Annex 3

Escalation Procedure for Unaddressed Internal Audit Recommendations

1) Follow up by internal audit. A questionnaire will be issued to the service
manager asking whether recommendations have been implemented.
Further testing will be carried out, where necessary, to verify the responses.
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2) Audit testing identifies that a recommendation has not been addressed.
The service manager’ will be given two weeks to either implement the
recommendation, or to set out an acceptable course of action for doing so®.
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3) If an acceptable response has not been received after two weeks then a
reminder will be issued to the service manager', and a further two weeks

will be given to respond.

4) If an acceptable response has not been received from the service
manager after four weeks then the issue will be escalated by internal audit
to the assistant director (AD) responsible for the service. The AD will be
given a further two weeks to provide an acceptable response?.
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5) If an acceptable response is not received from the AD, the issue will be
referred to the director of the department and will also be referred to the
Chief Internal Auditor (CIA). The director will be given a further two weeks in
which to provide an acceptable response®.
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6) If no acceptable response has been received from the director after two
weeks, the CIA will refer the issue to the s151 officer and/or to the Chief

Executive for action®.

7) If no acceptable response is received after this stage, the matter will be
referred to the Audit and Governance Committee for remedial action as part
of the six monthly reporting cycle for follow up of recommendations. The
committee may require directors to attend the meeting to explain the reason
for failing to take the agreed action.

" Where an audit report has been issued directly to an assistant director, rather than a service
manager, then the assistant director will be asked for a response in the first instance (stages 2 & 3). If
escalation is necessary, this will be with the director (ie stage 4 is omitted).

2 Where an acceptable course of action is agreed, and a revised implementation date is set, then
further follow up will occur after that date. At that stage, if the agreed action has not been taken, then
the issue will be immediately escalated to the next stage of the escalation procedure.



