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11 DATE OF NEXT MEETING

Monday, 12th September, 2016 at 10.00 am in Committee Room 3, 14 City Square, Dundee.
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ITEM No:_ e

At a MEETING of the TAY ROAD BRIDGE JOINT BOARD held at Dundee on 7th March, 2016.

Present:-

Councillors Margaret TAYLOR, Jimmy BLACK, Fraser MACPHERSON, Jim YOUNG, Andy HEER, Bill
CONNOR, Ken LYNN, Bill CAMPBELL and Tom FERGUSON

Also Present (Officers):-

Alan Hutchison, Fergus Wilson, Kenny McKaig and Marjory Stewart
Apologies were intimated from Councillor Brian Thomson.
Councillor Margaret TAYLOR, anvener, in the Chair.

l MINUTE OF MEETING OF TAY ROAD BRIDGE JOINT BOARD OF 7TH
DECEMBER, 2015

The minute of the above meeting was submitted and noted.

| OPERATIONAL RESTRICTIONS AND CLOSURES

There was submitted Report No TRB4-2016 by the Bridge Manager, advising the Joint Board of the
number and nature of operational restrictions and closures applied between 1st November, 2015 and
31st January, 2016.

The Joint Board noted accordingly.

il REVENUE MONITORING - TEN MONTHS TO 31ST JANUARY, 2016

There was submitted Report No TRB1-2016 by the Treasurer, advising the Joint Board of the current
monitoring position of its 2015/2016 Revenue Budget.

The Joint Board agreed to note the content of this Revenue Monitoring Report as at 31st January,
2016.

v CAPITAL MONITORING - TEN MONTHS TO 31ST JANUARY, 2016

There was submitted Report No TRB2-2016, advising the Joint Board of the current monitoring
position of its 2015/2016 Capital Budget.

The Joint Board agreed to note the content of this Capital Monitoring Report as at 31st January, 2016.
\' OPERATIONAL CHANGES

There was submitted Report No TRB5-2016 by the Bridge Manager seeking Joint Board approval of
the proposals for a revised staffing structure and alternative method for how the Operations Team
manage traffic on the bridge to ensure a more efficient and effective service.

The Joint Board approved the proposals outlined in the report and agreed that they be implemented
by the Bridge Manager.

Vi TAY ROAD BRIDGE - VOLUNTARY EARLY RETIREMENT/VOLUNTARY
REDUNDANCY SCHEME

There was submitted Report No TRB6-2016 by the Bridge Manager seeking approval of a proposed

Voluntary Early Retirement/\Voluntary Redundancy Scheme which would facilitate rationalisation and
restructuring of the Board's services to achieve efficiencies and to enhance service delivery.
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The Joint Board agreed to approve the proposed Voluntary Early Retirement/Voluntary Redundancy
Scheme and that current arrangements for dealing with early retirements in the efficiency of the
service or on the grounds of voluntary redundancy incorporate the sliding scale of added years relative
to pensionable service, as detailed in the report.

Vil INTRODUCTION OF COMPUTER AND INTERNET GUIDELINES

There was submitted Report No TRB7-2016 by the Bridge Manager seeking approval of the Bridge
Manager's recommendation to introduce Computer and Internet Guidelines into the Team and
Conditions of all and future TRBJB employees in line with recommendations made by the Board's
Internal Auditor.

The Joint Board agreed to implement the Bridge Manager's recommendation to introduce Computer
and Internet Guidelines into the Terms and Conditions of all TRBJB employees, as detailed in the
report.

Vil FRAUD GUIDELINES

There was submitted Report No TRB3-2016 by the Treasurer submitting proposed revised Fraud
Guidelines for approval.

The Joint Board approved the revised Fraud Guidelines detailed in the report which would
complement the various guidance and procedure documents already in place for the employees and
Members of the Tay Road Bridge Joint Board.

IX AOCB

The Chair updated the Joint Board on arrangements for the Tay Road Bridge 50th Anniversary
celebrations.

X DATE OF NEXT MEETING

Monday, 20th June, 2016 at 10 am in Committee Room 2, 14 City Square, Dundee.

Margaret TAYLOR, Chairman.



REPORT TO: TAY ROAD BRIDGE JOINT BOARD — 20 JUNE 2016

REPORT ON: ENGINEERING WORKS
: E :

REPORT BY ENGINEER TO THE BOARD ITEM No:. 2 N

REPORT NO: TRB 18-2016 R

1 PURPOSE OF REPORT

1.1 To advise the Joint Board on the current situation regarding Engineering works on
the bridge and to authorise the appointment of Certus Inspection Services Ltd to
carry out specialist paint inspection works to the box girders of the bridge.

2 RECOMMENDATIONS

21 It is recommended that:

e the Joint Board note the position on current progress.

» approve the appointment of Certus Inspection Services Ltd to carry out
specialist paint inspection works to the box girders.

» the overall expenditure of £20,000.00 be authorised for the specialist paint
inspection works which includes an allowance of £5,544.00 for contingencies
and professional fees.

3 FINANCIAL IMPLICATIONS

3.1 The Treasurer advises that the above expenditure can be met from allowances
within the Capital Budget for 2016/17.

4 SUSTAINABILITY POLICY IMPLICATIONS

4.1 There are no Sustainability Policy implications of relevance to this report.

5 EQUAL OPPORTUNITIES IMPLICATIONS

5.1 There are no equal opportunities implications of relevance to this report.

6 IMPLICATIONS TO BRIDGE USERS

6.1 There are no major implications for bridge users arising from this report.

7 BACKGROUND

7.1 Bridge Inspection Programme

As part of the Asset Management Plan approved by the Board at the meeting of
10 September 2012, a programme of general and principal bridge inspections was
prepared.



Report No. TRB-18-2016

7.2

9.1

Principal Inspections of the bridge are a statutory requirement and permit the
efficient planning of future maintenance requirements to ensure the continuing
good condition of the structure. Principal inspections are carried out every 6 years
and require a detailed close up inspection of all elements of the bridge. General
inspections are carried out every 2 years.

