
                              Internal Audit Services 

Ref: 09-19/20  

 

Internal Audit Memorandum 

 

To: Senior Manager, Corporate Services 

Cc: Manager, Human Resources 

  

From: Senior Manager, Internal Audit  

 

SUBJECT:          Performance Management System Audit Report 

 

We have completed an audit of the Performance Management System. We reviewed 

information for the period April 1, 2019 to November 30, 2019.  

 

We conducted this audit in accordance with Generally Accepted Auditing Standards and the 

International Standards for the Professional Practice of Internal Auditing. Those standards 

require that we plan and perform the audit to obtain sufficient, appropriate evidence to provide 

a reasonable basis for our findings and conclusions based on our audit objectives. We believe 

that the evidence obtained provides a reasonable basis for our findings and conclusions based 

on our audit objectives.  

 

We extend our appreciation to the personnel of Performance Management System for their 

assistance and cooperation during the audit.  

 

  

Yours sincerely  

Senior Manager, Internal Audit  

18 December 2019 
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Section A: Executive Summary 
 

1. Introduction  

 

1.1. The Performance Management System audit was carried out as part of the 2019/20 

Internal Audit Plan. The audit was carried out during November/December 2019.  
 

1.2. The audit report is intended to provide valuable information about the processes, tools 

and practices that stand at the basis of ELRC’s Performance Management System, 

while collecting insight from internal documents, which are reviewed when assessing 

the organization’s maturity level. 

 

1.3. The report is also intended to provide management with an audit opinion on our 

assessment of internal controls in place and the level of compliance with internal controls 

put in place.  

 

1.4. The Internal Audit Function provides independent and objective assurance and advisory 

services, designed to add value to and improve the ELRC’s operations. Using a 

systematic and disciplined approach, it helps the ELRC accomplish its objectives by 

evaluating and improving the effectiveness of processes for risk management, control 

and governance. 

 

2. Background 

 

2.1. Managing employee or system performance and aligning their objectives facilitates the 

effective delivery of strategic and operational goals. There is a clear correlation between 

using performance management programs and improved business and organisational 

results. 

 

2.2. Performance Management System (PMS) is process of managing the performance of 

the Council and individuals tasked with the duties. It includes performance appraisal and 

employee development. Therefore, performance assessments help managers to 

understand how well the organisation, divisions within the organisation and individuals 

are performing. Clear indicators of performance allow clear targets to be set, and people 

to be clear about what level of performance is expected, as well as describing whether 

the required level of performance has been achieved, assisting also in allocation of 

resources. 

 

2.3. ELRC has an established organisational performance management framework, which 

begins with an assessment of personal objectives and competency targets through a 

series of meetings between the employee and line manager. This enables an employee 

to play an active part in the process putting forward ideas and exploring opportunities 

for personal training and development. To enable a meaningful discussion and 

successful outcomes sufficient time is given for employee and line manager to prepare. 

 

2.4. Performance indicators for individuals “must” be linked to the program’s objectives and 

mandates. 
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3. Objective and Scope  
 
3.1. The audit objective was to determine whether systems internal control in place are 

effective to ensure: 
 

• Reliability and integrity of Performance Management System reporting 

information, 

• Compliance with the Performance Management System policy and procedure 

manual,  

• Effectiveness and efficiency of monitoring the Performance Management System 

operations and resources, and 

• Safeguarding of PMS records and information. 

 

3.2. The scope of the audit focused on: 
 

• The manner in which the Human Resources unit is operating to ensure that all 

performance management related transactions are processed accurately, 

promptly and with appropriate authority, and compliance is maintained always.  

• System of internal control over activities surrounding the performance 

management system for the 01 April 2019 to 30 November 2019. On-going and 

planned developments will be taken into consideration. 

 

3.3. The scope excluded the second quarter performance assessment for Collective 
Bargaining Services due to issues of non-compliance identified by the Moderation 
Committee, which affected the conclusion of the process. A submission was made to 
the General Secretary requesting that the Collective Bargaining Service’s second 
quarter assessments be moderated together with the third quarterly assessments. 
 

3.4. We utilized a risk-based audit approach from planning through testing. The following 

risks were considered: 
 

3.4.1. A lack of appreciation among staff of how performance appraisals will help the 

organisation achieve its objectives and help them personally in the work they do 

and their development. 

