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Audit Resources

Title Name Email  Telephone 

Audit Manager Emma Toyne emma.toyne@cumbria.gov.uk 01228 226261 

Lead Auditor Diane Lowry diane.lowry@cumbria.gov.uk 01228 226281 

 

 

Audit Report Distribution  

For Action: Anne Dobinson – Head of Central Services 

For Information: 
Stephen Kirkpatrick (Director of Corporate Support) 

Roger Marshall (Chief Constable’s Chief Finance Officer) 

Michelle Bellis (Deputy Chief Finance Officer) 

Ruth Hunter (OPCC Chief Finance Officer / Deputy Chief Executive) 
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Audit Committee The Joint Audit & Standards Committee, which is due to be held on 15 March 2017, will receive the report: 

 

Note: Audit reports should not be circulated wider than the above distribution without the consent of the Audit Manager. 
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1. Background
 

1.1. This report summarises the findings from the audit of Self Service Travel Expenses and Overtime. This was a planned audit assignment which 

was undertaken in accordance with the 2016/17 Audit Plan.  

 

1.2. The self-service travel expenses and overtime system was introduced in 2014 as part of the implementation of the Constabulary’s new Payroll 

system.  The main objective of self-service was to streamline processes, improve efficiencies and reduce costs by reducing paperwork and 

eliminating double entry of information wherever possible.  

 

2. Audit Approach 
 

2.1. Audit Objectives and Methodology 

 

2.1.1. Compliance with the mandatory Public Sector Internal Audit Standards requires that internal audit activity evaluates the exposures to risks relating 

to the organisation’s governance, operations and information systems.  A risk based audit approach has been applied which aligns to the five key 

audit control objectives which are outlined in section 4; detailed findings and recommendations are reported within section 5 of this report. 

 

2.2. Audit Scope and Limitations 

 

2.2.1. The Audit Scope was agreed with management prior to the commencement of this audit review.  The Client Sponsor for this review was the 

Director of Corporate Support.  The agreed scope of the audit was to provide assurance over management’s arrangements for governance, risk 

management and internal control in the following areas: 

 Policy and procedures 

 Accuracy of data (checking and authorisation). 

 

 

2.2.2. There were instances whereby the audit work undertaken was impaired by the availability of information and this may have had a bearing on the 

audit findings. The areas affected were: 

 Confirming whether there were any risks, associated with self-service, identified as part of the initial project plan. 



 Cumbria Constabulary | Audit Self Service Travel and Overtime 

      
 
Cumbria Shared Internal Audit Service: Internal Audit Report  Page 

4   
 
 

4 

 

 

 

3. Assurance Opinion 
 

3.1. Each audit review is given an assurance opinion and these are intended to assist Members and Officers in their assessment of the overall level of 

control and potential impact of any identified system weaknesses.  There are 4 levels of assurance opinion which may be applied. The definition 

for each level is explained in Appendix A. 

 

3.2. From the areas examined and tested as part of this audit review, we consider the current controls operating within self-service travel expenses 

and overtime provide Reasonable assurance.    

 

 Note: as audit work is restricted by the areas identified in the Audit Scope and is primarily sample based, full coverage of the system and 

complete assurance cannot be given to an audit area. 

 

4. Summary of Recommendations, Audit Findings and Report Distribution 
 

4.1. There are three levels of audit recommendation; the definition for each level is explained in Appendix B.  

 

4.2. There are five audit recommendations arising from this audit review and these can be summarised as follows: 

No. of recommendations 

Control Objective High Medium Advisory 

1. Management - achievement of the organisation’s strategic objectives  - - - 

2. Regulatory - compliance with laws, regulations, policies, procedures and contracts (see section 5.1.) - 1 - 

3. Information - reliability and integrity of financial and operational information (see section 5.2) - 3 1 

4. Security - safeguarding of assets  - - - 
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4.3. Strengths: The following areas of good practice were identified during the course of the audit: 

 New Business Travel and Expense Policy and Procedures have been developed and approved. 

 On line training has been developed and is available to users of the self-service system. 

 

4.4. Areas for development: Improvements in the following areas are necessary in order to strengthen existing control arrangements: 

 

4.4.1. High priority issues: 

 None 

 

4.4.2. Medium priority issues: 

 Two versions of the Travel and Expenses Policy, 2004 and 2016, are available on the Constabulary’s website. 

 There is a lack of clarity regarding roles and responsibilities around driving licence information. 

 Arrangements are not in place for management to receive assurance that all aspects of the Business Travel and Expenses procedure are 

complied with.  

 Arrangements are not in in place for management to be assured that all monthly reports and checks are undertaken. 