The ongoing cycle of inspections are currently underway utilising Tay Road Bridge
inspection staff and this can be supplemented by Dundee City Council
civil/structural engineering staff as appropriate, with further specialist input if
required.

Inspection works are being carried out from the gantries with safety boat services
provided by David Anderson Marine.

A report on the outcome of the inspections will be brought to the Board in due
course.

Paintwork to Box Girders

Reference is made to Article Il of the Tay Road Bridge Joint Board meeting of 7
December 2015 where it was noted that the Engineer proposed to carry out a full
inspection in 2016/17 of the 20 year old paint system on the box girders of the
bridge and seek specialist advice as to the appropriate way forward.

Tender documents were issued to three specialist paint inspection companies on
6 May 2016 and the following tenders were received on 27 May 2016:

Tenderer Quality Ranking Tender Amount
Certus Inspection Services, Falkirk 1 £14,456
Paint Inspection Ltd, Portchester 2 £26,475

It is recommended that the offer from Certus Inspection Services Ltd is accepted.

To this an allowance of £5,544.00 for contingencies and professional fees requires
to be made giving an overall expenditure of £20,000.00.

The specialist paint inspection works are programmed to start on 1 August 2016
and take 2 weeks to complete.

A full report on the outcome of the paint inspection will be brought to the Board in
due course.

CONSULTATIONS

The Clerk, Treasurer and Bridge Manager have been consulted in the preparation
of this report and are in agreement with the contents.

BACKGROUND PAPERS

None.
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Fergus Wilson
Engineer to the Board

FW/JM

Dundee City Council
Dundee House
Dundee

2 June 2016
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REPORT TO: TAY ROAD BRIDGE JOINT BOARD ~ 20 JUNE 2016
REPORT ON: REPORT ON OPERATIONAL RESTRICTIONS AND CLOSURES
REPORT BY: THE BRIDGE MANAGER
REPORT NO: TRB 10- 2016 |

{TEM No: 3 2

1.1

4.1

5.1

PURPOSE OF REPORT

To appraise the Joint Board of the number and nature of operational restrictions and
closures applied between 1 February 2016 and 30 April 2016.

RECOMMENDATIONS

The Board are asked to note the contents of this Report as at 30 April 2016.
FINANCIAL IMPLICATIONS

There are no financial implications as a result of this report.

POLICY IMPLICATIONS

None.

COMMENTARY ON RESTRICTIONS AND CLOSURES

Restrictions are applied to the traffic on the bridge for a number of reasons including
recovering debris, breakdowns, high winds and other operational requirements, such

as carriageway inspections. Miscellaneous incidents include escorting pedestrians
from the carriageway.

A summary of the restrictions applied between 1 February 2016 and 30 April 2016
is given over:-
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51.1

Single Carriageway Closure

5.1.2 Full Bridge Closure

Reason Total No of Average
Duration | Occasions | Duration
(Minutes) (Minutes)

Operational 631 131 4.8

Breakdown 124 17 7.3

Misc. 26 10 2.6

Incidents

Road works 0 0 0

TRBJB

Road works 0 0 0

Contractor

Contra-flow

Police 14 2 7

Incidents

Reason Total No of Average
Duration | Occasions | Duration
(Minutes) (Minutes)

Operational 0 0 0

(Night

Closures)

Police 48 2 24

Incidents

Wind 300 1 300




5.1.3 High Winds/Weather Restrictions

5.1.4 Availability of Bridge

Traffic Total No of Average

restricted | Duration | Occasions | Duration
(Minutes) (Minutes)

Double 3578 12 298.2

Deck

Buses

High Sided 1780 4 445

All traffic 300 1 300

AVAILABILITY TO BRIDGE USERS
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Feb 15-Apr May 15-Jul | Aug 15-Oct Nov 15-Jan | Feb 16-Apr
Full Availability 15 15 15 16 16
Partial Availability 90.32 94.6 97.94 81.66 95
Full Closure 9.37 5.35 1.87 17.98 4.7
0.31 0.05 0.31 0.36 0.3

Fiqure 1 — Comparison of Availability of Bridge to Users

Fewer wind related restrictions have con
this quarter when compared to the perio

closure has decreased slightly by 0.06%.

5.1.5 Summary of Bridge availability 1 February to 30 April 2016

Full availability (No restrictions) 95 %
Partial Availability (Some restrictions) 470 %
No Availability (Full Closure) 0.30 %

6 CONSULTATIONS

6.1 The Treasurer, Clerk and Engineer to the Board have been consulted in the

preparation of this report and are in agreement with the content.

7 BACKGROUND PAPERS

71 None

ALAN HUTCHISON
BRIDGE MANAGER
3 May 2016

tributed to an increase of 13.34% in full availability
d between November 2015 to January 2016. Full
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REPORT TO: TAY ROAD BRIDGE JOINT BOARD — 20 JUNE 2016
REPORT ON: WHISTLE BLOWING POLICY

REPORT BY: BRIDGE MANAGER ' [L
REPORT NO: TRB 12 - 2016 ITEM No: 22+

1.1

2.1

3.1

4.1

5.1

6.1

PURPOSE OF REPORT

To seek Joint Board approval of the Bridge Manager's recommendation to
introduce a Whistle Blowing Policy for the TRBJB and make this policy easily
available to all employees, in line with the recommendation made by the Boards
Internal Auditor.

RECOMMENDATIONS

It is recommended that the Joint Board implement the Bridge Manager's
recommendation to introduce a Whistle Blowing Policy for the TRBJB.

FINANCIAL IMPLICATIONS

None.

