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Summary 
 
This report provides an overview of the following Internal Audit reports, relating either wholly 
or in part to the Care and Learning Service, considered by the Audit and Scrutiny Committee 
on the 19th June 2014 and progress with the related management actions that were agreed 
at that Committee: 
 

 School meals income collection and monitoring system; 
 School transport; 
 Inspection of equipment in schools; 
 Payments to Nursery providers; 
 Records storage at the Highland Archive Centre 

 
 
1.  Background 
 
1.1 The Audit and Scrutiny Committee met on the 19th June 2014. The agenda included 

the above reports which related, either wholly or in part, to the Care & Learning 
Service. In accordance with the Local Code on Corporate Governance these 
reports have to be reported to the relevant strategic committee of the Council. 

 
1.2 This report provides a progress report in relation to the management actions agreed 

at that Committee. The Audit Summary report and related management actions 
relating to school meals income collection and monitoring system are contained 
within Appendix 1. The corresponding documents for school transport, inspection 
of equipment in schools, payments to Nursery providers and records storage at the 
Highland Archive Centre, Inverness are contained within Appendices 2, 3, 4 and 5 
respectively.  

 
2. Progress with management actions 
 
2.1 School meals income collection and monitoring system – the objectives of the 

review were as follows: 
 

o Controls are in place which ensure that all income is collected and recorded 
accurately; 

o The processes in place for banking income ensure that all income is banked 
securely without delay; 

o The monitoring of income is completed on a regular basis and action is taken on 
a timely basis where any income is outstanding.  

 
  



 

 

2.1.1 The Action Plan contained 6 recommendations, the status of which is now as 
follows: 

 
o The production of a comprehensive procedures manual which had not been 

previously completed due to capacity issues was finally completed in July 2014; 
o Procedures for collection and recording of income have been incorporated within 

the procedures manual and therefore this action has been completed; 
o There is evidence that a separation of duties has not been implemented in all 

schools in relation to reviewing income collected and checking catering returns. 
As a result a strongly worded reminder letter will be issued to all Head Teachers 
at the start of the 2014/15 academic year; 

o Staff training and workshops using the recently completed procedures manual 
has been delivered over the school summer holidays and will continue thereafter 
on an on-going basis; 

o Updated banking procedures were implemented in November 2012. These 
procedures have been documented in the recently completed procedures 
manual; 

o The management information system used by the Catering Service (Saffron) 
may be capable of producing a report that details reconciliation of banking 
lodgements. This project is in its final development stage with the supplier. 

 
2.1.2 The implementation of the management actions identified in the Action Plan has 

now been completed. The effectiveness of these arrangements will be monitored on 
an on-going basis by the relevant staff within the Catering Service specialist support 
team and front-line staff. 

 
2.2 School transport – the objectives of the review were as follows: 
 

 Pupils allocated to school transport routes have been allocated correctly and 
in compliance with the School Transport policy; 

 Rejected transport allocations have been processed correctly and in 
compliance with the School Transport policy; 

 To ensure that the School Transport policy is adhered to for granting and 
withdrawing concessionary places. 

 
2.2.1 Whilst the majority of management actions relate to the Transport Development 
 Officer and will therefore be reported to the Community Services Committee on 
 21st August, there are a number of management actions which relate to the School 
 Transport policy which currently remains the responsibility of the Care and 
 Learning Service, namely: 
 

o The need to promptly inform relevant school parties when school transport 
changes occur following approval of a new contract (it is recommended that the 
policy is updated to provide this clarity); 

o The need to provide details of the points system used when allocating 
concessionary places where there are more concessionary pupils than places 
available on a bus (it is recommended that the policy is updated to provide this 
clarity); 

o Entitlement to travel to Gaelic Medium schools/units (it is recommended that the 
current school transport arrangements for Gaelic Medium pupils are reviewed 
and that a further report with recommendations is brought to this Committee 
following consultation with the appropriate stakeholders) 

 



 

 

2.3 Inspection of equipment in schools – the objectives of the review were as 
 follows: 
 

o There are appropriate contract arrangements in place for the inspection and 
testing of equipment and this is managed properly; 

o The Development & Infrastructure Service maintain up-to-date, accurate and 
 complete records of all inspections and subsequent reports. Particular 
emphasis will be placed upon the process for the inspection of equipment in 
schools; 

o The appropriate action is undertaken and the relevant officers are informed 
following receipt of the inspection reports; 

o There are appropriate monitoring arrangements in place to ensure that all 
remedial actions are addressed within the relevant timescale. Emerging themes 
or issues are promptly identified and escalated in order that any costs can be 
identified and notified to Care and Learning management. 

