CALDERDALE M.B.C.
INTERNAL AUDIT SERVICE

ACTION PLAN FOQ P FORM

Subject of the Internal Audit Report ~ Corporate HR CALDSR 4, m

Date of Intemai Audit Report 24 October 2014 21 1oy = MBC
N1y

Date of follow up form 14 March 2012 i

Audit Ref XC08201 - FINANC = SPWICES

Auditor(s) Flona Glover .

Date Reply Required Within 3 weeks from the date of the attached.mémorandum

ACTI FOLLO

P o . " Management Name of | Proposed Implemented

No. Report Recommendations Response/Proposed Action | Responsible Date of Yes/No .

. - - Plan . _ Officer Action (If no, please give reason)

1. | The SLA should be reviewad for | We wil make arrangements to March 2012 | This work s ongoing. We ars
continuing relevance updated, as | piace the SLAs on the Intranet | currently exploring a number of
appropriate, and posted on the | with updated contact detalis. options to make the SLA

| intranet. appropriate and relevant, )

2. | Those policies which have not been | Section 2 is in the process of End - Draft Dignity at Work Palicy has

" |updated in the last 12 months | being updated. Wil be !/ | February been devsloped. The development
should be reviewed for continuing | completed end December 2012 of a new Domestic Violence Policy
relevance, 2011. Section 9 was last has started.

updated in 2010. Section 16 is
lo be updated by end of
. February 2012

3. | The information relating to 100362 { This death in service process | . December | Partially — emalls regarding annual

should be located and scanned into | will be investigated and 2011 leave and expenses owed are now




nl .

* | Rec

Report Recommendations

".| Response/Proposed Actio

Management .
Plan

-

" Name of

Responsible
Officer

Proposed
Date of

1 Action

__ﬂv_n_._n_._ﬁa_
YesiNo
(i no, please give reason)

| Wisdom.

relevant documentation placed
on the Wisdom record.

on wisdom. Leaving form was
requested from Manager but never
received. Manager has now left,

The Workforce Manager should
establish the . payment
arrangements in refation . to Dr.
Shaw prior to authofising any
invoices. .

It is not appropriate for the
Workforce Heaith Manager
(which is the correct title) to
administer the payments for
OH Doctors. The Workforce
Health Manager in this context
is a dclinician. The doctor
arangement was negotiated
by [

: i3 responsible
for all wvorkforca . Health
administration,
aranging appointments with

knows in detail
his commitmests here and she
is therefore best placed to sign
off this expenditure.

including }

N.A.

No further action required.

The Workforce Manager should
establish whether the monthly
statistical reports continue to be
relevant. if yes, contact should be
made with HR Advisers to ensure

‘that they are forwarding them to the

relevant Directorate officers.

We will review the provision of
management reports on
absence heing provided in
light of the rolt out of Vision
which will ‘have manager
reporting facliities.

April 2012

As part of the admin review and the
centralisation - of Mi, this
responsibility now sits Business
Changes and Performance
Management. The Performance
Management Team at BC&PM are

{ currently looking into developing

standard reporting via the Council's'
performance management system
and HR are working with the team to
provide the necessary information




Rec . 4 Managament - . - Name of Proposed implemented
No - Report zonan._:..o:nnna:w 't Response/Proposed Action Responsible | . Date of " YesiNo
‘ , : Plan . Officer Action {If no, please give reason)
6. |The Worldorce Manager should and . T ¢ | January Yes
ensure that DOH forms are|wil remind their colleagues 2012
completed for all forms of|that Declaraton of Health
employment and that they are filed | forms must be scanned into
in a consistent manner. the DoH/CRB part K the
parsonnel "file "  Wisdom.
Furthermore will
send a reminder to HR Admin
staff to the effect that all new
appointments including
change of role for existing
employees must be subject to
the completion of a
Declaration of Health form.
7. | {general) Consideration should ba Scanning practices will be February This Is ongoing and we are working
given to scanning all |reviewed to ensure that|: 2012 through backlog of scanning at the
.| documentation onto Wisdom thus | saparate filing systems are|’ moment.
eliminating the inherent risks from incotporated Into the Wisdom
retaining information in more than | record where appropriate,
onie placefformat. .
18- |Given the statement made in the will ensure that | . February Yes
SLA, management should check | there is a check of the HR |, 2012
the qualifications of HR Advisers. Advisors qualifications and | .
that details of that check is
entered on to the relevant
‘ . personnel file .
9. | The method of monitoring both | This recommendation is too N.A.

compliance with HR Policies and
the requiroments of the SLA

- | should be progressad. :

broad to be meaningful. There
is a raft of HR policies which
are.regularly monitored by HR,




No.
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_ Management -
Response/Proposed Action
Plan

Name of
Responsible
Officer

Proposed
. Date of

) Action

Implementad
"~ Yes/No .
(if no, please give reason)

e.9. the rectuitment process
includes appoiniment
authorisation / reference /
CRB checks. There are other
processes, e.g. the completion
of retun to work interviews
after absence, which HR Is not
resourced to police and where
such an expeclation Is

| unrealistic. Where a process

such as this is the clear

-responsibility of managers the

audit function should address
any shortcomings directly to
those managers / services -

10.

.|t prompt

Management should use the
Information attached at Appendix B
actions by the
-Directorates.

The information in Appendix B

is ambiguous, e.g. we are not | .

aware of what is meant by
‘Diractorate Responsible
Officer’. Shortcomings in some
directorates in terms of trigger

point interviews and retumn to |

work [nterviews will be
addressed in the manager
briefings associated . with the
jaunch of the revised
Attendance management
policy and guidance planned
for ‘spring 2012, pending
member agresment.

By
2012

April

.O:.nom..ﬁ
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