SUSTAINABILITY POLICY IMPLICATIONS

There are no Sustainability Policy implications of relevance to this report.
EQUAL OPPORTUNITIES IMPLICATIONS

There are no equal opportunities implications of relevance to this report.
IMPLICATIONS TO BRIDGE USERS

There are no implications for bridge users arising from this report.
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8.1

9.1

BACKGROUND

internal Audit Report 2015/03 - Compliance with Legislation by Henderson Loggie,
paragraph 1.7, recommended that the Board introduce a well publicised Whistle
Blowing Policy which explains how staff can safely raise a genuine concem inside
and outside of the organisation. Introduction of such a policy will also ensure
compliance with the requirements of fanding bodies and the parameters outlined
in the reports of the Nolan and Neill Committees on standards in public life. The
Whistle Blowing Policy to be introduced is included at appendix 1.

CONSULTATIONS

The Clerk, Treasurer and Engineer to the Board have been consulted in the
preparation of this report and are in agreement with the contents. Unions have
been issued the Policy and have made no comment.

BACKGROUND PAPERS

None.

Alan Hutchison
Bridge Manager
10 May 2016



Tay Road Bridge

TAY ROAD BRIDGE JOINT BOARD

Whistleblowing Policy

Document Reference:

Appendix 1
Prepared by: Alan Hutchison
Reviewed by: Alan Hutchison

TRB20 rev0

Approved for Issue:

WHISTLEBLOWING POLICY

Alan Hutchison

Date: May 2016

Bridge Manager

17
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Introduction

This policy should be used for any employee to raise a qualifying disclosure under the Public
Interest Disclosure Act 1998. This policy applies to all employees of the organisation who
have concerns about misconduct or wrongdoing.

Employees may have concerns about what is happening at work. Usually these are easily
resolved. However, when the concern feels serious because it is about a possible danger,
professional misconduct or financial malpractice that might affect that might affect
colleagues or the Tay Road Bridge Joint Board, it can be difficult to know what to do.

Employees may be worried about raising such an issue and may think it best to keepitto
themselves, perhaps feeling it is none of their business or that it is only a suspicion.
Employees may also feel that raising the matter would be disloyal to colleagues or
managers. It may also be the case that an employee has said something but found that they
have spoken to the wrong person or raised the issue in the wrong way and are not sure
what to do next.

The Tay Road Bridge Joint Board is committed to running the organisation in the best way
possible. This policy has been introduced to reassure all employees that it is safe and
acceptable to speak up and to enable them to raise any concern which they may have at an
early stage and in the right way. Rather than wait for proof, it is preferable if a matter is
raised when it is still a concern.

If an employee feels that something is of concern and they feel that it is something which
they think the Tay Road Bridge Joint Board should know about or look into, they should use
this procedure. If, however, an employee wishes to raise a matter which affects them
personally it may be appropriate to follow the Tay Road Bridge Joint Board’s Grievance
procedures.

Remember, if in doubt —raise it!
TAY ROAD JOINT BOARD’S COMMITMENT TO EMPLOYEES
Your Safety

The Tay Road Bridge Joint Board, the Manager and the trade unions are committed to this
policy. Ifan employee raisesa genuine concern under this policy, they will not be at risk of
losing their job or suffering any detriment (such as a reprisal or victimisation). Provided the
employee acts in good faith, it does not matter if they are mistaken or if there is an innocent
explanation for their concerns. An employee raising a concern will not be asked to prove
their claim. However, this assurance will not be extended to an employee who maliciously
raises a matter they know to be untrue. Anyone making deliberately false and malicious
allegations could lead to disciplinary action under the Tay Road Bridge Joint Board'’s
procedure for Dealing with Breaches of Discipline and Sub Standard Work Performance
Procedure.

The Confidence of Employees
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With these assurances, the Tay Road Bridge Joint Board hopes that employees will raise
concerns openly. However, it is recognised that there may be circumstances when
employees would prefer to speak to someone in confidence first. It this is the case, the
employee raising the concern should say so at the outset. If the organisation is asked not to
disclose someone’s identity, we will not do so without that person’s consent unless required
by law. Employees should however understand that there may be times when the
organisation will be unable to resolve a concern without revealing someone’s identity, for
example where personal evidence is essential. In such cases, it will discuss with the
employee whether and how the matter can best proceed.

It should be remembered that if employees do not disclose their identity, it will be much
more difficult for the Tay Road Bridge Joint Board to look into the matter. it will also not be
always possible to protect the employee’s position. Accordingly, an employee raising a
concern should not assume that the Tay Road Bridge Joint Board can provide the same
assurances where a concern is reported anonymously.

Raising a Concern

If an employee has a concern about a risk, malpractice or wrongdoing at work, it is hoped
that they will feel able to raise it first with their line manager. Alternatively the employee
can raise their concerns through the Whistleblowing hotline number, 01382 431253. This
may be done verbally or in writing to the following e-mail address —
fraud@dundeecity.gcsx.gov.uk. Advice regarding the operation of this policy will be
available from your Trade Union representative or Human Resources team.

Examples of malpractice or wrongdoings:

e Failure to comply with legislation;

¢ Failure to comply with Tay Road Bridge Joint Board Policy (breaches of Code of
Conduct for Tay Road Bridge Joint Board Employees); -

e Health and Safety hazards;

e The unauthorised use of public funds;

e Environmental pollution;

e Gross incompetence;

e Negligence;

e Waste of resources;

e Discrimination (racial, sexual, religious, etc)

e Harassment (can also be dealt with via the Harassment Policy and Support Officers)

Fraud and Corruption



If an employee has a concern about Fraud and Corruption, it is hoped that they will feel able
to raise it first with their line manager or through the Internal Corporate Fraud Helpline by
calling extension 1253 or by e-mailing fraud @dundeecity.gcsx.gov.uk.

Alternatively, allegations of fraud and corruption can be reported through the following
gateways such as reporting via: y

e The fraud hotline — 0800 085 2289 which is operational during the day and on
answerphone at night and weekends. Remember, referrals can be made
anonymously if preferred.

e The Council’s internet referral form found at the following website address:
https://www.dundeecity.gov.uk/forms/

e Submitting a letter to the Corporate Fraud Team, Dundee City Council, Dundee
House, 50 North Lindsay Street, Dundee DD1 1NN.

