priority Action for management Implementation 
date 

Responsible 
owner 

Forms are subject to 
approvals to ensure 
that there is a genuine 
need to recruit, that 
budgets are available 
and prevent 
unnecessary or 
inappropriate 
recruitment. 

4 Once the recruitment 
of the post has been 
fully approved the 
Departmental 
Manager writes the 
job advert using a 
standard template. 
The template helps 
ensure that the same 
type of information is 
consistently provided 
to applicants.  

As per the 
Recruitment and 
Selection Procedure 
the advert must 
include a Job 
Description and 
Person Specification. 

Yes No The Recruitment and Selection Procedure 2014 
states that a Job Description and Person 
Specification must be produced for any vacant 
post to go with the advert. There is a job advert 
template is available for staff to use and is 
designed to capture key information relating to 
the role.  

Testing of the sample of 18 new starters where 
a job advert should have been published 
identified that:   

• 17/18 a corresponding advert was published 
for the vacancy;  

• 1/18 the corresponding recruitment 
documents could not be located and 
therefore we have not been able to view the 
advert to confirm whether it includes all 
required information;  

There is non-compliance with procedure if 
adverts do not include all of the required 
information. 

Low The HR Team will 
ensure that all 
corresponding 
recruitment 
documentation, including 
the job advert are 
retained centrally. 

30 September 
2018 

Head of 
Organisational 
Development 
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Ref Control Adequate 
control 
design 

Controls 
complied 
with 

Audit findings and implications Priority Action for management Implementation 
date 

Responsible 
owner 

5 The HR Team pass on 
all applications 
received to the 
relevant Departmental 
Manager who 
shortlists applicants 
using a shortlisting 
scoring sheet. All 
members of the 
recruitment panel 
complete a shortlisting 
scoring sheet with the 
aim of achieving 
fairness and 
consistency in scoring.

Yes No Section 11 of the Recruitment and Selection 
Procedure 2014 states that shortlisting must be 
carried out by a minimum of two people against 
the criteria agreed by the recruitment panel at 
the start of the process.  

The shortlisting scoring form is designed to 
capture the vacancy job title, person conducting 
the shortlist exercise, the date and a score of 0-
4 against each specified criteria. A scoring 
matrix is included at the bottom of the form.  

Testing of the sample of 20 new starters 
identified that in 12 cases shortlisting was not 
required due to various reasons (i.e. direct 
appointments, internal promotions, role 
extension and where all applicants were 
interviewed for the role). For the remaining 
eight new starters sampled:   

• 3/8 we were not provided with the shortlisting 
sheets or interview records from individual 
Line Managers to be able to confirm that at 
least two people were involved in the 
process as required by the Recruitment and 
Selection Procedure.   

Without documentation of the scoring and 
assessment process the Council may not be 
able to evidence that the process was 
undertaken fairly or to counter any potential 
challenges from unsuccessful applicants. This 
may result in reputational damage which could 
mean that the Council struggles to attract 
applicants in future if the recruitment process is 
negatively viewed. 

Medium Shortlisting will be 
undertaken by a 
minimum of two people, 
and shortlisting sheets 
will be kept on file in line 
with retention periods. 

31 October 2018 Head of 
Organisational 
Development 
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Ref Control Adequate 
control 
design 

Controls 
complied 
with 

Audit findings and implications Priority Action for management Implementation 
date 

Responsible 
owner 

6 Background checks 
are undertaken on 
successful applicants 
prior to employment 
contracts being 
signed. The checks 
undertaken include:  

• A minimum of two 
references;  

• Health 
check/fitness to 
work; and  

• Disclosure and 
Barring Service 
(DBS) check (if 
applicable). 

Yes No Testing of the sample of 20 new starters 
identified in 10 cases two references had been 
received or were not required due to the 
position being an internal promotion or role 
extension for an existing employee. For the 
remaining 10 new starters sampled:   

• 4/10 we were not provided with any evidence 
from individual Line Managers or able to 
locate on the electronic files that any 
references had been obtained; 

• 4/10 were direct appointments and 
references were not obtained; and 

• 2/10 only one reference was obtained.  

