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Education and Children’s Services

REPORT TO AUDIT COMMITTEE – 24 MAY, 2018
SCRUTINY REFERRAL TO EDUCATION AND CHILDREN’S SERVICES
COMMITTEE – PRIMARY SCHOOL PROCUREMENT
1

Recommendations
The Committee is recommended to:
1.1

Note the Stage 1 Report at Appendix 1 which was considered by the
Education and Children’s Services Committee at its meeting on
March 22, 2018.

1.2

Note the decision of the Education and Children’s Services
Committee to take no further action, having received sufficient
reassurance from the Stage 1 Report.

1.3

Consider whether to conduct Stage 2 of the Committee Review
Process in respect of the original matter.

2

Background / Discussion

2.1

At its meeting on 21 September, 2017, the Audit Committee agreed that, in
respect of Primary School Visits (Internal Audit Report No. 1008), it would
request that Education and Children’s Services Committee consider
undertaking Stage 1 of the Committee Review Process, in relation to the issues
raised around the systems and processes used for procurement within schools,
and report back to the Audit Committee in due course.

2.2

The Education and Children’s Services Committee agreed, at its meeting on 7
December, 2017, to undertake a Committee Review Process on systems and
processes used for Procurement within Primary Schools and report back with
findings to the ECS Committee on 22 March, 2018.

2.3

The Education and Children’s Services Committee considered the Stage 1
Report at its meeting on 22 March, 2018. A copy of the report forms Appendix
1. Having considered and discussed the content of the report, the Committee
agreed that it was sufficiently reassured by the ongoing implementation of
actions within the Service to address the issues raised in the Internal Audit
Report. The ECS Committee were satisfied that the support mechanisms in
place including induction training, QA visits, network-based training sessions,
peer support etc. represent a proportionate and comprehensive range of
support mechanisms.

2.4

Section G.2.2 of the List of Committee Powers provides that where a report
from a policy committee following a referral by the Audit Committee does not
provide sufficient reassurance, the Audit Committee may conduct the
Committee Review Process itself and report any recommendations back to the
policy committee. If the Audit Committee agrees to undertake the Committee
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Review Process in respect of this matter, it would proceed to Stage 2 following
the Stage 1 report already undertaken.
2.2

The Head of Finance and Monitoring Officer within Business Services have
been consulted in the preparation of this report and are satisfied that the report
complies with the Scheme of Governance and relevant legislation.

3

Scheme of Governance

3.1

The Committee is able to consider this item in terms of Section G.2.2 of the List
of Committee Powers in Part 2A of the Scheme of Governance as it relates to
the outcome of a scrutiny referral by the Audit Committee to the Education and
Children’s Services Committee.

4

Implications and Risk

4.1

An equality impact assessment is not required because the report is asking the
Committee to discuss and comment on Internal Audit recommendations and
there will be no differential impact on any of the protected characteristics.

4.2

There are no direct staffing and financial implications arising from this report.

4.3

The following Risks have been identified as relevant to this matter in the
Directorate Risk Registers being the ECS Schools Risk Register. Risk Ref.
AS007 relating to failure to keep knowledge, skills and training up to date.

Robert Driscoll
Interim Director of Education Children’s Services
Edwin Duncan, ECS Business Support & Development Manager
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REPORT TO EDUCATION & CHILDREN’S SERVICES COMMITTEE – 22 MARCH, 2018
COMMITTEE REVIEW PROCESS – PRIMARY SCHOOLS
1. Recommendations
The Committee is recommended to:
1.1

Note the support provision available to Primary Head Teachers and
Administrators through the Audit Compliance process, and other support
mechanisms in place for staff in Primary Schools.

1.2

Note the commitment from the E&CS Service to continue to embed
training programmes on Financial Regulations and Procurement on an
annual basis for all Head Teachers and Administrators.

1.3

Note that the E&CS Service will review the Audit Compliance process to
include greater involvement of the Head Teachers’ line managers,
particularly where areas for development have been identified.

1.4

Agree that a report is presented to the Audit Committee meeting on 24
May, 2018, under Section G2.2 of Part 2A of the Scheme of Governance
Committee Review Process (CRP), indicating that the ECS Committee is
satisfied with the support mechanisms in place to support Primary
Schools with adherence to Financial and Governance regulations.

2.

Background / Discussion

2.1

At a meeting of the Audit Committee on 21 September, 2017, an Internal Audit
report was received and considered. The Audit Committee identified a matter of
service delivery for improvement being non-compliance with Financial Regulations
and / or the Service’s financial procedures in Primary Schools.

2.2

The Audit Committee has powers relating to scrutiny of service delivery. Section
G.2.2 of Part 2A of the Scheme of Governance allows the Audit Committee to
request that a policy committee conduct the Committee Review Process in
respect of a matter of service delivery, identified in an audit report for
improvement.

2.3

The ECS Committee at its meeting on 7 December, 2017, agreed to conduct a
CRP, in accordance with Section G.2.2.b of Part 2A of the Scheme of
Governance. If the Audit Committee determines that the report received from the
Head of Resources and Performance does not provide sufficient reassurance,
then the Audit Committee may then conduct the CRP. Thereafter, the Audit
Committee will report its recommendations to the Education and Children’s
Services Committee.