The Tay Road Bridge Joint Board can be exposed to fraud and corruption through a variety
of internal and external sources. These include areas such as:

e Procurement

e Employee fraud (for example; fraudulent claiming by employees of flexi and mileage
expenses)

e Bribery (where a person offers, promises or gives a financial or other advantage to
another person, intending to induce them to perform improperly a relevant function
or activity, or to reward a person for such improper performance)

e Theft (money, material, equipment, etc)

staff who operate the above helplines will deal discreetly with all manner of complaints and
enquiries. They will assist employees to progress their concerns to the right person in
confidence.

Using the Helpline will not affect any rights under the Public Interest Disclosure Act 1998,
which protects employees who disclose certain information to their employer or any other
responsible person.

How We Will Handle The Matter?

Once a concern has been raised, it will be assessed, and consideration will be given as to
what action may be appropriate. This may for example involve an informal review ora
more formal investigation. The employee raising the concern will be advised what further
assistance may be needed. The matter may be referred to the Clerk or the Head of Human
Resources where appropriate.
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If an employee has any personal interest in the matter, they should confirm this at the
outset. If itis felt that the concern falls more properly within the scope of one of the other
Tay Road Bridge Joint Board’s policies, this will also be explained to the employee.

Employees should be aware that it may not always be possible to give details of the precise
actions taken, where this would infringe a duty of confidence owed to another person.
While it cannot be guaranteed that all matters will be responded to in the way that the
employee might wish, the Tay Road Bridge Joint Board will strive to handle the matter fairly
and properly. Feedback to the employee on progress and outcome will be provided by the
Clerk or Bridge Manager in so far as this does not infringe a duty of confidence owed to
another person.

If at any time throughout the investigation it becomes evident that formal disciplinary
action may be a possible outcome, the investigation will be conducted in accordance with
the provisions of the Tay Road Bridge Joint Board’s Procedure for Dealing with Breaches of
Discipline and Sub Standard Work Performance Procedure. Alternatively action may be
taken in accordance with the Tay Road Bridge Joint Board’s Corporate Fraud and Corruption
Policy.

All investigations will be concluded without unreasonable delay. However, the Tay Road
Bridge Joint Board allows for flexibility given the possible complexity of concerns raised.

The Tay Road Bridge Joint Board strives to deal with matters in a satisfactory manner.
However, if you are unhappy at the progress or outcome of your concern and believe that
maladministration may have occurred, you have the option of taking it to the Scottish Public
Service Ombudsman, who will advise on whether the matter falls within his jurisdiction and
may decide to carry out an independent review.

It is in the interest of the Tay Road Bridge Joint Board and its employees that any external
scrutiny is conducted objectively by a reputable person with investigatory powers, such as
the Scottish Public Service Ombudsman.

The contact details of the Ombudsman are: Scottish Public Service Ombudsman, 4 Melville
Street, Edinburgh, EH3 7NS, Freepost Address: SPSO, Freepost EH641, Edinburgh, EH3 OBR,
Freephone: 0800 377 7330.

Online form: www.spso.org.uk/online-contact Web: www.spso.org.uk

Access to Independent Advice

e Trade unions and professional associations can provide advice, guidance and
support.
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e Concerns can be reported (anonymously if desired) via Dundee City Council’s
website under ‘Report It, Fraud and Whistleblowing'.
https://www.dundeecity.gov.uk/forms/fraud

e General information can also be found on the ACAS website at:
http://www.acas.org.uk/index.aspx?articleid=1919

e Free, confidential advice on how to raise a concern about malpractice at work can be
sought from the independent charity Public Concern at Work on 020 7404 6609.

Monitoring, Review and Reporting Procedures

The Bridge Manager will review this policy every 3 years, as a minimum, and amend and re-
issue to staff if required. The outcome of any cases will be reported by the Bridge Manager
to a meeting of the TRBJB, held quarterly and as close to the date of outcome as possible.
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REPORT TO: TAY ROAD BRIDGE JOINT BOARD ~ 20 JUNE 2016

REPORT ON: RESPONSE TO INTERNAL AUDITOR’S ANNUAL REPORT TO
MEMBERS
_ e
REPORT BY: THE BRIDGE MANAGER ' 5
ITEM No:=2.2 ’
REPORT NO: TRB 13 - 2016 a

1
1.1

2.1

3.1

4.1

51

PURPOSE OF REPORT

This report is in response to the Annual Report, ref 2016/08, prepared by the Board’s
Internal Auditor, Henderson Loggie, on Corporate Governance and Planning, Asset
Management, Budgetary Control and previous Audit follow ups. A copy of the Internal
Auditor’s report is included on the Agenda as a separate Item.

RECOMMENDATIONS

It is recommended that the Board:-

i) Endorse this report as the formal response to the Internal Auditor’s report.

ii) Instruct the Bridge Manager to implement the Intemal Auditor's
recommendations as set out in paragraphs 6.2 to 6.6 inclusive.

FINANCIAL IMPLICATIONS

Tigere are no financial implications associated with this report.

POLICY IMPLICATIONS

None

BACKGROUND
Introduction

The annual operating plan showed a number of changes to the allocation set out in
the Board’s Internal Audit Needs Assessment and Strategic Plan issued in August
2013. The annual plan was updated to reflect changes in the internal and external
environment in the intervening period and as a result of the Board's Internal Auditors
own assessment of risks faced by the Board. A Data Protection Review originally
planned for 2015/16 was brought forward to 2014/15, with the review of Corporate
Governance and the Control Environment moved to 2015/16. A Physical Security and
Asset management review, along with a review of Budgetary Control was carried out
in 2015/16.



