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EXECUTIVE SUMMARY 

 
 
Introduction 
 

An audit of Housing Benefits was undertaken as part of the approved internal 
audit periodic plan for 2006/07. 

The Council process around 7,500 claims for benefits per annum.  Files and records 
were manually maintained up until the introduction of the IBS system in November 
2005.  Also for this financial year, a document management system has been 
implemented.   
 
A previous audit review of Housing Benefits was undertaken in March 2006 with 
testing performed on reports and data up to the end of November 2005 when the IBS 
system was implemented, this audit came out as adequate assurance. 
  
Testing on the current audit, reviewed reports and data from between April 2006 and 
October 2006. The Council are looking to implement two new programs in the near 
future to help provide them with an electronic procedure manual and performance 
reporting on members of staff. 
 

Principal Findings 
 

 High Medium Low 

Number of recommendations 0 9 1 

 
 
The detailed findings and associated recommendations are provided in the second 
part of this report.  The high/medium recommendations relate to: 
 

• Statements of interests not completed for over three years; 

• A number of overpayments and errors occurring due to the lack of reviewing 
and assessing of claimant applications; 

• Irrecoverable write-off procedures not being followed and no authorising limits 
in place; 

• Responsibility for chasing outstanding overpayments is not clearly defined 
and reports are not reviewed on a regular basis; 

• Access levels to the IBS systems require a more regular review to ensure 
staff changes are dealt with appropriately and access levels are in line with a 
member of staff’s band level; 

• Interventions action not being performed in a timely basis and therefore 
annual targets may not be met; 

• Compliance certificates are not being completed by the set deadline; 

• Data from the IBS system is not being posted on to the FMS system in a 
timely basis leading to inaccurate figures being used for budgeting and 
performance purposes; and 

• The control spreadsheet showing the reconciliations between the IBS system 
and the rents system has not been updated since May 2006. 
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Assurance Statement 
 
Internal Audit can provide limited assurance with respect to the adequacy and 
effectiveness of controls deployed to mitigate the risks associated with the areas 
reviewed. 
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INTRODUCTION 

 
 

Objective & Scope 

The objective of our audit was to evaluate the auditable area with a view to delivering 
reasonable assurance as to the adequacy of the design of the internal control system 
and its application in practice.  The control system is put in place to ensure that risks 
to the achievement of the organisation’s objectives are managed effectively. 

 
The key risks associated with the system objectives are:- 
 

• Staff do not know what they are responsible for, or how they should carryout 
their duties, leading to non-compliance with legislation, laws or organisational 
policy and procedures; 

• The public are unaware of the benefits available to them; 

• Losses due to fraud or error, inefficient processing or inappropriate activity; 

• The housing benefit system is not administered appropriately; 

• Benefit fraud is not identified or investigated; 

• Poor decision making, due to poor quality or timeliness of information 
provided to management; 

• Statutory returns not completed on a timely basis; 

• Systems are not updated correctly. 
 

The control areas included within the scope of the review are:- 
 

• Policy/procedures;  

• HB Forms;  

• Collection of Housing Benefit; 

• Change in Circumstances; 

• Management Reporting. 
 

The following limitations to the scope of the audit were agreed when planning 
the audit:  

• The review will not determine the accuracy of housing benefit claims. 

• We will not seek to identify fraud. 
 
This audit report is presented on an exception basis.  The detailed findings include 
only those areas where controls should be enhanced to improve their effectiveness 
and mitigate the risks that affect the authorities objectives for the system reviewed.  
Controls and risks identified in the scope that are not mentioned in the detailed 
findings were considered to be adequate and operating effectively. 
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DETAILED FINDINGS 

 
 

Observation Risks Recommendation Management’s Response 

1. Policies and Procedures 

Level of Risk – Medium 

The Council has an anti-fraud policy 
made up of six areas:- 

• Anti-fraud statement and 
strategy; 

• Benefit anti fraud policy; 

• Benefit anti fraud strategy; 

• Prosecution policy; 

• Codes of conduct; and 

• Statement of interest.   

 

However, on review of the statements of 
interest it was found that the 'Elected 
Members' have not completed a 
statement of interest since May 2003 and 
although the revenues staff have recently 
completed one in August 2006 the 
previous one before that was also in May 
2003. 