In all instances the right to work in the UK was 
verified and pre-employment medical checks 
were undertaken. For the sample of starters 
reviewed there was no requirement for a DBS 
check to be undertaken.   

There is non-compliance with the Recruitment 
and Selection Procedure. Without obtaining 
references there is a risk that unsuitable 
individuals are appointed. If satisfactory 
references are not obtained or medical checks 
undertaken this may result in the Council's 
insurance being void in the event of a relevant 
claim. 

Medium Employment contracts 
will not be entered into 
until two satisfactory 
references have been 
obtained and 
background checks fully 
completed as required by 
the Recruitment and 
Selection Procedure. 

Immediate Head of 
Organisational 
Development 

7 The progress of 
applications is 
documented 
throughout the 
process and kept on 
file for transparency, 
including evidence of 
scoring, assessment, 

Yes No Through the testing undertaken and review of 
files we are not able to confirm that 
documentation is consistently retained. 
Instances where specific documents are 
missing have been raised against the relevant 
control. It was noted that documents are 
retained by the Manager of the department into 

Low Recruitment 
documentation will be 
retained centrally by the 
HR Team for six months 
before being deleted, as 
per the retention 
guidelines. 

31 October 2018 Head of 
Organisational 
Development 
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Ref Control Adequate 
control 
design 

Controls 
complied 
with 

Audit findings and implications Priority Action for management Implementation 
date 

Responsible 
owner 

rationale for decisions 
and outcome. 

Recruitment 
application forms and 
interview notes of 
unsuccessful 
candidates are kept 
on file for an 
appropriate length of 
time in case of any 
potential challenges or 
legal action. 

which the role was recruited and not kept 
centrally by the HR Team.  

Recruitment documentation should only be 
retained by the HR Team so that there is 
consistency in record keeping. In the event of a 
query the documentation may not be available if 
the Manager has left. 

8 Staff who are part of 
the recruitment 
process must attend 
Recruitment and 
Selection workshops 
so that they are 
trained in how to 
properly select and 
recruit appropriate 
staff. The training 
workshops are run on 
an ad-hoc basis as 
and when they are 
needed. 

Yes No Training records were pulled out of the old 
system (currently transferring onto a new 
system) of all the Managers who attended 
training on recruitment the last time there was a 
training session. the HR Team also advise new 
Managers as and when they are recruited but 
this is not recorded unless it is a large-scale 
training course.   

Testing of the sample of 20 new starters 
identified 10 Line Managers where it could not 
be verified that they had attended any 
recruitment training.  

Without training in recruitment there is a risk 
that recruiting Managers do not follow the 
correct process. This may include not 
assessing candidates fairly which could lead to 
potential legal claims being made against the 
Council and damaged reputation which may 
impact the Council's future ability to attract 
applicants. 

Medium Recruitment training will 
be delivered to all staff 
with Line Management 
responsibilities and 
refreshed on a cyclical 
basis to communicate 
any changes in 
legislation, hiring 
practices, changes to 
policies, etc.   

The frequency of 
refresher training will be 
documented in the 
Recruitment and 
Selection Policy. 

31December 
2018 

Head of 
Organisational 
Development 
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1.1 Background  
An audit of Rent Collection and Arrears has been undertaken as part of the approved internal audit periodic plan for 
2018/19. This audit covered operations in three of the Council's departments; those being Finance, Revenues and IT.  

Following their re-election in May 2015, the Government introduced a Summer Budget in July 2015. This budget 
included a range of implications for Local Government including the requirement to reduce rents by one per cent for 
each of the next four years. The last year applicable for this will be year 2019/20.  

Rent Setting is undertaken by the Financial Accountant. Once the rent increase has been calculated and checked the 
Housing IT System Development and Support Officer - ICT Service in conjunction with an external contractor are 
responsible for the uploading of the new rents onto Anite (the housing management system). The Revenues Team are 
responsible for producing and sending out the rent change letters to the tenants. Rent arrears management is 
undertaken by Income Recovery Officers. 

In respect of 2018/19, the Council issued 6,424 rent increase letters. The rent debit for 2018/19 is budgeted at 
£8,556,562. The rent arrears as at July 2018 were £878,271.   

