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1. PURPOSE OF REPORT 

1.1 The purpose of this report is to present the planned Internal Audit report on 
Teachers Payroll. 

2. RECOMMENDATION 

2.1 It is recommended that the Committee review, discuss and comment on the 
issues raised within this report and the attached appendix. 

3. BACKGROUND / MAIN ISSUES 

3.1 Internal Audit has completed the attached report which relates to an audit of 
Teachers Payroll. 

4. FINANCIAL IMPLICATIONS 

4.1 There are no direct financial implications arising from the recommendations of 
this report. 

5. LEGAL IMPLICATIONS 

5.1 There are no direct legal implications arising from the recommendations of this 
report. 

6. MANAGEMENT OF RISK 

6.1 The Internal Audit process considers risks involved in the areas subject to 
review.  Any risk implications identified through the Internal Audit process are as 
detailed in the attached appendix. 

 



7. OUTCOMES 

7.1 There are no direct impacts, as a result of this report, in relation to the Council 
Delivery Plan, or the Local Outcome Improvement Plan Themes of Prosperous 
Economy, People or Place. 

7.2 However, Internal Audit plays a key role in providing assurance over, and helping 
to improve, the Council’s framework of governance, risk management and 
control.  These arrangements, put in place by the Council, help ensure that the 
Council achieves its strategic objectives in a well-managed and controlled 
environment. 

8. IMPACT ASSESSMENTS 

 

Assessment Outcome 

Impact Assessment 
 

An assessment is not required because the 
reason for this report is for Committee to 
review, discuss and comment on the outcome 
of an internal audit.  As a result, there will be 
no differential impact, as a result of the 
proposals in this report, on people with 
protected characteristics.   

Privacy Impact 
Assessment 
 

Not required 

9. APPENDICES 

9.1 Internal Audit report AC2115 – Teachers Payroll. 

10. REPORT AUTHOR DETAILS 

 
Colin Harvey, Chief Internal Auditor (Interim) 
Colin.Harvey@aberdeenshire.gov.uk 
(01467) 530701 
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EXECUTIVE SUMMARY 
 
Background 
The Council employs over 1,700 full time equivalent teachers.  In the financial year 2020/21, over 
£71.38 million was paid to permanent teachers in gross salary and wages payments, including £1.58 
million maternity pay, £1.2 million sick pay, £211,200 in allowances and £169,000 of recruitment and 
retention incentive payments, but excluding employer’s national insurance and superannuation 
contributions.  During this same period, over £2.15 million was paid for over 108,000 supply hours 
worked by either supply or permanent part time teachers.  A further £499,000 was paid in accrued 
holiday pay for supply teachers.   
 
Objective 
The objective of this audit was to provide assurance that all aspects of payroll administration are 
adequately controlled and that payment is being made accurately to bona fide employees, covering 
new starts, changes of circumstance, and leavers along with the payment of additional hours and 
allowances.   
 
Assurance 
Payroll calculations for supported changes to the Council’s payroll were accurate and measures 
were found to be in place to ensure payments are only made to bona fide employees.  Changes to 
employee bank details were also supported.  In addition, payments to employees with changes in 
circumstances; leavers final pay; sick pay; and maternity pay were accurate and supported. 
 
However, improvements have been recommended as noted below, to ensure decisions relating to 
fixed term contracts, and temporary and timesheet payments, are always suitably supported and 
authorised. 
 
Findings and Recommendations 
Teachers with previous experience may join the Council above the base grade for the post, however 
the extent of documentation supporting this position varied.  A recommendation, graded Significant 
within the audited area, was raised with the Service to ensure suitable evidence is held on file. 
 
A teacher occupying a promoted post for two years will receive 3 years cash conservation (the same 
wage as the promoted post) if they return to their substantive teaching post.  Furthermore, any 
teacher occupying a temporary post beyond two years with satisfactory continuous service is entitled 
to transfer to a permanent post.  Monthly reports enable Head Teachers to monitor the requirement 
for fixed term contracts.  However, the reports rely on contract end dates being recorded in the 
system, which was not always the case.  In addition, a sample of fixed term contracts reviewed had 
been extended without recorded justification, increasing the risk of financial pressures.  
Recommendations graded Significant within the audited area were raised with the HR & Payroll 
Service Centre to regularly review missing contract end dates, and with Education to ensure contract 
extension requirements are adhered to. 
 
