
Housing Benefit Verification and Calculation and Payments Audit Review 2016/17

Introduction

As part of the 2016/17 Assurance Risk and Audit Plan, a review has been undertaken of the controls and procedures in place in 
respect of Housing Benefit Verification and Calculation and Housing Benefit Payments functions at Allerdale Borough Council 
(ABC). The aim of this review is to provide management with assurance that the systems are robust and operating as intended and 
provide recommendations for improvement to add value, if appropriate. A walkthrough review consists of testing a single 
transaction only unless control weaknesses are identified requiring further examination. 

From 1 July 2015 the Revenues and Benefits shared service ceased and the HB service came back in-house. The HB payments 
continue to be managed centrally by the Systems and Controls Team that provides system support and control functions to all three 
councils.

Assurance Risk and Audit would like to thank all staff involved during the course of the review for their help and assistance.

The objective and scope for this audit was defined in the audit brief issued to all relevant staff on 4th August 2016.

Walkthrough testing and results

Area Control Objective Control 
Environment

Assurance 
Opinion

Commentary

Security of 
sensitive 
documents

Benefits post received 
opened and valuable 
items are kept 
securely at all times 
until returned to the 
claimant.

Safeguard assets; 
Compliance; Counter 
fraud

Substantial There is a new Valuables Handling Process 
document which gives clear guidance on how 
to identify fraudulent documents, handle and 
record valuable items received and ensure 
the same number of items are returned. There 
are clear responsibilities stated in the process 
which provide assurances that at least two 
members of staff are handling valuable 
documents, however observations concluded 
that in times of staff shortage it is not possible 
to have two members of the Document 
Management Team present. 

It was observed that non housing benefit 

Appendix A



valuables were not being processed in line 
with procedures. Assurances have been 
provided by the Housing Benefits Manager 
that the new structure which goes live on the 
1st January 2017 allows for a larger 
processing team who will ensure that the 
procedure is followed for all valuables going 
forward. An observation of valuables being 
received outside the post opening times 
demonstrated that this procedure is being 
applied to all envelopes being received at 
reception and therefore there is some impact 
to the banking and receipts processing such 
as delays in processing. This is evidenced in 
the banking and receipts audit review 
2016/17.

Claims 
processing 

Claims are processed 
efficiently and 
effectively in line with 
procedure. 

Objectives; Data 
integrity; 
Effective/efficient 
processes; Safeguard 
assets; Compliance; 
Counter fraud; ICT 
auditing

Comprehensive Testing confirmed that there is a sound 
system of controls in place to process claims 
efficiently and effectively. Following the last 
audit review, training has taken place to 
refresh staff members to obtain the necessary 
identification and verification required to 
process claims and protect against fraud.

Claim reviews Exceptions, diaries 
and predictive 
changes are identified 
and action taken

Data integrity; 
Effective/efficient 
processes; 
Compliance; Counter 
fraud; ICT auditing

Comprehensive Sample testing confirmed that there is a 
sound system of controls designed to meet 
objectives, manage risks and controls are 
consistently applied in all the areas reviewed. 
Diary notes existed to explain claims 
processing and changes were acted upon in a 
timely manner to prevent overpayments 
where possible.

Overpayments 
recovery and 
write offs

Recovery is 
commenced and 
progressed promptly 
using appropriate 
means. Non-

Objectives; Data 
integrity; 
Effective/efficient 
processes; 
Compliance; Counter 

Substantial Testing confirmed that overpayments are 
commenced promptly using appropriate 
means. Controls are in place to quality assess 
samples of new claims, overpayments and 
changes of circumstances and observations 



recoverable); 
overpayments are 
monitored and 
minimised. Fraud 
referrals are made 
consistently in line 
with guidance.  Write 
offs are authorised.

fraud; ICT auditing of this process confirmed that any errors are 
amended promptly. Testing and discussions 
confirmed that write off levels have been 
updated following the last audit and 
authorised by the appropriate manager.

Pay-run Only benefit due is 
included in pay-run 
according to 
claimant's payment 
cycle. Payments 
generated are made 
to the correct payee.

Objectives; Data 
integrity; Efficient and 
effective process; ICT 
workflow.

Comprehensive Assurance gained from observation of the 
weekly Housing Benefit pay-run process, 
controls and key controls on 2 November 
2016 and confirmation that the same process 
was used on 6 July 2016 pay-run. Competent 
and experienced System Support Officer 
(SSO) has a robust process in place and this 
is followed to ensure the correct controls and 
checks are in place. The SSO updates the 
process on a regular basis to ensure that 
other team members have a reference should 
they be performing the tasks.

Returned 
payments

Undelivered, 
unpresented cheques 
and failed BACS are 
returned in Benefits 
system and GL.

Data integrity; 
Efficient and effective 
process; ICT controls.

