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1 Background
1.1  The whole range of internal financial controls including standing orders,

1.2

2.1

2.2

2.3

2.4

2.5

2.6

2.7

regulations and procedures, financial and non-financial, are set up to
protect Northwards from risk of loss due to fraud, mismanagement, or
other errors.

The primary responsibility for maintaining these systems lies with the
Board and they are supported in this by reviews undertaken by Internal
Audit. Members of staff are responsible for operating the systems so as
to minimise the scope for errors or misuse including fraud.

Staff Responsibilities

Members of Northwards staff have an obligation to their employer to
operate in accordance with approved procedures. This acts as a
safeguard for the staff concerned as well as for the organisation as a
whole.

Should staff in the course of their duties come across information which
leads them to believe that a fraud or other misconduct is being
attempted, they should immediately advise their line manager, except
that in the event that the line manager may be involved in a possible
fraud they should report to the Director of Business Services. In the
event that the Director of Business Services may be involved, they
should report to the Chief Executive or direct to the Chair of the Board.

The line manager shall form a view on the basis of the information
provided and if fraud or misconduct is evident the line manager shall
without delay advise the Director of Business Services, who shall be
responsible for arranging for the matter to be formally investigated.

As soon as it is apparent that a fraud has been attempted or
committed, the Director of Business Services shall (if in excess of
£5,000, or if it involves a member of the Board, its Sub-Committees or
a member of the Executive Management Team) immediately notify the
Council’'s Representative, and shall in any case notify the External
Auditor and the Chair of Resources & Governance Sub-Committee.
Reports shall be made to the Resources & Governance Sub-
Committee, the Chair of the Board and the Board if considered
appropriate.

The Director of Business Services shall take legal advice on the issue if
thought necessary.

The Director of Business Services shall enter details of the fraud in the
Fraud register.

The lead officer for this policy is the Director of Business Services. In
the event that they are implicated in a fraud, the Chief Executive shall
carry out the relevant functions, responsibilities and investigations.
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Personnel and Police

Where the results of any investigation suggest that a member of staff is
implicated in misconduct the Director of Business Services shall
arrange for them to be interviewed together with their line manager or
such other staff as may be deemed appropriate, in order to confirm the
evidence of the records. The Director of Business Services shall
normally exercise the power to suspend the suspect and arrange for
them to be escorted from the building, having collected their belongings
and returned any keys they hold. This will enable further enquiries to be
made. The individuals involved in any investigation and subsequent
action should be different people.

The Director of Business Services shall be responsible for informing
the police. The following guidelines may be helpful as to the best stage
to do this:

e straight away if there are suspicions of corrupt practice.

e before interviews take place where there is some evidence of
systematic theft, but it needs to be confirmed by witnessed
observation if the case is to proceed to prosecution.

e as soon as fraud has been established if the defaulter cannot be
identified from the accounting records.

e probably after the first interview when the records indicate fraud by
a particular person.

Where a member of staff is suspended under these procedures there
will be a need to:

e arrange for access to offices to be suspended,;

e disable access to the computer system;

¢ remove them from the list of bank signatories, if appropriate;

e inform the insurers as appropriate.

Public Relations

The responsibility for dealing with the media shall be that of the Chief
Executive. It is important that all staff are regularly reminded that media
enquiries of any sort should be referred to the Chief Executive’s office.

On each and every day that the Chief Executive is unavailable for
comment, either the Director of Business Services or in their absence,
another Director, should be nominated to deal with the media on that
day.

Subsequent Considerations
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Any internal considerations of the matter under question must be
documented in such a way as to be capable of being used as evidence
if required.

There will be considerations of the links between action by the police
and internal disciplinary proceedings. It must be remembered that the
burden of proof required by the police is more stringent, (i.e. beyond
reasonable doubt).

Northwards is expected to take all appropriate steps to recover monies
due in cases of fraud.

There will also be a need for a review of the Northwards’ financial and
control procedures to establish whether there are any necessary or
desirable improvements. Any improvements needed should be
implemented immediately.
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