
Report to Audit Committee 22nd January 2016 on actions taken in relation 
to key recommendations made in the audit report relating to the audit of 
Gloucestershire Music

Lead Officer: Peter Holmes - Head of Extended Learning

Presenting Officer: Theresa Mortimer - Chief Internal Auditor

Summary of Audit Area 

Gloucestershire Music, which is based at the Colwell Centre, provides a music 
service to schools and young people, which includes whole class music lessons, 
music groups and workshops.  An instrument hire service is also provided to 
individuals, including the general public, as well as a repair service for 
instruments.

Gloucestershire Music does not receive any funding from Gloucestershire County 
Council but is funded by a mixture of Arts Council grant for work commissioned by 
Make Music Gloucestershire, the county’s music hub, and income from its 
activities.  The majority of the income comes from the grant, but the instrument 
hire and membership of music groups form the other main sources of income.  It 
should be noted that the council acts as accountable body for the grant which 
funds activity for a number of providers, including Gloucestershire Music.

Summary Terms of Reference of the Audit

The audit reviewed the effectiveness of the controls in operation at 
Gloucestershire Music with regard to the financial systems, in particular:

 Income
 Staffing
 Inventory
 Data security



Risks

 Non-compliance with Financial Regulations and Accounting Instructions
 Invalid agreements in place between Gloucestershire Music and Swindon 

Music Service for delivery of services
 Professional negligence claims could be made as a result of invalid 

agreements
 Unreliable management information in relation to instrument hire
 Poor debt management
 Poor inventory management
 Lack of audit trails and evidence to support financial transactions
 Possibility of fraud

Key Findings

 A Service Level Agreement (SLA) was in place with Swindon Music 
Service in respect of instrument repairs.  A SLA can only be agreed 
between parties within the same organisation, not with an outside 
organisation.
Recommendation
The agreement with Swindon Music Service for instrument repairs 
should be reviewed.  If Legal Services were not involved in drawing 
up the original agreement, advice should be sought as to whether it is 
the correct type for the work undertaken.

 The banking sheet used to complete the bank paying-in book is dated the 
day it is produced, not the date of banking.  The receipt book is not noted 
when cash is banked.  This could lead to difficulties reconciling income 
banked to records held.
Recommendation
The banking sheets and receipt book should be annotated with the 
date of banking.

 When events are held, tickets are not sold and the income is derived from 
collections/donations at the end of the event.  The costs are not 
established in advance to ensure that the income generated will cover the 
expected expenditure.
Recommendation
The cost of any planned event should be established beforehand.  
Income, in the form of ticket sales, should be calculated to ensure the 
expected expenditure is covered.



 Cash collected at events is not counted at the time it is collected and is not 
held in secure containers.
Recommendation
Any cash collected after an event should be sealed in a secure 
container until it can be counted.  Two people should be involved in 
counting the cash.

 The management of outstanding debts has not been as robust as it could 
have been, mainly due to staff sickness.
Recommendation
Outstanding debts should be chased up as soon as possible.
The system of invoicing for instrument hire should be discussed with 
the BSC Financial Administration Income team to establish the best 
way of collecting these debts and to ensure that any debts arising 
from non-payment are recorded on SAP and therefore reflected in the 
Authority’s accounts.

 The Business Manager has been spending two days a week working for 
Swindon Music Service but there is no formal written agreement for this 
arrangement.
Recommendation
Formal agreements regarding the working arrangements of the 
Business Manager and Office Manager in relation to Swindon Music 
Service and the Hub should be drawn up as a matter of urgency.
GCC’s Risk Management and Insurance Service should be contacted 
to discuss the issue of professional indemnity cover.

 Music teacher roles were created in 2012 and were subject to job 
evaluation but the salaries were based on market rates.  This may not be in 
line with GCC’s terms and conditions.
Recommendation
HR should be consulted with regard to salaries paid to music group 
tutors and whole class teachers to ensure they are in line with GCC’s 
terms and conditions.

 Claim forms for additional payments were not always signed by the 
claimant, but signed on their behalf by the Assistant Head of the Music 
service.  This could lead to fraudulent or bogus claims being made.
Recommendation
All claim forms should be signed by the claimant and approved by the 
budget holder.



Action taken as at January 2016 and/or proposed:

 Recommendation:
The agreement with Swindon Music Service for instrument repairs 
should be reviewed.  If Legal Services were not involved in drawing 
up the original agreement, advice should be sought as to whether it is 
the correct type for the work undertaken.

