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	OVERALL ASSURANCE ASSESSMENT
	OVERALL CONCLUSION
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		Overall the Corporate Communications Unit is well managed with many improvements being made in the last twelve months.

	
	Following a restructure in June 2017 the actual benefits arising from this restructure should be reported back to the Towards 2020 Board.

	
	Official documents such as Process, Procedures and Forms should be identified by date, approved by and have version control.

	
	Official documents should be reviewed at regular intervals, say every two years.

	
	Introduction of the Style/Brand Guide was seen as an excellent example of team initiative, which will help to bring uniformity within the Force.




	RATIONALE AND SCOPE
	ACTION POINTS

	Rationale 
Communications is a very important part of the Police Service and a periodic audit will be undertaken to confirm that processes and procedures are working well.
Scope
The audit covered the following areas:
• Strategy, policy and procedures;
• Handling of internal and external communications; data and information;
• Receiving and logging communications requests;
• Authorisation for releasing information;
• Timeliness of communications;
• Monitoring the effectiveness of communication
The audit did not cover social media, the web site, data breach, security marking or Freedom of Information requests.
		Urgent
	Important
	Routine
	Operational

	0
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	Management Action Plan - Priority 1, 2 and 3 Recommendations



	[bookmark: section3]Rec.
	Risk Area
	Finding
	Recommendation
	Priority
	Management
Comments
	Implementation
Timetable
(dd/mm/yy)
	Responsible
Officer
(Job Title)

	1
	Compliance
	The report identified a number of benefits that would arise from the restructure.  It would be good practice to report back to the Towards 2020 Board in say June 2018 identifying what progress had been made/achieved in realising the many benefits originally identified.
	Reports to the Board that identify benefits arising be reported back at some future time with the outcomes of the benefits achieved.
	3
	Agreed. Head of Corporate Comms to work with the Head of Corporate Services to review the benefits of the restructure and to report into the Towards 2020 Board in the summer.
	3107/18
	W Green

	2
	Compliance
	Appeals Form - This document was created in October 2012.  The document should be reviewed say every two years in consultation with operational colleagues to ensure it remains fit for purpose.  It should also have version control so that the latest/current version can readily be identified.
	Official documents/forms be version controlled with the approving body and date identified on the document/form. This applies for example to Job Descriptions, Internal Processes, Sexual Assaults Guidance as well as Appeal Forms.
	3
	Agreed. Head of Corporate Comms to work with the Deputy Head of Corporate Comms to review the appeals form.
This work will be completed on the return of the Deputy Head of Comms from maternity leave.
All forms will include version control.
	31/12/18
	W Green
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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

	There were no Operational Effectiveness Matters identified.
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	ADVISORY NOTE

	Operational Effectiveness Matters need to be considered as part of management review of procedures, rather than on a one-by-one basis
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	Detailed Findings


[bookmark: section5]INTRODUCTION
1. This review was carried out in January 2018 as part of the planned internal audit work for 2017/18. 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 Corporate Communications Unit is part of the Corporate Services Department and provides internal and external digital, public relations, marketing and operational support functions for both Cleveland Police and the Office of the Police and Crime Commissioner. The establishment, since June 2017, is some 7.5 full time equivalents. 
MATERIALITY
3. The budget for the Corporate Communications Unit is circa £280k, however, reputationally the function of the Unit is paramount to dealing with and providing accurate data both internally and externally, having due regard for data that is sensitive or confidential.
KEY FINDINGS & ACTION POINTS
4. 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
5. The audit covered the following areas:
· Strategy, policy and procedures;
· Handling of internal and external communications; data and information;
· Receiving and logging communications requests;
· Authorisation for releasing information;
· Timeliness of communications;
· Monitoring the effectiveness of communication
The audit did not cover social media, the web site, data breach, security marking or Freedom of Information requests.
6. 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 Audit Plan.
DISCLAIMER
7. 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
8. 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
9. We would like to thank staff for their co-operation and assistance during the course of our work.
RELEASE OF REPORT
10. The table below sets out the history of this report.
	Date draft report issued:
	23rd January 2018
	

	Date management responses received:
	25th January 2018
	

	Date final report issued:
	28th January 2018
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11. The following matters were identified in reviewing the Key Risk Control Objective:
	Directed Risk: Failure to direct the process through approved policy & procedures.