3.4.2. Business units may fail to complete staff appraisals or miss deadlines. 

3.4.3. Lack of coordination of training requirements. 

3.4.4. Lack of equity - some people have more training opportunities than others. 

3.4.5. Training and development that seems to have little or no relationship to a 

person's role or future role. 

3.4.6. Managers who fail to review and evaluate the staff appraisal process, which 

enables inconsistency in application. 

3.4.7. Failure to appreciate the importance of security of personal data resulting in loss 

or theft. 

 

4. Methodology 

 
4.1. We obtained a complete understanding of the operations through document requests, 

interviews, observation and data analysis.   

 
4.2. To determine whether the Performance Management System internal controls were 

effective, we: 
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• Evaluated the effectiveness of compliance with the Performance Management 

policy and procedure manual by personnel. 

• Efficiency and effectiveness of the Moderation Committee. 

• Evaluated the effectiveness and efficiency of sound administrative controls by 

Human Resources 

• Evaluated the effectiveness of compliance with Human Resource directives by 

staff. 

 

5. Analysis of Results 

 

5.1. Positive findings - good practice was noted in respect of: 
 

5.1.1. To optimise its operations, the Human Resources unit has put in place Performance 

Management System policy and procedure manual aiming to achieve efficiency, 

quality output and uniformity performance to ensure achievement of operational 

targets. 

 

5.1.2. Performance management is linked to performance-related pay (PRP). This is to 

motivate people in their work; deliver a message that performance is important and be 

a fair way to reward people according to their performance, such as an accelerated 

progression up a salary scale, one off bonus. 

 

5.1.3. The ELRC is clear on the purpose of its performance management system, its focus is 

learning and development and high performance. 

 

5.1.4. Human Resources has taken its first step towards operating a paper free environment 

approach by ensuring that only electronic portfolio of evidence is submitted by staff. 

 
5.2. Negative findings 

 

Finding 
No. 

Finding Name Control Rating 
Classification 

Management Response and Corrective Action Plan 

1 Employee performance 
below 3 is not adequately 
addressed 

Inadequate Management agrees with finding. 
 

It must be noted that Human Resources does 

intervene in cases where employees perform 

below the required standard. 

 

Corrective Action Plan 

• The Performance Management policy will be 

amended accordingly, and the amended draft 

will be concluded by the end of quater4.  

• Human Resources will check third quarter 

assessments to identify employees that 

perform below 3 that interventions can be put in 

place to address the shortcomings. It must be 

noted that Human Resources does intervene in 

cases where employees perform below the 

required standard. 

 

2 Moderation Committee 
does not meet within the 
reasonable time 

Ineffective Management agrees with finding. 
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Finding 
No. 

Finding Name Control Rating 
Classification 

Management Response and Corrective Action Plan 

 The postponements of moderation meetings are 
not within the control of Human Resources as the 
convening of the meetings is determined by the 
availability of the Senior Managers.  
 
Corrective Action Plan 

A calendar for each quarter will be developed by 
Human Resources indicating 3 possible meeting 
dates for the committee to choose from. 
 

3 Performance 
Management procedure 
manual not updated with 
the recent administrative 
changes and practices 

Inadequate Management agrees with finding. 

 

Corrective Action Plan 

The Performance Management Standard 
Operating Procedure manual will be revised 
accordingly by the end of fourth quarter. 
 

4 Weighting of key 
performance areas not 
properly done 
 

Ineffective Management accepts the finding. 
 
Corrective Action Plan 
Human Resources will strengthen supervisory 
controls to ensure proper review of received 
documents for compliance and completeness. 
Management agreed with the audit’s 
recommendations and will implement 
accordingly. 
 

5 Directives for submission 
of performance 
assessments are not 
practical 

Ineffective Management accepts the finding. 

 
Corrective Action Plan 

• Both the policy and the procedure manual will 
be corrected accordingly by end of 4th quarter. 

• In the short-term the third quarter assessment 
dates will accommodate both employees and 
Senior Managers.  
 

6 Inefficiencies over the 
submission of quarterly 
performance 
assessments 
documentation 

Ineffective Management accepts the finding. 
 
Corrective Action Plan 

• A reconciliation of the incoming and outgoing 
register for received performance assessment 
will be conducted. Any variances will be 
followed up and cleared by personnel. 