2.4

Appendix 1 lists all the support measures and documentation that are currently in
place to support Primary Head Teachers in complying with Financial Regulations.
The Primary Head Teacher induction training slides are documented in Appendix
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Documentation, which Head Teachers are required to complete in conjunction
with their Support Services Coordinator. This should flag up areas requiring
further support to be provided within a given timescale. The following links are to
the School Administrators Handbook and the Primary Head Teacher Handbook.
The training slides on procurement procedures which were used for delivering
training to Primary School Administrators are laid out in Appendix 3.
2.5

Following on from the issues highlighted in the Primary Schools Internal Audit
Report, a review of the audit compliance process will be undertaken. It is
recognised that it is not necessarily the process that is the issue, it is more direct
engagement with the Head Teachers’ line managers which may be required. The
greater involvement of line managers directly engaging with Head Teachers on
compliance issues should emphasise the seriousness of compliance failures and
encourage support to be sought where required.

2.6

The support mechanisms currently in place with regard to Primary Schools in
respect of audit compliance issues have been discussed with the Chair of the
ECS Committee. The Chair has expressed her agreement that the E&CS support
mechanisms currently in place represent a reasonable and proportionate
approach to supporting Primary Schools. Furthermore, the commitment to review
audit compliance processes as part of the continuous improvement process, and
enhancing the involvement of line managers in supporting the process, is very
much welcomed.

2.7

The Head of Finance and Monitoring Officer within Business Services have been
consulted in the preparation of this report, had no comments to make and are
satisfied that the report complies with the Scheme of Governance and relevant
legislation.

3.

Scheme of Governance

3.1

The Committee is able to consider and take a decision on this item in terms of
Section E.1.1.b of the List of Committee Powers in Part 2A of the Scheme of
Governance, as the matter relates to Education, and Section E.7 as the matter
relates to the scrutiny of an education-related matter of service delivery identified
for improvement

4.

Equalities, Staffing and Financial Implications

4.1

An equality impact assessment is not required because the report is asking the
Committee to discuss and comment on CRP and there will be no differential
impact on any of the protected characteristics

4.2

There are no direct staffing and financial implications arising from this report.

4.3

The following Risks have been identified as relevant to this matter in the
Directorate Risk Registers being the ECS Schools Risk Register: Risk Ref. AS007
relating to failure to keep knowledge, skills and training up to date

Maria Walker
Director of Education & Children’s Services
Report prepared by Edwin Duncan, ECS Business Support & Development Manager
12 February 2018
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Support mechanisms in place for Primary Schools relating to financial management
and processes include the undernoted: •

A module within the Head Teacher induction programme is dedicated to financial
management

•

Financial handbook available on Arcadia for Head Teachers and Administrators

•

Head Teacher handbook is also available and currently being reviewed

•

Annual ‘audit compliance’ visits which should identify areas where support is
required. The compliance documentation has been compiled in conjunction with
Internal Audit. Support actions required should be recorded with agreed timescales.
Support requirements and actions should be documented with timescales for delivery

•

Financial training was provided to Primary School Administrators during May/June,
2017. This will now be repeated on an annual basis to include both Head Teachers
and Administrators. Preparations for the delivery of training in May/June, 2018, are
already under way

•

Outwith formal training, Business Support Officers (BSOs) and CSN Support Services
Coordinators can be contacted on an ‘ad hoc’ basis with support requests

•

Peer support is also normally offered to new Administrators
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Appendix 2

Primary Head Teacher Induction Brief on Support Services

Support Services Banff
& Buchan and Buchan
Education Children’s Services
Support Services
Alex Bain Business
Support Officer
(North)

Support Services
Formartine and Garioch

Support Services
Kincardine & Mearns and Marr

Formartine Area Schools – Stuart Cornwallis Business
Support Officer 0.5 Fte
Garioch Area Schools – Fiona Brechin

Business Support Officer

Business Support Officer 0.5 Fte

Support With:

Support With:
Financial Assistance

Appointments
Staff Development

Understanding Budget
Planning
Monitoring

Work Performance Ability

Audit Compliance Financial
Regulations
Procurement Processes
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Financial Assistance

Financial Assistance
School Monitoring to 31 March 2016
E053001

Primary School

Devolved Budget
Repairs & Maintenance

Primary School

Devolved Supply Hours
Management Relief Hours

Energy

Carry Forward
Hours
0.00

Budget 2015/16
Hours
99.75

Virements
Hours
0.00

19.80

140.00

0.00

19.80

239.75

0.00

Total Hours
Hours
99.75

Actual
Hours
42.00

Difference
Hours
57.75

159.80

0.00

159.80

259.55

42.00

217.55

Energy Conservation
Per Capita - Traditional
Office Telephones - Calls
Continuing Professional Development