Substantial Observation undertaken of failed BACS 
concluded that measures are in place to 
ensure that issues are resolved quickly and 
efficiently. No further observations were 
undertaken as this area due to prioritisation of 
risks and assessment of previous audit 
reviews in this area.

Reconciliation HB payment balances 
in Academy match 
the Total general 
ledger

Data integrity; 
Efficient and effective 
process; Compliance.

Comprehensive Testing and observations with key members 
of staff confirmed that there are good controls 
in place to ensure that payment balances in 
Academy match those in the General Ledger. 

Areas for improvement and recommendations



Number Recommendation Associated risks Priority Responsibility, due date 
and response

1 In line with agreed procedure, two 
members of staff should be present 
throughout the post opening process 

Counter fraud; Litigation; Loss 
of income; Effective/efficient 
processes, information 
security, agreed procedure is 
not followed.

Medium Agreed action. New 
departmental structure will 
provide for four members of 
staff managing post and 
documents and this will 
provide adequate cover. 
Customer Services Team 
Leader. Deadline Jan 31st 
2017.



Council Tax Audit Review 2016/17

Introduction

As part of the 2016/17 Assurance Risk and Audit plan, a walkthrough review has been undertaken of the control activities, policies 
and procedures currently in place regarding council tax administration at Allerdale Borough Council (ABC). The aim of this review is 
to provide management with assurance that the system is robust and operating as intended and provide recommendations for 
improvement to add value and improve the achievement of objectives.
From 1 July 2015 the Revenues and Benefits shared service ceased and the HB service came back in-house. The Systems and 
Controls Team continues to provide system support and control functions to all three councils and have a significant involvement in 
the areas of main billing and performance monitoring.
The objective and scope of this audit was defined in the audit brief issued to all relevant staff on 4th August 2016.

Walkthrough testing and results

Control Objective Control 
Environment

Assurance 
Opinion

Commentary

Main Billing All dwellings receive 
accurate council tax 
bill for each financial 
year.

Objectives; Data 
integrity; Efficient and 
effective process; 
Compliance; ICT 
workflow.

Comprehensive Testing and discussions with key members of 
staff demonstrated a good system of controls 
to ensure all dwellings receive accurate 
council tax bills each financial year. Testing 
confirmed quality control resulting from 
sample testing at the beginning of the year.

New 
properties

New dwellings are 
added to the database 
at correct rating band

Objectives; Data 
integrity; Efficient and 
effective process; 
Compliance; ICT 
workflow.

Comprehensive Observation and testing confirmed competent 
and experienced staff carry out prompt action 
and reconciliation to Valuation Office schedule 
to confirm accuracy and correct billing.

Liability and 
billing

Accounts are updated 
with details of new 
occupants and 
changes of household 
circumstances 
affecting liability. Bills 
issued promptly.

Objectives; Data 
integrity; Efficient and 
effective process; 
Compliance; Counter 
fraud.

Substantial Observation and testing demonstrated 
accurate processing for new occupants and 
changes of household circumstances when 
changes are notified electronically. Testing 
concluded that postal notifications require the 
added assurance of date stamping to confirm 
date of notification.



Income 
collection

Council Tax income is 
posted to the correct 
account and billing 
period in Academy. 
Academy suspense 
account entries are 
resolved promptly. 
Accounts adjusted for 
failed direct debits and 
bounced cheques.

Objectives; Data 
integrity; Efficient and 
effective process; 
Counter fraud; ICT 
workflow.

Comprehensive Testing undertaken for BACS reversals and 
samples obtained for failed direct debits 
demonstrated prompt action and adjustments 
and correct billing. Sample testing for 
payments confirmed correct payment posting. 
Suspense account testing undertaken as part 
of the Banking and Receipts audit review 
2016/17 review.

Refunds Overpaid council tax is 
refunded to account 
holders. Academy 
creditor accounts are 
managed.

Objectives; Data 
integrity; Efficient and 
effective process; 
Compliance; Counter 
fraud; ICT workflow.

Comprehensive Observation and testing demonstrated that 
overpaid council tax is refunded promptly after 
all checks are made to ensure refunds are 
appropriate. Testing of the interface of refunds 
to the Total general ledger was not carried out 
as part of this review due to previous 
comprehensive audit review findings 15/16 
and deeming this area as a low risk area. 

Reconciliation Council Tax income 
and refunds balances 
in Academy match the 
Total general ledger.

Objectives; Data 
integrity; Efficient and 
effective process; 
Compliance

Substantial Sample testing confirmed that income and 
refund balances in Academy are accurately 
recorded in the Total general ledger. 

Recovery Recovery is 
commenced and 
progressed promptly 
on overdue council tax 
debt.

Objectives; Data 
integrity; Efficient and 
effective process; 
Compliance; Counter 
fraud; ICT workflow.

