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	Executive Summary
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	OVERALL ASSURANCE ASSESSMENT
	
	OVERALL CONCLUSION
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		The overtime, expenses and additional payments arrangements are appropriately directed and were found to be generally operating consistently.

	
	Manual overtime claims for Police Staff is well controlled and subject to robust controls.

	
	Expense receipt review could be strengthened to assist in identifying if the Force is adhering to HMRC retention requirements.

	
	The Duty Management System used for Police Officer overtime is controlled through user defined profiles held in Oracle, which collates officer book on, book off times to automatically identify where overtime is due and routes this to the relevant line manager for authorisation.




	
	
	

	SCOPE
	
	ACTION POINTS

	The review considered the arrangements for overtime, expenses and additional payment transactions for compliance with policy and procedures.  This included overtime, mileage, car parking, meals, train travel and accommodation. The scope of the review did not include any other aspect of the Payroll arrangements.
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	Management Action Plan - Priority 1, 2 and 3 Recommendations
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	Risk Area
	Finding
	Recommendation
	Priority
	Management
Comments
	Implementation
Timetable
(dd/mm/yy)
	Responsible
Officer
(Job Title)

	1
	Compliance
	A sample of 20 Police Staff overtime claims from accounting periods three and four of the current year was selected for review.
It was noted that on two of the claim forms submitted entries had been overwritten, although as the changes had not been initialled, it was not possible to determine who had made the changes. The amounts were not material. 
	Claimants and approvers be required to initial any changes to the data submitted on overtime pro-formas.
	3
	If we receive any over-written entries that are not initialled we will email the authoriser to confirm changes. 
	30/07/2018
	Payroll Manager 

	2
	Compliance
	The Strategic Finance Manager undertakes a sample check of receipts following each quarter end. It was ascertained that the check is undertaken by selecting envelopes and reconciling them back to the postings on the general ledger. 
HMRC require that expenses receipts are kept for a period of three years. The process currently adopted by the organisation would not identify if expenses had been paid and receipts had not been retained. 
Testing on a sample of 16 claims that covered 34 receipts was only able to locate 24 receipts from seven of the claims.
	The process for sampling and reconciling expense receipts be revised so that missing receipts could be identified.
	3
	Process will be revised to check from payments to receipts rather than receipts to payments.   
	30/07/2018
	Strategic Finance Manager
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	PRIORITY GRADINGS
	
	
	
	
	

	1
	URGENT
	Fundamental control issue on which action should be taken immediately.
	
	2
	IMPORTANT
	Control issue on which action should be taken at the earliest opportunity.
	
	3
	ROUTINE
	Control issue on which action should be taken.
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	Operational Effectiveness Matters
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	Risk Area
	Item
	Management
Comments

	No Operational Effectiveness Matters were identified.
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	ADVISORY NOTE

	Operational Effectiveness Matters need to be considered as part of management review of procedures.
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	Detailed Findings
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1. This review was carried out in July 2018 as part of the planned internal audit work for 2018/19. Based on the work carried out an overall assessment of the overall adequacy of the arrangements to mitigate the key control risk areas is provided in the Executive Summary.
Background
2. The high number of transactions for overtime, expenses and additional payments along with the nature of the system, leaves it potentially vulnerable to error and misappropriation.
Key Findings & Action Points
3. The key control and operational practice findings that need to be addressed in order to strengthen the control environment are set out in the Management and Operational Effectiveness Action Plans. Recommendations for improvements should be assessed for their full impact before they are implemented.
Scope and Limitations of the Review
4. The review considered the arrangements for overtime, expenses and additional payment transactions for compliance with policy and procedures.  This included overtime, mileage, car parking, meals, train travel and accommodation. The scope of the review did not include any other aspect of the Payroll arrangements.
5. The definition of the type of review, the limitations and the responsibilities of management in regard to this review are set out in the Annual Plan.
Disclaimer
6. The matters raised in this report are only those that came to the attention of the auditor during the course of the internal audit review and are not necessarily a comprehensive statement of all the weaknesses that exist or all the improvements that might be made. This report has been prepared solely for management's use and must not be recited or referred to in whole or in part to third parties without our prior written consent. No responsibility to any third party is accepted as the report has not been prepared, and is not intended, for any other purpose. TIAA neither owes nor accepts any duty of care to any other party who may receive this report and specifically disclaims any liability for loss, damage or expense of whatsoever nature, which is caused by their reliance on our report.