• Consequence management will be applied to 
all issues of non-compliance. 
 

7 Performance 
assessment documents 
are not always signed-off 
by parties  

Ineffective Management accepts the finding. 
 
Corrective Action Plan 

• Human Resources Management will 
strengthen the review controls by ensuring that 
received documents are properly checked page 
by page for adequate completion and where 
necessary, documents will be returned to 
employees for completion. 

• The documents will be returned to the 
respective employees for duly completion.  
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6. Audit Opinion 

 

6.1. Evaluation Opinion: Limited Assurance is awarded, there are inconsistencies in the 

application of internal controls and if left unattended may have unsatisfactory effect on 

reducing the organization’s exposure to risk. Human Resources internal control 

framework does not meet minimum acceptable standards overall as some key control 

activities require significant improvement to ensure all risk are adequately mitigated. 

 

6.2. Based on findings raised, the Performance Management System is still not at a matured 

stage as there are repeated issues of non-compliance and inconsistent application of 

some controls that put the achievement of some objectives at risk and enhancements 

have been recommended. Challenge on maintaining an effective record keeping system 

still exist. 

 

6.3. We identified opportunities for management to strengthen some of its monitoring 

controls as well as some areas where new monitoring controls could be designed and 

implemented to ensure compliance with the Performance Management guidelines and 

enhance the efficient use of resources.  

 

Please refer to the Section B of report for further detail of audit findings and 

recommendations. 

 

6.4. In order to assist management in using our reports we categorize our opinions according 

to our assessment of the controls in place and the level of compliance with these controls 

 Audit Opinion 

 Full 
assurance  

Full assurance that the system of internal control meets the 
organization’s objectives and controls are consistently applied.  

Significant 
assurance 

Significant assurance that there is a generally sound system of 
control designed to meet the organization’s objectives. However, 
some weaknesses in the design or inconsistent application of 
controls put the achievement of some objectives at some risk. 

 

 

Limited 
assurance 

Limited assurance as weaknesses in the design or inconsistent 
application of controls put the achievement of the organization’s 
objectives at risk in some of the areas reviewed. 

 No 
assurance 

No assurance can be given on the system of internal control as 
weaknesses in the design and/or operation of key control could 
result or have resulted in failure(s) to achieve the organization’s 
objectives in the area(s) reviewed. 

 

7. Acknowledgements 

 

We appreciate the assistance of the staff of Human Resources during the audit. 
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8. Final Audit Report Distribution List 

 

Internal audit distributes the Final Audit Report to the following: 
 

• General Secretary; 

• Senior Managers; 

• Managers / Supervisors; and 

• Audit Committee. 
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1. Employee performance below 3 is not adequately addressed  

 
Audit finding rating Control rating classification Risk rating Repeating finding 

 Inadequate Medium No 

 

Criteria 

 
The Performance Management Policy requires the following: 
 

Table 1: ELRC Performance Ratings: performance rating below 3 describe that an employee’s 
performance is below the standard required for this activity. Improvement is 
necessary to bring performance up to the expected standard. 

 
 

15.1. All the employees who do not meet the required standards should be assisted and 

placed on a monitored Performance Improvement Programme. 
 

25.2. Addressing Unsatisfactory Performance 
 

25.2.1. Continuous monitoring and assessment of an employee’s performance against the 

requirements of each post must be undertaken by the line manager as part of the 

appraisal process. Where work performance problems arise, they can generally be 

dealt with through informal discussions and counselling. 

25.2.2. Every effort should be made by both the manager and employee to resolve issues of 

poor work performance at an early informal stage, and through the process of 

performance appraisal. However, where sustained improvement in performance does 

not occur, the formal stages of this process will be invoked. 

25.2.4. The employee must be given an appropriate training, coaching and instructions in 

order to be able to meet objectives/targets, this must be in the form of a Performance 

Improvement Plan that will entail target dates. 

 

Observation 

 

We have noted at least 4 employees who performed below the expected standard (rating of 
3) on some key performance areas. Upon enquiry with the Senior Manager, Corporate 
Services on corrective action taken to address poor performance, it was ascertained that there 
is no evidence that assistance to enhance the employees’ performance to an expected 
standard was provided, for example, performance improvement plan.  
 
