PERFORMANCE & AUDIT SUB COMMITTEE

Date: 22 May 2017
Location: St Josephis Leisure Centre

Start time: 6pm

AGENDA

AGENDA ITEM FOR FOR FOR
NOTING DISCUSSION APPROVAL/
DECISION

1. Apologies for Absence \Y

2. Declarations of Interest V

3. Notes of Previous Meeting d 13 \Y
February 2017 (pages 1-3)

4. Internal Audit Programme d 2017/18 \V4
/ Internal Audit Follow Ups (pages 4-46)

5. Performance Report April 2016 to \V4
March 2017 (pages 47-110)

6. External Audit Plan 2016/17 (pages \Y4
111-128)

7. Staff Recognition Awards (pages 129- \Y4
154)
(Confidential Paper)

8. AOCB

9. Dates of Next Meetings:

Trust Board: 6 June 2017

Performance & Audit Sub Committee:
21 August 2017

For further information please contact: John Griffiths, Chief Executive
Email: John.griffiths@east-ayrshire.gov.uk  Tel: 01563 554710



mailto:John.griffiths@east-ayrshire.gov.uk

Agenda Item 3

PERFORMANCE AND AUDIT SUB-COMMITTEE

MINUTES OF MEETING HELD ON MONDAY 13 FEBRUARY 2017 AT
1800 HOURS IN ST JOSEPH'S LEISURE CENTRE, GRASSYARDS ROAD,
KILMARNOCK

PRESENT: Independent Trustee Robin Hume; Councillors Eoghann MacColl and Neil
McGhee; and Independent Trustees Elizabeth Young and June Minnery.

ATTENDING: John Griffiths, Chief Executive; Jackie Biggart, Central Support Manager;
Lorraine Russell, Senior Accountant, Chris Murphy, Sports and Community Venues Manager
and Shirley Andrews, Training and Development Officer, all East Ayrshire Leisure Trust; and
Gillian Hamilton, Democratic Services Officer, East Ayrshire Council.

CHAIR: Independent Trustee Robin Hume.

DECLARATIONS OF INTEREST

No declarations of interest were intimated.

MINUTES OF PREVIOUS MEETING

There were submitted and approved as a correct record the Minutes of the Performance and
Audit Sub-Committee meeting held on 14 November 2016 (circulated).

PERFORMANCE REPORT OCTOBER-DECEMBER 2016

There was submitted a report dated 25 January 2017 (circulated) by the Chief Executive which
provided the Board with a summary of the performance of Trust services for the period
October to December 2016 and highlighted significant aspects of performance for Trustees'
consideration.

It was agreed:-

(i) to approve the East Ayrshire Leisure Performance report for October to December
2016;

(ii)  to note the significant progress made towards the achievement of Action Plan objectives
in the East Ayrshire Leisure Performance report and that the programme of
development activities had been particularly successful in maintaining attendance figures.
By comparison, the EPMS Performance Scorecard, which showed expected levels of
performance across the main measured priorities, indicated that action was required in
relation to overall attendances at Sport and Community Venues. The difference
between the two reports was attributed to profiling and a detailed explanation was given
at the meeting. The progress against Action Plan objectives better reflected the true
position and the range of activity compared to the raw attendance figures shown in the
EPMS Scorecard. Overall attendances at Sport and Community Venues were expected
to outturn on projected target at year end. The EPMS Scorecard was to be changed at
the end of the year and it was important to influence the new arrangement to improve
profiling. Trustees were delighted with the 13% increase in attendance figures across
venues during the 9 month period, as shown in the Performance Report. A detailed
analysis of attendance figures was available on the Trust’s information portal, including
a comparison against previous reporting periods. The attendance target in the Action



(iii)

(iv)

(vi)

(vii)

(viii)

(ix)

plan might need another look, depending on the Trust’s budget allocation going forward.
In addition, the asset transfer programme continued to impact on attendance levels.

to note the financial performance, overall net position, that a financial surplus of £71,750
was currently projected and it was envisaged that this sum, together with unallocated
reserves, would be utilised to assist in the management of the £141,090 2016/17 budget
savings yet to be identified. Golf had moved to Countryside Services from | October
2016;

to note that the best value review of East Ayrshire Leisure Trust was nearing completion
and the findings would be reported to the next Board meeting;

to note the timescale for consideration of funding for the 2016 fireworks event — the
application would be submitted to the Grants Committee on 8 June 2017;

to note in relation to the EPMS Performance Scorecard indicators requiring intervention
() the factors affecting “customer visits to Sport and Community Venues”: more
competition with other facilities including Ayrshire College, venues being quieter over
the Xmas period and people generally having less money to spend on leisure. Spaces in
the programme were being promoted with a view to filling them, in particular on the
basis of block bookings rather than pay and play. Recognising the Trust’s charitable
purpose, the pricing structure should be kept under review to enable people to make
use of facilities; and (b) that 10 longer-term sickness absences had affected the “average
days lost per employee”. Bespoke training was being introduced as part of the sickness
absence management process. This initiative was commended by the Trustees;

that the Chief Executive raise with the Project Board the issue of lack of toilet facilities
at Dean Castle Country Park during the programme of works currently underway, to
identify whether temporary facilities could be provided;

to note that the format current Risk Register would continue until the end of this year,
pending introduction of the new format developed in response to the outcomes of the
Trustee Development Session on this topic. A follow-up report on data protection
would come forward to the Performance and Audit Sub Group meeting in May; and

otherwise, to note the contents of the report.

STAFF RECOGNITION AWARDS

There was submitted a report dated 25 January 2017 (circulated) by the People and Finance
Manager which sought approval for the first Staff Recognition Awards.

It was agreed:-

U

(ii)

(iii)

(iv)

to approve the nominations for the external awards of 'Delivering Excellent Customer
Service' and the internal award of 'Going the Extra Mile', and to arrange appropriate
publicity;

having heard Shirley Andrews on the arrangements proposed for revising the Staff
Recognition Award Scheme, to approve the proposed revisions, subject to further
consideration of the language in the proposed nomination criteria for “Going the Extra
Mile”

to note that promotion of the Staff Recognition Awards would be ongoing to generate
interest and encourage nominations; and

otherwise, to note the contents of the report.



DATES OF NEXT MEETINGS

Trust Board — Noted that the next scheduled date of 28 February 2017 was likely to change
to 6 March 2017, to be confirmed with Trustees; and

Performance and Audit Sub-Committee - 22 May 2017.

The meeting terminated at 1905 hours.



PERFORMANCE & AUDIT SUB COMMITTEE

INTERNAL AUDIT REPORT

Date: 22 May 2017

Agenda Item: 4

Report by: Jackie Biggart, People & Finance Manager

Summary

The purpose of the report is to provide Trustees with an update following the completion of the Internal
Audit Programme for 2016/17 and provide details of the proposed Internal Audit Programme for 2017/18
for consideration and approval.

In addition the report provides details of two separate visits from HMRC focusing on PAYE and VAT.

l. BACKGROUND

1.1 At the meeting on 23 May 2016, the Performance & Audit Sub Committee approved 3 follow up audits
to be undertaken during 2016/17, these were:-

e Location Audit — Auchinleck Leisure Centre
e Hospitality Service — Palace Theatre/Grand Hall
e Ticketing & Booking System

1.2 The Audit Plan for 2016/17 stated that the process relating to Programme Development/Event
Selection was being reviewed, however, this has not been possible due to the number of
recommendations within the Hospitality Service which required an additional allocation of days and
the timing of the review. It is therefore recommended that Programme Development/Event Selection
be reviewed as part of the 2017/18 plan.

1.3 The Trust’s Business Support Officer had the benefit of spending some time with Internal Audit
discussing and accompanying them on a location audit, all of which will prove beneficial in the future
when developing the Trust’s own internal processes.

2, INTERNAL AUDIT PROGRAMME 2016/17 - UPDATE

2.1 The Internal Audit follow up report for Auchinleck Leisure Centre is attached as an Appendix | to
this report for Trustees’ information. The report confirms that all recommendations have been
implemented which gives us the assurance that essential controls and procedures are in place and are
being adhered to.

22 The follow up audit relating to the Hospitality Service is attached as Appendix 2. The report states
that 9 of the 16 recommendations have been fully implemented, giving a 56% implementation rating.
The Business Support Officer, will provide the Palace Theatre Manager with the necessary support to
ensure that the outstanding recommendations are implemented.

23 The Ticketing & Booking System report has also been attached as Appendix 3. The follow up report
concludes that 8 out of | | original recommendations have been fully or sufficiently implemented, giving
an implementation rate of 73%. Where an action remains outstanding the Service Manager has given
an assurance that the outstanding recommendation will be implemented, within an agreed timescale.



PERFORMANCE & AUDIT SUB COMMITTEE

3.1

32

4.1

4.2

43

ol

PROPOSED INTERNAL AUDIT PROGRAMME 2017/18

As per the Service Level Agreement East Ayrshire Leisure is assigned 25 days of Internal Audit time,
this does not include any time that is required to investigate and report on any significant issues which
require audit input throughout the year.

The Chief Executive and Senior Management Team have given the 2017/18 programme consideration
in consultation with Internal Audit and the following programme is now submitted for consideration
and approval:

e Programme Development/Event Selection (2 days)

e Location Visit — Loudoun Leisure Centre (5 days)

e Repair/Maintenance Monitoring (5 days) — to review processes developed by East Ayrshire
Leisure and EAC with regards to statutory inspection and adhoc maintenance/repair works.

e Management Support (3 days) — support/advice provided as required to the Chief
Executive/Senior Management Team

e Governance & Risk Management (10 days) - guidance issued by OSCR on the governance and
risk arrangements relating to charitable organisations has recently been updated. As part of
this review we would look to verify compliance with the guidance, and review the adequacy
of risk and governance systems currently in place, including risk registers.

ASSURANCE VISITS

The External Audit conducted by Scott Moncrieff during June and reported to the AGM on |3t
September stated that there were no significant weakness identified during the process resulting in no
management actions.

VAT Review - On 20 October, 2016 HMRC undertook a compliance check with regard to our Vat
returns and the systems we have in place to accurately record all VAT transactions. No issues were
raised during the visit and there was no further review required.