Comprehensive Sample testing showed prompt recovery 
action in relation to overdue council tax debt. 
Recovery stages have been progressed 
according to the Recovery timetable aligned to 
the court dates.

Bailiff 
monitoring 
and 
payments

Reporting confirms 
debts referred to 
bailiffs are recovered 
wherever possible and 
payments allocated to 
the correct debt.

Efficient and effective 
process; 
Compliance.

Comprehensive Sample testing confirmed recovery action is 
taken promptly and enforcement payments 
are allocated to the correct debt.

Write offs Only those debts with 
no current prospect of 

Data integrity; 
Efficient and effective 

Substantial Observation of the recovery system process 
and testing confirmed that debts with no 



recovery are written 
off.

process; 
Compliance; Counter 
fraud; ICT workflow.

current prospect of recovery are written off 
and authorised accordingly.

Performance 
monitoring

Appropriate 
performance indicators 
are in place to manage 
the service. Council 
tax collection rate 
monitoring

Objectives; Efficient 
and effective process

Not tested  Performance management for the Council 
Tax service is under review and new 
measures will be set for 17/18, due to the 
service area currently undergoing a 
restructure which will go live in January 2017. 
However, collection rates continue to be 
monitored and presented monthly to the 
Senior Management Team.

Areas for improvement

Number Area for Improvement Associated risks Priority Responsibility, due date 
and response

1  All postal change notifications should be 
date stamped to ensure prompt and 
accurate billing which will ensure an audit 
trail and counter any challenges to the 
billing period.

Data integrity; 
Effective/efficient processes; 
Counter fraud

Low Revenues Manager will 
speak to Customer Services 
Team Leader as post is date 
stamped by the Document 
Management Team and 
scanned.

There were no recommendations to be agreed as a result of this audit review. 



National Non Domestic Rates Audit Review 2016/17

Introduction

As part of the 2016/17 assurance risk and audit plan, a review has been undertaken of the control activities, policies and 
procedures currently in place regarding NNDR administration at Allerdale Borough Council (ABC). The aim of this review is to 
provide management with assurance that the system is robust and operating as intended and provide recommendations for 
improvement to add value and improve the achievement of objectives. 
From 1 July 2015 the Revenues and Benefits shared service ceased and the Revenues service came back in-house. The Systems 
and Controls Team continues to provide system support and control functions to all three councils and have a significant 
involvement in the areas of main billing and performance monitoring.
The objective and scope of this audit was defined in the audit brief issued to all relevant staff on 4th August 2016.

Walkthrough testing and results

Control Objective Control 
Environment

Assurance 
Opinion

Commentary

Main Billing All business premises 
receive an accurate 
NNDR bill for each 
financial year.

Objectives; Data 
integrity; Efficient and 
effective process; 
Safeguarding assets; 
Compliance; ICT 
workflow.

Comprehensive Testing and discussions with staff members 
showed good controls are in place to ensure 
business premises receive an accurate NNDR 
bill for each financial year. 

New 
properties

New business 
premises are added to 
the database at 
correct rateable value

Objectives; Data 
integrity; Efficient and 
effective process; 
Compliance; ICT 
workflow.

 Comprehensive Observation and sample testing demonstrated 
key controls to ensure the correct rateable 
value is applied at the earliest opportunity. 
Reconciliation to the Valuation Office schedule 
observed demonstrated early correct billing 
and good quality assurance measures in place 
carried out by experienced and competent 
staff.

Liability and 
billing

Accounts are updated 
with details of new 

Objectives; Data 
integrity; Efficient and 

Substantial Sample testing of exemption relief, confirmed 
that accounts are updated promptly and 



businesses and 
changes of 
circumstances 
affecting liability. Bills 
issued promptly.

effective process; 
Compliance; Counter 
fraud.

changes of circumstances acted upon at the 
earliest opportunity to ensure accurate billing. 
Integrity checks are made at account start up, 
however sample testing demonstrated a need 
to log integrity checks for cases whereby the 
payee name differed from the account name. 
This would help prevent fraud and money 
laundering.

Income 
collection

NNDR income is 
posted to the correct 
account and billing 
period in Academy. 
Academy suspense 
account entries are 
resolved promptly. 
Accounts adjusted for 
failed direct debits and 
returned cheques.

Objectives; Data 
integrity; Efficient and 
effective process; 
Counter fraud; ICT 
workflow.

Substantial Assurance also gathered from banking and 
receipts audit review. Testing showed 
accurate posting and billing. The suspense 
account within the Academy system is 
assessed as well managed. Testing confirmed 
accounts adjusted for returned direct debits.

Refunds Overpaid NNDR is 
refunded to account 
holders. Academy 
creditor accounts are 
managed.

Objectives; Data 
integrity; Efficient and 
effective process; 
Compliance; Counter 
fraud; ICT workflow.

