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	Audit 


	Proposed Outline Scope / Reason for Inclusion
	Proposed Days 
	Target Quarter

	KEY FINANCIAL SYSTEMS



	
	Included in the Shared Services Audit Plan


	
	

	OPERATIONAL AUDITS



	Information Management

	Review to provide assurance on information management and the processes for the storage, retention and destruction of paper documents to support compliance with the Council’s retention schedule and current legislation. Typical areas include:
a) Governance (paper-based and digital information) – accountability, strategic oversight and operational responsibilities for retention of information, including an agreed retention schedule.
b) Storage (paper documents) – archiving, off-sight locations, management and security of storage facilities, including access arrangements.
c) Retention (paper documents) – staff and Member awareness and understanding of retention requirements; monitoring of compliance with the retention schedule.
d) Disposal (paper documents) – agreed and formally maintained policy; identification and authorisation procedures for disposal/destruction; on-sight facilities for confidential waste; contractual arrangements for disposal/destruction.
This audit would be complemented by a Digital Information Management audit (currently showing on the Shared Services Audit Plan Reserve List) to cover Identification and Management, Retention, Security, Data Protection, Back-up and Recovery. 

	10
	Q1

	Safeguarding


	Review to provide assurance that changes in the safeguarding framework (e.g. relating to the Mental Capacity Act / CSE duties) are reflected in the Council’s policies and procedures and that these changes are applied in practice.

	5
	Q3

	Customer Service Centre (CSC)

	Review to provide assurance that processes and controls following the introduction of a revised structure remain effective and proportionate. Typical areas include:
a) Key Performance Indicators (KPI’s),

b) Customer Feedback (including learning from customer feedback),
c) Complaints Management,
d) Customer Relationship Management System (CRMS),

e) Security of Data,

f) Business Continuity.

	5
	Q3

	Community Infrastructure Levy (CIL)

	Following on from the 2015/16 CIL audit, review to provide assurance that in the light of the increase in CIL transactions, process and controls are effective, and if relevant, spend proposals are developed. The scope will typically cover a selection of the following areas, in discussion with officers at the time the audit commences:
a) Exemptions and Reliefs / Development not liable for CIL – developments not liable for CIL have not been charged; exemptions and reliefs are correctly applied and are fully supported and authorised. 
b) Planning Application and Assumption of Liability – the Planning Application Additional Information Requirements (Form 0) is submitted.   
c) Calculation of Charges - CIL liabilities on relevant developments have been accurately calculated and correctly applied as per the terms of the Charging Schedule.
d) Receipt of Payments - charges are received when due; the Council has issued a Demand Notice at the appropriate trigger point; charges are invoiced, receipted and accurately accounted for in the finance system; the Instalment Policy has been correctly applied on relevant developments.
e) Monitoring and Reporting – the service monitors how much CIL has been collected, the total amount that has been spent (where relevant), and the degree to which particular projects have benefitted (where relevant).

f) CIL Expenditure – the existence of and compliance with policies and procedures covering the spending of contributions received.
g) Enforcement and Recovery - the Regulations provide a wide range of options for enforcing and recovering CIL which is not paid by the due date. These include the ability to stop the development until CIL is paid, to seize and sell the debtor’s assets, to sell the development itself and even to send the debtor to prison. The additional review will address the effectiveness of new process and procedures that are used to deal with these non-payment matters.

	5
	Q3

	Licensing


	Review to provide assurance that processing of licence applications is in accordance with the Council’s requirements and statutory obligations (Licensing Act 2003 as amended). Typical areas include; 
a) Issuing of Licences (premises, personal, club, temporary event notices),

b) Fees Charged,
c) Income,

d) Appeals, Objections and License Reviews.

	8
	Q2

	Development Management


	The scope will typically cover the following areas, to be confirmed with officers at the time the audit commences:
a) Planning Cycle (Including Pre-planning Application) for Major Projects The four stages of the planning application cycle namely Application, Validation, Consultation, and Decision to ensure that, the applications are dealt with promptly and in line with statutory and local requirements at all stages. As part of the testing, the pre-planning application process will also be reviewed. 
b) Fees and Income
Fees are charged as per the scale of charges approved by the Development Control Comittee. Testing will also ensure that fees once received are banked promptly and if any debts exist, that these are managed correctly.

c) PS1 and PS2 Statutory Returns
Completion of the PS1 and PS2 statutory returns containing information relating to the Council’s planning activities. Testing will include completion against set timescales and controls over the accuracy of data submitted. 
	8
	Q2

	Asset Management


	The scope will typically cover a selection of the following areas, in discussion with officers at the time the audit commences:
a) Asset Management Plan and Corporate Property Strategy - underpins the Council’s management of its asset base and provides guidance and clarity on the Council’s approach to managing assets in the medium term.
b) Property and other Asset Records – there is a complete and accurate record of property assets held by the Council and reconciliations are completed between the general ledger and Asset Management System.
c) Asset Acquisitions and Disposals – transactions are made in accordance with current policy, are compliant with Financial Regulations and Contract Procurement Rules and are accurately recorded in the ledgers.
d) Lease Assignments, Surrenders and Renewals – processed in accordance with policy and fully documented in conjunction with Legal Services.
e) Lettings and Rent Reviews – completed in accordance with policy and in a timely manner. Invoices are raised promptly and for the correct sum due.
f) Condition Surveys – there is a programme of routine inspections which are completed in accordance with agreed timescales.
g) Knowledge transfer – there are procedure notes and arrangements for the transfer of knowledge in the event of loss of staff.