 

 

4.4.3. Advisory issues: 

 The options for reclaiming VAT on fuel should be explored. 

 

 

Comment from the Director of Corporate Support 

5. Value - effectiveness and efficiency of operations and programmes (see section 5.3) - - - 

Total Number of Recommendations 0 4 1 
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I am pleased that this review of Self-Service of Travel Expenses & Overtime has provided Reasonable assurance however the Constabulary is 

committed to working towards, and achieving, a Substantial assurance level for any future audits in this area. 

 

I am pleased with the strengths observed regarding the appropriate policies and procedures, together with availability of the on-line training 

facilities. 

 

The five recommendations (4 medium and 1 advisory) will all be addressed within the timescales agreed by the relevant departments within the 

Constabulary.  The confusion arising from the availability of duplicate policies has already been addressed, whilst actions to address the 

recommendations regarding compliance with both Policy & Procedures and Monthly checks will be completed as per the management 

responses. 

 

The advisory issue regarding reclamation of VAT will be investigated by the Finance Team to determine whether there are any further pragmatic 

and cost effective and opportunities to maximise funding available through improved procedures. 

 

The audit has confirmed that the Constabulary has a sound and robust approach to the delivery of Travel Expenses & Overtime utilising the 

Self-Service approach, however we are committed to addressing the recommendations made. 
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5. Matters Arising / Agreed Action Plan 
 

5.1. Regulatory - compliance with laws, regulations, policies, procedures and contracts. 

●  Medium priority  

Audit finding Management response 

(a) Policy  

A Business and Travel Expenses Policy has been prepared to define what Police Officers, Police 

Staff and authorised volunteers can claim in respect of travel and subsistence in the course of their 

duties.  The Policy was approved by the Business Board in April 2016. 

 

Examination of the Constabulary’s policies page on their website identified that the policy was 

available.  However, there was also a travel and expenses policy from 2004 published on the same 

web page. 

Agreed management action:  

Arrangements will be made to remove the outdated 

policy from the Cumbria Constabulary website. 

Recommendation 1: 

Where policy documents are made available on the Constabulary’s website, arrangements should 

be put in place to ensure only the most recent version is published. 

Risk exposure if not addressed: 

 Out of date policy / procedures being followed, 

 Officers unable to easily access relevant documents, 

 Non-compliance with internal policy.  

Responsible manager for implementing:  

Head of Central Services 

Date to be implemented: 

02/2017 
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5.2. Information - reliability and integrity of financial and operational information. 

●  Advisory issue   

Audit finding Management response 

(a) VAT  

Audit discussions identified that the Constabulary does not reclaim VAT on the fuel element of 

travel expenses so receipts are not provided by officers or staff.  It was unclear where and when 

this decision was taken. 

 

We were informed that the Constabulary have been advised by their VAT specialists that receipts 

may not be required to reclaim VAT on fuel and that this will be explored by the Constabulary.   

 

Agreed management action:  

Options for reclaiming VAT on fuel will be explored 

and reported to the Business Board. 

Recommendation 2: 

Options for reclaiming VAT on fuel should be explored to inform policy in this area. 

Risk exposure if not addressed: 

 Missed opportunities to maximise funding available. 

 

Responsible manager for implementing:  

Chief Constable’s Chief Finance Officer 

Date to be implemented: 

05/2017 
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●  Medium priority 

Audit finding Management response 

(b) Compliance with Policy and Procedures 

Management place some reliance on the declaration made by officers and staff, when submitting a 

claim for travel and expenses, that they have valid insurance, MOT and driving licence. 

 

The Business Travel and Expenses Procedures (para 4.9) state that “…officers and staff must 

submit a copy of their certificate of insurance (and any necessary associated documentation) to 

CSD…..”.  At the time of the audit we were informed that arrangements are not in place to ensure 

that CSD receive a copy of current insurance certificates and any associated documentation. 

 

The Procedure also states that (para 4.11) ““it is the responsibility of officers and staff who use their 

own vehicle for work on official Constabulary business to update their driving licence details on the 

ORIGIN HR system by checking and notifying CSD Employee Services”. Similarly “it is the 

responsibility of the line manager to ensure that their officers and staff provide  up to date driving 

licence details to Central Services for update of the ORIGIN HR system”  

 

Driver Training informed us that driving licence details are initially recorded on Origin on first joining 

the organisation. If individuals then require any type of driver training, licences are checked to 

make sure that they are current and legal. The current system does not give management 

assurance that all officers and staff have current valid driving licences.  

 

Agreed management action:  

New forms are being devised in line with the new 

procedures along with a full review of all officers 

and staff claiming mileage.  

