Audit Committee

Notice is hereby given pursuant to the
provisions of the Local Government Act,
1999, that the next Meeting of the
Confidential Audit Committee will be held
via Zoom

Tuesday 15 February 2022 6.30pm

for the purpose of considering the items
included on the Agenda.

Chief Executive Officer






MEMBERS

Presiding Member D Powell (Presiding Member)
Councillor M Rabbitt

Councillor M Broniecki

Independent Member N Handley

Independent Member A Martin

ACKNOWLEDGEMENT

Ngadlurlu tampinthi, ngadlu Kaurna yartangka inparrinthi. Ngadlurlu parnuku tuwila
yartangka tampinthi.

Ngadlurlu Kaurna Miyurna yaitya yarta-mathanya Wama Tarntanyaku tampinthi.
Parnuku yailtya, parnuku tapa purruna yalarra puru purruna.*

We would like to acknowledge this land that we meet on today is the traditional
lands for the Kaurna people and that we respect their spiritual relationship with
their country.

We also acknowledge the Kaurna people as the traditional custodians of the
Adelaide region and that their cultural and heritage beliefs are still as important to
the living Kaurna people today.

*Kaurna Translation provided by Kaurna Warra Karrpanthi
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ORDER OF BUSINESS

ITEM

PAGE NO

1. ADMINISTRATIVE MATTERS

1.1 APOLOGIES
Nil

1.2 LEAVE OF ABSENCE
Nil

1.3 CONFLICT OF INTEREST
Members to advise if they have any material, actual or perceived
conflict of interest in any Items in this Agenda and a Conflict of
Interest Disclosure Form (attached) is to be submitted.

1.4 MINUTES
1.4.1 Minutes of the Ordinary Audit Committee Meeting held

Tuesday, 7 December 2021

1.5 DEFERRED/ADJOURNED ITEMS

Nil
2. REPORTS
2.1  Operational Risk Register
2.2 Internal Audit Report - Cash Handling

3. OTHER BUSINESS

Page 4 of the Audit Committee Meeting Agenda 15 February 2022

27



4. CONFIDENTIAL ITEMS

4.1  Confidentiality Motion for Item 4.2 - Centennial Park Cemetery
Authority - Draft Long Term Financial Plan and Asset
Management Plan

4.2  Centennial Park Cemetery Authority - Draft Long Term Financial
Plan and Asset Management Plan

4.3 Confidentiality Motion to remain in confidence for Item 4.1 -
Confidentiality Motion - Centennial Park Cemetery Authority -
Draft Long Term Financial Plan and Asset Management Plan

NEXT MEETING
Tuesday 15 March 2022 - 6.30pm

181 Unley Road Unley
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INFORMATION REPORT

REPORT TITLE:
ITEM NUMBER:
DATE OF MEETING:
AUTHOR:

JOB TITLE:
ATTACHMENTS:

OPERATIONAL RISK REGISTER

2.1

15 FEBRUARY 2022

LIDA CATALDI

PRINCIPAL RISK MANAGEMENT OFFICER
1. OPERATIONAL RISK REGISTER

2.  RISK MATRIX

1. EXECUTIVE SUMMARY

The Operational Risk Register was reviewed in consultation with each of
the Business Unit Managers in November 2021. The business units are:

e Assets & Operations

e Business Systems and Solutions

e City Design

e Community and Cultural Centres

e Swim Centre

e Community Connections

e Development and Regulatory Services

e Finance and Procurement

e Office of the Chief Executive Officer and,

e People and Culture.

The purpose of the Operational Risk Register is to identify, manage and
continually monitor risks that may impede the day-to-day operations of

each business unit.

Previously 53 risks were identified; their review included an assessment of
control effectiveness and any progress associated with treatment plans.

Three new global risks associated with COVID-19 were added following
the release of the SA Health Roadmap for COVID-19 and the reopening of
South Australian borders. The Executive Management Team are the risk
owners. Two of these risks were deemed to have an acceptable high
residual risk, and the third has an acceptable medium residual risk.

One of the new global risks replaced an existing business unit risk related
to the impact of COVID-19 on Council owned facilities.
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A further three new risks were added in the areas of Assets & Operations,
Community Connections and Business Systems & Solutions revising the
total number of operational risks from 53 to 57.

The Operational Risk Register now has four high, thirty one medium, and
twenty two low residual risks.

To assist with consistency a detailed review of the inherent and residual
risk ratings has commenced. This will continue to be refined as the risks
are reviewed on a quarterly basis.

RECOMMENDATION

That:

1. The report be received.

RELEVANT CORE STRATEGIES/POLICIES

4. Civic Leadership
4.1 We have strong leadership and governance
4.3 Our business systems are effective and transparent.

BACKGROUND

The City of Unley’s Risk Management Policy and Framework provides for
the systematic management of risks in a consistent manner across the
organisation.