6.2

REPORT

Internal Auditor's Annual Report

i) The Internal Auditor's Annual Report, Ref 2016/06, describes the scope of the
_audit work undertaken, the specific objectives of the audit and the principal
conclusions drawn from the review.

ii) The report is based on the findings of the individual reports below:-
2014/01 Audit needs Assessment and Strategic Plan 2013 to 2016
2016/01 Annual Plan 2015/16
2016/02 Physical Security and Asset Management
2016/03 Budget Setting and Budgetary Control
2016/04 Corporate Governance and Planning
2016/05 Follow Up Report
2016/06 Annual Report

Overall no significant issues identifying major internal control weaknesses were
identified. It was found that procedures were operating adequately and the following
issues raised from the individual reports were identified for the opportunity of further
strengthening existing procedures. Only one of the items below arose from the
2015/16 audit work, with all of the 201 5/16 reports assessing the control systems as
“Good". Twenty actions have been noted as “Fully Implemented” in the Follow-Up
Report 2016/05. All of the remaining six actions have been carried forward from
previous years.

For 2015/16 the internal audit report style was changed. This involved renaming the
recommendation classes as noted below.

In total 7 Action points identified by the Audit were categorised as follows:-

Class A/Priority 1 — Critical issues which require consideration by the Board
Number of Actions — Nil

Class B/Priority 2 — Significant matters which the Bridge Manager can resolve
Number of Actions — 4

Class C/Priority 3 — Routine, less significant actions not requiring urgent action
Number of Actions - 3 :

Class B Action Points noted in 2016/05 Follow Up Report initially noted in_Report
2012/02 — Employment Leaislation and Policies, Recruitment and Staff Performance

Development.

i) The following actions were agreed as a result of the recommendations of the
report:-

e The staff review process should be formally incorporated into the staff
handbook. Revised completion date December 2016.



6.3

6.4

6.5

6.6

7.1

Class B Action Points noted in 2016/05 Follow Up Report initially noted in Report
2015/03 — Compliance with Legislation

)] The following actions were agreed as a result of the recommendations of the
report:- .

* A Whistleblowing Policy should be developed. This is being presented
to the June 2016 meeting of the Board

¢ Update Recruitment and Selection Policy to include a reference to the
Equality Act 2010. The Board are asked to note that this was put in
place on 18 May 2016.

¢ Update Financial Regulations to ensure coordination with Fraud
Guidelines and Bribery Prevention Policies introduced in March 20186.
Revised completion date December 2016.

Priority 3 Action Points - Report 2016/02 — Physical Security and Asset Management

i) The following actions were agreed as a result of the recommendations of the
report:-

e Going forward ensure that the new Authority to Scrap form is
completed when an asset is to be scrapped or disposed of. To be
implemented as required.

Class C Action Points noted in 2016/05 Follow Up Report initially noted in Report
2015/02 —~ Contract Management

ii) The following actions were agreed as a result of the recommendations of the
report:-

» Consider creating a contract management framework by including
contract management requirements within the Board’s Financial
Regulations and preparing detailed contract management procedures.
Revised completion date December 2016.

Class C Action Points noted in 2016/05 Follow Up Report initially noted in Report
2015/04 — Data Protection/Records Management

i) The following action was agreed as a result of the recommendations of the
report:-

» Consider developing a Records Management Policy which outlines the
Board’s responsibilities for the creation, deletion and retention of
records. Revised completion date December 2016.
CONSULTATION

The Clerk, Treasurer and the Engineer have been consulted in the preparation of this
report and are in agreement with the content.
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8 BACKGROUND PAPERS

8.1 Internal Audit Reports

2014/01
2016/01
2016/02
2016/03
2016/04
2016/05
2016/06

ALAN HUTCHISON
BRIDGE MANAGER

19 May 2016

Audit needs Assessment and Strategic Plan 2013 to 2016
Annual Plan 2015/16

Physical Security and Asset Management

Budget Setting and Budgetary Control

Corporate Governance and Planning

Follow Up Report

Annual Report
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Strategic Plan

Proposed Allocation of Audit Days

Planned
13/14
Days

Planned
14/15
Days

Planned
15116
Days

Reputation
Health and Safety

Staffing Issues
Recruitment and retention / HR policies
Payroll

Estates and Facilities

Physical Security )
Asset management )
Delivery of major projects

Financial Issues

Budget setting / budgetary control
General ledger**

Procurement and creditors / purchasing
Debtors / income

Cash & bank / Treasury management**

Organisational Issues
Risk management / Business continuity*

Corporate govemance and control environment

Corporate planning
Insurance arrangements™

Information and IT
IT network arrangements
Data protection / FOI

Other Audit Activities
Management and Planning )
External audit )
Attendance at audit committees )
Follow-up reviews

ANA

Total

4

30

[=-]

30

30

* & ** these projects will be linked

@&

HENDERSON LOGGIE

Audit Needs Assessment and
Strategic Plan 2013 to 2016

61



62



[@CEIE

rlereds AcCountinis

. HENDERSON

Tay Road Bridge jJoint Board
Internal Audit Plan 2015/16

( Internal Audit Report Number 2016/01
Draft Issued: 5 August 2015

Final Issued: 19 August 2015



Tay Road Bridge Joint Boand®
Internal Audit/Annual Plan 2015416

\Content

1. Introduction
2. Strategic Plan 2013 to 2016

3. Outline Scope and Objectives

Physical Security and Asset Management
Budget Setting and Budgetary Control
Corporate Governance and Planning
Foltow-up Review
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1.1

1.2

1.3

1.4

1.5

A A

The purpose of this document is to present to the members of Tay Road Bridge Joint Board
(‘the Board') the annual internal audit operating plan for the financial year ended 31 March
2016. The plan is based on the proposed allocation of audit days for 2015/16 set out in the
Audit Needs Assessment and Strategic Plan 2013 to 2016. The preparation of the Strategic
Plan involved dialogue with the Bridge Manager and with the Treasurer.

The annual operating plan shows a number of changes to the allocation set out in the above
Strategic Plan. A Data Protection review originally planned for 2015/16 was moved forward
to 2014/15. A review of Corporate Governance and the Control Environment from 2014/15
was delayed until 2015/16. A Physical Security and Asset Management review has been
shortened by 2 days. A review of delivery of major projects has also been removed. There
are currently 6 contingency days in the plan should the board require us to carry out any
further work.