The table below list such employees: 
 

Employee 

Number 

Key Performance Area Assessment Quarter Score 

ELRC118 Maintenance of contracts  Q2 2 

ELRC83 Invoices for Panellists Q2 2 

ELRC81 Risk management Q1 2 

ELRC084 Operational management Q1 2 
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Root Cause 
 
Current practice is that we only focus on the overall performance score instead of the individual 

key performance areas. 

 
Risk/Consequence 

 

• Poor performance attributed to performance of below 3 on some key performance 
indicators may affect the overall performance score (if left unattended). 

• Non-compliance with the Performance Management policy. 

• Individuals might not perform to their best ability if there is lack of intervention from 
immediate supervisors. 

• If poor individual performance is not properly addressed, this threatens the achievement 
of departmental and organizational performance targets. 

 
Recommendation(s) – Priority 1 

 

• Management should consider revising the Performance Management policy to specify 

that Human Resources’ intervention will zoom on the individual key performance 

indicators. 

• Human Resources should engage supervisors to ensure that they extend the scope of 

addressing poor performance at a key performance indicator by implementing an 

improvement plan. 

 

Management Response 

 

Management agrees with finding. 
 

It must be noted that Human Resources does intervene in cases where employees perform 

below the required standard. 

 

Corrective Action Plan 

• The Performance Management policy will be amended accordingly, and the amended 

draft will be concluded by the end of quater4.  

• Human Resources will check third quarter assessments to identify employees that 

perform below 3 that interventions can be put in place to address the shortcomings. It 

must be noted that Human Resources does intervene in cases where employees 

perform below the required standard. 

 

Responsible Official 

Manager, Human Resources 
Senior Manager, Corporate Services 
 
Agreed Action Date 

31 March 2020 

 

Auditor’s Conclusion 

Internal Audit notes management corrective action plan and will follow up in the next quarter. 
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2. Moderation Committee does not meet within the reasonable time 
 

Audit finding rating Control rating classification Risk rating Repeating finding 

 Ineffective Medium No 

 

Criteria 

 
The Performance Management policy requires that: 
 

5.4.6. The Committee shall convene every quarter after the assessment by both the Line 

Manager and the Employee”. 

 

The purpose of moderation is to ensure that: 
 

• Supervisors evaluate performance in a consistent way, 

• There is a common understanding of the standards required at each level of the rating 

scale, 

• The integrity of the system is protected. 

 
Observation 

 
2.1. The audit noted that the Moderation Committee is not timely convened on a quarterly 

basis, for example: 
 

• The moderation of the first quarter performance assessments was convened on 
the 4th September 2019, almost the end of the second quarter.  
 

• The moderation of the second quarter performance assessments was convened 
on the 19th November 2019, however, the process was not finalized at the time of 
the audit due to concerns raised by the committee over the Collective Bargaining 
Services assessments not done in line with issued directives.  

 
2.2. The first quarter performance assessment for employee number ELRC029 has been 

partially moderated but not concluded due to additional information and clarity requested 
by the committee. 
 

Root Cause 
 

• Moderation Committee meetings were set, however, due to operational reasons 
members postponed until the late available date being the 4th September for first quarter 
and 19th November for second quarter.  

• The Senior Manager, Collective Bargaining Services was tasked to consult the 
employee regarding consensus scores and provide feedback to the Moderation 
Committee which is still pending. 
 

Risk/Consequence 
 

• Apparent abnormalities or inconsistencies in weightings, scores or ratings might not be 
timely identified and addressed accordingly. Overall, the integrity of the process might 
be affected negatively resulting to the system being compromised. 

• Credibility and consistency of the system can be undermined. 
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Recommendation(s) – Priority 1 

 

• Management should consider putting forward 3 possible dates for the Moderation 

Committee to sit per quarter. 

• The plan should be communicated at the beginning of the financial year to enable 

committee members to plan their calendar around these dates as scheduled by Human 

Resources. 

 

Management Response 

 

Management agrees with finding. 
 

The postponements of moderation meetings are not within the control of Human Resources 
as the convening of the meetings is determined by the availability of the Senior Managers.  
 
Corrective Action Plan 

A calendar for each quarter will be developed by Human Resources indicating 3 possible 
meeting dates for the committee to choose from. 
 