On 23 March 2017 HMRC undertook a compliance check in relation to our PAYE responsibilities.
The visit involved a range of documents being reviewed to ensure that we are paying the right amount
of tax at the right time and paying the right allowance and tax relief. No significant issues were raised
however a further review of the process we currently adopt with regards to the Staff Recognition
Award and Let’s Connect Scheme is being carried out by HMRC.

Recommendation/s:

It is recommended that the Sub-Committee:

Note the content and the findings of the follow up audits carried out by East Ayrshire
Council’s Internal Audit Service;

Approve the proposed Internal Audit Programme 2017/18; and

Otherwise note the content of the report

Signature: Jackie Biggart

Designation: People & Finance Manager

Date: 5 April 2017
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READERSHIP

East Ayrshire Leisure Trust
Chief Executive - East Ayrshire Leisure Trust.........ccoo i John Giriffiths
People & FINANCE MANAQGET .........oo ittt e e e e s e e e e e e e s e e e e e e e s e annrraaeeaaens Jackie Biggart

INTERNAL CONTROLS

In order to ensure the proper conduct of its business, the East Ayrshire Leisure Trust has a responsibility to
develop and implement systems of internal control. It is primarily the responsibility of management to ensure
that internal controls are in place and are operating effectively.

A sound control environment will help to safeguard assets, ensure records are reliable, promote operational
efficiency and ensure adherence to East Ayrshire Leisure Trust policy and procedures. Such systems of
internal control provide reasonable (but not absolute) assurance against loss.

The work of the Internal Audit Section in East Ayrshire Council is carried out in line with the Public Sector
Internal Audit Standards (PSIAS). The PSIAS defines internal auditing as “an independent, objective
assurance and consulting activity designed to add value and improve an organisation’s operations. It helps
an organisation accomplish its objectives by bringing a systematic, disciplined approach to evaluate and
improve the effectiveness of risk management, control and governance processes”.

For further information on this document, contact:
Internal Audit Section; East Ayrshire Council; Civic Centre South; John Dickie Street, KILMARNOCK;
Ayrshire; KA1 1HW
Telephone 01563-57-8111; Fax 01563-57-8114



Follow-up Auchinleck Leisure Centre

Internal Audit Assignment East Ayrshire Leisure

Audit Report East Ayrshire
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Reference: FO/16/711047 Audit Report - Page 1 28" March 2017



Follow-up Auchinleck Leisure Centre

Internal Audit Assignment East Ayrshire Leisure

Audit Report East Ayrshire
— COUNCIL
1 INTRODUCTION
1.1 In 2015 Internal Audit conducted regularity audit at the East Ayrshire Leisure Trust's (EALT)
Auchinleck Leisure Centre. The audit report following that review was issued on 11" May 2016 and
contained four recommendations designed to improve the control environment in that area.
1.2 Internal Audit has now completed a follow-up review to assess the extent of implementation of
those recommendations. This report contains the results of the follow-up review.
1.3 During this follow-up visit we were supported by the EALT Business Support Officer; allowing her
to develop her knowledge and awareness of internal control verification.
2 PRESENTATION OF AUDIT FINDINGS
2.1 Appendix One — Follow-Up Matrix, gives a brief description of the progress and assessment of
implementation of each of the four recommendations.
3 CONCLUSION
3.1 Internal Audit has completed a follow up review of Auchinleck Leisure Centre and found that all of
the four recommendations have been fully implemented, giving a 100% implementation rating.
4 ACKNOWLEDGEMENTS
4.1 The Internal Audit Section would like to express their thanks to EALT staff and in particular the
Auchinleck Leisure Centre staff who provided co-operation and assistance during this assignment.
Reference: FO/16/711047 Audit Report - Page 2 28" March 2017
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Follow-up — Palace Theatre Hospitality Stock Control @@
Internal Audit Assignment for East Ayrshire Leisure Trust

Audit Report East Ayrshire
CONTENTS
Details Page
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3.1 Recommendations partially implemented ................ccc 3
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Client Department — East Ayrshire Leisure Trust
Chief Executive East Ayrshire Leisure TruSt ..........oooiiiiiiiiii e John Giriffiths
People & FINANCe MaNagEr .........ooi ittt e s sbe e e e abeeee e Jackie Biggart

INTERNAL CONTROLS

In order to ensure the proper conduct of its business, the East Ayrshire Leisure Trust has a responsibility to
develop and implement systems of internal control. It is primarily the responsibility of management to ensure
that internal controls are in place and are operating effectively.

A sound control environment will help to safeguard assets, ensure records are reliable, promote operational
efficiency and ensure adherence to East Ayrshire Leisure Trust policy and procedures. Such systems of
internal control provide reasonable (but not absolute) assurance against loss.

The work of the Internal Audit Section in East Ayrshire Council is carried out in line with the Public Sector
Internal Audit Standards (PSIAS). The PSIAS defines internal auditing as “an independent, objective
assurance and consulting activity designed to add value and improve an organisation’s operations. It helps
an organisation accomplish its objectives by bringing a systematic, disciplined approach to evaluate and
improve the effectiveness of risk management, control and governance processes”.

AUDIT ASSIGNMENT STAFF

[T To 1 E o 1 (o USRI Lynn Ferguson
LAY Lo o 11 o PO UPERR Michela Costa-Watt

For further information on this document, contact:
Internal Audit Section; East Ayrshire Council; Civic Centre South; John Dickie Street ,KILMARNOCK;

Ayrshire; KA1 1HW
Telephone 01563-57-8111; Fax 01563-57-8114

Reference: FO/16/711048 Audit Report - Page 1 1% March 2017
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Follow-up — Palace Theatre Hospitality Stock Control @@
Internal Audit Assignment for East Ayrshire Leisure Trust

Audit Report East Ayrshire
——  COUNCIL
1 INTRODUCTION
1.1 In April 2016 Internal Audit conducted a review of the Palace Theatre Complex Hospitality Stock
Control systems. The audit report following that review was issued on 4" July 2016 and contained
sixteen recommendations designed to improve the control environment in that area.
1.2 The follow-up was undertaken to assess the extent of the implementation of these
recommendations by:
e reviewing the updated stock control procedures;
e attending a monthly stock check; and
e selecting a sample of recent events and applying tests to verify the accuracy and completion of
supporting documentation and the application of the stock control procedures where
appropriate.
This report contains the results of the follow-up review.
2 PRESENTATION OF AUDIT FINDINGS
2.1 Appendix One — Follow-Up Matrix, gives a brief description of the progress and assessment of
implementation of each of the sixteen recommendations. It should be noted that when the
assignment was followed up the automated till/stock system had just been implemented at the
Grand Hall, Palace Theatre Complex and was not fully functional at Cumnock Town Hall. The
following table summarises the extent of implementation of the recommendations at the time the
follow-up assignment was conducted:
Description Numbers Score Percentage
Fully or sufficiently implemented
- With no further action 1,5,6,9,10,11,12, 13 & 15 9 56%
- Sub-total 9 56%
Partially Implemented 2,3,4,7,8,16 6 38%
Not implemented 14 1 6%
Total 16 100%
Reference: FO/16/711048 Audit Report - Page 2 1% March 2017
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Follow-up — Palace Theatre Hospitality Stock Control @@

Internal Audit Assignment for East Ayrshire Leisure Trust
Audit Report East Ayrshire

COUNCIL

3
3.1

3.1.1

3.2

3.2.1

DETAILED EXPLANATION OF ACTION NEEDED
Recommendations partially implemented

Recommendation 2 asked that the Bar Stock Procedures be updated to include a detailed
description of the stock recording system implemented. We found that changes have been made
to the procedures since the original assignment to implement some of the requirements of this
recommendation. However, a new till system has recently been introduced at the Palace & Grand
Hall complex and stock control, stock counts and purchases are functions of this system. The
procedures need to be further updated to reflect new processes that are going to be developed as
a result of the new stock control system.

Recommendation 3 asked that the process for dealing with stock transfers should be clarified and
fully documented in the Bar Stock Procedures. The Stock Procedures contain reference to the use
and completion of stock transfer forms, but it has been agreed with management that further clarification
is required to ensure the whole process is clear for all staff involved at all stages; further clarification is
also needed on the use of each of the two 'transfer’ pro forma available.

Recommendation 4 required the service to include instruction within the Stock Control Procedures
on the use and completion of the stock deletion forms and spillage records. The service has
introduced a process on dealing with spillages and deletions but have yet to document the process.

Recommendation 16 as above relates to updating the Stock Control Procedures; in this instance
we asked that the procedures be updated to incorporate all the recommendations within the
original report. We found that the procedures have been updated but now require further review to
incorporate changes due to the introduction of the new till system. The final document should be
provided to all relevant staff.

Recommendation 7 required that the Hospitality Officer takes care when completing monthly stock
check reports ensuring accuracy. Recommendation 8 asked that the Team Leader should ensure
that monthly check reports are reviewed for accuracy by comparing figures recorded with
appropriate supporting documentation.

The introduction of the new till system in the Grand Hall, Palace Theatre and Cumnock Town Hall,
has created an opportunity for a number of the manually produced reports used for recording,
monitoring and reporting the hospitality stock, to be replaced by automated reports obtained
directly from the system. This should improve the controls in this area, increase the accuracy of
reporting and require less detailed review by the team leader.

Recommendation not implemented

Recommendation 14 relates to the undertaking of reconciliations between the sales ledger and the
bar reports (till receipts) on a monthly basis thus ensuring all cash received per till receipts has
been correctly recorded in the ledger. We found that the agreed action had not been implemented
by the time the follow-up was undertaken. The service should now introduce a reconciliation
process between till receipts and the financial ledger in order to fully implement this
recommendation.