The Operational Risk Register (ORR) provides a framework for
identification, assessment, and management of risks for each business
unit. The ORR was reviewed between October and November 2021.

The process for the review of the ORR involved individual meetings
between each Business Unit Manager and the Principal Risk Management
Officer. During the review, Managers were asked to reassess if the risk
ratings and the continuing control effectiveness is still current, and provide
any progress updates relating to the treatment plans within the register.
Completed treatment plans were incorporated into the ‘existing controls’
column.

The Managers were also asked if there were any new and emerging risks
that should be included within the Operational Risk Register. Three Global
Risks relating to COVID-19 and three new operational risks were
identified.

The reviewed ORR for all business units is provided as Attachment 1.
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Attachment 1

A summary of the residual risk and their placement on the risk matrix is
provided below:

Residual Risk Summary

Consequence

Insignificant
Minor
Moderate
Catastrophic

Almost
Certain

o
o
o
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The Risk Matrix used to assess the operational risks is attached for
reference.

Attachment 2

DISCUSSION

Out of the 57 risks that were identified, six are new risks. These include
the three Global Risks, and three operational risks as shown in the table
below:
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Risk # Res_ldual Risk Description ‘
Rating

Global Risk 1 High Widespread infection of COVID-19 within the City
of Unley workplace

Global Risk 2* Medium Closure of Council facilities following identification
as an exposure site by SA Health

Global Risk 3 High Significant absenteeism arising from COVID-19.

Assets & Operations Medium Ability to replace Plant and Equipment due to the

#7 impacts of COVID-19

Community Medium Working with vulnerable clients (safe environments

Connections #6 for vulnerable people)

Business Systems and | Medium Sourcing of IT hardware and consumables

Solutions #9

Ten new treatment plans have been identified and any completed
treatment plan has been moved into the ‘existing controls’ column.

To assist with consistency, a detailed review of the inherent and residual
risk ratings has commenced. This will continue to be refined as the risks
are reviewed on a quarterly basis.

The Operational Risk Register now has four high, thirty one medium, and
twenty two low residual risks.

The full Operational Risk Register will be presented to the Audit
Committee on an annual basis.

For operational risks with a residual risk of high or extreme, the Audit
Committee will be provided an update at each meeting to ensure an
ongoing oversight of those risks.

REPORT AUTHORISERS

Name Title
Alex Brown Manager Finance and Procurement
Nicola Tinning General Manager, Business Support & Improvement
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Item 2.1 - Attachment 1 - Operational Risk Register
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Item 2.1 - Attachment 1 - Operational Risk Register
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Item 2.1 - Attachment 1 - Operational Risk Register
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Item 2.1 - Attachment 1 - Operational Risk Register
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Item 2.1 - Attachment 1 - Operational Risk Register
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Item 2.1 - Attachment 1 - Operational Risk Register
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Item 2.1 - Attachment 1 - Operational Risk Register
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Item 2.1 - Attachment 1 - Operational Risk Register
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Item 2.1 - Attachment 1 - Operational Risk Register
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Item 2.1 - Attachment 1 - Operational Risk Register
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Item 2.1 - Attachment 1 - Operational Risk Register
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Item 2.1 - Attachment 1 - Operational Risk Register
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Item 2.1 - Attachment 1 - Operational Risk Register
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Item 2.1 - Attachment 1 - Operational Risk Register
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Iltem 2.1 - Attachment 2 - Risk Matrix
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Iltem 2.1 - Attachment 2 - Risk Matrix
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INFORMATION REPORT

REPORT TITLE:

ITEM NUMBER:
DATE OF MEETING:
AUTHOR:

JOB TITLE:
ATTACHMENTS:

INTERNAL AUDIT REPORT - CASH
HANDLING

2.2

15 FEBRUARY 2022

LIDA CATALDI

PRINCIPAL RISK MANAGEMENT OFFICER

1. INTERNAL AUDIT - CASH HANDLING
REPORT

1. EXECUTIVE SUMMARY

The Internal Audit on Cash Handing forms part of the City of Unley’s

Internal Audit Plan. The objective of this internal audit was to assess:

1. The effectiveness of key processes and procedures and controls in
relation to cash handling; and

2. How the City of Unley manages key risks associated with these

processes.

This audit also considered the relevant internal controls identified within
the Better Practice Model.

The City of Unley receipts cash across seven locations: the Civic Centre,
two libraries, three of the Community Centres and the Swimming Centre.
The total cash float across these locations is $1,600.

The value of cash receipting and percentage of cash to total receipts
varies at each site, with the key sites for the 2020-21 financial year as

follows:

e Civic Centre: $440K cash receipts, 13% of total receipts,

e Unley Swimming Centre: $76K and 11% of total receipts,

e Fullarton Park Community Centre: $16K and 11% of total receipts,

e Unley and Goodwood Libraries: $13K and 24% of total receipts.