Comprehensive Observation and testing confirmed a robust 
process for refunds. Staff are experienced and 
follow a clearly defined process ensuring 
controls are in place to ensure refunds are 
correctly authorised and actioned promptly.

Reconciliation NNDR income and 
refunds balances in 
Academy match the 
Total general ledger

Objectives; Data 
integrity; Efficient and 
effective process; 
Compliance; Counter 
fraud.

Comprehensive Testing confirmed accurate and timely 
reconciliation of Academy and Total GL 
balances.

Recovery Recovery is 
commenced and 
progressed promptly 
on overdue NNDR 
debt.

Objectives; Data 
integrity; Efficient and 
effective process; 
Compliance; Counter 
fraud; ICT workflow.

Comprehensive Sample testing confirmed recovery action in 
accordance with the recovery timetable which 
ensures prompt action.

Bailiff 
monitoring 
and 

Reporting confirms 
debts referred to 
bailiffs are recovered 

Efficient and effective 
process; Compliance.

Substantial Sample testing of NNDR payments confirmed 
these were allocated to the correct accounts in 
Academy.



payments wherever possible and 
payments allocated to 
the correct debt.

Write offs Only those debts with 
no current prospect of 
recovery are written 
off.

Data integrity; 
Efficient and effective 
process; Compliance; 
Counter fraud; ICT 
workflow.

Substantial Discussions with the Revenues Manager and 
testing confirmed procedures are followed to 
ensure correct authorisation. Sample testing 
not carried out in this area as risk deemed low 
and previous audit findings deemed 
substantial.

Performance 
monitoring

Appropriate 
performance 
indicators are in place 
to manage the service. 
NNDR collection rate 
monitoring.

Objectives; Efficient 
and effective process

Not tested as 
part of this review

Testing took place as part of the Performance 
Management audit review 2016/17. 
Discussions with Revenues Manager 
confirmed performance information provided 
by the Performance Team in Carlisle.

Areas for improvement and agreed actions

Number Area for improvement Associated risks Priority Responsibility, due date 
and response

1 In cases whereby the direct debit payee 
name differs from the NNDR account 
name on our system an explanation 
should be entered on the system to 
demonstrate the integrity checks carried 
out at the account set up time. 

Data integrity; Counter Fraud; 
Money laundering prevention

Low Revenues Manager agrees to 
discuss adding notes at 
account set up on Academy 
in next team meeting by end 
January 2017.



Flood Resilience Grants Audit Review 2016/17

Introduction

As part of the 2016/17 Internal Audit Plan, an assurance review has been undertaken of the controls and procedures in place in 
respect of the Flood Resilience Grants 2016 at Allerdale Borough Council (ABC). The aim of this review is to provide management 
with assurance that the system is robust and operating as intended and provide recommendations for improvement to add value 
and improve the achievement of objectives if appropriate. A walkthrough review consists of testing a single transaction only unless 
control weaknesses are identified requiring further examination. Various transactions were selected for testing and observations 
completed in order to confirm the controls in place.

Assurance Risk and Audit would like to thank all staff involved during the course of the review for their help and assistance.

The objective and scope for this review was defined in the audit brief issued to all relevant staff on 19 August 2016.

Walkthrough testing and results

Area Control Objective Control 
Environment

Assurance 
Opinion

Commentary

Procedures 
and guidance

Ensure adequate 
procedures are in 
place with regard to 
flood grant 
applications

Data integrity; 
Efficient and effective 
process; Compliance; 
Counter fraud.

Substantial Property Level Flood Resilience Local 
Authority Guidance (January 2016) and 
updates were issued from central government. 

Allerdale (flood grants team) have worked 
hard to put in place a number of robust 
procedures and guidance for effective 
processing of flood grant applications.

An application form, check list, excel 
spreadsheets to record and monitor the 
applications and payments / reimbursements 
as well as other documentation has been 
developed to provide excellent assurance. 



Area Control Objective Control 
Environment

Assurance 
Opinion

Commentary

An internal mailbox specifically for flood grants 
has also been created for effective monitoring 
and communication. 
Due to the absence of a service level 
agreement between Allerdale Borough 
Council (ABC) and Business Emergency 
Resilience Group (BERG) there are no 
mutually agreed procedures to manage any 
business continuity risks such as ICT failure 
and staff loss. This information is important to 
manage the relationship going forward as well 
as to deliver a resilient, efficient and effective 
service. [Recommendation 1]

Management 
of 
arrangements

Ensure arrangements 
are in place to 
manage and co-
ordinate flood grant 
claim activity and 
comply with deadlines

Data integrity; 
Efficient and effective 
process; Compliance; 
Counter fraud.

Substantial Testing confirmed excellent arrangements are 
in place to effectively manage and co-ordinate 
flood grant claim activity and comply with 
deadlines. All officers involved with the 
process understood their roles, responsibilities 
and deadlines fully.