Reference: FO/16/711048 Audit Report - Page 3 1% March 2017
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Follow-up — Palace Theatre Hospitality Stock Control @@
Internal Audit Assignment for East Ayrshire Leisure Trust

Audit Report East Ayrshire
——  COUNCIL
4 FURTHER ACTION NOW REQUIRED
4.1 For the recommendations partially or not implemented, Internal Audit will issue a Client Assurance
Statement (CAS). This requires the client to give an assurance that the outstanding
recommendations will be implemented, within a timescale specified by client management.
5 CONCLUSION
5.1 Internal Audit has completed a follow up review of the Palace Theatre Hospitality Stock Control and
found that nine of sixteen recommendations have been fully implemented, or sufficiently
implemented, giving a 56% implementation rating. It has to be noted that the follow-up of this
assignment was expedited on client’s request. At the time of follow-up, the new till system was not
fully operational at all locations and staff had not fully explored its capabilities and its embedded
controls.
6 ACKNOWLEDGEMENTS
6.1 The Internal Audit Section would like to express their thanks to staff from the Palace Theatre Grand
Hall Complex who provided co-operation and assistance during this assignment.
Reference: FO/16/711048 Audit Report - Page 4 1% March 2017
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Follow-Up — Palace Theatre Hospitality Stock Control
Internal Audit Assignment for East Ayrshire Leisure Trust
CLIENT ASSURANCE STATEMENT

East Ayrshire
=—————COUNCIL

Assignment Details

Report Title Palace Theatre Hospitality Stock Control
Report Issue Date 4t July 2016 Follow-up Date March 17
Number of 16 Percentage 568
recommendations Implemented

Outstanding Recommendations

N [ Recommendation Progress to Date Further Action | Responsibility | Due Date

o Required

2 | Stock records should be | Stock Control, stock counts, | The monthly sales | JANICE 15T JUNE
maintained on an ongoing | sales and purchases are | and delivery reports | GILMOUR 2017
basis. The stock lists should | functions of the till upgrade | shouid be run from
accurately reflect the existing | introduced recently. the system as part
stock at each individual bar | A “current stock by location” | of the monitoring
and store location. report is run from the | process.

All stock movements | system following the | The Bar Stock
including sales, deliveries, | monthly stock count. This is | Control Procedures
stock transfers between | used by the Team Leader | require further
locations and  spillages | as a means of verifying the | review to
should be recorded on a | stock count figures. incorporate

timely basis providing a | Currently reports are run | changes

current snapshot of the stock | from the system of all | particularly due to
held at each location. transfers and deletions but | the introduction of
The Bar Stock Procedures | not of sales or deliveries. the new till system
should be updated to include

a detailed description of the

stock recording  system

implemented.

3 | a) The process for dealing | a) The Stock Procedures | Partially JANICE 15T JUNE
with stock transfers should contain instruction on the | Implemented GILMOUR 2017
be clarified and fully use and completion of | The process for
documented in the Bar Stock stock transfer forms, but | dealing with stock
Procedures. require further clarification | transfers requires
b) Stock transfers should be to ensure process is clear | t5 pe expanded
signed for and witnessed by | for all staff involved. | it the
two members of staff as per | Farticularly instruction on | ,oceqyraj
the Bar Stock Procedures. the correct pro forma to be | o\ mentation  to
c) Stock transfer forms Geq a5 ‘there are two provide clarification
should be completed for all oS e transferg. e to staff involved at

Procedures include

stock movements. instruction that any stock all stages.

d) These forms should' be movements should be | 1he correct pro
duplicated and sequentially signed and witnessed on | forma to use for
numbered. One copy should the stock transfer forms. recording transfers
be retained for flllng and the b) As above staff have been needs to be better
other copy should be taken told “Stock moving from | highlighted as there
within the stock to transfer one location to another | is a choice of two
location. The sequential can only be done on the | which is dependent
numbering of stock transfer completion of a Stock | on circumstance.
forms should be reviewed to Transfer Form”. Further analysis of
ensure no transfer forms |At each bar location a “pack” | what reports and
missing. is left behind every bar to be | information can be
e) Stock listings should be [completed for each event | gptained from the
updated on a timely basis for |Which includes system also needs

Reference: FO/16/711048 Client Assurance Statemzegt Page lof 4 7" February 2017




Follow-Up — Palace Theatre Hospitality Stock Control

Internal Audit Assignment for East Ayrshire Leisure Trust
CLIENT ASSURANCE STATEMENT

¥

East Ayrshire

COUNCIL

Recommendation

Progress to Date

Further
Required

Action

Responsibility | Due Date

all stock transfers to ensure
all stock is fully accounted for
at all times.

e Bar report — Populated
with  upcoming event
name and date

e Blank Stock Transfer &
Deletion Forms (pre-
numbered)

e Bar Stock
prepopulated
opening stock figures

e Spirit Stock  Sheets
prepopulated with
opening stock figures.

c) We examined the
completed transfer forms
for events held in July and
August and confirmed that
they were all signed by
two members of staff and
all were numbered,
running sequentially
without any gaps.

d) Stock transfers are
entered on the upgraded
system as “stock
adjustments” with a code
that easily identifies them
as “transfers”.

e) Stock transfer reports are
printed from the till system
and filed with the
appropriate event and
transfer forms.

sheets
with

to be undertaken.

a) The current format of the
pro-forma used to record
stock deletions should be
expanded to include the
responsible persons’ name.

b) Consideration should be
given to maintaining spillage

records at each location,
detailing date, person
responsible, description of

spillage, reason for spillage
and signature of duty
manager or other individual
as assurance spillage was
legitimate error

c) Management should
undertake periodic review of
the stock deletion forms and
spillage records for any
obvious trends such as
recurring staff member or
stock item. Spillages at each

a) The pro-forma used to
record stock deletions forms
now require the signature of
the person involved and a
witness.

b) A “pack’ is left prior to an
event which includes stock
deletion forms which record
spillage details for each
event. These forms are
signed off by the responsible
employee and a witness. An
examination of a sample of
deletion forms for
completeness did not
highlight any issues.

¢) Monthly meetings are
held between the Team
Leader and the Hospitality
Officer, discussion and
review of the stock
deletion/transfer forms form
part of the agenda for these

bar location should be | meetings. Details of these
compared for | meetings and any actions are
reasonableness in terms of | recorded.

volume of spillages. d) The Stock Procedures

The Stock Control
Procedures should
include clear
guidance on the
use and completion
of the stock
deletion forms and
spillage records.

15T JUNE
2017

JANICE
GILMOUR

Reference: FO/16/711048

Client Assurance Statement Page 2of 4

7" February 2017




Follow-Up — Palace Theatre Hospitality Stock Control
Internal Audit Assignment for East Ayrshire Leisure Trust
CLIENT ASSURANCE STATEMENT

East Ayrshire

COUNCIL

N | Recommendation Progress to Date Further Action | Responsibility | Due Date

o] Required
Management should | include guidance on the
challenge any irregularities | completion of stock deletion
identified. forms.

d) Instruction  within | The Stock Procedures do not
the Stock Control Procedures | have clear instructions on the
should include clear | treatment and recording of
guidance on the use and | SPillages.

completion of the stock

deletion forms and spillage

records.

7 | The Hospitality Office should | We selected one month | A fully automated | JANICE 15T JUNE
take care when completing | and examined all | stock reporting | GILMOUR 2017
monthly stock check | documentation supporting | process should be
ensuring accuracy. the monthly stock count | introduced to

which had been undertaken | reduce manual
to verify for accuracy and | input time and
transfer to the manually | errors.

populated Monthly Stock

Check Report.

Manual input errors were

found in the report.

The new till system can

produce reports that

provide the information that

is currently manually

populated on the monthly

stock check reports.

The till system is still in its

infancy but staff are willing

to review the possibility of

replacing the current

manual reporting processes

with automated reports

from the till system.

8 | The Team Leader should [ As recommendation 7 | A fully automated | JANICE 15T JUNE
ensure that Monthly Stock | above, the production of | stock reporting | GILMOUR 2017
Check Forms are reviewed | reports from the till system | process should be
for accuracy by comparing | will  faciltate a  fully | introduced to
figures recorded with | automated stock reporting | facilitate any review
appropriate supporting | process. undertaken by the
documentation. Team Leader.

1 | A reconciliation between the | Currently there is no | The Team Leader | JANICE 15T JUNE

4 | sales ledger and the bar | reconciliation  undertaken | should include | GILMOUR 2017
reports (till receipts) should | between the sales ledger | monthly verification
be prepared on a monthly | and the till receipts. of till receipts to the
basis ensuring all cash financial ledger
received per till receipts has figures as part of
been banked. the current

checking process.

1 | The Stock Control | Stock Control Procedures | Partially JANICE 15T JUNE

6 | Procedures should be | have been changed to | Implemented GILMOUR 2017
updated incorporating all the | incorporate changes | The Bar Stock
changes agreed in this | agreed with the original | Control Procedures
report. report. require further
The final document should | Version control has been | review to
be dated and version control | introduced to facilitate the | incorporate
introduced to facilitate a | review of the procedures. changes due to the

Reference: FO/16/711048 Client Assurance Statement Page 30f 4 7" February 2017




Follow-Up — Palace Theatre Hospitality Stock Control P@

Internal Audit Assignment for East Ayrshire Leisure Trust N
CLIENT ASSURANCE STATEMENT East Ayrshire
N | Recommendation Progress to Date Further Action | Responsibility | Due Date |
o Required
periodic review of the introduction of the
Procedures. new till system. In
The final document should particular, the
be provided to all relevant Hospitality Officer's
staff. duties including in-
putting data and
reporting
requirements from
the system should
be included.
The final document
should be provided
to all relevant staff.

Client Assurance Statement

| hereby give an assurance that the outstanding recommendations stated in the table above are
going to be implemented, and that each will be implemented by the due date now stated in the
table by the responsible member of staff stated in the table.

Signed C g_’\ Date 20/3/17

Name

(Printed) ADAM GEARY Designation =~ CULTURAL SERVICES MANAGER

29
Reference: FO/16/711048 Client Assurance Statement Page 40f 4 7" February 2017
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READERSHIP

East Ayrshire Leisure Trust

Chief Executive - East Ayrshire Leisure Trust.........cooi i John Giriffiths
Cultural and Countryside MANAGET .........cceeeiiiiiiiiiiieiie e e e e e et a e e e s eeraraeeeaaeee s Adam Geary
People & FINANCE MaANAQGET .........ccciieieieee ettt e e e e s e e e e e e e e st e e e e e e e s e annrraaeeaeens Jackie Biggart

East Ayrshire Council
Head of FINANCE @Nd ICT .....oiiii e e e e e e e e e e e e e e e e raereaae e s Craig McArthur

INTERNAL CONTROLS

In order to ensure the proper conduct of its business, the East Ayrshire Leisure Trust has a responsibility to
develop and implement systems of internal control. It is primarily the responsibility of management to ensure
that internal controls are in place and are operating effectively.

A sound control environment will help to safeguard assets, ensure records are reliable, promote operational
efficiency and ensure adherence to East Ayrshire Leisure Trust policy and procedures. Such systems of
internal control provide reasonable (but not absolute) assurance against loss.