Action taken:
Since the audit, a draft agreement has been prepared by the Legal 
Services Team for any future work undertaken with other local authorities. 
To date no further work has been undertaken for Swindon since the audit, 
but the Head of Swindon Music Service has been sent a copy of the 
agreement if this service should be resumed.

 Recommendation:
The banking sheets and receipt book should be annotated with the 
date of banking.

Action taken:
The banking sheet copies that are retained by the Music Service now all 
carry the date at which this income was banked. The date the cash is 
banked is again now recorded in the cash receipt book.

 Recommendation:
The cost of any planned event should be established beforehand.  
Income, in the form of ticket sales, should be calculated to ensure the 
expected expenditure is covered.

Action taken:
The actions concerning the governance of events is now included in the 
staff handbook, so the responsibilities are clear to all. The events are 
budgeted by directors of music centres and the Assistant Head of Service 
with projections of income (through tickets, donations and sponsorship) 
and associated estimations of expenditure provided by him. Any events 
that are known not to cover costs are part of the bid for Arts Council money 
submitted to the Make Music Gloucestershire Hub Commissioning Team.  
If no funding is agreed then events will not take place.

 Recommendation:
Any cash collected after an event should be sealed in a secure 
container until it can be counted.  Two people should be involved in 
counting the cash. 

Action taken:
Cash collected (from retiring collections) is collected in sealed tamper proof 
buckets specifically for that purpose. If it is counted on the night, it is 
counted with two staff present and placed into sealed banking envelopes. 
Cash not counted on the night is kept in the sealed containers or tamper 
proof banking bags and counted when returned to the offices at the Colwell 
Arts Centre.



 Recommendation:
Outstanding debts should be chased up as soon as possible.

The system of invoicing for instrument hire should be discussed with 
the BSC Financial Administration Income team to establish the best 
way of collecting these debts and to ensure that any debts arising 
from non-payment are recorded on SAP and therefore reflected in the 
Authority’s accounts.

Action taken:
Following the return from extended sick leave by a member of the front 
office team, the value of instrument hire debt has decreased significantly.
In order for a debt to be referred for write off or legal action it must be on 
SAP, although there is a minimum value for an invoice to be raised on 
SAP.  The value of instrument hire debt which is below the minimum value 
is currently £2,016.18 and this is recorded on the Gloucestershire Music 
database.  The amount of debt which has been converted to SAP invoices 
is currently £5,925.44.
Since the audit, long standing debts have been reviewed and where the 
value fits the minimum requirement for SAP, invoices have been raised.
As at 5th January 2016, the total overall instrument hire value of debt is 
£7,941.62.  Following the debt chasing by GCC, Gloucestershire Music will 
now need to take action concerning either legal procedure or write off of 
some, or all, of this debt.  Write off of any bad debts will be discussed with 
the Head of Service and written off in accordance with Corporate Policy.

 Recommendation:
Formal agreements regarding the working arrangements of the 
Business Manager and Office Manager in relation to Swindon Music 
Service and the Hub should be drawn up as a matter of urgency.

GCC’s Risk Management and Insurance Service should be contacted 
to discuss the issue of professional indemnity cover.

Action taken:
The work undertaken by the Business Manager with Swindon Music 
Service ceased, and has not resumed since the audit. 
A service level agreement covering the period 1st September 2015 to 31st 
March 2016 was drawn up by the Head of Extended Learning (8/9/15) 
following the Audit, which sets out the buy back arrangements for support 
services to the Hub.



 Recommendation:
HR should be consulted with regard to salaries paid to music group 
tutors and whole class teachers to ensure they are in line with GCC’s 
terms and conditions.

Action taken:
The Head of Extended Learning and Head of Gloucestershire Music are in 
discussion with their HR Business Partner with a view to harmonising 
terms and conditions for music tutors. Rates of pay may need to vary as 
the job evaluation system used for Green Book staff does not adequately 
recognise the skills and expertise needed when teaching musical 
instruments.  The timing of any changes is likely to be driven by the Arts 
Council’s announcements on grant funding.  The easiest point to bring 
about changes will be at the end of the academic year, i.e. implement from 
September.

 Recommendation:
All claim forms should be signed by the claimant and approved by the 
budget holder.

Action taken:
All claim forms are now signed by the claimant and the time claimed and 
rates are checked to the appropriate budget. The Assistant Head of the 
Music Service no longer signs on behalf of the claimant. Claims are also 
submitted to the Head of Service for review and approval.