Responsible Official 

Manager, Human Resources 
Senior Manager, Corporate Services 
 
Agreed Action Date 

Immediately 

 

Auditor’s Conclusion 

Internal Audit notes management corrective action plan and will follow up in the next quarter. 
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3. Performance Management Procedure manual not updated with the recent 
administrative changes and practices 
 

Audit finding rating Control rating classification Risk rating Repeating finding 

 Inadequate Medium No 

 

Criteria 

 
The Performance Management policy requires that: 
 

4.3.3. Should ensure that the performance management system operates effectively and 
exercises quality control. 

 
Observation 
 
New internal controls have been put in place by Human Resources to enhance the control 
system, however these are not yet incorporated in their procedure manual. 
 
3.1. Human Resources is commended for taking its first step towards a paper free 

environment approach and effort. Its first phase entailed submission of second quarter 
performance assessments portfolio of evidence electronically instead of the traditional 
manual way. 
 

These changes are not yet incorporated in the standard operating procedure manual. 
 

3.2. The completing and signing an assessment checklist by both the line manager and 
subordinate was implemented in the second quarter. This is aimed at mitigating the risks 
of: 
 

• Discontented employees (where scores are reduced to insufficient portfolio of 
evidence),  

• Ratings above 3, there is no/insufficient evidence of portfolio of evidence as well 
as motivation form, 

• Scorings not aligned with key performance areas, 

• Disagreement of the consensus column, 

• All pages not fully completed or signed-off by both parties. 
 

This new internal control is not yet incorporated in the standard operating procedure 
manual. 
 

3.3. The practice in place is that the Human Resources Officer maintains a checklist used to 
check the completeness of received information in terms of the quarterly performance 
assessments, and date signed by the Officer and Manager (reviewer) and filed in the 
employee’s performance assessment file. 
 

This practice is a compliance issue but not included in the Performance Management 
standard operating procedure manual. 
 

Root Cause 
 

The internal controls stated under the observations were introduced by Human Resources 
with the intention of improving the performance management processes from first and second 
quarters, and an evaluation would be conducted later to assess the efficiency and 
effectiveness of the introduced processes. 
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Risk/Consequence 
 

• Inconsistencies and uniformity in the implementation of processes. 

• If procedures are not formally documented, then the likelihood of resistance from staff 
exist in cases of dispute. 

• Inefficiencies over operations - Standard Operating Procedure will reduce system 
variation, which is the enemy of production efficiency and quality control. 
 

Recommendation(s) – Priority 1 

 

• Management should ensure that any implemented procedural changes are also 

incorporated into the Performance Management Standard Operating Procedure Manual. 

• Staff should also be sensitized about any changes to the procedure guidelines. 

 

Management Response 

 

Management agrees with finding. 
 

Corrective Action Plan 

The Performance Management Standard Operating Procedure manual will be revised 

accordingly by the end of fourth quarter. 

 
Responsible Official 

Manager, Human Resources 
Senior Manager, Corporate Services 
 
Agreed Action Date 

31 March 2020 

 

Auditor’s Conclusion 

Internal Audit notes management corrective action plan and will follow up in the next quarter. 
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4. Weighting of key performance areas not properly done 

 
Audit finding rating Control rating classification Risk rating Repeating finding 

 Ineffective Medium Yes 

 

Criteria 

 
The Performance Management policy requires that: 
 

21.1. The individual score is determined by scoring each Key Performance Area and 
determining the weighted average based on the results of each Key Performance Area. 

 

Observation 

 
The standard practice is that every key performance area is allocated a scoring weight.  
 

However, we noted at least two performance agreements where the key performance area 
has numerous key performance indicators underneath, but when it comes to allocating the 
weighting, it is not distributed to each key performance indicator but the overall key 
performance area. This relates to agreements of Senior Managers, Collective Bargaining 
Services, and Corporate Services. 

 
Root Cause 

 
The agreements were received at the last minute and Human Resources did not inspect the 

documents to ensure that they are accurately completed. 

 

Risk/Consequence 
 

• Inability to adequately assess the employee’s performance and give them the accurate 
weightings. This might put the employee at an advantage in case where the employee 
did not perform satisfactory in some key performance indicators. 

• There is an increased likelihood of dispute of assessment score and prolonging the 
process unnecessarily so by the aggrieved party. 
 