The work of the Internal Audit Section in East Ayrshire Council is carried out in line with the Public Sector
Internal Audit Standards (PSIAS). The PSIAS defines internal auditing as “an independent, objective
assurance and consulting activity designed to add value and improve an organisation’s operations. It helps
an organisation accomplish its objectives by bringing a systematic, disciplined approach to evaluate and
improve the effectiveness of risk management, control and governance processes”.

For further information on this document, contact:
Internal Audit Section; East Ayrshire Council; Civic Centre South; John Dickie Street, KILMARNOCK;
Ayrshire; KA1 1HW
Telephone 01563-57-8111; Fax 01563-57-8114
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Internal Audit Assignment for East Ayrshire Leisure Trust

Audit Report East Ayrshire
— COUNCIL
CONTENTS

Details Page

1 LN I 11U N 1 SRR 2
2 PRESENTATION OF AUDIT FINDINGS .......coooiiiiiieiiiiie ettt e s e e s nree e e e nneeas 2
3 (010 N0 I8 1 1[0 PSP RR 4
4 ACKNOWLEDGEMENTS ...ttt ettt e e e e e et e e e e e e e e e an et e e e e e e e eansnneeeeeeeeeeannnnneeas 4
APPENDIX 1 — FOLLOW-UP MATRIX ...ttt ettt e e e e e e e e e e e e e e s mnnneeeeeeeeeeannnneeeas 5

AUDIT ASSIGNMENT STAFF

=T To W o 1 () SRR Allan Munn
LN T T 11 o PP Paul Kelly
LNV 1= T L [ o PP Eilidh Mackay
Reference: FO/16/711045 &46 Audit Report - Page 1 29 March 2017

32



Follow-up - Ticketing and Booking System @@

Internal Audit Assignment for East Ayrshire Leisure Trust

Audit Report East Ayrshire
— COUNCIL

1 INTRODUCTION

1.1 In 2015, Internal Audit conducted a review of the East Ayrshire Leisure Ticketing and Booking

1.2

2.1

3.1

3.1.1

System. The audit report following that review was issued on 17 June 2015, and contained 11
recommendations designed to improve the control environment in that area.

Internal Audit has now completed a follow-up review to assess the extent of implementation of
those recommendations. This report contains the results of the follow-up review.

PRESENTATION OF AUDIT FINDINGS

Appendix One — Follow-Up Matrix, gives a brief description of the progress and assessment of
implementation of each of the 11 recommendations. The following table summarises the extent of
implementation of the recommendations at the time the follow-up assignment was conducted:

Description Numbers Score Percentage

Fully or sufficiently implemented:

- With no further action 3-8 55%

- With some further action advised 1,10 18%

- Sub-total 73%

Wl N O

Partially implemented 2,9,11 27%

Not implemented - - -

- Total assessed 11 100%

Not assessed - - -

Total 11 100%

DETAILED EXPLANATION OF ACTION NEEDED
Recommendation(s) sufficiently implemented with further action advised

Recommendation 1 relates to the registration for the Trust as a Data Controller with the Information
Commissioner’s Office (ICO). The Trust recently registered with the ICO; the registration details the
type of data held and the purposes for processing such information. To ensure the accuracy and
completeness of the registration the Trust should, with the help of relevant staff from East Ayrshire
Council, compare their registration with those of similar bodies. Failure to adequately record and
inform the public with regard to the types of processing may leave the organisation vulnerable to
legal challenge. Moreover, future requirements in relation to General Data Protection Regulation
(from May 2018) will lay new and more onerous responsibilities on data controllers and processors,
including much improved clarification on processing.

Recommendation 10 relates to the need to liaise with the Council’s IT department to ensure that
the IT Disaster Recovery Plan (EAC IT DR plan) was updated to reflect the revised infrastructure
and application environment that resulted from the implementation of Noveau. The Trust has
contacted the Council IT team in order to ensure they were included in the DR plans but to this
date the update of the Council’s IT Disaster Recovery Plan has not been completed. The matter
will be taken forward by the Head of Finance and ICT who regularly meets with the Chief Auditor

Reference: FO/16/711045 &46 Audit Report - Page 2 29 March 2017
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Internal Audit Assignment for East Ayrshire Leisure Trust
Audit Report East Ayrshire

COUNCIL

3.2

41

4.2

and will provide updates to both the Chief Auditor and the Trust Chief Executive on the state of
implementation, as appropriate.

Recommendations partially implemented

Recommendation 2 required the Trust to provide all staff with appropriate level of Data Protection
Act (DPA) training. The Trust had agreed that staff would sign a statement indicating their
compliance with the provisions of the DPA and that they would complete the DPA online training
module provided through the Council’'s LearnPro site. We found that compliance statements had
been created and that these had been signed by staff. However we found that there were no clear
reports in use to identify those staff who had/had not completed the online learning module. During
discussion we established that a report on the staff completion rate would be made available in due
course. It will be necessary for managers to obtain and review such reports and remind all staff to
complete the necessary training.

Recommendation 9 required the Trust to develop and approve a Business Continuity Plan (BCP)
and, in addition, ensure that it was subject to testing to confirm its effectiveness in supporting the
response to an incident. We noted that a BCP had been created and approved but the plan had not
been tested nor were there any plans in place to do so. We understand that there has been an
occasional need to invoke the plan e.g. the use of emergency buildings and the use of backup
laptop but this has not been part of a formal test. We recommend that testing is formally planned
and exercised, with outcomes recorded. Any deficiencies should be addressed thereafter.

Recommendation 11 relates to the assurances received in respect of the security of the Leisure
Trust data within the cloud computing environment provided by Nouveau. We had recommended
that copies of independent service audit reports (or equivalent) should be obtained or otherwise the
Trust should conduct its own review of the security arrangements. It was confirmed that there is no
independent service audit report. Nouveau provided a note of security certifications and confirmed
that provisions for data security were established and operating satisfactorily. While this provides
some level of assurance we do not accept that this is sufficient in itself. We are satisfied that the
recommendation has been partially addressed but not entirely as the Trust has not conducted its
own review. To ensure the residual data security risk is appropriately addressed, it is again
recommended that the Trust carry out a review of Nouveau security arrangements through a
questionnaire and in obtaining copies of appropriate policies and procedures.

FURTHER ACTION NOW REQUIRED

For the two points which are sufficiently implemented, but which require further work to complete,
Internal Audit recommend that management monitor these issues to ensure that they are
sufficiently and timeously completed.

For the recommendation(s) partially or not implemented, Internal Audit will issue a Client
Assurance Statement (CAS). This requires the client to give an assurance that the outstanding
recommendation(s) will be implemented, within a timescale specified by client management.

Reference: FO/16/711045 &46 Audit Report - Page 3 29 March 2017
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Follow-up - Ticketing and Booking System

Internal Audit Assignment for East Ayrshire Leisure Trust

Audit Report East Ayrshire
— COUNCIL

5 CONCLUSION

5.1 Internal Audit has completed a follow up review of East Ayrshire Leisure Trust Ticketing and

Booking System and found that 8 of the 11 recommendations have been fully implemented, or
sufficiently implemented, giving a 73% implementation rating.
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PERFORMANCE & AUDIT SUB COMMITTEE

ol

ANNUAL PERFORMANCE REPORT - APRIL 2016 TO MARCH 2017
Date: 22 May 2017

Agenda Item: 5

Report By: John Griffiths, Chief Executive

Summary

The report provides details of the Trust’s performance for the financial year 2016/17. The results show
sound financial performance with steady progress on increasing attendances at core venues despite
challenging financial and economic circumstances.

| PURPOSE OF THE REPORT

1.1 The purpose of this report is to provide Trustees with a detailed analysis of Trust performance
across a range of headings previously agreed and including Business Plan objectives and finance.

2 BACKGROUND

2.1 The Trust’s performance reporting procedures are now well established. This annual performance
report contains information of performance in the fourth quarter of the year (January to March
2017) in addition to summarising the full year position.

22 The performance information will be combined with the 2016-17 audited accounts to make up the
2016/17 Annual Report which will be published later in the year following approval at the AGM.
The performance report will also be submitted to East Ayrshire Council in September.

3 RESULTS
3.1 The reports key results can be summarised as follows:
3.1.1  BUSINESS PLAN

- Significant progress was made towards the achievement of the targets in the 2016-19 Business
Plan.
- Attendances for Trust facilities and services showed an overall increase of 4% above target.

3.1.2  FINANCE
- A favourable variance/surplus of £61,760 was achieved in 2016/17.
- Savings of £879,000 were achieved in line with budget targets.
- External funding of £1,709,350 was achieved by Trust staff either directly or working with East
Ayrshire Council.

3.1.3 COMMUNITY ASSET TRANSFER / ASSET RATIONALISATION
- The Trust has continued to support the Council’s CAT/AR programme facilitating the transfer
of facilities to community management and remodelling services as required.
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32 Full details of performance are included in the attached report which is submitted for Trustee
consideration.

4 DESIGNATION OF FUNDS

4.1 The report includes proposals for designation of funds to high priority projects identified by the
Senior Management Team shown on page 39 of the report. The Performance and Audit Sub-
Committee is asked to consider and note these proposals at this stage. The Trust Board will be
asked to formally approve the proposals in due course.

Recommendation/s:
It is recommended that the Performance & Audit Sub Committee:
i. Approve the Annual Performance Report for 2016/17; and

ii. Otherwise note the content of this report.

Signature: ﬂZ@\

Designation: Chief Executive

Date: 8 May 2017
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GENERAL PROJECTS

General Projects are multi-annual projects involving funding from external partners.

are not included in the Financial Monitoring reports.