A copy of the revised Strategic Plan is included at Section 2 of this report.
At Section 3 of this report we have set out the outline scope and objectives for each audit
assignment for 2015/16, together with the audit approach. These were arrived at following

consultation with the Bridge Manager.

Separate reports will be issued for each assignment unless otherwise stipulated.
Recommendations are graded in each report to reflect the significance of the issues raised.
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trategic Plan 2043-2016

Proposed Allocation of Audit Days

i _ FifPlanned difPlanned =
\Priority: i |rais
(SIS RS .| Pays. i Day

Reputation
Health and Sdfety M 4
Compliance with legislation —  review of policies and M : 2*
procedures

Staffing Issues
Recruitment and retention | HR policies ) M/L Ui
Staff performance and development )
Payroll L 4

Estates and Facilities
Physical Security )
Asset management )
Delivery of major projects

XX

Financial Issues

Budget setting / budgetary control
General ledger

Procurement and creditors | purchasing
Contract Management

Debtors [ income

Cash & bank | Treasury management

rrFIXIX X
>

Organisational lssues

Risk management / Business continuity
Corporate governance and control environment ) L
Corporate planning )
Insurance arrangements

XXX

information and IT
IT network arrangements M 5
Data protection [ FOI M 5

Other Audit Activities
Management and Planning ) 4 4 4
External audit )
Attendance at committees )
Follow-up reviews Various 2 2 2
ANA 2

Contingency 6

Total 28 27 26




4

Key
* — these projects will be linked and only one report produced
Priority: H — High; M — Medium; L — Low

The priority was originally assessed as part of the Audit Needs Assessment (Report 2014/01 August
2013), considering risk impact and likelihood and the controls in each area. This has been reconsidered
as part of the planning process for 2015/16 and no changes made.
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. Outline Scope & Objectives

Audit Assignment: Physical Security and Asset Management
Priority: Medium

Joint Board Meeting: March 2016

Days: 6

Scope

We will review the processes and controls in place for the purchase, disposal and maintenance of
fixed assets. This will include property and plant and equipment. ICT assets will also be covered by
this review.

Objectives

Physical Security

The objective of our audit will be to obtain reasonable assurance that systems are in place to ensure
that responsibilities for controlling the physical security of assets are clearly defined and adequate
precautions exist to ensure that assets are held securely.

Management of Fixed Assets
The objective of our audit will be to obtain reasonable assurance that systems are in place to ensure
that:

° management has an accurate record of its capitalised assets;

° asset registers and inventories are kept up-to-date through regular, accurate and timely
reporting of acquisitions, transfers and disposals;

o there is a periodic exercise to verify the accuracy of the registers;

) relevant assets can be identified through use of security tags and correct asset numbering;

° there is adequate scrutiny of plans for the acquisition of new assets and the decision to
purchase or lease;

° maintenance contracts in place for plant and equipment offer value for money;

o plant and equipment is subject to regular health and safety testing and, where appropriate, is
risk assessed by a suitably competent person, and

° IT assets are disposed of securely.

Our audit approach will be:

Interviews will be held with relevant Tay Road Bridge staff to assist in documenting the systems and
processes in place. A detailed assessment of the key internal controls will be performed and an audic
testing programme devised thereon. Detailed compliance and substantive tests will then be carried
out.

B
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Audit Assignment: Budget Setting and Budgetary Control
Priority: Medium

Joint Board Meeting: March 2016

Days: 5

Scope

This review will cover the processes and controls in place for budget setting and budgetary control
within the Tay Road Bridge joint Board.
Objectives

The overall objective of our audit will be to obtain reasonable assurance that adequate systems are in
place covering budget setting and budgetary control.

Specific objectives will be to obtain assurance that:

) budgets are set and approved in accordance with the Financial Regulations and Procedures;

° budgets are controlled and monitored in accordance with the Financial Regulations and
Procedures;

. information is available to management which is up-to-date and in a format that can be easily
understood;

. budget holders have the necessary skills for managing budgets;

. budget variations are reported and acted upon; and

o seniorr management and the Board regularly review the organisation’s overall financial position.

Our audit approach will be:

We will assess whether the above objectives have been met by documenting the systems and
controls through interviews with the Bridge Manager, the Treasurer, Finance staff at both the Board
and Dundee City Council, if appropriate, and a sample of budget holders within the Board and by
review of regulations, procedures and guidance issued to budget setters and holders. We will review
the information provided to budget holders and the budget reports used internally and submitted to
the Board. We will also seek to establish whether the expected key controls are in place by
reference to good practice as set out in the standard control risk assessment templates and
completion of a budgetary control assessment ‘pro-forma’.

Finally, we will perform compliance testing where necessary to determine whether these controls
are working effectively
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Audit Assignment: Corporate Governance and Planning
Priority: Medium / Low

Joint Board Meeting: June 2016

Pays: 3

Scope

Corporate governance is ‘the combination of processes and structures implemented by the
governing body in order to inform, direct, manage and monitor the activities of the organisation
toward the achievement of its objectives’ (Cadbury Report, 1992). These processes include planning.

In 2004 the Independent Commission for Good Governance in Public Services was established by the
Office for Public Management. The Comimission’s objective was to identify a common code for
public service governance, thereby providing guidance for all public service organisations and
partnerships. The resulting report, The Good Governance Standard for Public Services, was
published in January 2005. Building on the Nolan principles for the conduct of individuals in public
life it set out six core principles for good governance:

° Good governance means focusing on the organisation’s purpose and on outcomes for citizens
and service users;

° Good governance means performing effectively in clearly defined functions and roles;

° Good governance means promoting values for the whole organisation and demonstrating the
values of good governance through behaviour;

o Good governance means taking informed, transparent decisions and managing risk;

) Good governance means developing the capacity and capability of the governing body to be
effective; and

o Good governance means engaging stakeholders and making accountability real.

This audit will be a high-level review of the corporate governance and planning arrangements in place
within the Board. The scope will also include planning processes in place at the Board.

