
Report to Audit and Governance Committee 28th July 2017 on actions 
taken in relation to key recommendations made in the audit report 
relating to the audit of Recruitment and Promotion.

Lead Officer: Mandy Quayle, Head of HR and OD

Presenting officer (if different to above)

Summary of Audit Area 

Gloucestershire County Council (GCC) has a Starting Salary Policy relating to 
recruitment, although at the time of the audit it only covered the promotion of 
internal staff.  The policy explains the principles that apply to existing employees 
who apply and are offered a post at the same grade, are promoted, or their existing 
post is re-graded.

Once the recruitment process has been completed, all documentation is scanned 
and saved to the individual’s personnel record on SmartOpen, a database which 
holds scanned personnel documentation.

Summary Terms of Reference of the Audit

The objectives of the audit were to:
 Ensure that appropriate policies had been adhered to with regard to:

o New starters;
o Promotion and re-grading of existing staff;

 Ensure that the appointment process was being complied with and all 
documentation is retained on personnel files; and

 Ensure that files sent for scanning had been scanned, processed and stored 
to the correct personnel file and that personnel documentation is stored 
securely.



Risks

 Employees may not be appointed in a fair and transparent manner;
 Discrimination may exist;
 Employees may not be appointed to the correct scale point;
 Lack of consistency across the Authority;
 Potential equal pay claims;
 Authorisation is not sought or evidenced in appropriate cases of 

appointment or promotion in accordance with the HR Starting Salary Policy;
 Documentation may not be complete at the point of starting, e.g. pre-

employment reference and safeguarding checks may not be complete;
 Hard copy documentation may not be being scanned or electronically filed 

to the correct personnel file;
 Non-compliance with statutory regulations, including the Data Protection Act 

resulting in Information Commissioner fines; and
 Loss of personnel files/data.



Key Findings

Policy

It was established that although there was a Starting Salary Policy, at the start of the 
audit, it only applied to existing employees who are promoted/change position and does 
not cover new employees appointed to the Council.  The principle of the policy is that an 
employee’s starting salary should be at the bottom of the relevant grade (providing this 
results in at least one increment if their previous grade overlaps with the new position 
grade) or, at the manager’s discretion, one scale point higher.  If a recruiting manager 
wants to appoint at a higher salary than one additional increment, a business case should 
be submitted and approved at no lower than Director level. There are separate 
arrangements in Children’s Social Care Services which apply to new and existing social 
workers, senior practitioners, deputy team managers and team managers.
These arrangements were outside of the scope of this review.

Testing was undertaken on a sample of staff that had either received a change in salary 
or had changed position through promotion, re-grading, etc. between July 2015 and July 
2016. Twenty-six employees had received remuneration of more than two increments 
from the bottom of the grade or from their previous salary scale point, 13 of which were in 
compliance with policy.

Additional increments were given in respect of the remaining 13 cases, for which Director 
approval should have been sought prior to appointment.

As previously stated, no policy existed at this point in relation to the staring salary of new 
employees to the Council.  Some testing was undertaken to establish the starting salaries 
of external recruits, which showed that some of the sample were also appointed above 
the bottom of the grade. As a result, a new policy has now been produced which 
addresses starting salaries of all appointments, regarding both internal and external 
candidates.

Scanning of files

GCC’s Scanning Policy states that “Files sent to a third party for scanning must be 
transmitted securely and information must be appropriately managed and accounted for 
at all times”. Testing was undertaken, which identified that there had been no 
confirmation that all files sent for scanning had been received by the scanning company 
and scanned accordingly. There was also no confirmation that all documentation had 
been scanned and saved to the correct file. A further improvement was identified in that 
more information needs to be included when documents are downloaded onto 
SmartOpen (personnel records database), once scanned, in order to enable staff to 
search for particular documents.

Conclusion

At the time of the audit, there was a need for a policy covering the starting salary of 
external applicants, as well as for existing staff.  It is pleasing to report that the policy has 
now been developed and staff have been made aware of its contents via managersbrief 
on the 20th March 2017. The limited assurance opinion was provided in part due to the 
lack of policy in place at the time the audit was undertaken. With regard to the scanning 
of personnel records, management agreed that the process will be reviewed to ensure 
compliance with GCC’s Scanning Policy and Data Protection requirements.