These projects

Balance | Balance | Expected
b/f at Completion
Project Partners 01.04.16 | 31.03.17 | Date
Textile Team Donations (£677) (£771) | Ongoing
Creative
Scotland/Centerstage/Town
Creative Place Centre Management (£24,571) | (£24,571) | Mar 2018
North Ayrshire
Council/South Ayrshire
Council/East Ayrshire
Ayrshire Libraries Forum Council (£4,506) | (£4,426) | Ongoing
Wi-Fi SLIC (£11,500) | (£11,500) [ TBC
Irvine Valley Trails Renewable Energy Fund - (£59,614) | Mar 2019
The McKie Collection Museum Gallery Scotland (£10,175) | (£2,847) | Jul 2017
Make Some Noise Creative Scotland £0 | (£17,529) [ Sep 2018
GLAIF 16/17 Bord Na Gaidhlig £0 | (£2,998) | Sep 2017
| AM HERE Creative Scotland £0 | (£11,027) | Jul 2017
Transport Scotland /
Kilmarnock Green Infrastructure Scottish Natural Heritage - (£15,000) | Mar 2018
River Ayr Way Signage Awards For All - (£1,549) | Ongoing
Groundwork UK (Tesco
Wild About the Farm Bags of Help Scheme) - (£2,000) | Jan 2018

Textile Team is a team of volunteers that were originally funded by HLF to carry out restoration and

repair of textiles. The remaining funding supports the group to continue with its work.

Creative Place is funded from Creative Scotland to bring high quality events and exhibitions to

Kilmarnock, supporting regeneration and tourism. This budget will be used to enhance the exhibition
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programming at The Dick Institute in 2017 with a premier of newly commissioned work by Turner
nominated Scottish artist Nathan Coley.

Ayrshire Libraries Forum is a network partnership of the three Ayrshire councils, Ayrshire NHS,
school, prison and higher education libraries to be used towards the upkeep of Ayrshire Working
Lives website.

WiFi - additional £11,500 has been awarded from SLIC to complete our library Wifi rollout across
our part-time libraries not covered in Phase | of project, including Newmilns, Bellfied and Drongan.

Received funding of £162,000 from the Renewable Energy Fund to appoint a project officer to
implement the Irvine Valley Trails Project over a 3 year period.

The McKie Collection funded by museum Galleries Scotland to support the digitisation of the McKie
collection. A new post will be appointed for |8 months to deliver the project.

Make Some Noise is a music project funded by Creative Scotland and aimed at young people in a
foster, looked-after, kinship or young caring environment and designed to help build self-esteem and
provide a range of creative learning opportunities.

Gaidhlig Gailearaidhean at the Dick Institute is a new set of visual art workshops led in Gaelic, and
funded by Bord Na Gaidhlig

| AM HERE is a major retrospective exhibition of European studio jewellery from the Crafts Council
in London. The Dick Institute is the only Scottish venue to host the exhibition, and it is funded by
Creative Scotland. The significant engagement programme with 600 Primary 7 pupils, is developed
and delivered in partnership with the National Museum of Scotland.

Kilmarnock Green Infrastructure Project has received a funding package of £50,000 to design and
development stage of the 18 mile cycle route in and around Kilmarnock. A project officer is being
recruited for | year to take this forward. The initial £15,000 has been received from East Ayrshire
Council’s Parks Development Fund with the outstanding being confirmed from the Central Scotland
Green Network Fund.

Following the completion of the Countryside Festival in 2015, there was an outstanding balance of
£1,549 from the Awards for All grant. Awards for All have agreed that this money can be retained
and used as part of the funding package for the upgraded River Ayr Way Signage and Interpretation
project. This is scheduled for completion in 2017/18.

As part of a public vote, Wild About the Farm has received £2,000 from the Tesco Bags of Help.
This grant will be used to introduce hedges, lades and reed beds into the Urban Farm at Dean Castle
Country Park. This work will be carried out with volunteers and students from Ayrshire College.

4|
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EXTERNAL FUNDING APPROVED APPLICATIONS

(* denotes funding not available to East Ayrshire Council)

Section Name of Funding Provider and Value of Received in
Project Funding/Support 2016/17
. Dean Castle - Groundwork UK/Tesco
Countryside Bags of Help - Wild About the Farm £2,000 £2,000
Countryside Tesco Bags of Help - Bat Bothy £2,000
Countryside HLF - Traditional Rural Skills £10,000
Vibrant Communities
Sports (Participatory Budgeting) - East Ayrshire £1,000 £1,000
Leisure - Community Hall
TOTAL £15,000 £3,000
EXTERNAL FUNDING DECLINED APPLICATIONS
' Name ?f Funding Value of
Section Provider and Funding/Subport Comments
Project g'Supp
Big Lottery - Asked to review and resubmit in the
Countryside Outdoor Nursery £10,000
- next round.
Feasibility Study
Would go into 2017 / |8 Textile
Team budget to produce costume for
Celebrate Kilmarnock Celebrate Kilmarnock Halloween
Cultural (Part|C|Patory ' £800 event. Uns'u.ccessful. There was a lot
Budgeting) - Textile of competition from good local causes
Team Halloween and these were voted for by the
public. Other sources of funding may
be explored
TOTAL £10,800

92

43




east.
ayrshire
leisure

EXTERNAL FUNDING
(APRIL 2016 - MARCH 2017)
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EXTERNAL FUNDING APPROVED APPLICATIONS

(* denotes funding not available to East Ayrshire Council)

Section Name of Fundu?g Provider and Yalue of Received in 2016/17
Project Funding/Support

Cultural Live Literature Fund - Scottish Book £1.275 £1.275
Trust

Cultural EventS<.:otIand - Burns's Birthday In £6,500 £6,500
Mauchline

Cultural Bord Na Gaidhlig - Gaelic Visual Art £3,500 £2.800
Workshops

Cultural Tesco Bank - Summer Reading £350 £350
Challenge

Countryside Volupteerlng Matters - Marvellous £250 £250
Margins

Cultural Creative Scotland - | Am Here £8,000 £6,000

Cultural Live Literature Fund - Scottish Book £300 £300

Trust
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Scottish Library and Information

Cultural Council (SLIC) - Read the Past Imagine £400 £400
the Future -

Cultural Scottish Book Trust - Live Literature £1.575 £1.575
Fund

. Dean Castle - Groundwork UK/Tesco

Countryside Bags of Help - Wild About the Farm £2,000 £2,000

Countryside Tesco Bags of Help - Bat Bothy £2,000 £0

Countryside HLF - Traditional Rural Skills £10,000 £0
Vibrant Communities

Sports (Participatory Budgeting) - East £1,000 £1,000
Ayrshire Leisure - Community Hall

TOTAL £37,150 £22,450
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EXTERNAL FUNDING NOT INCLUDED IN EAST AYRSHIRE LEISURE ACCOUNTS

Name of Funding Provider and

Value of

Section Project Funding/Support Comments
Cultural Heritage Lottery Fund - Dean Castle £1,547,200 will be paid to EAC
Scottish Rural Development
Countryside Programme (SRDP) - Dean Castle £125,000 will be paid to EAC
Country Park
TOTAL £1,672,200
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EXTERNAL FUNDING DECLINED APPLICATIONS

. Name of Funding Provider and Value of
Section . . Comments
Project Funding/Support
. -\ Declined due to
Cultural Creative Scotland - Gaelic Visual Art £3.948 unspecified artists
Workshops S
facilitating workshops.
Countryside Greggs Envn‘onme.:ntal Foundation - £2,000 Decllnef:l.due to highly
Minibeast Mountain competitive fund.
Declined due to highly
Countryside Tesco Bags of Help - DCCP Urban £10,000 comp'etl'gve fund. Have'
Farm Project been invited to resubmit
in November 2016.
. Community Cashback Scheme - Declined due to highly
Countryside Outdoor Learning Workshop £150,000 competitive fund.
Declined due to highly
Ly competitive fund.
Countryside E::;i;?g:alm Kay Park Pond £40,000 However discussions
with EAC have identified
alternative funding.
Cultural Event Scotlan.d - Dick Institute WWI £23.972 Decllne'd'due to highly
Centenary with Nathan Coley competitive fund.
Application declined but
Cultural SLIC - Creative Space £33,000 invited to resubmit once
Dick Institute has been
developed.
Assessment panel didn't
. feel the location of the
Countryside Ayrshire Leader - Dean Castle Country £200,000 Country Park
Park
represented Rural
Ayrshire.
: . The funding organisation
sport& Cv | East Ayrshire Boccia Club - Pecer £1,676 has decided to fund a
Harrison Foundation
larger scale programme.
. Declined - invited to
Cultural Love Cumnock - Ayrshire Leader £190,000
reapply at future date.
. Asked to review and
Countryside Big L.o't?ery - Outdoor Nursery £10,000 resubmit in the next
Feasibility Study
round.
Would go into 2017 / 18
Textile Team budget to
produce costume for
Celebrate Kilmarnock
Celebrate Kilmarnock Halloween event.
- : . Unsuccessful. There was
Cultural (Participatory Budgeting) - Textile £800 .
a lot of competition from
Team Halloween
good local causes and
these were voted for by
the public. Other
sources of funding may
be explored.
TOTAL £665,396
48
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DEBTS IDENTIFIED FOR WRITE-OFF

Debt Recovery & Bad Debt Policy was approved by the Trust Board on |9 April 2016. As part of
the policy the Chief Executive is required to report all approved write-offs to the Board on an

annual basis.

Bad and doubtful debts totalling £4,723.21 have been identified for write-off. Provision exists within

the Annual Accounts for debt write-off and is currently valued at £7,250.88.

Reasons for write-off are summarised below:-

Reason for Write-Off No of Accounts | Amount
Debt is uneconomical to pursue 28 2,289.60
Poor recovery prospects 6 2,433.61
Total 34 4,723.21
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RISK MANAGEMENT

East Ayrshire Leisure will manage risk in a proactive manner by prioritising areas of concern
and addressing them on an ongoing basis. The Board reviews its Risk Register on a regular
basis with the Register submitted for approval annually and then monitored through the
quarterly performance reporting process.

Risk - this column lists areas of major concern for East Ayrshire Leisure that could damage
its credibility or its ability to trade.

Risk rating - this column records the rating placed on each risk, this is judged according to
current knowledge and experience that the assessor has in the area of concern and may be
altered once specialists in the specific field have been consulted, The score should range
from O (lowest risk) to 5 (highest risk). Risk ratings should consider both the likelihood and
impact of the risk.

Priority - the assessor should indicate whether actions on the risk are urgent or not using
the indicators of high, medium or low.

Reason for risk rating and priority - the assessor should explain why the risk exists and
if appropriate why the Priority indicator has been assessed at the level set against each risk.

Information - The assessor should identify systems and processes that are in place to

reduce the risk and/or weaknesses that enhance the risk and any associated actions that
can/will be put in place.
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PERFORMANCE & AUDIT SUB COMMITTEE

EXTERNAL AUDIT PLAN 2016/17

Date: 22 May 2017

Agenda Item: 6

Report by: Jackie Biggart, People & Finance Manager

2.1

22

23

PURPOSE

The purpose of this report is to present the External Audit Plan for 2016/17 for noting by the Sub-
Committee.