777.00

1,390.01

2,167.01

902.22

18,846.00

321.17

19,167.17

12,865.28

0.00

0.00

0.00

0.00

1,264.79

0.00

7,704.00

803.52

8,507.52

15,763.51

-7,255.99

269.00

0.00

269.00

48.58

220.42

6,301.89

1,523.00

1,961.71

3,484.71

140.00

3,344.71

29,119.00

4,476.41

33,595.41

29,719.59

3,875.82

External Funding
Resource Allocation

0.00

0.00

0.00

0.00

0.00

SEED Additional Resources

0.00

0.00

0.00

0.00

0.00

Science Allocation

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

29,119.00

4,476.41

33,595.41

29,719.59

3,875.82

Page 7 of 276

Total for Cost Centre

Financial Assistance

Financial Assistance

Social
Fairtrade
Interest
Enterprise
Alec Caravan
free
Miscellaneous
Total Income From All Activities
Expenditure From Activities:

Support With:

Buildings Project Financing
Buildings Project Initiation
Buildings Project Tracking

0.00
0.00
0.00
0.00
59.70
0.00
5.54
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Support With:

Letting Policies

Do you have any Questions?

School Trips Procedures
Zoning

1
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Appendix 3

Procurement Procedures Training Slides

This is a short introduction to procurement & financial
regulations including where to find online training,
videos and manuals that you can download and print.

A Guide to
Procurement
procedures in
Aberdeenshire Council

There is also a group phone line number where you can
get advice from Finance (01467 536200)
Commercial & Procurement Services have a group
phone line/e-mail address to seek advice (01224 665652)
CPSCityShire@aberdeencity.gov.uk
These contact details are repeated again at the end

Financial Regulations/Procurement
This section of the training aims:
to provide information on the Council's financial
regulations in order to ensure future compliance
and reduce the number of breaches in financial
regulations.

Aberdeenshire Financial Regulations
The council follow clear procedures to ensure that all
decisions are lawful, accessible and transparent.
These procedures are contained within the Scheme of
Governance which is effective from 27th January
2017.

Procurement of Goods/Services or Works

2
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Procurement Procedures – Under £10,000
Contracts less than £10,000
Where the Contract Value is estimated to be less
than £10,000 the Procuring Officer must obtain a
minimum of one written quote and be able to
demonstrate that best value has been achieved.

Procurement Procedures – £10,000 - £50,000
Where the Contract Value is estimated to be
£10,000 or more but less than £50,000,
competitive quotations must be sought and
obtained in writing from at least four suppliers,
including, where appropriate, internal service
providers.
The Public Contracts Scotland website
must be used for the advertisement of such
Contracts, unless the Head of Commercial and
Procurement Services has given express
permission otherwise.

Contracted Suppliers
Procurement Procedures – £10,000 - £50,000
Should the Procuring Officer be unable to obtain
four written quotes, a request should be
submitted to the Head of Commercial and
Procurement Services (using the form approved
by the Head of Commercial and Procurement
Services for such purpose currently FR5.3.14) to
obtain their prior consent to proceed with fewer
than four quotations.

Information on Contracted Suppliers
Information on the Contracted Suppliers is available on
Arcadia/Arcadia Lite:

Catalogues/Punch-Out
For each of the suppliers on the list of Contracted
Suppliers, catalogues will be available on iProc/PunchOut Site as indicated on the list.

http://arcadia3.aberdeenshire.gov.uk/?p=39091
http://arcadialite.aberdeenshire.gov.uk/?page_id=17368

Where you are unable to find a particular item on the
catalogue/punch-out, it is possible to contact the
supplier directly to ask them if they can source the item
on your behalf.

3
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Resolving Issues
If you have a query relating to any order which has
been raised to a contract supplier, please contact the
supplier directly to discuss the matter.
If after speaking to the supplier the issue is not
resolved, please email the relevant information to
cpscityshire@aberdeencity.gov.uk and we will contact
the supplier or escalate the matter accordingly within
our Service.

To access the online training first time go to ALDO
and set up an account for yourself

Purchase Orders
The purchase of all works, goods or services shall be
ordered or instructed on an official purchase order form,
through the iProcurement system.
The supplier shall be requested to quote order numbers
on all invoices.
This does not apply to supplies of metered services or
periodical payments such as rent and rates.

This is the page you will see to login

You will need to have ready:
Your payroll number (on your payslip)
Your Full Name
Your Email Address - this can be work or personal
Go to The Arcadia Home page and on the right hand side
click on ALDO
Please contact training.courses@aberdeenshire.gov.uk
(tel: 01224 665700 or 01346 587000) if you have any
problems with logging in.

Next enter your username and the
password you chose and click Log in:
This screen will appear -– type Iproc into the Search
courses bar at the top and click on the magnifying glass

Next enter your username and the
password you chose and click Log in:
This screen will appear -– type iProc into the Search
courses bar at the top and click on the magnifying glass

4
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Click on the Course Title
(First time you will need to click an Enrol box)

For this demonstration we clicked on
“Placing a Catalogue order - here are the first
few pages to show you how it takes you
through the steps required one at a time.
You can click on the “Save a Copy” button at
the bottom right hand side to save any of
these manuals to your local hard drive for
future reference

5
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Ongoing information and assistance

Thank you
Questions?

1