Risk Area Assurance Assessments
7. The definitions of the assurance assessments are:
	Substantial Assurance
	There is a robust system of internal controls operating effectively to ensure that risks are managed and process objectives achieved.

	Reasonable Assurance
	The system of internal controls is generally adequate and operating effectively but some improvements are required to ensure that risks are managed and process objectives achieved. 

	Limited Assurance
	The system of internal controls is generally inadequate or not operating effectively and significant improvements are required to ensure that risks are managed and process objectives achieved. 

	No Assurance
	There is a fundamental breakdown or absence of core internal controls requiring immediate action.


Acknowledgement
8. We would like to thank staff for their co-operation and assistance during the course of our work.
Release of Report
9. The table below sets out the history of this report.
	Date draft report issued:
	25th July 2018
	

	Date revised draft report issued:
	30th July 2018
	

	Date management responses received:
	30th July 2018
	

	Date final report issued:
	31st July 2018
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10. The following matters were identified in reviewing the Key Risk Control Objective:
	Directed Risk: Failure to direct the process through approved policy & procedures.


10.1 The Police Regulations 2003 set out the direction for overtime for Police Officers in Section 25. A quick guide has been produced by the Research and Policy Support Team at Police For England and Wales, a copy of which is held by the Sopra Steria Finance Team for reference. 
10.2 An Expenses Policy was approved in September 2015 and was last subject to review and update in June 2018. The policy is version controlled with the most recent revision relating to a change in roles eligible for essential car user allowance (officers) following annual review.
10.3 The policy applies to Police Officers, Police Staff (including those police staff employed by the Police and Crime Commissioner for Cleveland), members of the Special Constabulary and Volunteers. The document is clear in that it must be applied fairly, equally and consistently and that value for money is obtained by the organisation in regard to expenses paid.
10.4 The policy covers the most commonly claimed expenses, however it is referenced that a full list of allowances can be found in the Police Regulations (for Police Officers) and the Police Staff Council (PSC) Handbook for Police Staff. The policy makes reference to the following commonly claimed expenses:
· 
· Meals; 
· Travel and Accommodation; 
· Residential Training Courses; 
· Business Travel; 
· Relocation Expenses; 
· Spectacle Expenses; 
· Away from Home Overnight Allowance Police Staff; 
· Medical Charges ; and 
· Additional Allowances.
10.5 
10.6 Guidance on what can and cannot be claimed and when a claim can be made is provided within the policy document. 
10.7 Oracle Self-Serve is used for the majority of expenses that can be claimed. User guides are provided to all users through the Oracle system, with each guide taking the user through a step-by-step process on the screen.  
10.8 Details of each expense being claimed must be entered onto Oracle by the claimant, which includes:
· 
· Amount; 
· Date of Expense; 
· Receipt Type; 
· Reason for Claim; and 
· Justification for Claim. 