In 2020/21, thirteen staff were paid approximately £12,000 in additional Temporary Responsibility 
Payments.  Scottish Negotiating Committee for Teachers (SNCT) rules indicate any post expected 
to be required beyond 3 months should have a fixed term contract.  Within a sample of staff receiving 
this allowance in 2020, there were two staff who had been receiving it continuously since April 2016.  
A recommendation graded Significant within the audited area was raised with People and 
Organisation to formalise a procedure in consultation with Education, on the use of Temporary 
Responsibility Payments as an alternative to a fixed term contract. 
 
29% of December 2020 timesheets reviewed had been dated by the claimant or the Head Teacher 
prior to the last day worked, or not dated by either.  Should claim forms be completed prior to the 
last date worked, and the teacher become unable to work all dates claimed, this could result in an 
overpayment being made. Recommendations graded Significant within the audited area were raised 
with Education to ensure claims are only submitted and approved after hours have been worked, 
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and with Payroll to review the process for payment of timesheets where employee and authoriser 
dates are omitted. 
 
Management Response 
The HR&PSC, Education and People & Organisation have agreed actions in response to the 
recommendations made, to: support new start salary scale point decisions; improve monitoring and 
control of fixed term contracts and Temporary Responsibility Payments; enhance monitoring of 
overpayments; and to ensure timesheet hours are approved after they have been worked. 
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1. INTRODUCTION 

1.1 According to the 2020 Scottish Government Teacher Census, Aberdeen City Council 
employs 1,753.5 full time equivalent teachers (890.5 primary, 751 secondary, 36 special, 
28 early learning and 48 peripatetic / visiting specialist).  

1.2 In the financial year 2020/21, over £71.38 million was paid to permanent teachers in gross 
salary and wages payments, including £1.58 million maternity pay, £1.2 million sick pay, 
£211,200 in allowances and £169,000 of recruitment and retention incentive payments, 
but excluding employer’s national insurance and superannuation contributions.   

1.3 During this same period, over £2.15 million was paid for over 108,000 supply hours worked 
by either supply or permanent part time teachers.  A further £499,000 was paid in accrued 
holiday pay for supply teachers.    

1.4 Teachers’ payroll payments are administered by the Payroll Team in Human Resources 
and Payroll Service Centre (HR&PSC) using the corporate payroll and employee 
management system.  Administration of Teacher contracts and the personal data held 
within the Council’s payroll and employee management system is carried out by the 
Human Resources and Payroll Service Centre. 

1.5 Supply staff covering a fixed period of over 6 months are set up within the payroll system 
to be paid a monthly salary automatically; the remainder must submit timesheets for the 
hours actually worked.  Part time permanent teachers must also submit timesheets for 
additional hours worked.   

1.6 It is a legal requirement for Scottish school teachers to be registered with the General 
Teaching Council (GTC) for Scotland.  The Pay and Conditions of Service for teachers 
and associated professionals employed by Scottish Councils is set out in the Scottish 
Negotiating Committee for Teachers (SNCT) Handbook of Conditions of Service.  SNCT 
is a tripartite body comprising members from teaching organisations, Local Authorities, 
and the Scottish Government.  Certain matters, including maternity leave procedures and 
short term supply guidance, are devolved to Local Negotiating Committees for Teachers 
(LNCT) for local agreement and are Council specific. 

1.7 The objective of this audit was to provide assurance that all aspects of payroll 
administration are adequately controlled and that payment is being made accurately to 
bona fide employees, covering new starts, changes of circumstance, and leavers along 
with the payment of additional hours and allowances. 

1.8 The factual accuracy of this report and action to be taken with regard to the 
recommendations made have been agreed with Jacqui McKenzie, Chief Officer – 
Customer Experience, Eleanor Sheppard, Chief Education Officer, Isla Newcombe, Chief 
Officer – People and Organisational Development, Neil Yacamini, Payroll and HR Service 
Centre Manager and Kirsten Foley, Employee Relations and Wellbeing Manager. 
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2. FINDINGS AND RECOMMENDATIONS 

2.1 Scottish Negotiating Committee for Teachers (SNCT) Pay Formulae 

2.1.1 Under Scottish Negotiating Committee for Teachers (SNCT) conditions of service, 
teachers receive 1/235th of their annual salary for each working day.  A working day is 
defined as each pupil and in-service development day (195 days). Teachers further 
receive paid annual leave at 0.20513 of a day’s pay for each day worked i.e. 40 days paid 
annual leave if 195 days worked (0.20513 being 40/195). Due to annual leave and closure 
days being determined at a local level, if a teacher changes local authority, it is possible 
for such a teacher to work more or less than 195 days in the period of a year. In such a 
case, the salary they receive in that particular year could be more or less than the annual 
rate of salary.  