BACKGROUND/CONSIDERATIONS

Scott Moncrieff have been reappointed as East Ayrshire Leisure’s External Auditors for a further 3
years with an option to extend for 2 further | year periods.

The External Audit Plan is attached as Appendix | to this report. The document details the work plan
which will underpin the 2016/17 External Audit and sets out how both the Board and Scott-Moncrieff
will meet their respective responsibilities under charities legislation and International Standards of
Auditing.

The projected timescales for the audit allows for completion in August 2017, and this will allow the
audited accounts to be presented to the AGM and then to the Council as part of the 2016/17
performance report.

Recommendation/s:

It is recommended that the Performance and Audit Sub-Committee:

Consider and note the External Audit Plan for 2016/17; and

Otherwise note the content of this report.

Signature: Jackie Biggart

Designation: People & Finance Manager

Date: 5 April 2017
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Appendix 1

% Scott-Moncrieff
business advisers and accountants

East Ayrshire Leisure

External Audit Plan
2016/17

April 2017
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Introduction

1. This document summarises the work plan for
our 2016/17 external audit of East Ayrshire
Leisure.

2. The plan sets out the ways in which both the

Board and Scott-Moncrieff will meet their
respective responsibilities under charities
legislation and International Standards on
Auditing.

3. The plan summarises the following:

« the responsibilities of the Board and the
Auditor;

e our planned audit work and how we will
approach it;

e our proposed audit timetable; and

e background to Scott-Moncrieff and the
audit management team.

Adding value through the audit

4. All of our clients quite rightly demand of us a
positive contribution to meeting their ever-
changing business needs. Our aim is to add
value to East Ayrshire Leisure through our
external audit work by being constructive and
forward looking, by identifying areas of
improvement and by recommending and
encouraging best practice. In this way we aim
to help East Ayrshire Leisure promote improved
standards of governance, better management
and decision making and more effective use of
resources.

5. Any comments you may have on the service we
provide would be greatly appreciated at any
time.

Scott-Moncrieff  East Ayrshire Leisure External Audit Plan 2016/17
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Responsibilities of Board and the Auditor

Responsibilities of the Board

6. The Board’s statutory responsibilities include:

*  Maintaining proper accounting records and
an effective system of internal control;

«  Preparing the financial statements in
accordance with the Charities Accounts
(Scotland) Regulations 2006 (as
amended), the Charities and Trustee
Investment (Scotland) Act 2005, and
relevant accounting standards;

«  Preparing the financial statements on a
going concern basis unless it is
inappropriate to presume that the
organisation will continue in business;

«  Safeguarding assets;

«  Taking reasonable steps for the prevention
and detection of fraud and other
irregularities; and

«  Ensuring sound corporate governance and
the proper conduct of the organisation’s
operations.

Responsibilities of the Auditor

7. Our responsibility is to audit and express an
opinion on the financial statements in
accordance with applicable law and
International Standards on Auditing (UK and
Ireland). Those standards require us to comply
with the Financial Reporting Council’'s (FRC)
Revised Ethical Standard 2016.

8. We are also required to communicate any
significant matters arising from the audit of the
financial statements that are relevant to those
charged with governance in overseeing the
financial reporting process. The audit includes
the consideration of internal controls relevant to
the preparation of the financial statements but
we do not express an opinion on the
effectiveness of internal control.

Scott-Moncrieff East Ayrshire Leisure External Audit Plan 2016/17
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Audit strategy

Risk-based audit approach

9. We will adopt a risk-based approach to audit
planning that reflects our overall assessment of
the relevant significant risks that apply to East

Ayrshire Leisure. This ensures that our audit
focuses on the areas of highest risk. Our audit
planning is based on:

Review of
Board and
Performance

Discussions Attendance at
with senior the
officers at Performance

East Ayrshire & Audit Sub
Leisure Committee

& Audit Sub
Committee
minutes

Review of
East Ayrshire

strategies and

Discussions
with internal
audit and
reviews of
their plans and
reports

Review of
East Ayrshire
Leisure’s risk

register

Leisure’s
corporate

plans

10. Planning is a continuous process and our audit
plans are therefore updated during the course
of the audit to take account of developments as
they arise.

Communications with those charged
with governance

11.  Auditing standards require us to make certain
communications throughout the audit to those
charged with governance. We have agreed
that these communications will be through the
Performance & Audit Sub Committee.

Professional standards and guidance

12.  We perform our audit of the financial
statements in accordance with International
Standards on Auditing (UK and Ireland) (ISAs),
the International Standard on Quality Control 1
(UK and Ireland), Ethical Standards, and
applicable Practice Notes and other guidance
issued by the Financial Reporting Council
(FRC).

Confirmation of independence 18.

13. International Standard on Auditing (UK and
Ireland) 260, “Communication with those
charged with governance” requires us to
communicate on a timely basis all facts and
matters that may have a bearing on our
independence.

14. In addition to the audit of the financial
statements, Scott-Moncrieff has provided tax
and VAT services to the charity. All tax

Scott-Moncrieff East Ayrshire Leisure External Audit Plan 2016/17
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15.

16.

17.

services are provided by independent partners
and staff who have no involvement in the audit
of the financial statements.

During 2016/17 we facilitated two sessions on
risk management with East Ayrshire Leisure’s
Senior Management Team (SMT) and Board.
These sessions were delivered by staff who
have no involvement in the audit of the financial
statements.

We are commissioned by East Ayrshire Council
to prepare the Trust's financial statements in
accordance with legislation and Charity SORP
requirements. We prepare the financial
statements from the final trial balance provided
by East Ayrshire Leisure. No significant
disclosures, adjustments or estimates are
decided by Scott-Moncrieff.

We can confirm that we have complied with the
FRC’s Revised Ethical Standard 2016. In our
professional judgement the audit process is
independent and our objectivity is not
compromised.

An employee of Scott-Moncrieff, Elizabeth
Young, is vice chair of the board and is serving
on the Performance & Audit Sub Committee. In
accordance with the FRC'’s Revised Ethical
Standard 2016, in our professional judgement
the audit process is independent and our
objectivity is not compromised, assuming the
following safeguards are in place:

e She does not accept any invitation to chair
the Performance & Audit Sub Committee



e She is absent from any committee
meetings at which the performance or
remuneration of the auditor is discussed;
and

*  She takes no part in any meetings with us
and the directors to discuss the planning or
results of the audit.

19.  We confirm that we have implemented internal
safeguards to ensure Elizabeth has no
involvement in our audit work and that no
members of staff working on the audit discuss
any aspects of the audit with her.

Scott-Moncrieff East Ayrshire Leisure External Audit Plan 2016/17
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Financial statements




Financial statements

Approach to audit of financial 26.

statements

20. Our opinion on the financial statements will be
based on:

Risk-based audit planning

21.  We focus our work on the areas of highest risk
in all aspects of our work, including our audit of
the financial statements. As part of our
planning process we prepare a risk assessment
highlighting the audit risk relating to each of the
key systems on which the financial statements
will be based.

22. During our audit we will test and review the
material amounts and disclosures in the
financial statements. The extent of testing will
be based on the risk assessment.

Materiality

23. Materiality is an expression of the relative
significance of a matter in the context of the
financial statements as a whole. A matter is
material if its omission or misstatement would
reasonably influence the decisions of an
addressee of the auditor’s report. The
assessment of what is material is a matter of
professional judgement over both the amount
and the nature of the misstatement.

27.

24. Our initial assessment of materiality is set out in
the table below.

We set a performance (testing) materiality for
each area of work which is based on a risk
assessment for the area. We perform audit
procedures on all transactions, or groups of
transactions, and balances that exceed our
performance materiality. This means that we
perform a greater level of testing on the areas
deemed to be of significant risk of material
misstatement.

High 37,500
Medium 45,000
Low 56,250

We will report any misstatements identified
through our audit that fall into one of the
following categories:

«  All material corrected misstatements;

*  Uncorrected misstatements with a value in
excess of 5% of the overall materiality
figure; and

e Other misstatements below the 5%
threshold that we believe warrant reporting
on qualitative grounds.

Key audit risks in the financial
statements

£75,000 28.

25. Our assessment of materiality is set with
reference to a range of benchmarks (including
incoming resources and any surplus/deficit on
provision of services). We consider these to be
the principal considerations for the users of the
financial statements when assessing the
performance of the East Ayrshire Leisure. We
will continue to review our assessment of
materiality during the course of our audit.

Scott-Moncrieff East Ayrshire Leisure External Audit Plan 2016/17
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Auditing standards require that we inform the
Performance & Audit Sub Committee of our
assessment of the risk of material misstatement
in the financial statements. We have set out
our initial assessment below, including how the
scope of our audit responds to those risks. We
will provide an update to the Performance &
Audit Sub Committee if our assessment
changes significantly during the audit.



1. Revenue recognition

29.  Whilst we do not suspect any incidences of fraud or error, we will evaluate each type of revenue
transaction and document our conclusions.

2. Management override

30.  Whilst we do not suspect any incidences of management override, we will review the accounting
records for significant transactions that are outside the normal course of business and obtain
evidence to ensure that these are valid and accounted for correctly.
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Audit timetable and
audit fees




Audit timetable and audit fees

31. We have set out below our proposed timetable for
the 2016/17 audit:

Key date Description

Audit fees

32.  Our audit fees for the financial year 2016/17 are
set out below (these exclude taxation services):

£ (excluding VAT)

Scott-Moncrieff East Ayrshire Leisure External Audit Plan 2016/17
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Your audit management team

Scott-Moncrieff is one of the largest independent accountancy firms in Scotland. We have 18 partners and 200
staff operating from Edinburgh, Glasgow and Inverness. We are also part of the global Moore Stephens network.

Exchange Place 3 25 Bothwell Street 10 Ardross Street
Semple Street Glasgow Inverness
Edinburgh G2 6NL IV3 5NS
EH3 8BL
(0131) 473 3500 (0141) 567 4500 (01463) 701 940

Your audit management team

Nick Bennett
Audit Partner
nick.bennett@scott-moncrieff.com

Nick will have overall responsibility for all aspects of the firm’s services to East Ayrshire Leisure,
working closely with your Board and senior management to ensure we understand and deliver
the service that meets your needs and requirements.

