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STAFF PLANNING

INTERNAL CONTROL QUESTIONNAIRE

This audit could be undertaken in conjunction with an audit on staff utilization. This ICQ assumes that the organization has a computerized staff planning system.

	Question
	Yes
	No
	N/A
	Comments

	Procedures

· Who has responsibility for coordinating staff planning information?
· What records are maintained of the allocated work commitments of staff over the forthcoming year?

	 
	 
	 
	 

	Data Input
	
	
	
	

	· Are there written procedures for the collation and use of information required by the staff planning system?

· How is information collated?

· How is information input?

· Is this done on a timely basis?

· What checks are undertaken on the accuracy of information prior to recording on the system?

· If there are changes in staff planning, does a manager authorize the changes prior to the information being input?
	
	
	
	

	Use of Information
	
	
	
	

	· How is information from the staff planning system used?

· Is the information readily accessible to individuals?

· If variations are identified, what action is taken and by whom?

· Is there a formal system for reporting variations?

· Is information provided to different tiers of management according to their needs?

· Is the information generated integrated to other systems such as space management, use of contract/agency staff and staff utilization to help the organization meet its administration needs?
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