The audit identified four risk findings, two observations and a business
improvement opportunity. Two of the risk findings were rated high, one
medium, and one was deemed low. The two high risks are:

1. Cash receipting inaccurate and not conducted in a timely manner;
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2. Inadequate security relating to the storage of cash.

Audit findings were reported to the Manager Community and Cultural
Centres, Team Leaders from the libraries and swimming centre, and the
Coordinator of the Customer Resolutions Centre. The Manager Finance
and Procurement, and Team Leader Financial Accounting were also
involved in the discussions. Collective input was provided to form the
agreed management actions.

The finalisation of the audit coincided with the announcement by the
National Australia Bank (NAB), the City of Unley’s transactional banking
provider, of changes in banking procedures for cash and cheques. These
changes, which include minimum limits on deposits, will come into effect 1
March 2022. The Finance Team are currently working through the detail
of these changes with our NAB client manager and relevant staff within the
affected areas. These changes will have an impact on how (and timing)
the banking will be processed and will probably influence the
recommendations that have been agreed to within the Internal Audit
Report.

The Internal Audit Report - Cash Handling has been attached.

Attachment 1

RECOMMENDATION

That:

1. The report be received.

RELEVANT CORE STRATEGIES/POLICIES

4. Civic Leadership
4.3 Our business systems are effective and transparent.

BACKGROUND

This audit considered the relevant internal financial controls identified
within the Better Practice Model.

The specific scope of this review assessed:
o The procedures that occur at the start and end of the day, including
the balancing of transactions.

o Controls surrounding the completeness of recording of cash received
and the security of cash (including access to cash registers and
safes).
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o The existence and adequacy of segregation of duties in receiving
cash, depositing of cash and reconciliation of cash.

o Banking and cash collection procedures.

o Awareness of key personnel in relation to cash handling policies and
procedures.

o The bank reconciliation process.

The scope of this internal audit focused on the following locations where
cash is received:

Location Total Annual | Cash Collected
Receipting
Transactions

Civic Centre | $3,223,924 $441,788 (13%) | Cash transactions range

(main desk) from $0.60 to $1,588.95
(rates payment). Random
days were selected between
June to November 2021 and
the average transaction
value was $351.75.

Swimming $652,648 $75,989 (11%) | Swimming Centre fees and

Centre changes range from $2.00
to $1,075 (annual family
pass). However, the
average cash transaction
between 15 September
2021 to 22 November 2021
was $10.45

Fullarton $133,429 $15,730 (11%) | Cash transactions range

Community from $2.00 to above $400

Centre (facilities hire fee). The
average cash transaction
between July to November
2021 was $340.26

Unley and $54,610 $13,165 (24%) | Cash transactions equate to

Goodwood about 24%

Libraries

DISCUSSION

The audit identified four risk findings, two observations and a business
improvement opportunity. Two of the risk findings were rated high, one
medium, and one was deemed low.

A summary of the findings is shown here:
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Extreme
High
Medium
Low

Risk Findings

Cash receipting inaccurate and not conducted

1 . .
in a timely manner

5 Inadequate security relating to the storage of
cash

3 Banking from alternate location is not
accounted for

4 Receipting transactions are inaccurately

recorded or not recorded at all

Observations

Variances in relation to Swimming Centre
cash receipting

2 Inappropriate use of cash

Business Improvement Opportunity

1 Cashless trial at the Swimming Centre

During the internal audit, the following positive observations were

identified:

o The Civic Centre has a robust cash handling process in place and
the staff are aware of their responsibilities.

o Cash management at the Fullarton Park Community Centre is well
managed even though it is mainly a manual process. The process
works well for the Centre and suits its business needs. The staff and
volunteers are well trained, they understand their responsibilities and
processes well.

o Even though there are deficiencies at the Swimming Centre, staff
understand the importance of handling controls and keen to improve
and strengthen current processes.

Key recommendations by location can be summarised as follows:

Civic Centre
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A formal register or log should be created to capture the receipt of
banking from other locations at the Civic Centre front counter.

Libraries (Unley and Goodwood)

Determine the feasibility of installing a cash register that opens
automatically once a receipt is complete.

Review access to the key for the cash drawer, including whether
casual employees need access, and establish a key register.

Consider options to minimise the handling of cash, including the
encouragement of library users to recharge their printer cards using
their credit card.

Establish back-up support for the libraries so the banking of cash is
not reliant on one staff member.

Implement the issuing of receipts to Unley Library customers.

Swimming Centre

Require staff to provide customers a receipt for each transaction to
ensure each transaction is complete before commencing the next
one.

Cease balancing ‘overs and unders’. Implement receipting codes to
capture any variances more regularly which cannot be allocated after
an investigation has been conducted.

Establish a reporting process for the review of the end of day
variances.