11.1 The Corporate Communications Unit follow the National Guidance for Strategy, Policy and Procedures.  The National Guidance is produced by the College of Policing titled "Engagement and Communication". This document was produced by the College of Policing in May 2017.
11.2 The strategy and procedures adopted by the Corporate Communications Unit are the National Standard, as developed and maintained by the College of Policing.  The College of Policing documents titled "Engagement and Communication" is therefore up-to-date and by adopting the National Guidance this does prevent Cleveland Police from generating their own procedures that may become out of date or non-compliant with the national guidance.
11.3 Staffing and resource levels currently in place were implemented as part of the Corporate Communications Review in July 2017 and are linked to the benefits realisation plan which forms part of the review documentation. The review directly aligned staffing levels to demand (which was not the case before the review)
11.4 The Corporate Communication Unit was reviewed during 2017 and a report presented to the "Towards 2020 Board" on 26 June 2017.  The outcome of approving the recommendations in this report has made the Corporate Communications Unit fit for the future and should ensure that the right staff are in the right place and in the right numbers to support the Force (and OPCC) in the delivery and communication of Towards 2020.

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


11.5 Corporate Communications run campaigns, both internally (the Everyone Matters campaign around equality and diversity) and externally (the ongoing review of professional standards functions). Each campaign is accompanied by a communications strategy which includes sections on evaluation. Sign off comes from the senior member of staff leading on a particular campaign (rather than a corporate board), so for example the transformation of professional standards was signed off by the Deputy Chief Constable and the Everyone Matters strategy was signed off by the Chief Constable.
11.6 The Head of Corporate Communications provided a number of documents for audit review which supports the activities of the Corporate Communications Unit.  These include:
11.7 Staff Rota - This identifies who is available and when.  It also shows annual leave to be taken etc. 
11.8 Daily Log - This records the ongoing daily events.  It identifies the question being asked; who the reporter or outlet is; Communications officer dealing with the question; where the information to answer has come from; and the job number to reference the question.  The Corporate Communications Manager creates the daily logs (using the template) and checks the logs at the end of each day to ensure they are being correctly maintained. In the absence of the Communications Manager (currently on Maternity leave) this task is completed by the Head of Corporate Communications.
11.9 Review of Corporate Communications Unit - The Corporate Communications Unit was reviewed and restructured during 2017 with a report going to the Towards 2020 Board on 26 June 2017.  The new structure will ensure the Corporate Communications Unit is best placed to meet the demands made on it while making sure that it remains cost effective.
11.10 The report identified a number of benefits that would arise from the restructure.  It would be good practice to report back to the Towards 2020 Board in say June 2018 identifying what progress had been made/achieved in realising the many benefits originally identified.
	Recommendation: 1
	Priority: 3

	Reports to the Board that identify benefits arising be reported back at some future time with the outcomes of the benefits achieved.


11.11 Support for the Office of the Police and Crime Commissioner (OPCC) - The Corporate Communications Unit provides support to the PCC on a regular basis with weekly meetings between the PCC and Head of the Corporate Communications Unit.  In addition the Unit provides guidance on a day to day basis and will provide support as and when required (having due regard for any conflict between Cleveland Police and the OPCC)
11.12 Job Descriptions - These were reviewed.  It was noted that the JDs did not have a proper date or approved by stated on them.  Also version control to make sure the latest version was in circulation should be included.
11.13 Appeals Form - This document was created in October 2012.  The document should be reviewed say every two years in consultation with operational colleagues to ensure it remains fit for purpose.  It should also have version control so that the latest/current version can readily be identified.
	Recommendation: 2
	Priority: 3

	Official documents/forms be version controlled with the approving body and date identified on the document/form. This applies for example to Job Descriptions, Internal Processes, Sexual Assaults Guidance as well as Appeal Forms.


11.14 Style/Brand Guide - The introduction of a common style/brand is an excellent example of team initiative to provide uniformity in communication throughout the Force.
11.15 Internal Processes - The internal processes document is one owned and approved by the Head of Corporate Communications.  The document will be reviewed every two years seeking the views of operational colleagues to ensure it is appropriate.  Version control will also be initiated.
11.16 Training - Training includes new recruits, both specials and regulars, senior officers, sergeants and inspectors on promotion and as refresher training. The training material consists of ‘live’ documents which are refreshed and updated before each training event. Training events are ad hoc, but usually take place around four times per year depending on recruitment.
11.17 Sexual Assaults Guidance - The notes on Sexual Assaults and Rape are housed in the guidance section of the shared drive and are controlled by the Head of Corporate Communications. The Head of Corporate Communications will seek to ensure that these are reviewed every two years to ensure they continue to represent best practice.
11.18 Media Monitoring - This is currently a manual exercise but plans are in progress to introduce an electronic system of monitoring using the Meltwater Platform software.  This will enable greater control and access to data and will provide better reporting opportunities.
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