2.1.2 Specified new start and leaver calculations should be used when an employee: 

 joins the Council for the first time;  

 leaves the Council; 

 moves to a post with a different annual rate of salary;  

 moves from part time to full time or vice versa;  

 increases or decreases their part time hours; or 

 commences or returns from a career break.  

2.1.3 It should be noted that a different calculation is used if the change to salary/new 
start/leaver payment is at the beginning or end of the academic session, in order to ensure, 
over the course of an academic session, the employee is paid the same amount in August 
in each authority irrespective of the start and end date of the session. 

2.1.4 Payroll use a spreadsheet to undertake the required calculations, with the Human 
Resource and Payroll Service Centre (HR&PSC) providing the number of working days to 
be used.  The audit reviewed random samples of ten new starts, ten leavers and ten 
changes in circumstance, between October 2020 and January 2021.  No errors were 
found. 

2.2 New Employees 

2.2.1 When a teacher is appointed, following receipt of a new start memo from the recruiting 
manager, the Human Resource and Payroll Service Centre (HR&PSC) directly input 
relevant data into the payroll and employee management system including salary point, 
continuous service details, working days, and annual leave entitlement.  Payroll use these 
details for the first pay calculation to be completed and entered onto the payroll system. 

2.2.2 The SNCT Handbook requires that any newly appointed GTC registered teacher, who has 
not previously worked for a Scottish Local Authority, be placed on Point 1 of the Teachers 
Main Grade Salary Scale.  Probationary teachers have a provisional GTC registration and 
are placed on Point 0.  Additional salary points may be added for relevant qualifying 
experience.   

2.2.3 Where a teacher joins the Council from another country, a salary assessment must be 
carried out by HR&PSC.  Probationer teachers are placed on point 0 while newly 
graduated teachers are placed on point 1.  Salary assessments are not required for 
promoted posts, such as Principal Teachers, Depute Head Teachers or Head Teachers, 
as these are job-sized posts relating to the school pupil numbers.  Teachers appointed 
from other local authorities have their salary points matched; this should be verified by 
email from the previous employing authority.  Should a teacher dispute the salary point 
they are placed upon there is a comprehensive appeals process to determine any changes 
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required. 

2.2.4 Of six non job-sized new starts reviewed, placed on a salary scale above point 0 / point 1, 
two were supported by confirmation of salary by the previous local authority, however the 
remaining four were not supported by a salary assessment or assurance from the previous 
employer.  A documented record of how the assessment was arrived at would provide 
assurance that higher starting salary scale points are appropriate. 

 

Recommendation 
Evidence supporting salary placement above standard scale points should be held in 
teachers’ personnel files. 
 
Service Response / Action 
Agreed.  Evidence supporting this will be held in teachers’ personal files where teachers 
are not probationer teachers or coming from another Scottish local authority.  In the case 
of another Scottish local authority email confirmation will be retained from the previous 
employer. 
 
Implementation Date 
Implemented 

Responsible Officer 
HR and Payroll Service 
Centre Manager 

Grading 
Significant within audited 
area 

2.2.5 The first month salary payments for ten new teachers, who took up post between October 
2020 and January 2021, were reviewed to ensure the SNTC formulae had been correctly 
applied and payment was accurate.  Nine of the teachers’ first salary payments were 
calculated and paid correctly.  The remaining payment had been calculated correctly 
however when checked to the payment made, it was found to have been input incorrectly 
by Payroll staff into the payroll system, resulting in an overpayment of £1,095.89.  Payroll 
have contacted the teacher to arrange repayment.  A recommendation has been made at 
paragraph 2.10.4 to ensure records of overpayments with reasons are maintained for 
monitoring purposes to help avoid future overpayments. 

2.2.6 The objective of this Internal Audit included ensuring payment was being made to bona 
fide employees.  All staff reviewed in the new starts testing had evidence of a recruitment 
and selection process which included confirming the employees’ identities.  

2.3 Leavers 

2.3.1 When a teacher leaves their post, a Termination Form is completed by schools / Education 
and forwarded to the Human Resource and Payroll Service Centre (HR&PSC), to 
calculate the days worked and accrued holiday entitlement, before passing to Payroll for 
final salary calculation and input. 