The Swimming Centre Manager investigate a potential system
solution that meets business receipting requirements.

Provide training to ensure staff understand their role and
responsibility for cash handling, and the Fraud & Corruption
Prevention Policy.

Investigate how to initiate a ‘cash free’ facility trial.

All Sites

Relevant procedures and processes to the be reviewed and refresher
training provided to all staff involved in the handling of cash.

The findings were reported to the Manager Community and Cultural
Centres, Manager Swim Centre, Library Team Leaders, and the
Coordinator of the Customer Resolutions Centre. The Manager Finance
and Procurement and Team Leader Financial Accounting were also
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involved in the discussions. Collective input was provided to form the
agreed management actions.

The agreed actions will be monitored within the Internal Audit Agreed

Actions document and this report will be presented to the Audit Committee
twice a year.

REPORT AUTHORISERS

Name Title
Alex Brown Manager Finance and Procurement
Nicola Tinning General Manager, Business Support & Improvement
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Item 2.2 - Attachment 1 - Internal Audit - Cash Handling Report

City of Unley

Internal Audit Report
Cash Handling

January 2021

Page 33 of the Audit Committee Meeting Agenda 15 February 2022



Item 2.2 - Attachment 1 - Internal Audit - Cash Handling Report
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Item 2.2 - Attachment 1 - Internal Audit - Cash Handling Report

Executive Summary

The City of Unley receipts cash across seven locations:
e Civic Centre
e Unley Library
e Goodwood Library
e Unley Community Centre
o Fullarton Park Community Centre
e Clarence Park Community Centre
e Unley Swimming Centre
The total cash float across these locations is $1600.
The objective of this internal audit project was to assess:
1. The effectiveness of key processes and procedures and controls in relation to cash handling; and
2. How the City of Unley manages key risks associated with these processes.
This audit also considered the relevant internal controls identified within the Better Practice Model.

The audit identified four risk findings, two observations and a business improvement opportunity. Two of the
risk findings were rated high risk, one medium risk, and one deemed low risk.

The findings were reported to the Manager Community and Cultural Centres, Manager Swim Centre, Team
Leader Customer Experience, Customer Resolution Coordinator and Digital Literacy Coordinator. The
Manager Finance and Procurement and Team Leader Financial Accounting were also in the discussions.
Collective input was provided to form the management agreed actions.

Summary of Findings

S
5 £ 2 8 3
1 Cash receipting inaccurate and not conducted in a timely manner
2 | Inadequate security relating to the storage of cash
3  Banking from alternate location are not accounted for
4 aRlcleceipting transactions are inaccurately recorded or not recorded at
Obsgrv.ation 1: Variances in relation to Swimming Centre cash -
receipting
2 | Observation 2: Inappropriate use of cash [
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Item 2.2 - Attachment 1 - Internal Audit - Cash Handling Report

Business Improvement Opportunity

1 Cashless trial at the Swimming Centre

Further details regarding findings are on pages 7-16 of this report.

Background

The management of cash is an important function within the Customer Experience Team, Community and
Cultural Centres, and the Swimming Centre. Cash handling requires strong controls to be in place to ensure
that all cash receipted is recorded and banked with minimal opportunities for error or fraud. Whilst there is
the option for electronic payment methods, cash still remains a key payment option in all locations:

Location Total Annual Cash Collected
Receipting
Transactions
Civic Centre (main desk) $3,223,924 $441,788 (13%) Cash transactions range from $0.60
to $1,588.95 (rates payment).
Random days were selected
between June to November 2021
and the average transaction value
was $351.75.
Library (both branches) $54,610 $13,165 (24%) Swimming Centre fees and changes

range from $2.00 to $1,075 (annual
family pass). However, the average
cash transaction between 15
September 2021 to 22 November
2021 was $10.45

Swimming Centre $652,648 $75,989 (11%) Cash transactions range from $2.00
to above $400 (facilities hire fee).
The average cash transaction
between July to November 2021
was $340.26

Fullarton Community Centre | $133,429 $15,730 (11%) Cash transactions equate to about
24%

Objectives and Scope

The objective of this internal audit project was to assess:
1. The effectiveness of key processes and procedures and controls in relation to cash handling; and
2. How the City of Unley manages key risks associated with these processes.

This audit also considered the relevant internal controls identified within the Better Practice Model.

The specific scope of this review included assessing:

» The procedures in place in relation at the start of day and end of day, including the balancing of
transactions;
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Item 2.2 - Attachment 1 - Internal Audit - Cash Handling Report

» Controls surrounding the completeness of recording of cash received and the security of cash held
(including access to cash registers and safes);

» The adequacy of segregation of duties in receiving cash, depositing of cash and reconciliations of
cash;

» Banking and cash collection procedures;
» Awareness of key personnel in relation to cash handling policies and procedures; and

» The bank reconciliation process.