Recommendation(s) – Priority 2 

 

• Human Resources should perform an adequate quality check of all performance 

agreements upon submission to ensure that they meet the required standards as per 

their guidelines before they are filed.  Where inconsistencies exist, documents should 

be returned to the employees for correction. 

• Senior Managers should ensure that performance management documentation 

complies to Human Resources standard before submission to the department. 

 

Management Response 

 

Management agrees with finding. 

 

Corrective Action Plan 
Human Resources will strengthen supervisory controls to ensure proper review of received 
documents for compliance and completeness. Management agreed with the audit’s 
recommendations and will implement accordingly. 
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Responsible Official 

Manager, Human Resources 
Senior Manager, Corporate Services 
 
Agreed Action Date 

Immediately 

 

Auditor’s Conclusion 

Internal Audit notes management corrective action plan and will follow up in the next quarter. 
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5. Directives for submission of performance assessments are not practical 
 

Audit finding rating Control rating classification Risk rating Repeating finding 

 Ineffective Low Yes 

 
Criteria 
 
Performance is assessed and measured through the year on a quarterly basis and feedback 
be given to the individual being assessed by his/her immediate manager. Compulsory and 
formal performance reviews/appraisals are conducted quarterly during the financial year (July, 
October, January and March). 
 
Observation 
 
5.1. The practice is that the 4th quarter assessment is performed in the April and not March 

as specified in the policy. 
 

5.2. The submission date for performance assessment to Human Resources for quarter 1st 
and 2nd quarters were 12th January 2019 and 14th October 2019 respectively. By this 
date, the performance assessment for the respective quarter must have been done, 
signed off and submitted to Human Resource.  

 

However, we noted that this is not practical for the senior management to be assessed 
in line with these timelines, resulting to non-compliance with Human Resources 
directive. For example, the senior management must first assess subordinates and sign-
off accordingly. 

 
Root Cause 
 
The performance assessments for senior management staff is not aligned with the 
performance assessments for all other staff as it is dependent on the completion of the rest of 
the staff. 

 
Risk/Consequence 

 

• If a directive is not practical, then it might result to a non-compliance issue. 

• Operational targets might not be achieved. 

 
Recommendation(s) – Priority 2 

 

• Human Resources should put in place performance separate quarterly assessment 
dates for senior management and staff accordingly to avoid them non achieving 
operational targets. 

• These dates must be outlined in the procedure manual. 
 
Management Comment 
 
Management accepts the finding. 

 
Corrective Action Plan 

• Both the policy and the procedure manual will be corrected accordingly by end of 4th 

quarter. 

• In the short-term the third quarter assessment dates will accommodate both employees 

and Senior Managers.  
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Responsible Official 

Manager, Human Resources 
Senior Manager, Corporate Services 
 
Agreed Action Date 

• Immediately – schedule for 2 separate dates for assessments of employees and Senior 

Managers 

• 31 March 2020 – Amendment of the Performance Management Standard Operating 

Procedure 

 

Auditor’s Conclusion 

Internal Audit notes management corrective action plan and will follow up in the next quarter. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

19 
 

6. Inefficiencies over the submission of quarterly performance assessments 
documentation  

 
Audit finding rating Control rating classification Risk rating Repeating finding 

 Ineffective Low Yes 

 
Criteria  
 
The process in place requires employees to submit their quarterly performance assessments 

and supporting documents to the Human Resources by the timeframe as predetermined and 

communicated to management. 

 
Best practice emphasizes that physical movement of paper records should be documented to 
ensure that they can be located when required. The records tracking system should be able 
to record the item number, a description of it (such as a title), the person or business area 
having possession of the item, the date of movement and the new location of it. 
 
Observation 
 
6.1. To ensure effective records management process, Human Resources keep an incoming 

and outgoing register to track all documents movement within the department. 
 