2.3.2 The final salary payment entitlements for ten teachers who left their post in the period 
October to December 2020 were reviewed to ensure the correct end date had been 
applied, Payroll had been notified timeously and the payment made matched the 
calculation supplied by HR&PSC.  All notified leavers were processed correctly by Payroll.  
However, in one case a school had not notified the HR&PSC promptly.  An overpayment 
was avoided because the teacher received a payroll notification and advised the 
HR&PSC, which allowed Payroll to recall the Bacs payment.  Payroll reminded all 
Services, during the course of the audit, of the importance of reporting employee changes 
of circumstance in a timely manner to ensure staff are paid correctly and overpayments 
are avoided. 

2.4 Changes to Employee Details 
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2.4.1 Changes to an employee’s payroll information are notified via the employee and payroll 
management system, which are authorised by the HR&PSC and then checked by Payroll 
prior to processing.  Where the change requires, an amended contract will be produced 
and the working days and annual leave entitlement calculated then forwarded to Payroll, 
who calculate the salary for the month in which the change was made and input to the 
payroll system.  Additionally, the employee can notify a change of address or amendment 
to bank details via the mandate attached to their payslip, or through the employee self-
service portal within the payroll and employee management system. 

2.4.2 A sample of ten changes processed between October 2020 and January 2021 was 
reviewed, of which eight required calculations to be carried out, whilst the remaining two 
were contract extensions which did not require a recalculation.  The salary payment 
entitlements for the eight teachers which required a salary adjustment were calculated 
and compared to the salary payments made and no errors were found.   

2.4.3 A sample of ten changes of bank details processed by Payroll staff was reviewed to ensure 
a supporting bank mandate form, signed by the employee was present and the details had 
been accurately input to the payroll system.  All were found to be fully supported and input 
correctly. 

2.4.4 Employees within this sample had been employed prior to 2020/21 and the personnel files 
had identity documentation similar to the new starts.  Further assurance over employee 
existence is provided through the staffing budget monitoring process.  Budget Managers, 
normally Head Teachers at a school level, receive monthly staffing budget reports which 
detail all the staff at an establishment.  It is budget managers’ responsibility to review the 
report and notify HR&PSC and/or Finance should they have any queries regarding the 
staff they are being charged for, or the allowances being paid.  Provided this review is 
completed timeously then any issues should be corrected within a month of their 
occurrence. Internal Audit confirmed the staffing reports were issued in March 2021 as 
expected. 

2.5 Fixed Term Contracts 

2.5.1 As well as permanent full or part time posts, schools use temporary positions for flexibility 
in workforce management and to meet school specific curriculum requirements. 

2.5.2 Normal recruitment processes apply to any post required for more than 3 months.  The 
SNCT Handbook Use of Temporary Contracts for Teaching Staff states “fixed term 
contracts will be issued to cover the following circumstances: maternity leave; parental 
leave; adoption leave; career break; long term sickness absence; secondment; 
sabbaticals; staffing from time limited funding; and cover for Trade Union facility time”. 

2.5.3 Under SNCT cash conservation rules any teacher occupying a promoted post for two 
years will receive 3 years cash conservation (receive the same wage as the promoted 
post). 

2.5.4 Under a Local Negotiating Teachers Council agreement, any teacher occupying a 

temporary post beyond 2 years is entitled to “apply for a transfer to the permanent staff, 

and the application shall not normally be refused, where the teacher has given satisfactory 
continuous service for a period of two years or two school sessions.”  While under Fixed 
Term Employees Regulations 2002 any temporary contract extended beyond four years 
will be made permanent unless the authority can objectively justify not doing so. 

2.5.5 As at 12 February 2021, there were 96 staff filling 61.3 full time equivalent temporary 
posts, according to the payroll system.  Eleven of these staff were supply teachers and 
should have been designated as relief within the system rather than temporary.  Of the 
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remaining 85, 10 had no end date entered into the system and of the remainder with an 
end date, 15 had already gone beyond that date, four of which had also gone beyond four 
years in post. 

2.5.6 HR&PSC provide monthly reports to schools detailing any fixed term contract which is due 
to expire in the following month, enabling the school to review the requirement for the 
contract and inform HR&PSC whether to extend or terminate the contract.  If HR&PSC 
receive no response regarding these contracts then the contract simply continues, with no 
requirement for contract extension paperwork to be raised.  The report relies on an end 
date being recorded in the system otherwise the employee will be excluded.  Therefore, 
the ten mentioned in paragraph 2.5.5 will not have been reported to the relevant line 
manager.  Details of these staff have been supplied to HR&PSC; the records have been 
updated. 

