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The purpose of this document is to collate relevant information from the provider to support an inherent risk assessment and controls risk assessment by the auditor. These risk assessments will influence the main substantive audit sample. Information provided will also be used to determine the programme of direct validation work to be completed (where applicable).

This document contains the following sections:

1. Provider Business Environment: General information

2. Provider Business Environment: Provider activity

3. Provider Controls Environment: Self-assessment questionnaire

	1 Provider Business Environment
	Details to be completed by provider (please answer in the space provided, or reference to supplementary information as necessary)

	1 General information

	1.1 Have there been any recent changes in key staff responsible for areas of the learner records system or ILR data returns? E.g. responsibility for
· overall MIS system

· enrolment process

· registry

· monitoring and recording other sources of funding

· ensuring learner eligibility (queried cases and compliance)

Please provide an up to date organisation chart for your organisation highlighting key contacts with responsibility for learner records and administration of sources of funding.  


	Ref.

	1.2 Has the organisation undertaken any major changes to its learner database system and/or financial systems in the last 12 months?

If yes to either please provide details.


	

	1.3 Please provide a copy of the latest management information provided to senior management on the performance of the organisation for the current year. 

	Ref.


	2 Provider Business Environment
	Details to be completed by provider (please answer in the space provided, or reference to supplementary information as necessary)

	2 Provider activity

	2.1 Please provide summary information on the value of provision, funded through the organisation’s recurrent funding agreement with the LSC, for the analysis contained in the table below.

(This information is required for analytical review as part of the assessment of inherent risk used to determine the scope of the audit and sample sizes.)


	


Table 1:  Recurrent funding:  Subjective analysis by area of activity
	
	2005/06 actual outturn

£
	2006/07 estimate of allocated funding

£
	Variance 2005/06 to 2006/07
%
	Comments to explain fluctuations where regarded as unusual or material

	Total allocation
	
	
	
	

	Subjective analysis by area of activity:
	
	
	
	

	Franchise provision
	
	
	
	

	Partnership provision

(Code ‘80’ to ILR field A21)
	
	
	
	

	Direct off-site provision
	
	
	
	


	3 Provider Business Environment
	Details to be completed by provider (please answer in the space provided, or reference to supplementary information as necessary)

	3 Provider activity

	2.2 Please provide summary information on any provision delivered with a partner provider (includes provision previously called franchising, direct with a partner or sub-contracted provision), funded by the LSC recurrent grant, in the table below.

(This information is required to determine the level of direct validation site visits to be completed as part of the Learner Existence and Eligibility audit.)


	


Table 2:  Summary of provision delivered with a partner provider

	Name of partner provider & ‘Franchise and partnership delivery provider number’ (ILR field A22)
	Location of delivery

(Address and post code)
	Period in which delivery will take place
	Is a completed contract in place for this provision for the year under review

(Yes/No)
	Estimated activity for 2006/07
£
	Number of unannounced site visits undertaken in year and issues arising

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Table 2:  Summary of provision delivered with a partner provider (continued)

	Name of partner provider & ‘Franchise and partnership delivery provider number’ (ILR field A22)
	Location of delivery

(Address and post code)
	Period in which delivery will take place
	Is a completed contract in place for this provision for the year under review

(Yes/No)
	Estimated activity for 2006/07
£
	Number of unannounced site visits undertaken in year and issues arising

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	4 Provider Business Environment
	Details to be completed by provider (please answer in the space provided, or reference to supplementary information as necessary)

	4 Provider activity

	2.3 Please provide summary information on programmes delivered away from the organisation’s main sites, and for which funding is received through the organisation’s recurrent funding from the LSC, which are not delivered under partner provider arrangements included in table 2 above. 

(This information is required to determine the level of direct validation site visits to be completed as part of the Learner Existence and Eligibility audit.)


	


Table 3:  Summary of direct provision delivered ‘off-site’

	Name of centre


	Location of delivery (Address and post code)
	Nature of courses delivered (inc. Learning aim codes)
	Period in which delivery will take place
	Estimated activity for 2006/07
£

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Table 3:  Summary of direct provision delivered ‘off-site’ (continued)

	Name of centre


	Location of delivery (Address and post code)
	Nature of courses delivered (inc. Learning aim codes)
	Period in which delivery will take place
	Estimated activity for 2006/07
£

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	5 Provider Business Environment
	Details to be completed by provider (please answer in the space provided, or reference to supplementary information as necessary)

	5 Provider activity

	2.4 Please complete the table below to provide information on other sources of public funds for provision delivered by the organisation, or administered by it (EMA).
	