A cost centre can also be entered, if known. On submission the claim is routed to the claimant's line manager, as set in Oracle, for review and approval. The reviewer has four options, Approve, Reject, Re-assign or Request Additional Information. The claimant receives notification of the outcome through Oracle. 
10.9 Once approved the claim is automatically included within the next scheduled payroll on Oracle.
10.10 Receipts for claimed expenses must be provided to the relevant line manager as part of the approval process. The responsibility to check the receipts and expense claim lies with the line manager; they sign the envelope which contains the receipt to confirm it agrees to the expenses. Receipt envelopes are then forwarded to the Finance Team for storing.
10.11 Accommodation and travel must be booked through the Business Services Team using defined force templates. The policy does not set a monetary value for accommodation but requires that procurement of such must be the most cost effective in order to ensure value for money for the organisation. This approach is adopted for securing accommodation both inside and outside of London.
10.12 The Pay and Conditions of Service Handbook published by the Police Staff Council England and Wales sets out the policy for payment of additional pay for staff who work additional hours. 
10.13 Overtime for Police Staff is managed through a manual process that requires a pro-forma to be completed by the employee that is then approved by their line manager, before being submitted to the Payroll team for processing. The pro-formas are set out to cover the period from the 21st of the month through to the 20th of the following month, with forms being required to be with Payroll by the 25th of each month for processing.
10.14 Police Officer overtime is managed through the Duty Management System (DMS). Police officers must book on and book off for time that they work. The DMS is pre-loaded with individual officer working patterns along with the relevant rates and/or relief for any additional time worked. This generates a request to the line manager for review and approval, if granted. 
10.15 At the end of each four week qualifying period, aligned with the Police lunar pay timetable, the approved data is automatically provided to the Payroll team in a batch report that is uploaded directly to Oracle.

	Compliance Risk: Failure to comply with approved policy and procedure leads to potential losses.


10.16 A review of the DMS overtime submission and claim process was undertaken. It was confirmed that appropriate controls were set in DMS including segregation of duties between claimant and authoriser, as well as these grades who can't claim overtime being unable to do so on the system.
10.17 A sample of 20 Police Staff overtime claims from accounting periods three and four of the current year was selected for review.
10.18 For each claim selected a fully completed pro-forma was evidenced. Each claim reviewed was duly approved and where applicable the accompanying email form the approver was also retained. All claims were reconciled to the entries made on Oracle and were found to be correctly submitted to payroll for payment. It was noted that Payroll staff had the latest version of the PCS Handbook for reference to ensure that the correct values were applied to claims.
10.19 It was identified during the testing of the sample that on two of the claim forms submitted entries had been overwritten, although as the changes had not been initialled, it was not possible to determine who had made the changes. The amounts were not material. 


	Recommendation: 1
	Claimants and approvers be required to initial any changes to the data submitted on overtime pro-formas.

	Priority: 3
	


10.20 Receipts provided to the Finance team in relation to claimed expenses are submitted in sealed envelopes that are available to all users of Self-Serve. The envelope outer requires key information to be completed that includes the following: 
· 
· Name, 
· Employee ID/Collar ID; 
· Organisation; 
· Total Number of receipts; 
· Claim Amount; and 
· Date Issued to Line Manager.
10.21 
10.22 The line Manager is required to record the date submitted and approved and must sign the envelope. The sealed envelopes are then sent to the Finance team and are stored in chronological order.
10.23 The Strategic Finance Manager undertakes a sample check of receipts following each quarter end. It was ascertained that the check is undertaken by selecting envelopes and reconciling them back to the postings on the general ledger. 
10.24 HMRC require that expenses receipts are kept for a period of three years. The process currently adopted by the organisation would not identify if expenses had been paid and receipts had not been retained. A report was generated from Oracle during the audit visit that identified expense claims made for the Police Officer Payroll for Lunar Week 8 under the 'General Travel' heading. This highlighted 36 expense receipts claimed by 16 officers.
10.25 A review of the expense receipt envelopes held by the Finance team was undertaken and receipts were found to support 24 of the receipts submitted by seven officers. There were no envelopes or receipts present for the remaining expenses claimed.
	Recommendation: 2
	The process for sampling and reconciling expense receipts be revised so that missing receipts could be identified.

	Priority: 3
	


10.26 Where Police officers are deployed out of the Force area a manual submission of expenses is submitted. This process is also used for persons who do not have access to Oracle, such as Board/Committee members.
10.27 A sample of 22 manually submitted expenses claim forms form the last 12 months was selected for review. For each claim a fully completed and duly authorised expenses form had been submitted. Receipts were also available for where expenses other than mileage had been claimed.
10.28 A sample of 10 requests for accommodation and/or travel procured by Business services was selected for review.
10.29 An audit trail was held for each request that included the original request submitted on the appropriate form, authorisation of the request in line with policy and the booking and provision of confirmation to the originator of the provision booked.
---------------
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