 
2.3.1 Whilst the majority of the actions relate to the Development and Infrastructure 
 Service and they will therefore be reported to the Planning, Development and 
 Infrastructure Committee, there is one specific action attributable jointly to the 
 Head of Property and the Head of Resources, Care and Learning Service. The 
 action in question is the requirement to introduce a process that will ensure that 
 remedial actions arising from inspections are completed both timeously and also to 
 the required standard. This action will be fully implemented by the end of 
 September 2014. 
 
2.3.2 In addition to the specific actions identified in the audit report the Care and Learning 

Service has reallocated existing budgets to ensure that there is sufficient funding  to 
meet the annual cost of all inspection contracts and related remedial works. This 
will ensure that these contracts are adequately resourced from now onward. 

 
2.4 Payments to Nursery providers – the objectives of this review were as follows: 
 

o The registration forms (form R1) completed for each child for whom Pre School 
funding is claimed provide all necessary information; 

o There are appropriate controls in place to ensure that the payments claimed by 
Nurseries are correct; 

o There are appropriate systems in place to ensure that payments are not made 
for  more than the 5 Pre School sessions per week per child; 

o Prompt action is taken to address any concerns regarding the operation of a 
particular Nursery provider, particularly where these relate to payments made. 

 
2.4.1 All outstanding audit actions have been completed including on-going discussions 
 with the SEEMIS project manager to discuss the impact of the new system (which 
 has replaced the Phoenix e1 system) on the process for recording and monitoring 
 the uptake of Nursery places across all providers and the opportunities to 
 implement further process improvements. 
 
2.5 Records storage at the Highland Archive Centre – the objectives of the review 
 were as follows: 
 

o Storage of Council records is managed to ensure integrity and availability as 
appropriate to the type of records held; 



 

 

o Access to Council records as in accordance with the business requirements of 
the Council; 

o Records management complies with legislation, including the Public Records 
(Scotland) Act. 

 
2.5.1 The review established an assurance that Council records were securely stored 
 and managed at the Highland Archive Centre. The first objective was largely 
 achieved with only three medium risk recommendations for improved control 
 identified. One is completed with the remaining two recommendations due to be 
 completed by end December 2014 and end April 2015 respectively. The second 
 objective was mainly achieved with only two recommendations made which will be 
 completed by end December 2014 and end April 2015 respectively. The third 
 objective was fully achieved in all areas reviewed. 
   
3. Implications 
 
3.1 The range of Audit reports included within this report exemplifies the need to ensure 

that the Council’s assets and resources are managed efficiently, effectively and 
securely. For this reason there is a commitment to complete outstanding 
management actions in a timeous and efficient manner. 

 
3.2 The need to review school transport arrangements to Gaelic Medium Schools/Units 

will necessitate engagement with a wide range of stakeholders, including 
representatives from a range of external bodies whose aim is to promote and 
sustain the Gaelic language.  

. 
4. Recommendations 
 
4.1      The Committee is asked to: 
 

 Note the management actions that have been taken to address the issues 
identified in these Internal Audit reports. 

 In relation to the School Transport policy agree that: 
 

o The policy is updated to provide clarity in relation to details of the points 
system  used when allocating concessionary places where there are more  
concessionary pupils than places available on a bus;     

                  
o The policy is updated to include the requirement to promptly inform relevant 

school parties when school transport changes occur following approval of a 
new contract; 
 

o The current school transport arrangements for Gaelic Medium pupils are 
reviewed and that a further report with recommendations is brought to this 
Committee following consultation with the appropriate stakeholders. 

 
 
Designation: Director of Education, Culture and Sport 

Date:  18th August 2014 

Author:  Ron MacKenzie, Head of Resources, Care and Learning Service  
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