 

 

There is a risk that 
staff and/or elected 
members may have 
had dealings with or 
worked on the 
Councils claimants 
without the Council 
being aware. 

Statements of interests should 
be completed on an annual basis 
by all elected members and 
revenues staff. 

 

Action: Paul Whitworth – 
Housing Benefits Support 
Officer 

Management Comment:  

Housing Benefit staff will complete an 
annual interest statement. An email 
has been sent to the Head of Legal & 
Democratic Services with regard to 
statements for elected members.  
Elections take place in May.  

 

Planned Corrective Action: 

Housing Benefit staff to complete 
statements annually. 

After the elections take place in May 
we will contact the Head of Service for 
her views on the recommendation with 
regard to elected members. 

 

Timescale: 

Housing Benefit staff – annually in 
August. 
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Observation Risks Recommendation Management’s Response 

2. Segregation of Duties 

Level of Risk – Medium 

There is segregation of duties between 
the visiting officers and the staff 
assessing the claims.  It was confirmed 
that there is no segregation of duties 
between the inputting and assessing of 
claims. 

There is a risk that 
without segregation of 
duties or checking, 
errors may occur in 
processing the claim 
that may not be found 
in a timely manner 
leading to over/under 
payments.    

 

Sample checking of new claims 
and amendments to claims 
should be undertaken on a 
regular basis by an independent 
person to ensure that any 
systematic and ad-hoc errors are 
identified and corrected in a 
timely manner. 

 

It should also be considered that 
the amendment monitoring report 
be manually maintained to 
ensure any trends in certain staff, 
where amendments to claims are 
continually being performed, can 
be seen in a timely basis and 
training/assistance provided. 

 

Action: Steve Yallop – Benefits 
Manager 

 

Management Comment: 

Agreed. 

 

Planned Corrective Action: 

Regular checking has been 
undertaken since November 2006 and 
will continue. Our Client section will 
undertake this work and are aiming to 
undertake 5% checking including new 
claims with also regard to individual 
staff. i.e. new staff. 

 

Timescale: 

November 2006. 
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Observation Risks Recommendation Management’s Response 

3. Irrecoverable Write-offs 

Level of Risk – Medium 

From a sample of 20 irrecoverable write-
offs the following issues were found:- 

• 10 appeal forms did not state the 
amount of the overpayment to be 
written off; 

• 6 appeal forms indicated an 
amount to be written off although 
this did not match the actual 
amount written off on the system; 

• 3 appeal forms had not been 
authorised to be written off; 

• 1 amount written off per the write-
off report did not match the 
amount on the system (£14.66 
difference) - this was said to be 
due to a conversion issue when 
the new IBS system was 
introduced; 

• no write-off limits are in place 
between the Benefit Team 
Leaders, Benefit Manager or the 
Head of Finance if required. 

 

There is a risk that 
incorrect amounts of 
housing benefits may 
be written off and 
without the 
appropriate 
authorisation. 

Irrecoverable write-off limits 
should be introduced within the 
Housing Benefits Department. 
Staff need to ensure that the 
amount to be written off stated 
on the appeal form be 
appropriately authorised before 
being processed. If the write-off 
amount changes then this should 
be then indicated on the appeal 
form. 

 

Action: Steve Yallop – Benefits 
Manager 

Management Comment: 

Agreed.  

 

Planned Corrective Action: 

Non-recovery limits have been agreed 
with Head of Finance. 

HB Team Leaders £2,000 

HB Officer £5,000 

HB Manager £10,000 

These limits will be notified to relevant 
staff and they will be reminded about 
completion of forms. 

 

Timescale: 

April 2007. 
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Observation Risks Recommendation Management’s Response 

4. Recovery of Overpayments 

Level of Risk – Medium 

Testing of overpayments where claimants 
are no longer entitled to benefits showed 
that there are a number of overpayments 
where no action is being undertaken.  It 
was also seen that in some cases the 
overpayment has been flagged with a 
repayment plan despite no benefits being 
paid. 

It was confirmed with the Housing 
Benefits Support Officer that the 
overpayment reports have not been run 
on a monthly basis but quarterly instead.  
A timetable for producing and reviewing 
the reports is due to be put in place. 