Completed applications require one quote and 
an approval letter from the insurance to 
confirm the insurers haven’t already 
contributed to the proposed measures, 
however this isn't requested for all 
applications. [Recommendation 2]

A triage checklist was also produced as a 
good control and assurance measure, this 
would benefit by being initialled by the officer 
who completed the checklist to provide a 
management trail of actions taken and to 
support continuous improvement. [Area for 
improvement 1]



Area Control Objective Control 
Environment

Assurance 
Opinion

Commentary

Testing showed that the query stage and 
dates on an application were not recorded on 
the flood resilience application spreadsheet - 
only the end authorised status, which does not 
show the information required to manage and 
monitor the agreed timeframes for completion. 
[Area for improvement 2]

Compliance % of properties are 
inspected for 
compliance.

Efficient and effective 
process; Compliance; 
Counter fraud.

Substantial 100% of properties are inspected for 
compliance which is excellent.

A property resilience grant inspection sheet is 
completed, signed and dated by the inspector 
and also signed by the householder as 
confirmation. Inspections are carried out by 
Allerdale Property Services Department.

If an issue is found payment is held, however 
most payments are processed prior to the 
inspection. [Recommendation 3]

Arrangements 
in place for 
deadline to 
reimburse 
funding

Arrangements are in 
place to cease flood 
grant funded activities 
in the event of 
withdrawal of funding 
without cost to the 
Council, in line with 
16/12/16 application 
closing date

Efficient and effective 
process; Safeguard 
assets; Compliance.

Substantial Funding from DCLG will cease on the 30 June 
2017, therefore Allerdale have set an 
application cut-off date of 31 March 2017 (to 
meet the DCLG March deadline). 

The Safety and Resilience Manager has 
requested confirmation from DCLG in regards 
to applications received on or prior to the 31 
March 17, that they will continue to reimburse 
if the works and or claim has not been 
received until after their June deadline. 
Although agreement has been confirmed 
verbally the Council await a formal response 



Area Control Objective Control 
Environment

Assurance 
Opinion

Commentary

from DCLG. [Recommendation 4]
Income and 
expenditure

Ensure grant income 
and expenditure is 
correctly accounted for

Efficient and effective 
process; Safeguard 
assets; Compliance; 
Counter fraud.

Substantial To improve monitoring a new cost centre code 
was set up to record grants payments and 
reimbursements.

The Assistant Accountant is the budget code 
monitor and monitors this monthly through the 
forecasting process.

To ensure reimbursements are completed in 
an accurate and timely manner a household 
flood resilience grant scheme: Cumbria 2015 
claim for reimbursement form is completed 
every other Friday and authorised by the 
Financial Services Manager, providing 
assurance over this process. Forms are sent 
to Cumbria County Council. 

The summary of applications tab on the 
resilience grant spreadsheet provides the 
current financial information to allow 
reconciliation with the amount reimbursed. An 
independent reconciliation confirmed on 31 
October 2016 that grants paid out since the 
start of the scheme have been fully 
reimbursed.

Risks 
assessed

Risks have been 
assessed, reviewed, 
recorded and 
monitored and 
business continuity 
arrangements have 
been put in place in 

Data integrity; 
Efficient and effective 
process; Safeguard 
assets.

Limited Flood resilience grants had not been 
considered as part of the services operational 
risk profile, the Safety and Resilience 
Manager was however aware of the risks and 
agreed to update the documents accordingly. 
[Recommendation 5]



Area Control Objective Control 
Environment

Assurance 
Opinion

Commentary

accordance with 
internal policy and 
procedures.



Areas of improvement

Area of improvement Associated risks Priority Responsibility, due date & 
response

[1] The triage checklist should be 
initialled by the officer who 
completed it to provide a 
management trail of actions taken.

Data integrity; Efficient and 
effective process; 
Compliance; Counter fraud.

Low Darren Barnes

Immediately

[2] All stages of the application 
including query stage(s) and dates 
should be recorded on the flood 
resilience application spreadsheet.

Data integrity; Efficient and 
effective process; 
Compliance; Counter fraud.

Low Darren Barnes 

Immediately 

Agreed Actions

Agreed Action Associated risks Priority Responsibility, due date & 
response

[1] Procedures 
and guidance

Procedures to manage any 
business continuity risks such as 
ICT failure should be agreed and 
adequate priority given on Allerdales 
business continuity plan.

Duplication of processes, 
risk management, business 
continuity, customer service.

Medium Barry Chambers

Immediately

[2] 
Management 
of 
arrangements

Applications should include one 
quote and confirmation from their 
insurance (where insurance is in 
place) that they haven’t already 
contributed to the proposed 
measures.

Data integrity; duplicate 
claims increase the risk of 
fraud, risk management.