 

Recommendation 
HR and Payroll Service Centre should arrange for an exception report to be run regularly 
for staff records with missing data. 
 
Service Response / Action 
Agreed.  An initial report has been run and the necessary remedial action will be 
undertaken.  Further reports will be run on a quarterly basis. 
 
Implementation Date 
August 2021 

Responsible Officer 
HR and Payroll Service 
Centre Manager 

Grading 
Significant within audited 
area. 

2.5.7 Payments of approximately £2.34 million were made to 95 temporary staff teaching staff 
(61.3FTE) in the financial year 2020/21.  A review found twelve beyond their contract end 
date of which eight have gone beyond two years and are filling promoted posts.  Should 
these staff return to their substantive posts, and the higher graded post be filled by another 
member of staff, or removed from the workforce, this will result in an annual extra cost to 
the Council of approximately £49,000.  As indicated in paragraph 2.8.3 below, the Council 
is already paying approximately £50,000 in cash conservation charges annually. 

2.5.8 The monthly reports from HR&PSC detailing fixed term contracts, allows schools to make 
a conscious decision to review their temporary posts and decide, within their local 
requirements, whether to extend or terminate.  Fixed term contracts have continued 
beyond their end dates, with no justification provided to HR&PSC, by the respective Head 
Teachers, increasing the risk of financial pressures. 

 

Recommendation 
Head teachers should justify fixed term contract extensions and where appropriate the 
reason the post is not subject to the appropriate recruitment and selection process. 
 
Service Response / Action 
Agreed.  Head Teachers have been reminded of fixed term contract extension 
requirements and a regular reminder to schools of this requirement has been scheduled. 
 
Implementation Date 
Implemented 

Responsible Officer 
Quality Improvement 
Manager 

Grading 
Significant within audited 
area. 

2.6 Maternity and Adoption Pay 

2.6.1 An employee with less than 26 weeks continuous service at the beginning of the eleventh 
week before the Expected Week of Childbirth (EWC) or week of notification of being 
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matched with a child for adoption, will have no entitlement to maternity / adoption pay.  
Where applicable, Occupational Maternity / Adoption Pay (OMP & OAP) and Statutory 
Maternity / Adoption Pay (SMP & SAP) are paid at the appropriate rates for the first 13 
weeks.  Taken together, these payments will be equal to the employee’s regular salary.  
SMP / SAP for a further 26 week period is paid, this was set at £151.20 per week for 
2020/21 following which point the employee will go onto zero pay.  Employers are entitled 
to reclaim 92% of SMP / SAP paid to employees from HMRC. 

2.6.2 The payroll system records normal basic pay for employees on maternity and adoption 
pay, with a separate entry for SMP / SAP and a corresponding deduction through an OMP 
/ OAP heading to the value of the SMP / SAP paid.  This ensures the employees calculated 
entitlement is processed correctly and SMP / SAP is separately identifiable for reclaiming 
from HMRC. 

2.6.3 The forms and supporting information for ten teachers who started maternity leave after 1 
January 2020, together with the amounts paid, were reviewed.  All of the sample had 
returned to work at the time of review, with three returning earlier than their statutory end 
date.  The required forms had been submitted for each of the sample tested.  Each of the 
maternity sample reviewed had been paid the correct salary throughout the period of their 
entitlement, with the required SMP offsets (no SAP offsets occurred in period of review). 

2.7 Sick Pay 

2.7.1 All schools record teacher’s sickness absences through the Council’s employee self-
service system, which provides an automated process for submission to Payroll.  The 
Payroll system then automatically calculates the payments due based on these dates. 

2.7.2 After eighteen weeks of continuous qualifying Local Authority service, a teacher is entitled 
to Occupational Sick Pay (OSP).  The entitlement is on a sliding scale, up to 5 years 
continuous employment when the level of OSP entitlement becomes 6 months full pay 
followed by 6 months half pay.  This is cumulative over a rolling twelve month period.  

2.7.3 The payroll system automatically calculates the end dates for the entitlement to full and 
half pay and applies this to the employee’s payment.  A sample of teachers who had been 
on long term sickness absence (January 2020 to February 2021) were reviewed; all had 
their salary adjusted correctly. 