It was confirmed that there is some 
confusion over the responsibility of 
following up the outstanding debts with 
different functions being undertaken by 
both Housing Benefits and Revenue staff.  
The first invoice is sent by housing 
benefits staff and thereafter the Housing 
Benefits Support Officer produces the first 
and then the final reminders.  Any queries 
are addressed by the Sundry Debts 
Officer.   

 

This appears to be 
leading to the poor 
debt recovery figures 
as outlined in the 
Housing Benefits 
KPI's (target 75%, at 
end of September 
50.8%). 

 

Responsibility for chasing up 
outstanding overpayments 
should be clearly defined and 
communicated to staff. 

Outstanding debt reports should 
be reviewed on a monthly basis 
evidenced as such and action 
taken to followed up the 
overpayments completed in a 
timely manner and recorded.  

 

Action: Steve Yallop – Benefits 
Manager 

Management Comment:  

Housing Benefit debt (sundry debtors) 
has been the responsibility of the 
Revenues Manager. There have been 
many changes including non Housing 
Benefit debt being processed by 
Rushcliffe BC under a partnership 
arrangement. 

 

Planned Corrective Action: 

Outstanding debt action report is now 
run on a monthly basis. From April 
2007 Housing Benefit sundry debtor 
recovery will be passed to HB 
Manager with a member of staff. 

 

Timescale: 

April 2007. 
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Observation Risks Recommendation Management’s Response 

5. Access Levels 

Level of Risk – Medium 

A review of the user groups set up on IBS 
indicating the access levels that staff had, 
highlighted two members of staff who 
have transferred over from benefits to 
'One Stop' and therefore require disabling 
from the system. 

 

Andy Solley (NNDR Manager) and Pat 
Green (Senior Clerical Assistant) have full 
access to the IBS system to which they 
are not entitled to. This has been brought 
up in previous audits. 

 

There is a risk that 
inappropriate staff still 
have access to review 
and amend data on 
the IBS system. 

Staff access levels should be 
reviewed periodically to ensure 
any staff movements have been 
appropriately dealt with. 

 

 

Action: Paul Whitworth – 
Housing Benefits Support 
Officer 

Management Comment:  

Agreed. 

 

Planned Corrective Action: 

Two staff transferred to 1STOP have 
now had their access level changed. 
Pat Green has had her access level 
changed. The Revenues Manager has 
been asked to change the access 
level for Andrew Solley by 31 January 
2007. 

 

Timescale: 

31 January 2007. 

 

 

 
 
 
 
 
 
 



Confidential 

  

   PAGE 10 OF 17 

 
 
 
 

Observation Risks Recommendation Management’s Response 

6. Cheque Payment Reconciliations 

Level of Risk – Low 

A control spreadsheet is maintained for 
cheques that have been printed off for 
housing benefit payments. The cheque 
reconciliations are completed on a weekly 
basis and logged on the control 
spreadsheet. The control spreadsheet 
includes details of no. of first cheque, no. 
of last cheque, creditor's total amount, 
batch number, payment group, weekly 
total and total amount passed to creditors 
for payment. The spreadsheet breaks 
down the payment in to four payment 
areas:- 

 

• 4A - Four weeks in arrears; 

• 2A - Two weeks in arrears; 

• 2F - Two weeks in advance; 

• WA - One week in advance. 

 

A report is produced for each payment 
area. The report is then used to reconcile 
the figures on the control sheet and to 

There is a risk that the 
cheque payment 
reconciliations are not 
being independently 
reviewed. 

Ensure that all 
reconciliations/reports are 
archived and that they are signed 
and dated by the person 
completing them and the person 
reviewing them. 

 

Action: Viv Butler – Benefits 
Team Leader 

Management Comment:  

Agreed. 

 

Planned Corrective Action: 

Bottom line cheque listing report will 
be signed. 

 

Timescale: 

February 2007. 
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ensure that they are correct. From 
reviewing the control spreadsheet it was 
noted that for the first 7 weeks of this tax 
year the cheque numbers did not run 
sequentially, the figures were out by one 
cheque number. This was due to the way 
that cheques used to be printed. The 
cheques were not laser printed therefore 
a wastage occurred every time the 
cheques were rolled on to the printer. 