 

The new form includes the requirement to submit 

insurance and MOT documentation; this will be 

completed in the next couple of months.  

 

As part of this new documentation Line Managers 

will be reminded of their obligations in connection 

with Driving licence details as defined in the policy 

document. 

Recommendation 3: 

Procedures should give greater clarity with regard to the roles and responsibilities of officers, 

managers and CSD in respect of driver licence details.  

Recommendation 4: 
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Management should ensure arrangements are in place to confirm that all aspects of the Business 

Travel and Expenses procedures are complied with. 

Risk exposure if not addressed: 

 Non-compliance with internal policy and procedures, 

 Financial and reputational damage to the Constabulary. 

 

Responsible manager for implementing:  

Head of Central Services 

Date to be implemented: 

05/2017 

 

●  Medium priority 

Audit finding Management response 

(c) Monthly Checks 

A monthly checklist is in place setting out the processes and actions required for payment runs.  

The checklist includes a duplicate claim report.  We noted that the September 2016 checklist had 

not been updated with the date this report was run. Discussions held with CSD at the time of the 

audit, identified that this report is not run and checked each month.  

 

We were informed post-audit that this was a newly created report, in August, to look at the previous 

3 months for duplicate claims and that it was under review in September.  . 

 

Agreed management action:  

The duplicate payments report has now become 

part of the procedural checks and moving forward 

this will be done on a monthly basis. 

Recommendation 5: 

Management should ensure that arrangements are in place to confirm that all required reports and 

checks are undertaken in accordance with their requirements. 

Risk exposure if not addressed: 

 Non-compliance with internal policy, 

 Fraudulent or excessive claims, 

 Financial risk to the Constabulary. 

Responsible manager for implementing:  

Head of Central Services 

Date to be implemented: 

In place 12/2016 



 Cumbria Constabulary | Audit Self Service Travel and Overtime 

      
 
Cumbria Shared Internal Audit Service: Internal Audit Report  Page 

11   
 
 

11 

 

  



 Appendix A 

      
 
Cumbria Shared Internal Audit Service: Internal Audit Report  Page 

12   
 
 

12 

Audit Assurance Opinions 

There are four levels of assurance used; these are defined as follows: 

 

Definition: Rating Reason 

Substantial  There is a sound system of internal control designed to achieve 
the system objectives and this minimises risk. 
 

The controls tested are being consistently applied and no 
weaknesses were identified. 
 
Recommendations, if any, are of an advisory nature in context of 
the systems and operating controls & management of risks. 

Reasonable There is a reasonable system of internal control in place which 
should ensure that system objectives are generally achieved, 
but some issues have been raised which may result in a degree 
of risk exposure beyond that which is considered acceptable. 

Generally good systems of internal control are found to be in 
place but there are some areas where controls are not effectively 
applied and/or not sufficiently developed.  
 
Recommendations are no greater than medium priority. 

Partial The system of internal control designed to achieve the system 
objectives is not sufficient. Some areas are satisfactory but there 
are an unacceptable number of weaknesses which have been 
identified and the level of non-compliance and / or weaknesses 
in the system of internal control puts the system objectives at 
risk. 
 

There is an unsatisfactory level of internal control in place as 
controls are not being operated effectively and consistently; this is 
likely to be evidenced by a significant level of error being 
identified.  
 
Recommendations may include high and medium priority matters 

for address. 

Limited / None Fundamental weaknesses have been identified in the system of 

internal control resulting in the control environment being 

unacceptably weak and this exposes the system objectives to an 

unacceptable level of risk. 

Significant non-compliance with basic controls which leaves the 
system open to error and/or abuse. 
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Control is generally weak/does not exist. Recommendations will 

include high priority matters for address. Some medium priority 

matters may also be present. 
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Grading of Audit Recommendations 

Audit recommendations are graded in terms of their priority and risk exposure if the issue identified was to remain unaddressed. There are three levels of 

audit recommendations used; high, medium and advisory, the definitions of which are explained below. 

 

Definition: 

High ● Significant risk exposure identified arising from a fundamental weakness in the system of internal control 

Medium ● Some risk exposure identified from a weakness in the system of internal control  

Advisory ● Minor risk exposure / suggested improvement to enhance the system of control 

 

 

Recommendation Follow Up Arrangements: 

 High priority recommendations will be formally followed up by Internal Audit and reported within the defined follow up timescales. This 

follow up work may include additional audit verification and testing to ensure the agreed actions have been effectively implemented. 

 Medium priority recommendations will be followed with the responsible officer within the defined timescales. 

 Advisory issues are for management consideration. 
 

 

 