2.8 Allowances 

2.8.1 Along with normal salary payments there are a number of allowances which are paid to 
teachers including: first aid; recruitment and retention incentive; cash conservation; 
twilight classes; and temporary higher duty allowances.  Samples were taken from the 
three highest value allowances paid in December 2020.  Testing looked to ensure the 
allowance was approved, the value was in line with the SNCT agreement and had been 
accurately paid. 

Cash Conservation 

2.8.2 The SNCT handbook states at 1.67 “Where a teacher has occupied a promoted post, on 
a temporary basis, for two years and that temporary appointment ceases, then the teacher 
shall receive a three-year period of cash conservation”.  Paragraph 1.63 states “The 
application of cash conservation will commence at the date at which the downgrading of 
the salary for the post, transfer or cessation of temporary appointment takes effect. During 
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the period of cash conservation, the post holder will continue to receive his/her previous 
salary but will not receive any increase resulting from pay awards” 

2.8.3 In the financial year 2020/21 sixteen staff were paid a total of £49,950 under cash 
conservation.  Testing of a sample of three such payments found each of the members of 
staff had been covering a promoted post for a period exceeding 2 years and when the 
contract ended HR&PSC each issued Variation of Contract of Employment notifications 
detailing the salary to be conserved.  The figures and calculations in the sample were 
correct. 

Temporary Responsibility Payments (TRPs) 

2.8.4 The SNCT handbook states under Acting Appointments para 1.61 “Where a teacher is 
appointed on a temporary basis to carry out the duties of a promoted postholder in a 
school, education establishment or education team, pending a permanent appointment to 
the promoted post or in place of a teacher who is temporarily absent, the council shall 
increase the teacher’s salary to the salary for the post”.  Based on details supplied by the 
School/Education, HR and Payroll Service Centre will issue a Temporary Payment for 
Post of Higher Responsibility letter notifying the member of staff the post, date starting 
and the rate of pay for the post. 

2.8.5 Unlike a fixed term contract, the member of staff must submit a monthly claim form 
indicating which days they have worked within the month, which must be approved by the 
Head teacher, Quality Improvement Officer or Service Manager.  The form is submitted to 
the HR and Payroll Service Centre who then calculate the extra payment due based on 
the difference between the substantive wage and the higher level post grade.  The form 
is then passed to payroll for updating in the payroll system. 

2.8.6 In the Financial Year 2020/21, thirteen staff were paid a total of £11,874 in TRP.  It is paid 
for acting appointments where a fixed term contract has not been issued.  Currently there 
is no policy governing how long such a payment will be made, without requiring a fixed 
term contract being issued.  However as noted in paragraph 2.5.2 above, any post 
expected to be required beyond 3 months should have a fixed term contract arranged.  
Within the sample tested of staff receiving this allowance in December 2020, there were 
two staff who had been receiving a TRP continuously since April 2016. 

2.8.7 In the sample of three payments made in December only one had a copy of the letter 
notifying the member of staff.  All had approved claims forms which had the HR and Payroll 
Service Centre calculation recorded along with the name of the member of staff 
completing the calculation.   

2.8.8 When reviewing the paperwork for two of the staff, it was noted the claim forms for 
February 2021 were for the same days and indicated they were covering the same person 
full time, which is not possible.  On contacting the QIM who had approved both claim forms 
it was confirmed one of the teachers was covering the specified post while the other was 
covering a different vacancy within the same area and it was an administrative error on 
the claim forms.  

2.8.9 Personnel files reviewed did not have supporting documentation showing how decisions 
were made to make TRP payments instead of undertaking the recruitment and selection 
process for longer vacancies.  As is indicated in paragraph 2.8.2 above, once this 
allowance is paid for a period exceeding two years, cash conservation will apply in the 
same way as a fixed term contract.  Unlike the fixed term contracts there is no system 
report which can alert staff when the two years continuous period of receiving the 
allowance is approaching.  In the absence of adequate Council guidance on how TRPs 



 

 10 Report No. AC2115 

should be applied, there is a greater risk of financial pressures due to cash conservation 
costs 

 

Recommendation 
People and Organisation in consultation with Education should specify the procedure for 
using Temporary Responsibility Payments rather than fixed term contracts. 
 
Service Response / Action 
Agreed. 
 
Implementation Date 
September 2021 

Responsible Officer 
Employee Relations and 
Wellbeing Manager 

Grading 
Significant within audited 
area. 