Medium Darren Barnes

This had been implemented at the 
time of the review meeting.

[3] Compliance Inspections should be completed 
prior to payments being made. 

Efficient and effective 
process; Compliance; 
Counter fraud.

Medium David Bryden

Immediately
[4] 
Arrangements 
in place for 
deadline to 

Management should obtain 
confirmation from DCLG in regards 
to their position on reimbursing 
Allerdale for applications received 

Efficient and effective 
process; Safeguard assets; 
Compliance.

Medium Barry Chambers

Request sent awaiting response



Agreed Action Associated risks Priority Responsibility, due date & 
response

reimburse 
funding

on or prior to the 31 March 17, but 
works not completed until after their 
30 June 17 deadline is required.

[5] Risks 
assessed

The Operational risk profile and 
services operational risk profile 
should be updated to include the 
Flood resilience grants.

Data integrity; Efficient and 
effective process; Safeguard 
assets.

Medium Barry Chambers

31 December 2016



Contract Monitoring Audit Review 2016/17

Introduction

As part of the 2016/17 Assurance Risk and Audit Plan, a review has been undertaken of the controls and procedures in place in 
respect of the Contract Monitoring at Allerdale Borough Council (ABC). Five contracts were chosen from the contracts register of 
varying value and from a selection of service areas. Each were tested to confirm the correct procedures were followed when 
selecting the appropriate contract and to confirm that controls were in place to manage and monitor the contracts.  The aim of this 
review is to provide management with assurance that the system is robust and operating as intended and provide 
recommendations for improvement to add value, if appropriate. 

Assurance Risk and Audit would like to thank all staff involved during the course of the review for their help and assistance.

The objective and scope for the Contract Monitoring review was defined in the audit brief issued to all relevant staff on 4 August 
2016.

Testing and results

Area Control Objective Control 
Environment

Assurance 
Opinion

Commentary

Performance The supplier delivers 
the service to the 
standard specified in 
the contract.

Objectives; 
Effective/efficient 
processes; Value for 
money

Substantial Testing confirmed that service providers 
are delivering the service to the standard 
specified in the contract however closer 
monitoring of contracts and greater 
understanding of responsibility would 
provide assurance that the Council and 
residents are receiving value for money. 

Contracts/Contract
Management and 
Monitoring

Contracts are clear, 
with clear 
responsibilities and 
appropriate legislation 

Objectives; 
Effective/efficient 
processes; Data 
integrity; Counter 

Substantial Testing confirmed the wording of contracts 
was clear with clear responsibilities 
identified. Contractors were either 
approved or were existing providers of 



in place. fraud; Value for 
money

services to vulnerable customers and 
therefore managers gained assurance that 
they would possess the relevant insurances 
and qualifications.  The Commissioning 
Board provides a second line of defence by 
overseeing and monitoring contract 
management.
Contracts should be managed to include 
regular reviews to ensure that they do not 
expire and create temporary arrangements. 
A rolling contract situation should not arise 
without the appropriate documentation.

Financial 
Risks/Additional 
Costs

Financial procedures 
are followed, budgets 
managed and risks 
mitigated where 
possible, providing 
value for money at all 
times.

Data integrity; 
Counter fraud; 
Effective/efficient 
processes; Value for 
money; 

Limited Testing confirmed limited understanding of 
responsibility in terms of contract 
management and budget monitoring. 
Contract management and monitoring were 
inconsistently applied.

Areas for improvement and recommendations

Recommendations
Number Recommendation Associated risks Priority Responsibility, due date 

and response
1 An up to date procurement and tendering 

process be uploaded electronically and 
circulated to all managers and staff to 
ensure all contract managers are clear 
on the tendering process and to ensure 
tendering levels are updated.

Efficient/effective procedures; 
Clarity of roles and 
responsibilities; Counter fraud; 
Value for money; Integrity of 
Information

Medium The review of tender levels 
and the procurement process 
is already complete and 
preparing to go out for 
consultation as part of the 
financial regulations review.

2 To encourage accountability and Value for money; Reputation High As part of the new 



responsibility, contract management and 
monitoring expectations should be 
clarified and communicated to all 
employees responsible for contracts. 
Where partnership agreements exist or 
profit sharing agreements exist 
monitoring should be carried out to 
ensure the Council receives appropriate 
income and value for money.

and relationships with 
partners; Counter fraud; 
Efficient/effective procedures; 
Contract litigation

procurement, commissioning 
and contract management 
framework clear roles within 
the management of contracts 
are defined. Financial 
regulations are also being re-
written and incorporate 
contract management 
responsibilities and 
monitoring expectations. 
Once the framework is 
approved by the Council 
there will be workshops and a 
full policy/procedure roll out. 
This will take after Exec in 
January 2017 if approval 
given. Commissioning 
Manager is the responsible 
officer. Deadline end March 
2017.