	5
	Q4

	Land Charges


	Typical coverage to include: 

a) Land charge searches - are checked for accuracy and processed promptly.
b) Charging for Environmental Information - in accordance with Environmental Information Regulations and Information Commissioner’s guidance.
c) Procedures – are in place for the collection, receipting and banking of fees, the Land Charges Register is up-to-date, complete and secure.
d) Cost of Service – the Land Charges service operates on a cost-neutral basis in compliance with the Local Authorities (England) (Charges for Property Searches) Regulations 2008.
e) Insurance - is in place in the event of legal challenge where inaccurate or incomplete is provided as part of a local land charge search. 

	8
	Q2

	DFG Capital Grant Certification


	To provide Head of Assurance sign-off of the annual DFG grant declaration through the validation of transactions included in the return.
	1
	Q2

	PROCUREMENT


	The South Oxhey Initiative - Procurement
	Precise scope will be dependent on progress of the South Oxhey Initiative at the time the review is commissioned in order to achieve the best outcomes. Scope may provide assurance that procurement activities are being conducted in accordance with the Council’s Contract Procurement Rules.

	8
	Q1

	JOINT REVIEWS / SHARED LEARNING


	Shared Learning Newsletters and Summary Themed Reports

	Shared Learning Newsletters and Summary Themed Reports providing opportunities for shared learning across the partnership. Learning happens in the ongoing dialogue people have with others. 

	2
	Through the year

	Joint Reviews


	Topics as approved by the SIAS Board during the course of 2017/18.
	8
	TBD

	COUNTER FRAUD



	
	See Shared Services Audit Plan.

	
	

	RISK MANAGEMENT AND GOVERNANCE



	Risk Management

	The audit will involve a high level review of strategic and operational risk management arrangements, and whether risk management has been embedded in operational decision-making and activity. Any emerging issues will be considered as part of the audit planning process. This audit informs the Annual Governance Statement. Typical coverage to include:
a) Risk Management Framework – the risk management framework provides clear direction and guidance on process and procedures, and reflects current best practice for local government.
b) Risk Management Awareness and Training - members and officers receive training and support on risk management, relevant to governance, managerial and operational roles and responsibilities.
c) Risk Management Process - significant risks to the organisation are identified, assessed, reviewed and reported in line with the risk management framework.


	6
	Q1

	AD HOC ADVICE


	Ad Hoc Advice


	This planned time has been allocated to provide for ad hoc advice to management on matters, issues or queries relating to risk, control, governance and anti-fraud.

Ad hoc advice is relevant to activities that typically take less than one day to complete, e.g. advice on new policies or strategies.

	3
	As required

	IT AUDITS 



	
	See Shared Services Audit Plan.

	
	

	TO BE ALLOCATED


	To Be Allocated
	See Shared Services Audit Plan.

	
	

	FOLLOW-UP OF AUDIT RECOMMENDATIONS


	Follow-up of outstanding audit recommendations

	Obtaining quarterly updates on the status of internal audit recommendations from action owners and reporting outcomes to Audit Committee.
	10
	Quarterly

	STRATEGIC SUPPORT 


	Head of Internal Audit Opinion 2016/17

	To prepare and agree the Head of Internal Audit Opinion for 2016/17.
	2
	Q1

	External Audit Liaison

	To meet the external auditors and provide information as required.
	1
	Through the year

	Audit Committee


	To provide services linked to the preparation and agreement of Audit Committee reports and presentation of reports / participation at Audit Committee. Provide Committee Member training prior to the committee meetings.

	8
	Quarterly

	Monitoring and Client Meetings


	To produce and monitor performance and billing information, work allocation and scheduling, and to meet with the Council’s Audit Champion and other key officers.


	12
	Through the year 

	2018/19 Audit Planning

	To provide services in relation to preparation and agreement of the 2018/19 Audit Plan
	4
	Q3/4

	SIAS Development

	Included to reflect the Council's contribution to developing the partnership.
	3
	Q1

	2016/17 PROJECTS REQUIRING COMPLETION


	2016/17 Projects Requiring Completion 


	Additional time, if required for the completion of 2016/17 audit work carried forward into the 2017/18 financial year.
	5
	Q1

	TOTAL AUDIT PLAN DAYS 


	127
	


	2017/18 RESERVE LIST – including outline scope
(Detailed scope for each to be determined in the event that the audit is transferred to the main plan)


	Performance Management

	To provide assurance that the performance management system is fit for purpose and supports decision making. 

	
	

	Voluntary Sector Grants – CAB


	To provide assurance that the grant spend is monitored through evidencing of receipts, an outcomes and achievements report from the CAB, periodic reporting to officers and members and on the Council’s website.   

 
	
	

	Community Safety Co-ordinating Group

	To provide assurance over the robustness of the governance arrangements of the group.
	
	

	Housing Allocations


	To provide assurance that applications to join the Housing Register are correctly assessed and nominations to available properties are ranked in terms of priority.
	
	

	Enforcement – street enforcement legislation


	To provide assurance that new street enforcement legislation is adopted in practice. 
	
	

	South Oxhey – Land Acquisitions

	To provide assurance over land acquisitions relating to the South Oxhey development.
	
	

	Vehicle Maintenance Contract Re-tender


	To provide assurance that the procurement of the vehicle maintenance contract is conducted in accordance with the Council’s Contract Procurement Rules.
	
	