Recruitment and Retention Incentive Payments 

2.8.10 Recruitment and Retention Incentive Payments of £5,000 are used by schools to attract 
appropriate candidates to teaching posts when it has proven difficult to recruit to the 
sector, subject area or school itself.  As per the Councils Recruitment and Retention 
Incentive Payments Protocol they should only be offered if one or more of the following 
criteria are met: 

 It has not been possible to recruit to the vacancy through a number of recruitment 
cycles; 

 the vacancy is in a subject that has been identified as hard to fill; 

 there are no other options available in terms of resourcing; 

 there is a risk the school will not be appropriately staffed; 

 there is a risk that the school will not be able to comply with class size maxima as 
per SNCT terms and conditions. 

2.8.11 The payment of £5,000 is made in instalments.  The first £3,000 is paid on commencement 
of employment.  The remaining £2,000 is paid on completion of 3 years of satisfactory 
service.  Those in receipt of the payment must remain employed by Aberdeen City Council 
for three years and must have ‘satisfactory service’.  Unsatisfactory service is when, within 
the first 3 years of employment, an employee is managed under formal competence, 
conduct or capability processes, in which case the remaining £2,000 will not be paid.  
Where an employee leaves before the 3 years is achieved, the employee will have to pay 
back part of the payment given to them. The schedule for payback is as follows: 

 Less than 6 months’ service = 100% 

 6 – 12 months’ service = 75% 

 13 – 24 months’ service = 50% 

 25 – 36 months’ service = 25% 

2.8.12 In the current financial year twelve second payments of £2,000 were made to staff, a 
sample of three was tested and found to have written approved from the Chief Education 
Officer.  In the financial year 2020/21 no staff who had received an initial payment, left 
Council employment before their 3 years of service had passed. 

2.9 Supply Teacher Timesheets 

2.9.1 Each supply teacher is required to complete a monthly ‘Casual Teachers Salary Claim 
Form’ (S56) for hours worked.  The form must include name, employee number, GTC 
number, claim month, school name and the daily hours worked.  When cover has been 
provided for more than one school in a month, a separate claim form should be completed 
for each school.  Administration staff within the school will provide the supply code which 
identifies the reason for the cover.  The Head Teacher / Support Services Manager should 
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authorise the form once fully completed and forward to Payroll.  Due to the impact of 
Covid-19 restrictions on Service delivery, Payroll has issued an instruction to staff, 
allowing managers to approve timesheets by email.  Payroll manually input the hours into 
the payroll system, and the supply codes are mapped to accounting general ledger codes.  

2.9.2 In December 2020, 165 claim forms were processed for payment.  All were reviewed for 
accuracy of payment.  The total hours recorded on the timesheets submitted were 
accurately paid to the teacher claiming. 

2.9.3 The completeness of the timesheets was also checked; 48 timesheets (29% of the total 
claim forms reviewed) were submitted without supply codes.  A further 32 claims had their 
cost centre incorrectly input by Payroll staff, resulting in these costs being charged to a 
general Education budget.  Whilst this does not affect the payment calculation, when 
supply codes are left blank, or cost centres incorrectly processed, these supply costs are 
coded to a default accounting code and require remedial action by staff within 
Accountancy to ensure that budget monitoring information is accurate.  

 

Recommendation 
Education should ensure supply codes are recorded before forms are passed to Payroll. 
 
Payroll should process supply timesheets using financial codes supplied by the Service. 
 
Service Response / Action 
a) Agreed.  A reminder was issued to schools on the correct process to be followed in 
relation to S56 claim forms including the requirement to include supply codes. 
 
b) Agreed. The S56 claim form has been amended and Payroll guidance has been 
updated. 
 
Implementation Date 
a) Implemented 
 
 
b) Implemented 

Responsible Officer 
a) Quality Improvement 
Manager 
 
b) HR and Payroll Service 
Centre Manager 

Grading 
Important within audited 
area. 

2.9.4 Both the member of staff claiming and the authoriser should date their signature.  This 
ensures that extra claim dates are not being added and paid without the authoriser being 
aware and checking their inclusion is legitimate.  For December 2020 forty-four had been 
dated by the claimant prior to the last day worked while thirty-one had been dated by the 
approver in the same circumstance.  In four instances no date had been recorded by 
either.  Should claim forms be completed prior to the last date worked, and the teacher for 
any reason be unable to complete all those dates, this could result in an overpayment 
being made.  Testing did not identify any such overpayments in this period.  

 



 

 12 Report No. AC2115 

Recommendation 
Payroll should review the process for processing timesheets for payment where 
employee and authoriser dates are omitted. 
 