Cheques that have been cancelled or 
destroyed are logged on a cheque 
reconciliation and record sheet. This 
sheet is then signed off by the audit 
representative as being destroyed.  

 

Reconciliations are not being signed and 
dated by the completing officer or the 
person reviewing the work. 

 

A report dated 12/6/06 is missing from the 
report archiving file.  
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Observation Risks Recommendation Management’s Response 

7. Reviewing Claimant Applications 

Level of Risk – Refer to Recommendation 2. 

From a sample of 30 claimants, three 
were found to have been paid at a 
different rate to which they were entitled 
to. For two of these cases overpayments 
were found totalling £240.15 to date, the 
other case was incorrect due to a 
correction made to the eligible rent for 
water rates with no supporting 
documentation to show this. 

 

Local Authority errors with inaccurate 
rates being posted on to the system could 
lead to higher risk of overpayments 
occurring and being written off without 
being recovered (£24k to date written off 
due to Local Authority errors). 

 

There is a risk that 
without segregation of 
duties or checking, 
errors may occur in 
processing the claim 
that may not be found 
in a timely manner 
leading to over/under 
payments.    

 

Refer to recommendation 2. 

 

 

Management Comment:  

Agreed. 

 

Planned Corrective Action: 

See recommendation 2. 

 

Timescale: 

See recommendation 2. 
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Observation Risks Recommendation Management’s Response 

8. Interventions 

Level of Risk – Medium 

It could be seen that monthly reports are 
received from the DWP.  These are used 
to identify claims where interventions are 
needed.  It could be seen from testing 
that two of twenty high risk claims had not 
had intervention action undertaken in a 
timely manner. 

 

It was noted that one of nine intervention 
forms completed could not be located and 
of the remaining eight forms found one 
had not been dated by the claimant. 

 

The Council is currently 2% below the 
target set for interventions to be 
completed in 2006/07. 

 

There is a risk that the 
interventions target 
may not be met and 
the Council be fined. 

Intervention action should be 
undertaken on high risk claims in 
a timely manner. 

 

All intervention forms should be 
appropriately completed and 
retained. 

 

Action: Caroline Hutchinson – 
Benefit Liaison Officer 

Management Comment:  

Agreed. 2006/2007 Intervention target 
has been met. 

 

Planned Corrective Action: 

Intervention target has been deleted 
from April 2007. In discussions 
regarding replacement processes 
timeliness and process will be 
discussed. 

 

Timescale: 

April 2007. 
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Observation Risks Recommendation Management’s Response 

9. Assessing Claimant Applications 

Level of Risk – Refer to recommendation 2 

The Client Officer each quarter completes 
a statutory sample check that must be 
completed and returned to the DWP.  The 
report from IBS randomly selects a 
sample of 119 live cases and six 
unsuccessful assessments.  

 

The assessments when reviewed are 
checked for accuracy and a Benefit 
Amendment Memorandum where 
required is completed.  This is then 
reviewed by the officer that completed the 
original assessment and any required 
action is undertaken and documented on 
the memorandum.  The memorandum is 
then returned to the Client Officer.  

 

A report used to be maintained indicating 
who had posted the claim and to whom 
the amendments were against and 
therefore any trends or training needs 
could be identified. The report was run off 
automatically but can still be produced 
manually. A minimum of 4% of claims are 
reviewed annually which is the absolute 
minimum.  

 

There is a risk that 
with only the minimum 
number of claims 
being assessed 
annually and some 
reports not being 
produced/reviewed 
since the change to 
the IBS system any 
manual posting errors 
may be missed. 

Refer to recommendation 2. 

 

Management Comment:  

Agreed. 

 

Planned Corrective Action: 

See recommendation 2. 

 

Timescale: 

See recommendation 2. 
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Observation Risks Recommendation Management’s Response 

10. Compliance Certificates 

Level of Risk – Medium 

The last annual and six monthly 
compliance certificate was for the March 
2006 year end. The deadline date for the 
compliance declaration to be completed 
and sent off was by 30 April 2006. A 
review of the completed certificates 
highlighted that six monthly declaration 
was dated 14/6/06 and the annual 
declaration dated 1/8/06. 