The scope of this internal audit focused on the following sites where cash is received by the City of Unley and
sampled:

»  Civic Centre (main desk)

* Unley Library

*  Swimming Centre

*  Fullarton Community Centre

The sample locations were identified via initial consultation as part of the scope development with the
Manager Community Connections, Manager Community and Cultural Centres and General Manager City
Services. The sample locations provided a good cross section of the various types of locations that receipted
cash within the City of Unley. Any recommendations and observations will be implemented at the non
sampled locations where applicable.

While the Clarence Park Community Centre’s cash float is provided by the City of Unley, they were excluded
from the audit because the centre is managed by an independent Board.

Approach

The approach to conducting this internal audit included:

» A desktop review of the Council’s policies, procedures, and other relevant documentation to
identify current requirements and key controls relating to cash handling;

» Understanding the training provided to staff, including casuals and volunteers who are required to
handle cash as part of their roles and responsibilities;

» Interviewing staff to gain an understanding of current operational practices in relation to cash
handling and including any challenges they may experience;

« Observing end to end cash handling process at locations chosen as part of the sample;
» Consideration of physical security arrangements at the locations identified as part of the sample;

» A walk through of the banking reconciliation process, including processes associated with ‘cash
adjustment’;

* ldentifying control gaps and control design improvement opportunities in relation to cash handling;

» Developing recommendations relating to cash handling process with reference to the better
practice model — internal financial controls;

* Preparation of draft report and discussion of findings with management; and

« Afinal report to be presented to the Audit Committee.

Page 38 of the Audit Committee Meeting Agenda 15 February 2022



Item 2.2 - Attachment 1 - Internal Audit - Cash Handling Report

Positive Observations

Through the process of this internal audit, the following positive observations were identified:

» The Civic Centre has a robust cash handling process in place and staff are aware of their
responsibilities;

» Cash management at the Fullarton Park Community Centre is well managed even though it is
mainly a manual process. The process works well for the centre and suits its business needs. The
staff and volunteers are well trained, they understand their responsibilities and processes well.

« The Swimming Centre, even though it has deficiencies, staff understand the importance of
handling controls and keen to improve and strengthen current processes.
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High Risk Findings

Finding 1a: Cash receipting inaccurate and not conducted in a timely manner (Unley Library)

o Risk o Internal Controls

144 Fraud (i.e. misappropriation of o ASS-BAN-0004: There is a process in place to ensure all

funds) cash collected is adequately recorded and banked regularly.

o Observation Receipting at the Unley Library is completed by various staff during hours of
operation.

Banking is completed on a weekly basis.

There is only one person that is responsible for the banking process at the Unley
Library. If that staff member is on leave, then the banking will be postponed until
the staff member returns from leave.

The banking process can be lengthy due to the amount of coinage that is
collected as a result of the printer card recharge station and book sale
transactions.

During busy periods at the Unley Library, if there is a cash transaction that needs
to be receipted, the cash may be placed in the cash drawer initially with the intent
of completing the receipting cash transaction at a later time. However, this
doesn’t usually occur and therefore the receipting component is not completed at
all which leads to ‘overs’ during the weekly reconciliation and banking process.
During the observation phase, this occurred frequently, however strategies have
been put in place which has reduced the frequency and staff are much more
aware of their receipting obligations

* It is also noted that staff work across different library branches and therefore
any implementation will be applied to all relevant sites

**NAB will be introducing changes to cash deposits and this may affect how often
banking will be prepared — but it has been agreed that receipting will be
reconciled on a weekly basis as a minimum.

° Risk Cash receipting is inaccurate and not conducted in a timely manner

Implications Fraud risk

° Recommendation ° Management Agreed Action

1. Investigate installing a cash register that opens Agree. Manager Community and Cultural Centres
automatically once receipt is complete. will investigate the procurement of an automatic

cash register which has appropriate controls in
line with recommendation.

Once cash register has been procured ; the Unley
Library will consider a trial to determine whether
it would be more efficient to process payments
via two avenues:

» Library Account Payments - (lost books,
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All library staff undergo training that emphasie
the importance of receipting monies at the time
of the transaction.

The Manager Community and Cultural Centres
should establish a “back up” at the Unley Library
for the banking process. (It is noted that there is
one dedicated banking person at the Goodwood
Library and also one for the Toy Library)

Library staff to encourage library users to
recharge their printer cards via the Credit Card
option.

fines) will continue to be processed via
Workflows

+ Ad-hoc Payments (eg. book sales, printing)
receipt directly via cash register with pre-set
receipt codes.

April 2022

Agree. The procedure will be revised and training
will to be provided to emphasise compliance with
procedure is required.

April 2022

Agree. Since the audit, a review has been
completed and a role has been identified.
Training for a ‘back up’ is currently underway.
COMPLETED

Agree. Manager Customer and Cultural Centres
will advise all Library staff to encourage
customers to utilise e-recharge option for printer
cards.