Schools should ensure claims are only submitted and approved after the last date has 
been worked. 
 
Service Response / Action 
a) Agreed.  The process has been reviewed. 
 
b) Agreed 
 
Implementation Date 
a) Implemented 
 
 
b) Implemented 

Responsible Officer 
a) HR and Payroll Service 
Centre Manager 
 
b) Quality Improvement 
Manager 

Grading 
Significant within audited 
area 

2.9.5 When approving a timesheet for payment, the authoriser is confirming the arithmetical 
accuracy of the information, and therefore Payroll do not check the summation of hours 
on timesheets.  Ten claim forms with over 49 hours claimed were reviewed by Internal 
Audit and the addition checked, all were correct.  

2.10 Overpayments 

2.10.1 Paragraph 5.4.3 of Financial Regulations, Overpayment of Salaries and Wages, states 
“The Chief Officer - Customer Experience shall ensure that all reasonable steps are taken 
to recover any identified overpayments. Recovery will normally be made by deduction 
from future salary payments, or by raising a Debtors invoice in the case of former 
employees.”  

2.10.2 Overpayments can occur for a number of reasons: late notification from schools; update 
errors by HR&PSC; input errors by Payroll; or system errors.  Overpayments are not 
proactively sought out however Payroll typically identify these when Services report late 
changes concerning employee jobs and hours worked or when employees report 
identified overpayments in their payslip.  When overpayments are identified, Payroll will 
calculate the resultant net overpayment made to the member of staff and issue a memo 
notifying the member of staff of the reason, the value and how the repayment can be 
made.  Payroll record identified overpayments in a spreadsheet along with confirmation of 
repayment received or whether passed to the Revenues Section for an invoice to be raised 
and pursued through the sundry debt recovery process. 

2.10.3 An analysis of the spreadsheet maintained by Payroll was undertaken to establish the 
reasons for overpayments arising and any remedial action which had been undertaken to 
try and reduce these occurrences; this is shown in the table below.  It was not possible to 
identify reasons for all overpayments based on current Payroll records however it is clear 
Service delays reporting changes is the most common cause of overpayments. 

 

  
Reason for 
Overpayment 

2017/18 2018/19 2019/20 2020/21 

No £ No £ No £ No £ 

Employee  0  0.00  0  0.00 1 3,370.92  0  0.00 

HR 3 2,825.26 3 7,773.73 4 4,077.00 3 6,332.03 

Payroll 3 1,547.76 3 8,872.73  0  0.00 3 2,203.82 
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Service 12 14,950.59 23 27,824.51 31 40,283.27 13 15,134.18 

Unrecorded 5 3,881.14 4 8,980.77 10 11,615.30  0  0.00 

Grand Total 23 23,204.75 33 53,451.74 46 59,346.49 19 23,670.03 
 

2.10.4 The spreadsheet does not currently include a categorised source of the overpayment (as 
shown in the table above), or the school or area of Education involved.  This would allow 
any pattern as to reason or establishment to be identified and enable specific follow up or 
training to be allocated. 

 

Recommendation 
The register of overpayments should provide sufficient data to make analysis of reasons 
and locations for overpayments to be identified and raised with Services to allow remedial 
improvement to be organised. 
 
Service Response / Action 
Agreed. 
 
Implementation Date 
August 2021  
 

Responsible Officer 
HR and Payroll Service 
Centre Manager 

Grading 
Important within audited 
area. 

 
 

AUDITORS: C Harvey 
  A Johnston 
  G Flood   
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Appendix 1 – Grading of Recommendations 

 

 
GRADE 
 

 
DEFINITION 

 
Major at a Corporate Level 

 
The absence of, or failure to comply with, an appropriate 
internal control which could result in, for example, a material 
financial loss, or loss of reputation, to the Council. 
 

 
Major at a Service Level 

 
The absence of, or failure to comply with, an appropriate 
internal control which could result in, for example, a material 
financial loss to the Service/area audited. 
 
Financial Regulations have been consistently breached. 
 

 
Significant within audited area 

 
Addressing this issue will enhance internal controls. 
 
An element of control is missing or only partial in nature.   
 
The existence of the weakness identified has an impact on 
a system’s adequacy and effectiveness.   
 
Financial Regulations have been breached. 
 

 
Important within audited area 

 
Although the element of internal control is satisfactory, a 
control weakness was identified, the existence of the 
weakness, taken independently or with other findings does 
not impair the overall system of internal control.    
 

 
 
 