3 The contract register is updated again to 
ensure that lease agreements are 
removed from the list, all current 
contracts are on the list and to ensure the 
correct contract owners/managers are 
identified.

Data integrity Low The contract register is being 
updated and held by 
procurement. Procurement 
Officer is working on pulling 
this together as a task. 
Deadline end March 2017. 

4 Contracts or agreements that rely on the 
contractor to provide performance 
information should include a second line 
of defence added such as independent 
reviews or performance monitoring site 
visits. This is particularly important when 
performance is linked to contract costs or 
informs profit levels to the Council

Data integrity; Counter fraud; 
Value for money; 
Efficient/effective procedures; 
Integrity

Medium This is incorporated in to the 
new framework. However the 
Commissioning Manager will 
highlight this in the 
workshops. Deadline end 
March 2017.



Performance Management Audit Review 2016/17

Introduction

As part of the 2016/17 Assurance Risk and Audit Plan, a review has been undertaken of the controls and procedures in place in 
respect of the Performance Management Framework at Allerdale Borough Council (ABC). The aim of this review is to provide 
management with assurance that the system is robust and operating as intended and provide recommendations for improvement to 
add value, if appropriate. 

Assurance Risk and Audit would like to thank all staff involved during the course of the review for their help and assistance.

The objective and scope for Performance Management review was defined in the audit brief issued to all relevant staff on 5 August 
2016.

Testing and results

Area Control Objective Control 
Environment

Assurance 
Opinion

Commentary

Policies and 
Procedures

Adequate policy and 
procedures for 
performance 
management are in 
place in line with best 
practice.

Objectives; 
Effective/efficient 
processes

Substantial A number of changes have taken place since 
the last review in 13/14 in terms of 
performance reporting.  The “What Great 
Looks Like” performance management 
framework is in place which includes a clear 
timed framework of appraisal meetings to 
include performance measures.
Discussions with HR demonstrated that 
expectations are clear in terms of the 
framework and time-lines, however employee 
surveys completed as part of this review 
confirmed inconsistencies for 1-2-1 
discussions.  Some staff report that they are 
not having “what great looks like” meetings at 



all, some report they have infrequent 
meetings and others report that they do not 
have opportunities to discuss performance 
other than within the “what great looks like” 
discussions.  
People Resources has issued a new 
Performance Improvement Framework and 
Policy Statement to the Employee 
Engagement Group for consultation, these 
include clear guidelines for managers but 
have been updated out-with the Performance 
Management Framework and consist of a re-
worked capability policy.
To monitor the delivery of these management 
expectations and to ensure all employees 
receive adequate support it would be 
beneficial to include some oversight for these 
actions going forward.

Roles and 
Responsibilities

Performance 
management 
framework

Objectives; Efficiency 
and effectiveness

Substantial The Framework has been improved since the 
last audit and roles and responsibilities are 
clear with detailed reporting lines, however 
the Audit Committee should appear on the 
list of reporting lines and the document 
should be easier to find.  

Performance 
data

Data Quality Data integrity; 
Counter fraud; 
Efficiency and 
effectiveness

Limited More weight should be attached to Data 
Quality and the Performance Management 
Framework would benefit from having a link 
to the Data Quality Statement already on the 
intranet. Testing confirmed that information is 
available and provided but inconsistently 
applied and data quality not certain. Sourcing 
performance information as part of this 
review proved difficult due to information not 
being in one place and involved contacting 



several members of staff/managers. Pulling 
data from so many sources and preparing 
reports without software is inefficient and can 
impact on the integrity of data used to inform 
decisions.
Testing, surveys and discussions with the 
Senior Policy and Performance Officer 
confirmed that there is no central point for 
managing and reporting on performance. 
The Service Plan templates encourage 
consistency in approach but performance is 
reported in varying formats. It is difficult to 
locate performance information and to 
benchmark as a council as information is not 
held centrally.  Having an accessible whole 
service/business view of how the Council 
performs in each key area available would 
support well informed decision making. 

Performance 
Management

Roles and 
responsibilities for 
performance 
management

Effective/efficient 
processes; Data 
integrity

Substantial Testing included staff and management 
surveys. Surveys confirmed that individuals 
understand their own responsibilities but 
would benefit from greater awareness of the 
performance information that is reported. A 
clearer understanding of how individual 
performance contributes to the information 
published and the overall achievement of 
council plan objectives would add value to 
the performance management cycle. 
The Audit Committee and Scrutiny 
Committee have a role to play in monitoring 
performance throughout the Council however 
reporting by exception removes the 
opportunity to request assurances that 
completed projects have delivered the 
intended key objectives agreed as a measure 



of their effectiveness.