 

There is a risk that the 
Council could be fined 
and not be paid some 
of its subsidy that it is 
claiming from the 
government if the 
compliance 
declarations are not 
completed in time. 

The Council should ensure that 
the compliance certificate 
declaration be completed and 
sent off before the due deadline. 

 

Consideration should be given to 
introducing a timetable for 
completion of the certificates. 

 

Action: Paul Whitworth – 
Housing Benefits Support 
Officer 

 

Management Comment:  

Agreed. 

 

Planned Corrective Action: 

Housing Benefits Manager to produce 
timetable. 

 

Timescale: 

 April 2007. 
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Observation Risks Recommendation Management’s Response 

11. Transferring Data from the IBS system to the FMS system 

Level of Risk – Medium 

There is no automatic feed between the 
housing benefits IBS system and the 
financial management system 
AGRESSO. An issue sheet is produced 
by the IBS system on a weekly basis 
detailing out the transactions that have 
gone through. This is then picked up by 
finance and manually journaled into the 
FMS system. 

 

It was confirmed by the Principal 
Accountant that the issue sheets have 
been received and printed off but they 
have not been journaled onto the FMS 
system for the past 6 months and they 
are awaiting a benefits monitoring 
exercise to be performed by the Benefits 
Manager to split out the amounts to the 
correct accounting codes. 

 

With the delay in posting the benefits data 
to the FMS system it was also confirmed 
that they are behind in being able to show 
accurate figures for budget monitoring 
purposes. 

There is a risk that 
data on the FMS 
system is not being 
kept up to date for 
budgeting and 
performance 
purposes. 

Issue sheets from the IBS 
system should be posted on to 
the FMS system at least on a 
monthly basis and be 
independently reviewed and 
signed off to ensure no manual 
input errors occur.  

 

A monitoring exercise to split the 
benefits data into the correct 
accounting codes should also be 
performed to ensure the figures 
used for budget monitoring 
purposes are accurate and up to 
date. 

 

Action: Paul Whitworth – 
Housing Benefits Support 
Officer 

Sue Healy – Principal 
Accountant 

Management Comment:  

With the introduction of the Benefits 
IBS SYSTEM and AGRESSO financial 
management system it is recognised 
that revised reconciliation procedures 
need to be introduced. 

 

Planned Corrective Action:  

It needs to be established which feeds 
need to be established and whether 
the work could be undertaken by our 
own IT section or IBS. 

 

Timescale: 

A meeting between relevant staff from 
HB, IT, and Accountancy Services will 
be held by the end of February 2007 
to determine required action. Further 
timetable will depend on work required 
and who will undertake it. 

 

 

 



Confidential 

  

   PAGE 17 OF 17 

Observation Risks Recommendation Management’s Response 

12. Reconciliations between the IBS system and the Rents system. 

Level of Risk – Medium 

A spreadsheet of the weekly 
reconciliations is maintained. It was seen 
that the 725 Housing Benefits total is 
provided by the Housing Rents Officer via 
email.  It was confirmed that copies of the 
reconciliations are not printed off and 
signed and supporting evidence for the 
HMS figures used are not retained.   

 

Ideally, all reconciliations of the IBS 
system and housing rents system should 
be signed and dated to ensure that the 
data extracted from the system is up to 
date and correct. 

 

As there is no documented evidence to 
confirm where the data has been 
extracted from, there is no assurance to 
confirm whether data held within the 
system is correct. It was seen from review 
of the spreadsheet that the last 
reconciliation was completed for the week 
12/5/06. 

 

There is a risk that the 
reconciliations are 
being independently 
reviewed and errors 
may be missed and 
not resolved in a 
timely basis. 

Reconciliations should be 
completed on a weekly basis and 
the relevant spreadsheet 
updated accordingly.  Supporting 
documents should be retained 
and evidence of independent 
review should be recorded. 

 

Action: Viv Butler – Benefits 
Team Leader 

Management Comment: 

Agreed. 

 

Planned Corrective Action: 

Reconciliation will be completed 
weekly. Supporting documents to be 
kept.  

 

Timescale: 

April 2007. 

 

 