Objectives

The objective will be to review compliance with good practice in corporate governance as defined in
The Good Governance Standard for Public Services. The overall objective for planning will be to
obtain reasonable assurance that the Board’s planning processes are adequate and effective and
accord with good practice.

Qur audit approach will be:

For Corporate Governance the control environment in place at the Board will be reviewed and
benchmarked against current best practice using The Good Governance Standard for Public Services
as a guide. From discussion with management we will document the planning processes that the
Board has in place.  We will undertake this through review of specific plans, policies, minutes, other
documents and discussion with key staff, to ensure that they cover all aspects currently
recommended by best practice. Ve may use a good practice template as a method of assessing
these planning processes.

6
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Audit Assignment: Follow-Up Reviews
Priority: . Various

Joint Board Meeting: June 2016

Days: 2

Scope

As part of the internal audit programme at the Board for 2015/16 we will review the
recommendations raised within internal audit reports issued in 2014/15 and obtain an update on
these. Areas covered during 2014/15 were:

o Report 2015/02 — Contract Management;

° Report 2015/03 — Compliance with Legislation;

o Report 2015/04 — Data Protection / Records Management; and
Report 2015/07 — IT Network Arrangements.

There are also nine outstanding recommendations from previous years that will also be followed up
and progress included in this year's Follow-Up Review.

Qbjective
The objective of our follow-up review will be to assess whether recommendations made in internal
audit reports from 2014/15 and outstanding actions from previous years have been appropriately

implemented and to ensure where little or no progress has been made towards implementation, that
plans are in place to progress them.

Qur audit approach will be:

o to request from responsible officers for each report listed above an update on the status of
implementation of the recommendations made;

° to ascertain by review of supporting documentation, for any significant recommendations
within the reports listed above, whether action undertaken has been adequate; and

° prepare a summary of the current status of the recommendations for the Joint Board.



2
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Level of Assurance

[n/addition to the grading of individual recommendations in the action plan, audit findings are assessed and
g:';'f‘aded on an overall basis to denote the level of assurance that can be taken from the report. Risk and

- materiality levels are considered in the assessment and grading process as well as the general quality of the
* procedures in place.

Gradings are defined as follows:

System meets control objectives.

| System meets control objectives with some weaknesses present.

[Ime

|LEeil ud-c

| System has weaknesses that could prevent it achieving control objectives.

System cannot meet control objectives.
i Unacceptable ¢

;

Priority 1 Issues which require the consideration of the Joint Board.

| Significant matters which the Bridge Manager can resolve.

| Less significant matters, which do not require urgent attention but which
| should be followed up within a reasonable timescale.
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:! This review focused on the controls in place to mitigate the following risk:

¢ Loss of operational capability through loss of bridge/buildings.

As part of the Internal Audit programme at the Tay Road Bridge Joint Board (‘the Board’) for 2015/16, we
.+ carried out a review of the arrangements in place in relation to Physical Security of Assets and Asset

Management. Our Audit Needs Assessment, finalised in August 2013, identified these as areas where risk
can arise and where Internal Audit can assist in providing assurances to the Board and management that the
related control environment is operating effectively, ensuring risk is maintained at an acceptable level,

The Bridge Manager is responsible for maintaining proper security at all times for all buildings, stock, stores,
furniture, equipment, cash and records under his control. The Bridge Manager shall consult with the
Treasurer in any case where security is thought to be defective or where it is considered that special
security arrangements are needed.

The Board’s asset requirements for the forthcoming year are identified during the development and review
of the 20 year capital programme. This process is informed largely by the results of on-going asset
inspections and condition surveys. The Board's Financial Regulations stipulate that capital expenditure
proposals must be discussed with the Treasurer prior to the submission to the Board.

The Board's financial statements for the year ended 31 March 2015 include fixed assets with a total net book
4 value of £73,891k, which includes; Land & Buildings of £1,460k; Vehicles, Plant and Equipment of £398k;
Infrastructure Assets of £71,976k. The financial statements also include an additional £63k of maintenance
materials held as stock.
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‘We reviewed the processes and controls in place for the purchase, disposal and maintenance of fixed assets.
. This included property and plant and equipment. ICT assets were also covered by this review.

v et

The table below notes each separate objective for this review (which collectively underpin the overall
i objective) and records the results:

e db]éetiire

The objective of this audit was to obtain
i reasonable assurance that:

Physical Security _ _
1 1. Systems are in place to ensure that BN G PG (
 responsibilities for controlling the physical | L S T \

' security of assets are clearly defined and " Good 0 0 0
" adequate precautions exist to ensure that assets o i
~are held securely. 7y sl
) -~ Management of Fixed Assets
. 2. Management has an accurate record of its RO !
capitalised assets. . Good . 0 0 0
3. Asset registers and inventories are kept up- R = _
to-date through regular, accurate and timely i
3 reporting of acquisitions, transfers and : S.a.tn_sfacto_ry : 0 0 1
i disposals.
: 4. There is a periodic exercise to verify the Ik
: accuracy of the registers. . Good -0 0 0
L ]
- 5_Relevant assets can be identified throughuse = i
of security tags and correct asset numbering. - Good | 0 0 0
6. There is adequate scrutiny of plans for the o ; L i
acquisition of new assets and the decisionto  Good ! 0 0 0 (
~ purchase or lease. Tk ¢ :
7. Maintenance contracts in place for plant and g 0 0 0
_ _equipment offer value for money. < S L9
! ' 8. Plant and equipment is subject to regular it
i  health and safety testing and, where : l 0 0 0
appropriate, is risk assessed by a suitably .
| competent person. I | S - o
g 1 9. |T assets are disposed of securely. | 0 0 0
: .0 0 1
ir Overall Level of Assurance | System meets control
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nterviews were held with relevant Board staff to assist in documenting the systems and processes in place.
A detailed assessment of the key internal controls was performed and an audit testing programme devised
thereon. Detiled compliance and substantive tests were then carried out.