Areas for improvement and recommendations

Areas for improvement
Number Area for Improvement Associated risks Priority Response
1 To include the Audit Committee in the 

reporting lines and more emphasis on 
data quality with a link to the Data Quality 
Statement in the Performance 
Management Framework document.

Efficient and efficient 
processes; Safeguard assets, 
service resilience

Low This will be added to the 
reporting lines.

Agreed Actions
Number Agreed Actions Associated risks Priority Responsibility, due date 

and response
1 Performance information to be 

embedded in to decision making and 
clear understanding of how we 
benchmark. Performance information 
instilled in to the appraisal process to 
enable performance to be linked to 
objectives and better performance 
management. One central point of data 
collection would improve monitoring 
capability and benchmarking and 
eliminate unnecessary information 
gathering.

Data integrity; 
Effective/efficient processes; 
Compliance; Objectives; 
making informed business 
decisions; 
Whole of business 
performance is not centrally 
visible

High Senior Policy and 
Improvement Officer to 
prepare a report for SMT to 
discuss and agree actions 
going forward. Deadline for 
report to SMT and Director
by 30th November 2016. 

2 Project/Council plan activity evaluation 
information should be submitted to 
Senior Managers, Executive and/or 
Scrutiny when a project is complete to 
confirm how key deliverables were met, 

Compliance; Objectives; Data 
integrity; making informed 
business decisions
Opportunities for lessons 
learned are missed;

Low Senior Policy and 
Improvement Officer. This 
action requires SMT to agree 
to add activity/project 
performance information 



measure effectiveness, and to gather 
participant and budgetary feedback.

Successful/exceeding 
expectations projects are not 
given consideration; 
Difficult to provide assurance 
that projects are delivering the 
benefits intended.

once an activity is complete 
and published in the quarterly 
performance report. 
Executive has reported to 
SMT that it wishes to see 
more outcomes measured. 
Alex will combine this action 
with her report to SMT by 30th 
November 2016.

3 The ‘Performance Improvement 
Procedure’ should to be linked with other 
performance management policies, for 
example, "what great looks like" to 
provide a complete policy process for 
performance management as a whole.  
This will ensure management 
expectations are clear.

Data integrity; 
Effective/efficient processes; 
Compliance; Objectives; 
Failure to manage 
performance effectively
Roles and responsibilities for 
performance management are 
not clear.
Actions to address poor 
performance are 
inconsistently applied and 
evidenced

Medium The Leadership and Talent 
Manager has produced a 
Performance Management 
Policy which makes reference 
to the appraisal process, 
disciplinary process and 
capability process and this 
document is with Senior 
Management Team for 
consultation and feedback. 
To be added to the SMT 
agenda 30th November 2016.



Guide to the audit assurance opinions
Comprehensive There is a sound system of controls designed to 

meet objectives, manage risks and controls are 
consistently applied in all the areas reviewed.

Substantial There is a good system of controls and risks are 
managed. However, there are opportunities for 
improvement in the design or consistency of 
application that will assist in the achievement of 
objectives identified as being at risk in the areas 
reviewed.

Limited Key controls exist to help achieve objectives 
and manage principle risks. However, there are 
opportunities for improvement in the overall 
control environment which would enhance the 
design and application of controls, thereby 
assisting the achievement of objectives 
identified as being at risk in the areas reviewed.

Minimal The absence of basic key controls or the 
inconsistent application of key controls is so 
severe that the audit area is open to abuse or 
error. Risks to objectives are not being 
managed.

Agreed action levels
High There is a control vulnerability that could result in 

failure to achieve corporate objectives, reputational 
damage, lead to material loss, exposure to serious 
fraud or failure to meet legal or statutory requirements. 
This includes material non-compliance with the 
Constitution, Financial Regulations or Council policies 
and procedures. Managers should address high priority 
recommendations urgently to rectify the situation.

Medium The system or procedure lacks adequate control that 
could result in failure to achieve operational objectives, 
non-material loss, or non-compliance with 
departmental operational or financial procedures. This 
would also include minor non-compliance with 
Financial Regulations. Although not fundamental to 
system integrity these risks should be addressed 
promptly as the next priority.

Low To implement this would be good practice to improve 
or enhance the system and the achievement of 
objectives. Several low risks in combination may give 
rise to concern.  

In line with the Public Sector Internal Auditing Standards, 
Assurance, Risk and Audit will monitor all current and future agreed 
actions. Actions will be recorded in the Covalent performance 
management system or its successor system including all progress 
updates whether made by assigned officers directly or by 
Assurance, Risk and Audit on their behalf. Managers with system 
access have the opportunity to monitor these actions. 
Implementation dates are agreed before the Final report is issued; 
amendments to these dates must be agreed with Assurance, Risk 
and Audit prior to updating Covalent.
The record of the agreed actions updates within Covalent will be 
used to provide information required by the Senior Management 
Team and Audit Committee.