However, we noted that this register is not properly maintained, in that, we identified 
instances where quarterly performance assessment documents were submitted to 
Human Resources, but incoming register was not completed and signed to acknowledge 
submission and receipt of the documents. The following are the examples: 

 

Employee Number Unit 

Quarter 1 

ELRC116 Human Resources 

ELRC142 Information Communication Technology 

ELRC077 Executive Services 

ELRC056 Supply Chain Management 

ELRC106 Human Resources 

ELRC073 Human Resources 

ELRC102 Dispute Management Services  

ELRC076 Collective Bargaining Services 

ELRC049 Collective Bargaining Services 

Quarter 2 

ELRC88 Human Resources 

ELRC142 Information Communication Technology 

ELRC92 Information Communication Technology 

ELRC077 Executive Services 

ELRC056 Supply Chain Management 

ELRC043 Human Resources 

ELRC147 Finance 

ELRC94 Supply Chain Management 

ELRC90 Supply Chain Management 

ELRC83 Supply Chain Management 

All Collective Bargaining Services personnel 

 
6.2. We noted that performance assessments submission deadlines are not always adhered 

to by staff. Human Resource’s incoming register showed that late submission of 
quarterly performance assessments and portfolio of evidence. The following are 
examples of such:  
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Deadline for 
submission   

EE Number Date documents were submitted 
by staff (per the register) 

Unit 

1st Quarter 

12/07/2019 ELRC147 17/07/2019 Finance 

12/07/2019 ELRC039 15/07/2019 Finance 

12/07/2019 ELRC118 19/07/2019 Supply Chain Management 

12/07/2019 ELRC070 19/07/2019 Supply Chain Management 

12/07/2019 ELRC90 19/07/2019 Supply Chain Management 

12/07/2019 ELRC94 19/07/2019 Supply Chain Management 

12/07/2019 ELRC83 19/07/2019 Supply Chain Management 

2nd Quarter 

14/10/2019 ELRC116 15/10/2019 Human Resources 

14/10/2019 ELRC99 15/10/2019 Finance 

14/10/2019 ELRC95 15/10/2019 Finance 

14/10/2019 ELRC118 17/10/2019 Supply Chain Management 

14/10/2019 ELRC070 17/10/2019 Supply Chain Management 

14/10/2019 ELRC100 23/10/2019 Dispute Management 
Services  

 
6.3. Upon enquiry with the Human Resources unit we were informed that a reconciliation of 

the received performance assessments versus the register was not conducted. This is 
an indication of the unit’ s failure to comply with its own internal controls. 

 
Root Cause 
 

Human Resources does not focus on the movement of documents but places reliance on the 

actual docs received and omits the signing off of the register. 

 
Risk/Consequence 

 

• Failure to meet set deadlines impact negatively of Human Resource’s operational plan 

in terms of the achieving their operational targets. 

• Possible loss of records.  

• Lack of accountability of audits trails over use and movement of files. 

 
Recommendation (Priority 2) 
 

• Human Resources should enforce strict compliance with set controls. In this case, 

personnel should take the register to staff who submitted documents without signing the 

register and obtain their signatures. 

• Staff must me informed to sign the register for all documents (hard and soft copies) they 

submit to Human Resources 

• Consequence management should be effected on failure to meet set deadlines. 

 
Management Comment 
 
Management accepts the finding. 
 
Corrective Action Plan 

• A reconciliation of the incoming and outgoing register for received performance 
assessment will be conducted. Any variances will be followed up and cleared by 
personnel. 

• Consequence management will be applied to all issues of non-compliance. 
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Responsible Official 

Manager, Human Resources 
Senior Manager, Corporate Services 
 
Agreed Action Date 

Immediately 

 

Auditor’s Conclusion 

Internal Audit notes management corrective action plan and will follow up in the next quarter. 
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7. Performance assessment documents are not always signed-off by parties 
 

Audit finding rating Control rating classification Risk rating Repeating finding 

 

Ineffective Low No 

 

Criteria 

 
The Performance Management standard operating procedure manual requires that: 
 

6.1.8. In three working days, the Human Resources Officer shall submit all received 
performance assessment forms to the Manager, Human Resources for reviewing. 
 

6.1.9. In three working days, the Manager, Human Resources shall review the performance 
assessment forms and the checklist and submit to the Human Resources Officer for 
filling. 

 
Sound and best practice requires documents generated during a process to be signed-off 
accordingly to officialize it. Signing off on a document translate to announce the end of 
something or to approve or acknowledge something by or as if by a signature. 
 
 
Observation 
 
The following administrative internal control shortfalls were noted: 
 

7.1. The practice over the initializing pages to the performance contracts is not consistently 
applied. For example, the performance agreements of Senior Managers, Corporate 
Services and Collective Bargaining Services are one sided initialized.  
 