' 6. Summ

ary

Strengths
) * The Board has adequate precautions in place to ensure the physical security of its assets, including

( - CCTYV, secure entry and 24 hour security.
. ® The Board maintains an accurate inventory for smaller portable assets while Dundee City Council
il maintains an accurate Fixed Asset Register for capitalised assets for financial statements purposes.
4 - Thereis adequate scrutiny of plans for the acquisition of new assets. All acquisitions are properly

=i 3 authorised and asset records updated accordingly.
' : * Appropriate health and safety inspection and maintenance is in place for the majority of the Board's
Thon pn plant and equipment assets,

 There are appropriate plans in place for the safe disposal of any IT assets.

: Weaknesses

* Thereis no authorisation of disposal form currently in use by the Board meaning that disposals may
not be properly authorised or the asset register may not be properly updated for disposals.

° The Board does not operate any form of security tagging or asset numbering to aid identification of

| assets, however management feel that the risk of misappropriation of assets of significant value is
low due to alternative security arrangements in place.

© The Board does not have formal contracts in place for maintenance of assets including generators,
communication systems and lifts; however the Bridge Manager undertakes performance reviews to
ensure that value for money is being obtained from suppliers and contractors.

We would like to thank Board staff for the co-operation and assistance we received during the course of
our review.
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Level of Assurance

l’f‘\'faddition to the grading of individual recommendations in the action plan, audit findings are assessed and
graded on an overall basis to denote the level of assurance that can be taken from the report. Risk and
_materiality levels are considered in the assessment and grading process as well as the general quality of the
" procedures in place. :

Gradings are defined as follows:

Requires L .
l R q T Ak atar | System has weaknesses that could prevent it achieving control objectives.
‘Improvement!

Less significant matters, which do not require urgent attention but which
| should be followed up within a reasonable timescale.




COLLETS

LOGEIE

This review focused on the controls in place to mitigate the following risk:

° Lack of financial resources

_As part of the Internal Audit programme at the Tay Road Bridge Joint Board (‘the Board',) for 2015/16, we
- carried out a review of the budget setting and budgetary control processes in place. Our Audit Needs
"' Assessment, finalised in August 2013, identified these as areas where risk can arise and where Internal Audit
can assist in providing assurances to the Board and management that the related control environment is
operating effectively, ensuring risk is maintained at an acceptable level.

The Board’s budgeted revenue income for 2015/16 totals £1,722,353; £1,700,000 Scottish Government
Resource Grant; £12,000 interest on revenue balances; £10,213 kiosk rent and £140 miscellaneous.
Budgeted expenditure for 2015/16 amounts to £1,722,353; £462,870 administration costs; £505,075
operation costs; £217,650 plant and equipment costs; and £536,758 bridge maintenance costs. The revenue
monitoring report issued to the Board at its meeting on 7 September 2015 projected a budget underspend
of £178,000. !

The Board's capital plan 2015/16 to 2017/18 budgeted £925,000 for capital expenditure during 2015/16,
Budgeted capital income for the year was £925,000 financed through a £500,000 Scottish Government
Capital Grant and £425,000 Capital Grant carried forward from previous years. The capital monitoring
report issued to the Board at its meeting on 7 September 2015 projected a budget underspend of £160,000
due to a £60,000 budget adjustments and £100,000 slippage to 2016/17.

; The Board has a service level agreement with Dundee City Council (DCC) for a number of financial services
including budgetary control. The agreed service includes assistance with the preparation of annual revenue /
capital budgets; the regular monitoring of revenue expenditure and preparation of budgetary control

; statements; and the monthly monitoring of capital expenditure and preparation of capital monitoring

! statements.
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Tay Road Bridgeloint Board — Budget Setting and Budgetary Gontrol

| This review covered the processes and controls in place for budget setting and budgetary control within the
Board.

The table below notes each separate objective for this review (which collectively underpin the overall
objective) and records the results:

“The jective of this audit was to obtain
reasonable assurance that:

1. Budgets are set and approved in accordance e B
 with the Financial Regulations and Procedures.  Good v 0 0 0
I':J,‘.‘ b e O A o= o R SRR TR LD : Lk
2. Budgets are controlled and monitored in L
. accordance with the Financial Regulations and Good . 0 0 0
P Procedures. s e s i I -
I, 3: Information is available to management which By | !
is up-to-date and in a format that can be easily Good ! 0 ! 0 0
: understood. gl Sl S N
: . 4. Budget holders have the necessary skills for 1
managing budgets. , Good i 0 .0 Y
r | 5. Budget variations are reported and acted L {
{ upon. ' Good 0 ' 0 0
, " 6. Senior management and the Board regularly [ ' _'; T, _ : I.
: " review the organisation’s overall financial . Good P 0 : 0 0
- position. Lol | !
ARl 0 . 0 0
Overall Level of Assurance - Good | System meets control
; ' objectives.




/Ve assessed whether the above objectives are being met by documenting the systems and controls through
nterviews with the Bridge Manager and accountant at DCC and by review of the Financial Regulations. We
.reviewed the information provided to the Bridge Manager, Engineer to the Board and the Board. We also

: “established whether the expected key controls are in place by reference to standard control risk assessment
i templates and completion of a budgetary control assessment ‘pro-forma’.

Finally, we performed compliance testing where necessary to determine whether these controls are working
effectively.

Strengths

: o The Board’s financial regulations set out clear responsibility for budget setting, approving and
monitoring and these regulations are followed in practice.

o Easy to understand and adequate budget information is provided by Dundee City Council to the
Bridge Manager each month on a timely basis.

P * The Bridge Manager and Bridge Engineer have the necessary skills required to be able to manage

T budgets.

* Thereare clear responsibilities and processes for identifying and acting upon budget variations.

® Appropriate budget information is provided to the Board and is reviewed on a quarterly basis.

Weaknesses
No significant weaknesses were noted during our review.

“\We would like to thank Board staff for the co-operation and assistance we received during the course of
“our review.
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