Table 4:  Other sources of public funding

	Source of funding
	Funding received/administered by organisation

(Yes/No)

	Fee remission
	

	Education maintenance allowances (EMA)
	

	ESF co-financed provision
	

	Work based learning (LSC funding)
	

	HEFCE funding
	

	Franchised provision (funding received from HE institutions)
	

	Overseas learners
	

	Full cost provision
	

	National projects (where LSC funding is outside of recurrent funding or additional to it)
	

	Construction apprenticeship scheme
	

	Learners funded through other contracts (eg prisons, LEA, LSC funded ACL/PCDL, Train to Gain - please specify)
	


	6 Provider Control Environment
	Details to be completed by provider (please answer in the space provided, or reference to supplementary information as necessary)

	3. Controls environment self-assessment questionnaire

	3.1 Please complete the questionnaire below to provide a self-assessment concerning the operation of the organisations learner records system and control environment for the specific areas of activity identified.  In support of your self-assessment please provide the following supplementary information:

· Copies of relevant reports from the organisation’s internal auditor (or other audit provider); 

· Copies of action plans (e.g. as reported to audit committee or senior management) to implement recommendations raised in auditor reports (ILR funding auditor, internal auditor, other auditor); and

· Other documentation in support of the answers given (e.g. procedural guidance, internal reports etc). 

(Please reference supplementary documentation to the answers you provide.)

(This information is required for the assessment of control risk used to determine sample sizes.  Where the organisation is unable to complete the questionnaire, or where it is deemed necessary, the LEE auditor may undertake a review of the organisation’s control environment governing its learner records system.)


	


The purpose of this document is to record the controls stated by the provider to be in operation over the key areas of administration relevant to learner existence and eligibility. On-site control existence checks may be carried out on a sample of learner files to support the auditor’s knowledge and understanding of the provider controls recorded in this document. Examples of controls given below are for guidance only, as actual controls will vary from provider to provider. The auditor will consider the adequacy of controls within the context of the nature and size of the provider’s business. A control risk assessment will then be made, which will inform the composition of the main substantive test sample and audit planning.

1. Learner Existence & Eligibility/Initial Assessment and Guidance (Risk - ineligible learners enter a learning programme)
	
	Risk Area
	Examples of Controls
	Actual Control
	Supporting evidence
	Auditor comments

	1.1
	Are controls in place to ensure that only eligible learners enter the programme?


	Learners complete a learning agreement (and/or enrolment form) that gathers all information needed to assess eligibility.

For non-UK nationals, copies of Home Office documents confirming status are held on file.

An authorised member of the provider’s staff interviews the learner to confirm accuracy of completion of the learning agreement and to resolve any queries.


	
	
	


	
	Risk Area
	Examples of Controls
	Actual Control
	Supporting evidence
	Auditor comments

	1.1
	Are controls in place to ensure that only eligible learners enter the programme? (Continued)


	Learner details are checked against LSC eligibility criteria and eligibility is confirmed or rejected.

An authorised member of the provider’s staff signs and dates the learning agreement/enrolment form as evidence the eligibility check has been carried out.

Management perform periodic sample checks of learner files to confirm eligibility controls are operating satisfactorily.  These checks are evidenced.


	
	
	


	
	Risk Area
	Examples of Controls
	Actual Control
	Supporting evidence
	Auditor comments

	1.2
	Are controls in place to ensure that all learners are assessed before or immediately on entry to learning?


	Learning agreements are signed by the learner and a member of the provider’s staff as evidence of initial guidance and assessment.

Administrators check the full completion of enrolment forms prior to input and follow up discrepancies prior to processing.  This control is evidenced by annotating the documentation.
	
	
	


	
	Risk Area
	Examples of Controls
	Actual Control
	Supporting evidence
	Auditor comments

	1.2
	Are controls in place to ensure that all learners are assessed before or immediately on entry to learning? (Continued)


	Periodic checks (at least annually) are made to ensure enrolment documentation meets the minimum requirements of the LSC and the provider.

There is detailed procedural guidance, supported by training, for provider staff involved in the enrolment process.


	
	
	


2. Continued Learning (including learner existence) (Risk – inadequate monitoring of learner participation in a structured learning programme).
	
	Risk Area


	Examples of Controls
	Actual Control
	Supporting evidence
	Auditor comments

	2.1
	Are controls in place to ensure that all learners are participating in continued structured learning?


	There is detailed procedural guidance, supported by training, for provider staff involved in recording learner attendance (e.g. maintenance of structured registers).

Procedural guidance includes procedures for recording learner withdrawals and transfers, supported by proforma documentation.

Administrators check the full completion of attendance records prior to input (where applicable) and follow up discrepancies prior to processing, and this control is evidenced by annotating the documentation.

Management periodic review of attendance and retention rates by programme to identify unusually good or poor rates for further investigation.
	
	
	


3. Other sources of funding (Risk – LSC funding duplicates or displaces other sources of funding).
	
	Risk Area


	Examples of Controls
	Actual Control
	Supporting evidence
	Auditor comments

	3.1


	All learners funded from sources other than the provider’s recurrent funding grant are identified and, where appropriate, recorded as such on the ILR?