Karen Jones
Audit Director
karen.jones@scott-moncrieff.com

Karen is your key contact; responsible for the management and control of the external audit
services we provide to East Ayrshire Leisure. Karen is always available to provide accounting
and other advice to the Board and senior management.

Scott-Moncrieff East Ayrshire Leisure External Audit Plan 2016/17 e
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Scott-Moncrieff

business advisers and accountants

© Scott-Moncrieff Chartered Accountants 2017. All rights reserved. “Scott-Moncrieff” refers to Scott-Moncrieff Chartered Accountants, a member of Moore Stephens
International Limited, a worldwide network of independent firms. Scott-Moncrieff Chartered Accountants is registered to carry on audit work and regulated for a range
of investment business activities by the Institute of Chartered Accountants of Scotlaric.






REPORT TO BOARD OF TRUSTEES

STAFF RECOGNITION AWARDS

Date: 22 May 2017

Agenda Item: 7

Report By: Jackie Biggart, People and Finance Manager

Summary

This report provides details of nominations for the East Ayrshire Leisure’s Staff Recognition Scheme for the
period January to March 2017 for consideration.

2.1

22

3.1

32

33

PURPOSE OF REPORT

The purpose of this report is to provide information to Trustees to allow the consideration of
nominations for the Staff Recognition Scheme for the period January to March 2017.

BACKGROUND

In June 2016 East Ayrshire Leisure Board of Trustees considered and approved the introduction of a
Staff Recognition Award scheme in support of strategic objective 4 of the Business Plan; ‘To be
recognised as an employer of choice’.

The scheme was introduced in October 2016, and for the period January — March 2017 drew 8 public
nominations for the award of ‘Delivering Excellent Customer Service’ nominating 7 individuals or
groups of individuals, and | internal nomination for the award of ‘Going the Extra Mile’. Nomination
forms are included as Appendix |.

CONSIDERATIONS

Nominations were scored using the criteria relevant to the award categories and selection criteria
and scores are included as Appendix 2. As can be seen from the scoring matrix this exercise has
identified a preferred nominee for each separate award.

Trustees are reminded of approval given at the Performance and Audit committee on |3t February
2017, to introduce a revised nomination form for each category. The revised forms outline more
detailed criteria which will assist in the nominations and judging of the Staff Award Scheme and are
provided at Appendix 3.

The revised nomination forms were delivered to all East Ayrshire Leisure establishments prior to the

ISt April 2017. In order to avoid duplication or confusion previous editions of the nomination forms
were also removed at this time.
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REPORT TO BOARD OF TRUSTEES

Recommendation/s:
It is recommended that the Board:

i. Consider and approve the nominations for the external award of ‘Delivering Excellent
Customer Service’ and the internal award of ‘Going the Extra Mile’; and

ii. Otherwise note the content and appendices of this report.

Signature: Jackie Biggart
Designation: People & Finance Manager

Date: 27 April 2017
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CAST A4FE, i LEISURE |

STAFF RECOGNITION AWARD

02 A2 207

DELIVERING EXCELLENT
CUSTOMER SERVICE

PUBLIC NOMINATION FORM

This form should be used to nominate an East Ayrshire Leisure employee who you think has
demonstrated excellent customer service.

Please complete your details below and those of the person you wish to nominate.

Your Details:

Name T>onk Cemnae L
Telephone DL L2050 25
Address 6S Croge Roodh, Rotfoet, (ot Py, oo/

e-mail do\\J\d\C@/\'\Q}M’SE@ S\U\o\.\ . Co—_

Details of person you wish to nominate:

[
Name of Individual />ON\£\$ \5)\ Koo

Job title NASAN
Workplace Address Cw—od\ak o\ K\\W(\@Cif

Is the individual aware that they have been nominated?

Yes ]:I No B/

east .
ayrshire
Please complete overleaf leisure
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Fease state below the reason for nominating this person. Continue on a separate sheet if required.
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Thank you for taking the time to complete this form and for helping to acknowledge excellence
within our staff team.

Please return completed formsto:
S aff Recognition Award,

Feople & Fnance,

Western Road,

Kilmarnock,

KA3 1LL

132



STAFF RECOGNITION AWARD 1

DELIVERING EXCELLENT
CUSTOMER SERVICE

PUBLIC NOMINATION FORM

This form should be used to nominate an East Ayrshire Leisure employee who you think has
demonstrated excellent customer service.

Please complete your details below and those of the person you wish to nominate.

Your Details:

Name | Wacis thomn

Telephone L\L| 75 L7 GQQOGL\

Address “q\o‘- L«)‘\ MPS ]CQ 31Ph

e-mail \Oo\( "33‘\(\0\.&45ov\Of)@Ou-\\oolz.Com

Details of person you wish to nominate:

Name of Individual 3 Zmma WK\ S\r\

Job title C.o LSk

Workplace Address 8(’(‘4 Y\QQ— ledu(e Ce NA\{e

Is the individual aware that they have been nominated?

Yes l:l No

east,
ayrshire
Please complete overleaf leiSU re
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Please state below the reason for nominating this person. Continue on a separate sheet if required.

Gemmq (“3 o \ove_\:) Womaa 3he 15 30

C“V\\n Yow \ ‘
J &As  others She S \\@\\Ofrw to

£
S#QQC Q@QO&Y\ A N -
: -

Thank you for taking the time to complete this form and for helping to acknowledge excellence
within our staff team.

Please return completed forms to:
Staff Recognition Award,

People & Finance,

Western Road,

Kilmarnock,

KA3 INQ
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STAFF RECOGNITION AWARD m

‘‘‘‘‘

DELIVERING EXCELLENT | 77/, 8
CUSTOMER SERVICE "~

PUBLIC NOMINATION FORM

This form should be used to nominate an East Ayrshire Leisure employee who you think has
demonstrated excellent customer service.

Please complete your details below and those of the person you wish to nominate.

Your Details:

Name La ey Palle

Telephone 07%73 2 QOGC/

address |/ AS P/ T
e-mai (YJI}',I/) OQIH;PO707@ uQ\w;O cori

Details of person you wish to nominate:

Name of Individual {;’eﬁqmm 1UC),5I’7

Job title F ;\()rml p@ Q,.}ﬂ

Workplace Address e(vai)j e L@SLA re. CQV)‘H‘@

Is the individual aware that they have been nominated?

e

east
ayrshire
Please complete overleaf lelsure
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Please state below the reason for nominating this person. Continue on a separate sheet if required.

L\dpg%/ and Veﬁ ‘1-@""/7\7 %owcmch

ona essort (" [gug ol oc respeqy

r-oworhk an_d

&0

Thank you for taking the time to complete this form and for helping to acknowledge excellence
within our staff team.

Please return completed forms to:
Staff Recognition Award,

People & Finance,

Western Road,

Kilmarnock,

KA3 INQ
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STAFF RECOGNITION A(WARD 11

P
{; J 4

DELIVERING EXCELLENT c-:;\ T,

CUSTOMER SERVICE \ 40116
PUBLIC NOMINATION FORM N

This form should be used to nominate an East Ayrshire Leisure employee who you think has

demonstrated excellent customer service.

Please complete your details below and those of the person you wish to nominate.

Your Details:

Name Dand ey <

Telephone 0153  Suox2u

Address € fspel  Cot | ensGaEn TIRES. | /LmABNCUS

e-mail

A&U;L\Lje,{g__k_ﬁ_; sS & C‘)"T}L\.-L,L O Y

Details of person you wish to nominate:

Name of Individual Gevma o Dovee
Job title P 7 P AsSgIsTANTS
Workplace Address CA Yy E Acrnemy

Is the individual aware that they have been nominated?

[ ] N []

east
ayrshire
Please complete overleaf l el sure
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Please state below the reason for nominating this person. Continue on a separate sheet if required.

CHeEeRN DISPoITIoN  AeD [eemEsSionAc ATTade

Thank you for taking the time to complete this form and for helping to acknowledge excellence
within our staff team.

Please return completed forms to:
Staff Recognition Award,

People & Finance,

Western Road,

Kilmarnock,

KA3 INQ
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STAFF RECOGNITION AWARD m.

77

DELIVERING EXCELLENT //

=
-

CUSTOMER SERVICE T

PUBLIC NOMINATION FORM

This form should be used to nominate an East Ayrshire Leisure employee who you think has
demonstrated excellent customer service.

Please complete your details below and those of the person you wish to nominate.

Your Details:

Name \‘{'\/OUUE M VRDocH

Telephone | oS - SPBP L6
i

Address \g Sarm A Peece , WAz e,

e-mail

uuonne.ﬂ\ufc\oc-\f\ e_\ c,\cxao . COM1 .

Details of person you wish to nominate:

Name of Individual | { gmana , Jogc,e,f, Mlilt}fAth-\, SrepHew, Asweey

Job title Commun i, Recreanos] 'ASscs'rM?:r

Workplace Address G2anaE A

Is the individual aware that they have been nominated?

Yes No D

east .
ayrshire
Please complete overleaf leisure
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Please state below the reason for nominating this person. Continue on a separate sheet if required.

LA)& V\Ao“ (een C.DMH'QC{ T Ranwn)ng i)

LN
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Loe. e C)._\_LQL&BSMQQh R Tha Aoar

C‘_,p\rqﬁj P__Q@()\Q M\-@g—g- L‘Lu’i_ﬂ o)\.‘h!liﬁﬁ‘
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M—ﬂﬁ\wujs Mevose a. SIS o ‘H\L»:f‘
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Thank you for taking the time to complete this form and for helping to acknowledge excellence
within our staff team.

Please return completed forms to:
Staff Recognition Award,

People & Finance,

Western Road,

Kilmarnock,

KA3 INQ
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STAFF RECOGNITION AWARD 11

DELIVERING EXCELLENT
CUSTOMER SERVICE

PUBLIC NOMINATION FORM

This form should be used to nominate an East Ayrshire Leisure employee who you think has
demonstrated excellent customer service.

Please complete your details below and those of the person you wish to nominate.