Internal Audit recommendations made to address key findings.

Recommendation 1

HR should ensure that the principles which should be applied to starting salaries 
when appointing external applicants, as well as in respect of existing staff, are 
included in the new policy which has been developed.  The policy should also 
include details of the career grade progression scheme requirements.

When the policy has been approved by the relevant Director it should be published 
on the recruitment pages of Staffnet and all staff involved in recruitment should be 
made aware of its contents.

Action taken:

The policy regarding starting salaries has been updated and approved by the Director of 
Strategic Finance. The policy confirms the position for external candidates, existing 
employees and career grade progression schemes.

The policy sits in the pay section in the employment handbook on Staffnet and has links 
to the recruitment guidance.

The recruitment team in BSC have been briefed and are ensuring the policy is applied 
correctly.

Recommendation 2

Managers need to be reminded, through the managers briefings, of the 
requirements of the HR Starting Salary Policy before appointing staff on scale 
points higher than that indicated in the policy without obtaining Director approval.

Action taken:

Managers were advised of the changes to the policy and the updates on Staffnet in a 
manager brief during March 2017 and the recruitment team support managers to ensure 
that the policy is applied correctly.

Recommendation 3

A record should be maintained of the number of files sent for scanning, together 
with the name and number of pages in each file.  When the files have been put into 
the storage boxes to await collection, the boxes should be secured to ensure that 
files cannot be removed.

When the disk with the scanned documents is received, the names of each file 
should be checked to the record of files sent for scanning.  A sample of files 
should also be reviewed to ensure all documents have been scanned.

Action taken:

The BSC has implemented new processes in the response to the recommendation.



All data waiting to be sent for scanning is securely stored, and prior to collection, boxes 
are sealed.  Each box has a sheet listing names and number of sheets on files in that 
box. Before the files are sent for scanning a random sample is selected from the list and 
the number of pages in those files is counted.

When the disk is returned with the scanned documents SmartOpen is checked to make 
sure that correct number of pages has been added to the SmartOpen records for the files 
in the sample.

When the disc is received back from Datasave, only the first sheet on the excel 
spreadsheet can be viewed. After Steria have uploaded the discs the entire file can be 
viewed. So it was agreed that a sample would be selected from the index sheets and 
spot checked before boxes are collected, again when discs are received from Datasave 
against the spreadsheet and lastly when Steria have uploaded onto SmartOpen. 

Checks are not currently undertaken on the number of files sent against the number of 
files scanned. This may not be easily achievable and would be time consuming, as the 
scanning process is not one box to one disc, each disc is just filled and will therefore 
contain files from more than one box, e.g. eight boxes sent for scanning will come back 
on two or three discs.  However, as a test, it has been agreed that when the next set of 
boxes are sent for scanning the number of files in each box will be counted and when the 
discs are returned they will be checked to see if the number of records scanned equals 
the number sent.

Recommendation 4

The contract with the external scanning company should be reviewed alongside 
GCC’s Scanning Policy to ensure that the process complies with GCC and 
statutory regulations.

Action taken:

Now that the new Head of HR is in place, a review has recently been initiated and is 
currently being planned in more detail.

Recommendation 5

Discussions should take place with the system owner of SmartOpen to establish 
whether a search function could be implemented which would enable a search for 
a specific document or word to be undertaken

Action taken:

Help sheets are available showing how to search within a document for key words. 
Searching by name is the recommended route and although the facility to search by 
document type exists, this is dependant on the document type being correctly ‘coded’ for 
data entry. 

If you want to search within a document it has to be opened first, although sometimes if 
there is a date there is a date listing which can help identify where to start searching.  

There has been some coding confusion and therefore the guidance notes on coding have 
been re-issued and emphasised the correct coding for leavers and absence, although it 
has not been possible to correct coding errors that have already happened.



Recommendation 6

A personnel file for each Director should be held on SmartOpen, with access 
restricted to appropriate employees.  In addition, a paper file should be retained by 
the Head of HR.

Action taken:

This action is complete with files for Directors in place on SmartOpen and on paper. 
Access to these files on SmartOpen has been restricted to a small number of staff within 
HR and the BSC.


