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	 YOU SHOULD ENSURE THAT:-
· You read, understand and, where appropriate, act on this information

· All people in your workplace who need to know see this procedure

· This document is available in a place to which all staff members in your workplace have access


PURPOSE

The objective of this procedure is to set out the procedure to be followed when irregularities and

break-ins occur.

SCOPE

This procedure relates to all establishments and gives contact numbers.
POLICY

Paragraph 3.10 of Financial Procedures, Section C - Risk Management and Control of Resources

Chief Officers and Financial Managers have a responsibility to notify the County Treasurer immediately of any suspected fraud, theft, irregularity, improper use or misappropriation of the County Council's property, resources or systems. Pending investigation and reporting, the chief officer should take all necessary steps to prevent further loss and to secure records and documentation against removal or alteration.

REFERENCES TO LEGAL, CENTRAL GOVERNMENT AND OTHER EXTERNAL DOCUMENTS, INCLUDING RESEARCH

Local Government Act 1972

HAMPSHIRE COUNTY COUNCIL AND ADULT AND CHILDREN’S SERVICES DEPARTMENTS’ REFERENCES

HCC Financial Regulations
Social Services Departmental Procedure 09/03 “Ex-Gratia Payments to Staff.”

County Treasurer’s Audit Services Guidance Notes – “The Role of the County Treasurer, Departmental Management and the Police in the investigation of suspected irregularities which could give rise to disciplinary and/or Police action.”

Code of Conduct for Local Government Employees.

DEFINITIONS
An “irregularity” is an incident involving the loss, or the unauthorised use of any cash, stores, property or services arising in the exercise of the functions of the Authority.

A “break-in” is a forcible entry to premises.

ROLES

Unit Managers have the responsibility to comply with the instructions described in this procedure.

AUTHORITY TO VARY THE PROCEDURE
Assistant Director, Performance and Business Management (Adult Services). 

Assistant Director, Resources and Planning (Children’s Services)

PROCEDURE

This procedure is arranged in the following sections:-

STANDARDS

RESPONSIBILITY TO EXERCISE CARE

IRREGULARITIES

BREAK-INS

GENERAL

APPENDIX A
Contact Numbers

APPENDIX B
Guidance Notes – Investigation of Suspected Irregularities
APPENDIX C
Financial Procedures - C Risk Management and Control of Resources Section 3.3 Audit Requirements – Responsibilities of the County Treasurer.

1.   STANDARDS

The Code of Conduct for Local Government Employees states that employees are expected to report to the appropriate manager any impropriety or breach of procedure. This includes anything suspected to be theft, fraud, corruption, misuse of County Council’s assets or any other financial malpractice. Any loss of assets through a break-in to the County Council’s premises should also be reported.
2.   RESPONSIBILITY TO EXERCISE CARE

2.1 Unit Managers must exercise every care in their control of all cash, stores and other property    belonging to the County Council, its clients or employee
2.2 All employees share in the need to exercise care in the control of all cash, stores and other property belonging to the County Council, its clients or employees.

2.3 Cash held must be kept to a minimum and bankings must be made at least weekly.
3 IRREGULARITIES

3.1 Employees should always be aware of the possibility that fraud, corruption and theft may exist in the workplace. Employees have a duty to share any concerns they may have with management or through the Reporting Concerns at Work Procedure.

3.2 All irregularities or suspected irregularities are to be reported immediately to your line manager and to both the Audit Manager for adult services and the Senior Auditor for irregularities and fraud in the Audit section of the County Treasurer’s Department so that the investigation can commence and the risk of inappropriate action is minimised. Contact details are shown in Appendix A. The Audit Services staff will offer advice and initiate enquiries in consultation with departmental management. At this stage the Police are NOT to be informed.
3.3 Any significant weakness identified in any system or control should be identified immediately to the Chief Internal Auditor.

3.4 If, for any reason, the employee is unwilling to approach their line manager, the Audit Services section will advise on who to contact instead. The Reporting Concerns at Work Procedure gives alternative ways of raising concerns including externally, if employees feel unable to use the internal routes.

3.5 A written report of the incident must be completed within three days and sent to the County Treasurer’s Audit Services section. The report must specify the date, time and precise details of the event and full details of the loss.

4 BREAK-INS
4.1 Break-ins at County Council premises are to be reported immediately to the Police, your line manager and both the Audit Manager for adult services and the Senior Auditor for irregularities and fraud in the Audit Services section of the County Treasurer’s Department.

 
It should be noted that the police investigation and any subsequent criminal proceedings are independent and outside the scope and responsibility of the County Treasurer’s Department and departmental management. There would of course be close liaison between the Police, County Treasurer and the department.

4.2 A written report of your break-in must be completed within three days and sent to your line manager, the Chief Executive’s Department and both the Audit Manager for adult services and the Senior Auditor for irregularities and fraud  in the Audit Services section of the County Treasurer’s Department. The report must specify the date, time and precise details of the event, full details of the loss and the name of the police officer involved.

5.   GENERAL

5.1
In cases of doubt, the County Treasurer’s Audit Services section may be consulted regarding the action which has to be taken.

5.2  The County Treasurer’s Audit Services section is detailed in Appendix B.

5.3 The Chief Executive’s Department and the Audit Services section of the County Treasurer’s Department will liaise over any restitution of the loss or damage or other implication as appropriate and will advise the Unit in writing should any restitution be possible. No restitution may be made by a Unit Manager without written authority, nor should the promise of any restitution be made.

5.4 One month should be allowed before chasing up any outstanding claims with the Chief Executive’s department.

5.5
Loss or damage to the personal property of staff is covered by Procedure 09/03 ‘Ex-Gratia Payments to Staff.’ 

5.6.
Outside working hours advice should be sought from a member of the Departmental Management Team who may be contacted via the Emergency Management Team who may be contacted via Social Services Direct.

5.7
Details of contact numbers appear in Appendix A.
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APPENDIX A

Contact Numbers

Contact Numbers

County Treasurer’s Audit Services Section

	Chief Internal Auditor (acting)
	Karen Shaw
	01962 846194

	Senior Auditor, Reporting of suspected irregularities, fraud etc
	Andy Payne
	01962 845125

	Audit Manager, Adult Services
	Sharon Harding
	01962 846684

	Audit Manager, Children’s’ Services
	Russell Clark
	01962 846678


Hants Direct




0845 035630

Chief Executive’s Department

              Head of Common Law, Legal Services

Christine Buckett    01962 847313
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APPENDIX B

THE ROLE OF THE COUNTY TREASURER, DEPARTMENTAL MANAGEMENT AND THE POLICE IN THE INVESTIGATION OF SUSPECTED IRREGULARITIES.

Guidance Notes


Reviewed November 1997

Investigation of suspected irregularities (on the Intranet):      http://intranet.hants.gov.uk/ctdept/auditservices/investigationofsuspectedirregularities.htm
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APPENDIX C 
FINANCIAL PROCEDURES 
RISK MANAGEMENT AND CONTROL OF RESOURCES

Financial Procedures - C Risk Management and Control of Resources - Section 3.3 Audit Requirements – Responsibilities of the County Treasurer.

 Section 3.3 - Responsibility of County Treasurer to ensure that Internal Auditors have the authority to:
      a   access Council premises at reasonable times

      b   access all assets, records, documents, correspondence and control systems

     c   receive any information and explanation considered necessary concerning any matter under 

          consideration

     d   require any employee  of the County Council to account for cash, stores or any other County

         Council asset under their control

    e   access records belonging to third parties such as contractors when required.
          Financial Procedures
	DEPARTMENTAL  DISTRIBUTION  LIST


	All managers
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