7.2. The Individual Development Plan and Motivation Performance Assessment Rating 
Forms for the Senior Manager, Collective Bargaining Services is not signed-off as 
evidence of approval by supervisor.  

 

7.3. The documents mentioned above were received by Human Resources for quality 
checking and filing accordingly, however, these issues were not detected and brought 
to the attention of the supervisor for correction. 

 

7.4. The performance assessment checklist for the first quarter is attached in the file of the 
Senior Manager, Collective Bargaining Services, however, not signed-off by Manager, 
Human Resources as evidence of quality checking. 
 

Root Cause 
 
The Senior Managers documents were received on the last day of submission, thereby not 
giving sufficient time for adequate quality checking by the Human Resources Management. 
 
Risk/Consequence 

 

• Alternations can be made without the supervisor timely detecting them. 

• If Human Resource fails to perform quality checking of performance assessment 
documents, then the risk inconsistencies might exist.  
 

Recommendation(s) – Priority 3 
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Human Resources should perform quality checks on all performance management system 
documents to ensure compliance with acceptable standards. Any errors should be corrected 
before filing the documents. Any missing or incomplete documents should be sent back for 
rectification prior filing. 
 

Management Response 

 

Management agrees with finding. 

 

Corrective Action Plan 

• Human Resources Management will strengthen the review controls by ensuring that 
received documents are properly checked page by page for adequate completion and 
where necessary, documents will be returned to employees for completion. 

• The documents will be returned to the respective employees for duly completion.  
 

Responsible Official 

Manager, Human Resources 
Senior Manager, Corporate Services 
 
Agreed Action Date 

Immediately. 
 
Auditor’s Conclusion 

Internal Audit notes management corrective action plan and will follow up in the next quarter. 
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Appendix 1 – Definitions of Ratings 

 

Recommendations 
 

We categorise our recommendations according to their level of priority 

Priority 1 Major issues for the attention of senior management 

Priority 2 Other recommendations for local management action 

Priority 3 Minor matters 

 

Control Rating 
 

The rating scale was used to rate the adequacy and the effectiveness of the controls tested: 

Control effectiveness rating classification 

Inadequate control Laid down accounting and internal control procedures were either inadequate or 
non-existent. This may indicate a residual risk exposure 

Ineffective control Employees were performing their duties ineffectively based on the results of tests 
performed, on a sample basis, for the period under review. This may indicate a lack 
of performance in order to achieve objectives. 

Room for improvement in 
control 

Employees were performing their duties however room for improvement was 
identified based on the results of tests performed, on a sample basis, for the period 
under review. This may indicate room for improvement of performance in order to 
achieve objectives. 

 

Audit Finding Rating 
 

The table below indicates the way individual findings were rated: 

Audit finding rating classification 

 Critical  
Pervasive weaknesses in control environment and/or instances of non-
compliance with internal controls 

 Significant  
Significant weakness in control environment and/or instances of non-
compliance with internal controls 

 Less Significant  
Isolated areas of weakness in control environment and/or instances of non-
compliance with internal controls identified 

 
Housekeeping  

No significant weaknesses in control environment or significant instances of 
non-compliance with internal controls identified 

 

Deficiency Risk Rating in Relation to Audit Finding 

Audit finding risk rating 

High risk As this is a high priority issue, immediately management attention is required. This is a 
serious internal control or risk management issue that if not mitigated, may, with a high 
degree of certainty, lead to: 

 Substantial losses, possibly in conjunction with other weaknesses in the control framework 
or the organisation or process being audited. 

 Serious violation of corporate strategies, policies, or values. 

 Serious reputation damage, such as negative publicity in national media. 

 Significant adverse regulatory impact, such as loss of operating licenses or material fines. 

Medium risk As this is a medium-priority issue, timely management attention is warranted. This is an 
internal control or risk management issue that could lead to: 

 Financial losses. 

 Loss of controls within the organisation or process being audited. 

 Reputation damage such as negative publicity in local or regional media. 

 Adverse regulatory impact, such public sanctions or immaterial fines. 

Low risk As this is a low priority issue, routine management attention is warranted. This is an internal 
control or risk management issue, the solution to which may lead to improvement in the 
quality and/or efficiency of the organisational entity or process being audited. Risks are 
limited. 

 