 

1.2 Conclusion  
Our audit work identified that there is an adequate framework in place for Rent Collection and Arrears, however, we 
identified some weakness in the controls and have agreed three ‘medium’ category management actions. The 
management actions are in relation to: arrears management is not always undertaken on a timely basis; 28 days’ 
notice was not given to the tenants of the rent increase which became applicable from 2 April 2018; and the write-off of 
bad debts was not always authorised in accordance to the delegated authority.    

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(s). 

 

1.3 Key findings 
The key findings from this review are as follows: 

 The Financial Accountant (FA) is responsible for rent setting and has a rent setting spreadsheet. Once the rent 
setting exercise is completed and checked by the FA the spreadsheet is then passed to the Income Recovery and 
Technical Officer and the IT Department.  

 A matching exercise is undertaken by IT and a designated external consultant from Anite and this is documented 
on an excel spreadsheet to confirm the accuracy of the upload. The rents on the rent setting spreadsheet 
(updated after adding in the service charges) are matched to the rents uploaded onto Anite. 

  

RENT COLLECTION AND ARREARS - EXECUTIVE 
SUMMARY 
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 On testing of the rents set for 2018/19 it was established that the rents were decreased by one per cent in line 
with government guidance for the general needs properties and by CPI (three per cent as at September 2017) 
plus one per cent for the sheltered housing stock. For a sample of 20 properties testing confirmed that the rent 
increase had been applied accurately. Testing also confirmed that rent recorded onto Anite was for the property 
was in accordance to rent increase spreadsheet.    

 The FA updates the rent setting spreadsheet when notification of a change is received. Changes include sale of 
property, right to buys, and new properties. For a sample of 10 changes testing confirmed that in all cases the FA 
was notified and Anite and the rent setting spreadsheet had been updated. The emails of the notification are 
retained on file. 

 A review of the reconciliations spreadsheet ascertained that a weekly reconciliation is carried out by the Income 
Recovery and Technical Officer, of the rents on tenants account, rents recorded on Anite and also to the rents 
received by the banking hall. 

 Procedures are in place for rent setting, rent collection and rent arrears management. A Corporate Debt 
Management Policy 2016 is in place. The Policy also includes guidance on the write off of bad debts.  

 There is regular reporting to management on the collection of rents. Each month arrears reports are produced 
from Anite and are used to monitor the arrears levels and the cases. 

 

However, the three ‘medium’ category findings are regarding:   

 For a sample of 20 arrears case testing identified that in four cases the actions were not always being undertaken 
on a timely basis.   

 The rent increase letter for 2018/19 does not include the date the letter was sent and also the letter was not sent 
to the tenants early enough to give the required 28 days’ notice to the tenants of the rent increases.   

 For a sample of 15 write offs, testing identified that in one case the write off was not authorised in accordance to 
the delegated authority set out in the Corporate Debt Management Policy 2016. 

1.4 Additional information to support our conclusion 
The following table highlights the number and categories of management actions made. The detailed findings section 
lists the specific actions agreed with management to implement. 

* 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.  

Risk Control 
design not 
effective* 

Non 
Compliance 

with controls* 

Agreed management actions 

Low Medium High 

Failure to provide an excellent rent 
collection service.  

Rent arrears are not identified / monitored 
and recovery action taken in accordance 
with internal procedures and relevant 
legislation. 

0 (10) 2 (10) 0 2 0 

Collection levels are not monitored. 0 (5) 1 (5) 0 1 0 

Total 
 

0 3 0 
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2 DETAILED FINDINGS 

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 regulatory scrutiny/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 lead to: Substantial losses, violation 
of corporate strategies, policies or values, regulatory scrutiny, reputational damage, negative publicity in national or international media or adverse 
regulatory impact, such as loss of operating licences or material fines. 

 

This report has been prepared by exception. Therefore, we have included in this section, only those risks of weakness in control or examples of lapses in control identified 
from our testing and not the outcome of all internal audit testing undertaken. 