Manager Customer and Cultural Centres will
investigate if there is library patron/customer
receptiveness to transition into an ‘e-recharge’
only option for recharging of printer cards.

April 2022

Page 41 of the Audit Committee Meeting Agenda 15 February 2022



Item 2.2 - Attachment 1 - Internal Audit - Cash Handling Report

Finding 1b: Cash receipting inaccurate and not conducted in a timely manner (Unley Swimming Centre)

o Risk o Internal Controls

144 Fraud (i.e. misappropriation of e ASS-BAN-0004: There is a process in place to ensure all
funds) cash collected is adequately recorded and banked regularly.
. Observation The Swimming Centre is open from September to May each season. The takings

are counted and reconciled on a daily basis across the 7 days of operation. The
daily reconciled takings are entered into a spreadsheet and any discrepancies are
noted on the spreadsheet as ‘overs & unders’. The overall ‘overs & unders’
amount is then banked twice a week.

The ‘overs & unders’ amount is almost a daily occurrence on the banking
spreadsheet and the amounts range from $117.20 ‘over’ (17% of total cash
banked) on 24 November 2020 to -$80.90 (-18% of total cash banked) ‘under’ on
7 February 2021. It is noted that the variance is usually an ‘over’ amount.

An investigation is usually conducted during the end of day process, but it is
difficult to determine where the variance may have occurred.

The main reason for unders to be recorded is relating to swim school payments
(defaults to cash receipt) and the overs usually relate to issues with the receipting
interface software (lag where staff think a receipt has been processed but it
hasn’'t). The Swimming Centre Manager has stated there has previously been
internet issues at the Swimming Centre and this affects the receipting system and
causes delays and errors when trying to receipt during busy periods. These
issues have been investigated and resolved.

It is noted that since the audit, the Swimming Centre has implemented a new
system called SkyFii which will alleviate some of the ‘bottleneck’ issues relating to
patrons entering the Swimming Centre and therefore allowing staff to manage
patrons more efficiently.

. Risk Potential Fraud Risk as there is un-accounted cash at the Centre.
Implications
o Recommendation o Management Agreed Action

1. The Swimming Centre should cease netting out ~ Agree. The Swimming Centre is investigating
‘overs and unders’ for variances in cash going ‘cashless’ for the 2022-23 season and will
receipting. implement steps to educate and inform patrons

A receipting code should be set up to capture during this season.

any variances which cannot be allocated after an  In the meantime, the Swimming Centre will

investigation has been conducted. explore system driven possibilities to capture
variances in the receipting interface software.
April 2022

Update procedures to reflect that the previous
days ‘overs’ will be banked into the ‘overs’
account line the following morning.

March 2021
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A reporting process should be set up for the
review of the variances. This should include a
secondary signatory to ensure that all variances
are independently verified.

Swimming Centre Manager in collaboration with
Business Systems and Solutions and Finance to
investigate a solution that is fit for business in
relation to their receipting requirements.

Investigate installing a cash register that opens
automatically once receipt is complete.

Agree. The Swimming Centre to set up a
secondary signatory as an independent check
when takings are counted and reconciled.
February 2021

Agree. Swimming Centre Manager to work
collaboratively with Business Systems &
Solutions to look at the longer term centre
management system solution for the Swimming
Centre.

June 2022

Agree. The Manager Community and Cultural
Centres will investigate the procurement of an
automatic cash register which has appropriate
controls in line with recommendation.

April 2022
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High Risk Findings continued

Finding 2: Inadequate security relating to the storage of cash

o Risk o Internal Controls

174: Receipts are not deposited at e REV-REC-0005: Prior to and during the banking process,
the bank on a timely basis. cash is stored securely at all times.

° Observation Unley Library banking occurs on a weekly basis.

During opening hours, all cash is stored in the lockable cash drawer.
During closed hours, all cash is kept in the safe. The safe is within the library.

During the week, all monies (float and takings) are stored in a pencil case and
placed in the safe at the end of the day. At the beginning of the day the pencil
case contents are placed back into the cash drawer. No counting occurs until the
banking is conducted on a weekly basis. (Note: Toy Library float and takings are
stored in the same safe — in a separate pencil case).

The float is not separated or counted.

As library staff work across the different branches, all library staff (including
casuals) know the access code to the safe.

It is also noted that all library staff (including casuals) are issued with a key to
access the cash drawer. This key opens the cash drawer at the Unley Library as
well as the Goodwood Library.

There is no key register to identify who has been issued with a key or process if a
key is lost.