	The provider maintains lists of learners funded in whole or in part from sources other than its recurrent funding grant with the LSC and reconciles the numbers and detail of learners funded from other sources between source records and the learner record system to ensure completeness and accuracy e.g.:

· For HEFCE funded learners – to HESA returns,

· For HE franchised-in learners – to returns to the relevant HE institutions,

· For full-cost provision learners to courses identified as such, etc.

These checks are evidenced and retained.
	
	
	


4. Provision delivered with partner providers (Risk – provision may be made at ‘arms length’ from the providers standard control environment).
	
	Risk Area


	Example Controls 
	Actual Control
	Supporting evidence
	Auditor comments

	4.1


	The provider is able to demonstrate effective control of the provision delivered with partner providers? 
	The provider periodically reviews its compliance with the control criteria as outlined in the ‘FE ILR Funding Compliance Advice for 2006/07’.

Management prepare a schedule of proposed franchised activity (identifying providers, provision type, location, contracted funding amount, financial implications etc).  The paper should also confirm the College has assessed and ‘vetted’ providers and provision as appropriate.  The activity should be authorised by the Corporation and clear signing powers delegated to the appropriate committee/managers.

	
	
	


	
	Risk Area


	Example Controls 
	Actual Control
	Supporting evidence
	Auditor comments

	4.2
	Procedures are in place, which are at least as strong as those governing direct provision, and these are effectively monitored?


	The College should have clear franchise procedures which are underpinned by staff training. There should be standard documentation used in respect of all aspects of the franchised process:

· Initial assessment of partner provider and qualification(s) including:

Course accreditation, literature, learning materials, marketing arrangements; and

contracts of employment for tutors, references, financial appraisal of provider, co-ordination arrangements where ‘lead’ arrangements exist.
	
	
	


	
	Risk Area


	Example Controls 
	Actual Control
	Supporting evidence
	Auditor comments

	4.2
	Procedures are in place, which are at least as strong as those governing direct provision, and these are effectively monitored?

(Continued)

	· Checklists for contracting, including:

Insurance certificates

Health & Safety checks
Equal opp’s policy

Resources 

Copies of Tutor CVs

Evidence of checking teaching certificates (if necessary)

Displacement of Funds statement

Marketing material

Standard Model Contract (any amendments made only with legal advice)

Standard documentation to provide audit evidence (as comprehensive as for direct provision)
	
	
	

	
	Risk Area


	Example Controls 
	Actual Control
	Supporting evidence
	Auditor comments

	4.2
	Procedures are in place, which are at least as strong as those governing direct provision, and these are effectively monitored?

(Continued)

	· Standard paperwork for evidencing:

Announced and unannounced visits and learning observation

Monitoring IG and A (where relevant); undertaking IV and EV processes (or observation of EV where appropriate)

Induction of tutors (where relevant)

Learner satisfaction surveys


	
	
	


	
	Risk Area


	Example Controls 
	Actual Control
	Supporting evidence
	Auditor comments

	4.3
	Monitoring, controls and checks are in place to ensure the provider manages the provision on a day to day basis?
	The provider maintains a control schedule for each partner provider and course which:

· Identifies all standard documentation has been obtained (see above);

· Identifies a programme of announced and unannounced visits.  Each planned visit should documented and any issues identified followed through with the provider and reported internally

· Sets a timetable for the return of source documentation (e.g. enrolment documentation and registers).  Return of this information should be monitored.

The control schedule should be reviewed monthly and any outstanding items followed up.
	Please provide details of your procedures and the programme of site visits to partner providers. 


	
	


	
	Risk Area


	Example Controls
	Actual Control
	Supporting evidence
	Auditor comments

	4.4
	The providers ILR accurately reflects provision delivered by partner providers?
	Details of learners identified during unannounced spot visits should be checked against returned documentation (e.g. learning agreements and registers) to ensure the information is consistent with that observed.

Where applicable, lead arrangements are established and these are monitored to ensure they are operating in practice.

The provider has established procedures for self-declaration of partner providers to its regional or local LSC for 2006/07.
	Please provide details of existing lead arrangements – are these operating in practice?


	
	


5.
Direct off-site provision (Risk – standard control procedures may be weak away from main sites).

	
	Risk Area


	Example Controls 
	Actual Control
	Supporting evidence
	Auditor comments

	5.1
	There is adequate monitoring of activity away from the provider’s main sites?
	There are formal arrangements, including specific procedures, where necessary, whereby the provision is monitored on an on-going basis and the controls surrounding provision at the provider’s main site(s) are rolled out to the remote centres, including;

· Completion, retention, and maintenance of source documentation; including return of all documentation periodically or at the end of each course ;

· Initial guidance and assessment, and learner eligibility and existence; and

· Attendance records.

Monitoring procedures to ensure compliance with expected controls and procedures. 
	
	
	


Once you have completed the Provider Business & Control Environment Questionnaire please sign and date the document below.  Please check all additional attachments are complete before return.
	Prepared by:
	Date:

	Name:

	Position:
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