Your Details:

Name ‘)3‘—)\ X 1,\:;‘;\_\ C( wWwiloY

Telephone | 5,3 4 Q3122 |

Address ~— . —
\ <>C DT W GO Vv LE -L.::. KL MARDOCY

e-mail b @_\\&M‘T"}Q\J&‘“ \*{;\_ LCO '\.ﬂb_ -

Details of person you wish to nominate:

Name of Individual HE;L-\K'_C:-. (xexMA | Magyelicr)  srelfie D

Job title pep {\»’_—‘f.a-&-;%ln)f',‘%,

Workplace Address C\Q P NGC AC AN Y.

Is the individual aware that they have been nominated?

Yes [X] No []

east,
ayrshire
Please complete overleaf leisure
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Please state below the reason for nominating this person. Continue on a separate sheet if required.

7; [ \} (;C 5 -t he @ -"<“"' . XN Lo ke \U? thae i 'i.j—‘cr;.-'\r'\("_:ﬁ7
i ; -] L ¢ v © ~ \- "":.I .\ o
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)
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()‘N"-"‘M ARA  cxne \ O P L‘ B G ANE L (d‘b\kkl Q(D.(___; .

Thank you for taking the time to complete this form and for helping to acknowledge excellence
within our staff team.

Please return completed forms to:
Staff Recognition Award,

People & Finance,

Western Road,

Kilmarnock,

KA3 INQ
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DELIVERING EXCELLENT
CUSTOMER SERVICE

PUBLIC NOMINATION FORM

This form should be used to nominate an East Ayrshire Leisure employee who you think has
demonstrated excellent customer service.

Please complete your details below and those of the person you wish to nominate.

Your Details:

Narme LIND A Lot Lo

Telephone O11200 SOIBL\

Address S OWINEEL D %5 0058 WAL OLG
e-mail Lendanaccaldumerel . com

Details of person you wish to nominate:

Name of Individual PRARA VN DOAHC
Job title Li R AN
Workplace Add N

orkplace Address 0066 WOOHE L1 B8

Is the individual aware that they have been nominated?

Yes @/ No [ ]

east, .
ayrshire
Please complete overleaf leiSUI’e
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Please state below the reason for nominating this person. Continue on a sgparate sheet if required.

ADS T FEEL ALIMAS 095 Tihe sxfah Filg 1o

Padicin DOoTHE 16  EXPCaUSNUE) , UNOLLED 6h]

Thank you for taking the time to complete this form and for helping to acknowledge excellence
within our staff team.

Please return completed formsto:
Saff Recognition Award,

People & Finance,

Western Road,

Kilmarnock,

KA3 1LL
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STAFF RECOGNITION/._

21FEB 201

DELIVERING EXCELLENT
CUSTOMER SERVICE I

PUBLIC NOMINATION FORM

This form should be used to nominate an East Ayrshire Leisure employee who you think has
demonstrated excellent customer service.

Please complete your details below and those of the person you wish to nominate.

Your Details:

Name Jamig, "A‘f\ct (Callum

Telephone 07 "i/:f‘(? 7(5’[75 74

Address 3 UUNTLR ReAp

e-mail

i o wmif. M(‘.‘x((,@“l/l\\\@ (u’)l, (z.','JLlQ
/

Details of person you wish to nominate:

Name of Individual Parn‘c.’g, Dm%’[/\r £

Job title L:'Lu' aryian

Workplace Address Crogs huuae

L%’Y'(My

Is the individual aware that they have been nominated?

_Yes@NoD

- east,
ayrshire
Please complete overleaf leiSU re ‘
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Flease state below the reason for nominating this person. Continue on a sgparate sheet if required.

Dabaoin e cm% Qw VR R e
Lowns Y \Hﬁa st Qro A angse . Wes B -oma <
eV W )Q. ﬁg’\n_\l\!&\\nfk \VMM

Thank you for taking the time to complete this form and for helping to acknowledge excellence
within our staff team.

Please return completed formsto:
S aff Recognition Award,

People & Hnance,

Western Road,

Kilmarnock,

KA3 1LL
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STAFF RECOGNITION AWARD 112

¥4 Mol

i
‘J} /”“\C_v _" a
_-"- f

This form should be used to nominate a fellow East Ayrshire Leisure employee who you think has
demonstrated exceptional efforts in their job, willingness to go the extra mile or for any aspects of
outstanding work/ achievement.

Please complete your details below and those of the person you wish to nominate.

Your Details:

Name Dand  RBrown)

Telephone 0I1S63  B54-244

Workplace

address | DOVER  House, Deant Esmae, Dean lomp, K

"Kpz I
e-mail A DIN@C ost= Ay shire UK

Details of person you wish to nominate:

Name of Individual ’E)[\)'L{ MCBK)DE

Job title bpLF STARTEZ

Workplace Address | DooN VALEY Co= Counse
HiLLSIDES _
Perrnur A6 F37

Is the individual aware that they have been nominated?

Yes [ | No @/

| east,
ayrshire
Please complete overleaf leisure
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Please state below the reason for nominating this person. Continue on a separate sheet if required.

oy MEBRIDE, WHD 15 IN HIS EARLY TD's, 1S INVDLUED
N ALL ASPECTS OF DooN VALLEY Golm CufR.

LE 1S EMPLINED FAS -THE SARTER BUT 1S ALSD
Me  BPAR STEWAED prid A GoUFER In MIS

Fnee IMNE. . HE  CRETRNED THe PaaiNA TEAM™
A VICTORY PornST BAUELUNGTON N THE
IPEML. RIDER. CUPY AT DNEC. IN 2015 PE IS
WNEL] NESPECTED In] THE VIUAGE AN BY (oUEAGIEY
Aord WAS A NEMNED MmiInER . WHEN HE

CAME 4D THE GolF INDUSTRY Bur MAS EMBRGEY
WS NEW LINE OF WorkdS, ~S P EMPLONEE
ONY HAPPIL, GoEs THE e MitE . HE
Hre BEEA) PROAVE IN TMUINGTO NEAn

MEMEERS DESITE MHE TNenD pFE GoLFERS MIVING
1B LARGER, 18 HOLE QOUES NERARRIY, TonY
HAS HELRED U o -THE  GolF CounsE. INHANRJAT
NEQUNED, DEMONSTRATING HIS cAan D AFTTUIDE]
Tongd 15 VERY AsE ANDS NeANily  CoMES N

ON  DPMS 0FE 1D OPER) -THE OFRCE I NERARS,
INSPECNONS EFTC, DUE T0 TRE LACK OF

COMMUNITY Asger TTUNSERL INTENEST 17
Mes REENS A CHAUWENGING HTME. Bud 1D
HAS  HANDED -THIS WELL ., ToNY'S  (ondT1d8urin)

WER. TRE. LT AN YEARS 1S (Wortt
NECOGNRIISING FJEN) TF THIS MaPreadd

AETER  AHE  FutY CLOSUNE.

Thank you for taking the time to complete this form and for helping to acknowledge excellence
within the staff team.

Please return completed forms to:
Staff Recognition Award,

People & Finance,

Western Road,

Kilmarnock,

KA3 INQ
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Appendix 3

Delivering Excellent Customer Service - Public Nomination

This form should be used to nominate an East Ayrshire Leisure employee who you think has
demonstrated excellent customer service.

About you About the person you wish to nominate
Name Name
Address Job Title
Workplace
Address
E-mail
Tel

Is the individual aware they have been nominated? Yes D No D

GUIDANCE NOTES FOR MAKING A NOMINATION

l. In order to make a nomination you should read the categories below carefully and choose
which one of the categories you wish to use:

I. Going out of the way to
put the customer first; e.g

« Displays excellent customer
service on a regular basis

¢ No job is too much trouble

2. Providing additional
services in support
of customer needs; e.g

e Actively seeks customer
views to improve the service

¢ Undertakes volunteering
work

3. Consistently delivers a high
quality of service; e.g

e Always ensures that
customer needs are met

» Facilities are always clean and
suitable for use

e Other relevant

Choosing this category means that
the staff member offers exceptional
service on a regular basis.

Choosing this category means that
the staff member is flexibile and
actively seeks to assist
customers on a regular basis.

Choosing this category means that
the staff member always offers a
high level of customer service on

» OR

>

every occasion.

2. Using your chosen category, think of a good example of how the person you have
nominated meets that category, you should feel free to use the criteria provided above.

3. Write about the example you have chosen giving as much detail as possible. Write as much as
you feel that you need to, please enclose further sheets if necessary.

Please complete the nomination on the next page.

151
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Fitzgeraldc
Text Box
 Appendix 3


Please choose one of the nomination categories provided on the previous page and
complete your nomination by giving an example below.

Category | or 2 or 3 (Please circle as appropriate)

Thank you for taking the time to complete this form and for helping to acknowledge excellence
within our team.

Please send your completed application form to;

Staff Recognition Award,
People & Finance,
Western Road,
Kilmarnock,

KA3 ILL

or email: info@eastayrshireleisure.com 152



Going the Extra Mile - Internal Nomination 112

This form should be used to nominate a fellow East Ayrshire Leisure employee who you think has
demonstrated exceptional efforts in their job, willingness to go the extra mile or for any aspects of

outstanding work.

About you About the person you wish to nominate
Name Name
Workplace Job Title
Address
Workplace
Address
E-mail
Tel

Is the Individual aware they have been nominated? Yes D No D

GUIDANCE NOTES FOR MAKING A NOMINATION

l. In order to make a nomination you should read the categories below carefully and choose
which one of the categories you wish to use:

[. Innovation 2. Enhancing the Culture 3. Proactive

» Developing new processes/ e |s a positive role model for e Demonstrates flexibility
practices which reduce waste colleagues to meet the needs of the

or boost resources « Undertakes volunteering organisation

* Suggests creative ways to work which enhances service  Volunteers to sit on working
solve problematic situations delivery groups

e Other relevant e Other relevant e Other relevant

» OR » OR >

2. Using your chosen category, think of a good example of how the person you have nominated
meets that category, you should feel free to use the criteria provided above.

3. Write about the example you have chosen giving as much detail as possible. Write as much as
you feel that you need to, please enclose further sheets if necessary.

N east .
Please complete the nomination on the next page. ayrshlre

|€isure
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Please choose one of the nomination categories provided on the previous page and
complete your nomination by giving an example below.

Category | or 2 or 3 (Please circle as appropriate)

Thank you for taking the time to complete this form and for helping to acknowledge excellence
within the staff team.

Please send your completed application form to;

Staff Recognition Award,
People & Finance,
Western Road,
Kilmarnock,

KA3 ILL
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