* It is noted that staff work across various library branches and therefore any
implementations will be applied to all relevant sites

. Risk Fraud Risk
Implications
° Recommendation ° Management Agreed Action

1. The Manager Community and Cultural Centres Agree. A procedure will be established to
should investigate a solution to better manage undertake counting at the beginning and end of
where the cash is stored when not in use. the day, and to separate the cash float. Training

will be conducted once the procedure is

established. The procedure will be rolled out

across both library branches. March 2022

As a minimum, takings should be separate from
the float. Seal the takings and place it in a section
of the safe that has limited access to staff (eg. a
drop safe). Options for a drop safe or alternative safe options

The float should be counted on a daily basis at will be investigated. May 2022

the beginning and end of day.
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Review key access to the cash drawer, including | Agree. The Library will establish:
whether casuals need access, and establish a key

register. Establish a process for happens: * Anauthorised personnel and staff

register, and

o when the key is lost/misplaced, or o Akey register

*  when the staff leaves the organisation. A process will also be prepared to support the

Should a cash register be procured, this should | management of the registers.

eliminate the concerns of multiple key holders. If the procured automatic cash register has

appropriate security controls then no key register
will be required.

April 2022
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Medium Risk Finding

Finding 3: Banking from alternate location are not accounted for appropriately

o Risk o Internal Controls
173: Receipts are either inaccurately e REV-REC-0006: Process in place to ensure all monies
recorded or not recorded at all. received (including that from all offsite locations) are

receipted and recorded in a timely manner.

o Observation Monies received from alternate locations to the main Civic Centre are received by
the Customer Experience staff at the Civic Centre.

The money received is in a tamper proof pre-sealed banking bag which contains a
pre-completed deposit slip. The contents of the bag is not opened by the
Customer Experience staff and reconciled.

Depending on which location the banking has come from, if the money has not
been pre receipted via Pathway (Council’s receipting system) then the Customer
Experience staff will create a Pathway receipt with the predefined information
supplied with the banking bag. Once completed, the banking bag is placed in the
safe and added to the collection form.

The Customer Experience staff do not keep a register of when the banking has
been received and which location it has been received from. If a bag is unable to
be located, it will be difficult to determine at which point the banking has gone

missing.

. Risk Fraud Risk
Implications
o Recommendation o Management Agreed Action
1. A register be created to capture the receipt of Agree. The Finance Team will update the

banking from other locations at the Civic Centre | procedure and training will be provided and staff

front counter. The register should include; responsible will sign off on their understanding of

* Banking Bag number the procedure.
March 2022

» Location where banking is from

» Signature of person delivered the

banking

» Signature of CX Staff who received the
banking

* Date
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Low Risk Finding

Finding 4: Receipting transactions are inaccurately recorded or not recorded at all

173: Receipts are either inaccurately °
recorded or not recorded at all.

Risk o

Internal Controls

REV-REC-0003: Customers are provided with a system
generated or pre-numbered (manual) sequential tax

compliant receipt detailing payment made.

The Swimming Centre and Unley Library do not consistently offer receipts to their

customers. This is primarily due to the nature of their transactions. (eg. sales

Receipts are either inaccurately recorded or not recorded at all.

o Observation

relating to food or drinks, book sales).
o Risk
Implications

Recommendation

All Library staff should offer a receipt to the
customers of the Unley Library. This will
establish good receipting habits and also shows
the customer that their purchase has indeed
been receipted.

It may also alleviate the receipting issues
mentioned in Finding 1. For a receipt to be
issued, the transaction will need to be completed
at the time of the transaction and this will deter
staff from completing the receipt at a later time.

All Swimming Centre staff will offer their
customers a receipt for each transaction. This
will allow staff to ensure each transaction has
completed.

° Management Agreed Action

Agree. Finance to work with the library teams to
review and implement the most efficient process
in relation to receipting at libraries.

Once the procurement of a cash register
investigation is completed. The most efficient
way to receipt library transactions will be
assessed with procedures updated and training
provided accordingly. April 2022

Swimming Centre Point of Sale System issues a
receipt at the end of the transaction.

Staff will be instructed and trained to ensure they
ask a customer if they require a receipt and offer
the receipt when required. February 2021
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High Risk Observation

Observation 2: Inappropriate use of cash

In December 2020, the Swimming Centre had an instance of $150 where it was inappropriately used to
reimburse centre expenditure. The cash was part of the ‘overs’ banking for the week.

The expenditure was clearly documented with receipts attached and commentary explaining what the
expenditure was for.

The Swimming Centre Manager was unaware of the expenditure until the review of the banking. The
Swimming Centre Manager has spoken to the staff involved once he was aware of the transaction.

It is noted that this was a once off transaction and the expenditure was in line with City of Unley’s
recognition guidelines

The Manager Finance and Procurement has been made aware of the incident.