Ref Control Adequate 
control 
design 

Controls 
complied 

with  

Audit findings and implications Priority Action for management Implementation 
date 

Responsible 
owner 

Risk: Failure to provide an excellent rent collection service. Rent arrears are not identified / monitored and recovery action taken in accordance with internal 
procedures and relevant legislation. 

1 Rent increase letters 
are sent to all tenants in 
March each year to 
notify them of any 
changes in the rents 
payable by them 
Standard rent change 
letters are generated in 
respect of every 
tenancy and are issued 
to the tenants at least 
28 days in advance of 
the new rent coming 
into effect. 

Yes No For a sample of 20 testing confirmed 
that the increase letters were issued 
to the tenants, it was however noted 
that the date on the letter is recorded 
as March 2018.  

There is a risk that where the full 
date, for example 3 March 2018, is 
not recorded on the rent increase 
letter, tenants are not able to confirm 
that at least 28 days’ notice have 
been given. 

On further review to confirm if 28 
days’ notice was given it was noted 
that a Certificate of Posting 2018/19 

Medium a) The date the rent 
increase letter is issued 
to the tenant will be 
recorded in full on the 
letter for example 3 
March 2018.  

b) To ensure that 28 
days’ notice is given, the 
rent increase letters will 
be issued to the tenant 
by the end of February. 

28 February 
2019 

Benefits Manager 

Page 39 of 41



 

  South Kesteven District Council Rent Collection and Arrears 7.18/19 

Ref Control Adequate 
control 
design 

Controls 
complied 

with  

Audit findings and implications Priority Action for management Implementation 
date 

Responsible 
owner 

was signed by the Income Recovery 
and Technical Officer on 5 March 
2018 to confirm that 6,424 rent 
increase letters were produced on 2 
March 2018 however the rent 
increase letters were not posted until 
6 March 2018. 

There is a risk that Council is not 
meeting the requirement to notify 
tenants of rent increase at least 28 
prior to the rent increase being 
applied.   

Risk: Collection levels are not monitored. 

2 Current tenants in 
arrears are contacted 
as soon as they fall into 
arrears. Each month 
arrears reports are 
produced from Anite 
and Income Recovery 
Officer use the reports 
to monitor the arrears 
levels and the cases 
where arrears 
management actions 
are undertaken.  

The reports are for: 1 
week; 0-2 weeks; 2-4 
weeks; 4-8 weeks; and 
over 8 weeks. 

Yes No For a sample of 20 arrears cases 
testing established that in four 
cases, arrears actions were not 
always being undertaken on a 
regular basis.    

There is a risk that where arrears 
management is not undertaken on a 
timely basis, that the arrears will 
become unmanageable for the 
tenants resulting in the arrears not 
being paid and this may result in a 
legal cost and/ or a financial loss to 
the council. 

Medium The Council has 
reviewed its 
arrangements for 
undertaking appropriate 
arrears management 
actions in order to ensure 
that arrears cases are 
reviewed on a more 
regular basis. 

Implemented Benefits Manager 
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Ref Control Adequate 
control 
design 

Controls 
complied 

with  

Audit findings and implications Priority Action for management Implementation 
date 

Responsible 
owner 

3 When the debtor cannot 
be traced, and all hopes 
of recovery are 
exhausted, bad debts 
are proposed for write-
off action by the 
Benefits Manager.  
Details of all debts 
proposed for write 
together with the reason 
for non-recovery are 
included in the request 
for write off.  

The write offs are 
authorised in 
accordance to the 
delegated authorities 
set out in Appendix A of 
the Corporate Debt 
Management Policy. 

Yes No For a sample of 15 write offs testing 
confirmed that:   

a) In 14 cases the write off was 
appropriately authorised and was 
recorded onto the system after the 
authorisation was given. 

b) In one case the write off for 
£14.56 was authorised by the Rents 
Team Co-ordinator. This is not 
consistent with the authorities set 
out in the Corporate Debt 
Management Policy.   

There is a risk that arrears may be in 
appropriately written off where the 
write off is not authorised by a 
delegated authority. 

Medium All the relevant staff will 
be reminded to ensure 
that the write offs are 
authorised in accordance 
to the delegated 
authorities set out in the 
Corporate Debt 
Management Policy. 

31 October 2018 Benefits Manager 
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