Risk Implications Fraud Risk

o Recommendation o Management Agreed Action

1. Staff who have access to cash at the Swimming | Agree. The authorised officer at each location will

Centre should undertake regular training in sign an acknowledgement that they have read
relation to their role and responsibility. They and understood the current procedure to ensure
should also be made aware Fraud & Corruption they understand their responsibility and
Prevention Policy. procedures are adhered to. February 2021

Authorised officers to sign an acknowledgement
that they have read and understood the revised
procedures once finalised. April 2022

The Finance Team will provide a refresher
training on the compliance requirements. April
2022
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Improvement Opportunity

The Swimming Centre is open to trialling the potential of being a ‘cash free’ facility.

The Swimming Centre would like to eliminate their banking issues relating to cash and having a cash free
facility.

The majority of the Swimming Centre’s transactions are EFTPOS with an average of 15% Cash.

It would be beneficial to investigate the possibility of trialling this option at the Swimming Centre for a short
period of time to gather community receptiveness.

Risk Implications Fraud Risk

o Recommendation o Management Agreed Action

1. Investigate how to initiate a ‘cash free’ facility Agree. The Manager Swimming Centre will
trial. collaboratively with Finance to explore a

‘cashless’ trial at the Swimming Centre for the
2022-23 season. September 2022
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Key stakeholders

Alaina Brodyk Customer Resolution Centre Coordinator
Alex Brown Manager Finance and Procurement
Nathan Byles Manager Swimming Centre

Rebecca Cox Manager Community and Cultural Centres
Pam Dale Coordinator Fullarton Park Community Centre
Joanne Hood Digital Literacy Coordinator

Morgan Kris Team Leader Financial Accounting

Mandy Smith Manager Community Connections

Kim Thomson Team Leader Customer Experience
Timing

Planning Quarter 1 2020-21 FY
Commence Field Work 2020-21 FY
Draft Report to Management 17 November 2021

Issue Final Report January 2022

Compiled by:
Lida Cataldi

Principal Risk Management Officer
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DECISION REPORT

REPORT TITLE: CONFIDENTIALITY MOTION FOR ITEM 4.2 -

CENTENNIAL PARK CEMETERY AUTHORITY
- DRAFT LONG TERM FINANCIAL PLAN AND
ASSET MANAGEMENT PLAN

ITEM NUMBER:

DATE OF MEETING: 15 FEBRUARY 2022

AUTHOR: ALEX BROWN

JOB TITLE: MANAGER FINANCE AND PROCUREMENT

Pursuant to section 83(5) of the Local Government Act 1999 the Chief
Executive Officer has indicated that, if Council so determines, this matter may
be considered in confidence under Part 3 of the Local Government Act 1999 on
the grounds set out below.

1. RECOMMENDATION

That:
1.

Pursuant to Section 90(2) and (3)of the Local Government Act 1999,
the principle that the meeting should be conducted in a place open to
the public has been outweighed in relation to this matter because it
relates to:

In weighing up the factors related to disclosure:

o disclosure of this matter to the public would demonstrate
accountability and transparency of the Council's operations; and

o non-disclosure of this item at this time will enable the Audit
Committee to consider Centennial Park Cemetery Authority’s
Long Term Financial Plan and Asset Management Plan, both of
which contain commercially sensitive information, without
compromising the commercial position of Council and the
Centennial Park Cemetery Authority.

On that basis, the public's interest is best served by not disclosing
4.2 Centennial Park Cemetery Authority - Draft Long Term Financial
Plan and Asset Management Plan, Report and discussion at this
point in time.

Pursuant to Section 90(2) of the Local Government Act 1999 it is
recommended the Council orders that all members of the public be
excluded, with the exception of staff of the City of Unley on duty in
attendance and representatives from the Centennial Park Cemetery
Authority.
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CONFIDENTIAL MOTION REPORT

REPORT TITLE: CONFIDENTIALITY MOTION TO REMAIN IN
CONFIDENCE FOR ITEM 4.1 -
CONFIDENTIALITY MOTION - CENTENNIAL
PARK CEMETERY AUTHORITY - DRAFT
LONG TERM FINANCIAL PLAN AND ASSET
MANAGEMENT PLAN

ITEM NUMBER:

DATE OF MEETING: 15 FEBRUARY 2022

AUTHOR: ALEX BROWN

JOB TITLE: MANAGER FINANCE AND PROCUREMENT

1. RECOMMENDATION

That:

1. Pursuant to Section 91(7) of the Local Government Act 1999 the
following elements of Item 4.1 Confidentiality Motion - Centennial
Park Cemetery Authority - Draft Long Term Financial Plan and Asset
Management Plan, considered at the Audit Committee Meeting
Meeting on 15 February 2022:

Minutes
Report
Attachment

remain confidential
until 1 July 2031

and not available for public inspection until the cessation of that
period.

2.  Pursuant to Section 91(9)(c) of the Local Government Act 1999, the
power to revoke the order under Section 91(7) prior to any review or
as a result of any review is delegated to the Chief Executive Officer.
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