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1.
Guidance Notes and Working Papers.

1.  The review of the Education Maintenance Allowance (EMA) payments system operated by the college should determine that there is an appropriate system of controls in place to ensure effective administration of payments to learners via EMASYS and the Assessment and Payment Body (APB).  For this reason a brief controls questionnaire is provided in the testing schedule below; this should be completed through discussions with the college.  Identified control weaknesses and suggestions for improvement should be reported to the college.  

2.  Usually, substantive testing should be completed for a sample of 30 learners.  For colleges which are assessed as high risk due to the number of partnerships, the sample size should be increased as follows:

· Up to 10 partnerships: 30 learners
· Between 10 partnerships and 19: 60 learners

· Over 20 partnerships: 90 learners.
These increased sample sizes will be piloted during January 2007 by the funding auditors at three colleges (one per firm – i.e. the college regarded as the highest risk in respect of the number of partnerships) as determined by the auditors.
3.  Capita has prepared transaction reports for each of the colleges for the testing period (November 2006).  From these reports, the sample of learners should be selected, using random interval sampling.  The report identifies each week as follows:


Week commencing 30 October 2006:
9


Week commencing 6 November 2006
10


Week commencing 13 November 2006
11


Week commencing 20 November 2006
12


Week commencing 27 November 2006
13

4.  The most recent bonus payment (if applicable) should be tested for each learner in the sample also, although this may not have been paid in the month tested for weekly payments.  Where actual payment errors are identified, these should be clearly recorded on the working papers, and the auditor should determine whether any recovery action has been carried out via EMASYS.
5.  The payment decisions for both weekly and bonus payments are inputted by the college directly onto the EMASYS system which is administered by the current APB (Capita plc).  The payment decisions are identified as follows:


Y:  Yes


N:  No


D:  Not set (decision not made yet)

6.  Once the sample has been selected, individual Mini Statements for each learner which detail the learners’ payments history can be printed off, or viewed directly from a VDU.  This can be useful if the auditor wishes to view a pattern of payments for a learner over a period of time.  There should be no need to request payment reports from Capita prior to the audit visit.
7.  It is recommended that prior to the audit, the college is advised that during the audit access to EMASYS will be required and a suitably experienced member of staff should be available to assist with the audit.
8.  Please return a copy of the completed working papers, below, to Tim Turner, Principal Auditor, National Office Provider Financial Assurance Team, c/o LSC Greater Manchester: tim.turner@lsc.gov.uk.
9.  To assist the auditor reference should be made to the official EMA guidance document, which can be accessed via www.direct.gov.uk/ema: 2006/07 Education Maintenance Allowance Guidance for Providers, issued in September 2006.
2.
Controls Questionnaire

	
	Actual Control
	Satisfactory?

Y/N

	College controls review
	
	

	Through discussion and observation determine the following:

1.  General Questions

1.1 What management, staffing and organisational arrangements are in place for administering EMA?
1.2 Does the college have a documented EMA policy for staff and learners, and does it include authorised and unauthorised absences?
1.3 What controls are in place to ensure the accurate recording, storage and security of EMA evidence and data?

1.4 What controls are in place to ensure that information received from off-site provision/annexes to support payment decisions is accurate and received on a timely basis?

1.5 What controls are in place to ensure that off-site providers/annexes do not have Super-user access to EMASYS?

2.  Key Controls

2.1 What controls are in place to ensure that the college has checked that EMA learners satisfy the following EMA eligibility requirements:?
i.    Learners are aged between 16 and 19

ii.   Learners are entitled to free education

iii   Learners fulfil the EMA residency criteria

iv.  Learners are not in receipt of other excluded government funding

v.   Learners are enrolled on a valid programme of study at a recognised education establishment (minimum 12 guided learning hours for 10 weeks).

(See 2006/07 EMA Guidance for Providers, Section 4).
2.2 What controls are in place to ensure that each learner agrees and signs their Contract Part 1? (See 2006/07 EMA Guidance for Providers, paragraphs 85 to 91).
2.3 What controls are in place to ensure each learner agrees and signs their Contract Part 2 document? (See 2006/07 EMA Guidance for Providers, paragraphs 92 to 99).
2.4 What controls are in place to ensure accurate recording of learners’ attendance and making appropriate weekly payment decisions? (See 2006/07 EMA Guidance for Providers, paragraphs 118 to 129, and Annex 1).
2.5 What controls are in place to ensure that bonus payments are only paid to qualifying learners? (See 2006/07 EMA Guidance for Providers, paragraphs 136 to 147).
2.6 What controls are in place to ensure that any overpayments are adjusted and the APB is informed where appropriate? (See 2006/07 EMA Guidance for Providers, paragraphs 156 to 161).
2.7 What controls are in place to ensure that learners are informed of ‘no pay’ decisions’?  (See 2006/07 EMA Guidance for Providers, paragraphs 135 and 147).
	
	


3.
Substantive Tests

	Learner 
	EMA Reference Number
	1.  Is evidence held to confirm that the learner satisfies the college and EMA eligibility criteria? (See Guidance, Section 4).
	2.  Is a signed copy of EMA Contract Part 1 held? (See Guidance, paragraphs 85 to 91).
	3.  Is a signed copy of the Contract Part 2 held (See Guidance, paragraphs 92 to 99).
	4.  Is evidence of attendance held to support the EMA payments made or withheld for the test period? (See Guidance, paragraphs 118 to 129, and Annex 1).
Month:
Wk1 Wk2 Wk3  Wk4 Wk5
	5.  Is evidence held to confirm that the learner was entitled to receive the most recent bonus payment? (See Guidance, paragraphs 136 to 147).
Month
	Comments
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4.
Summary of Transactions Tested
	Sampling Methodology (brief description)
	

	Number of learners in the sample
	

	Number of weekly payments tested
	

	Number of bonus payments tested
	


5.
Error Schedule: Actual Funding Errors Identified
	Learner Name
	EMA Reference Number
	Weekly or Bonus Payment
	Payment Period (Week or Month)
	Inside or Outside Sample Population
	Description of the error
	Has the college corrected the error through EMASYS?

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


6.
Feedback and Recommendations
	EMA Audit Feedback Notes.

	Audit findings and suggestions for improvement.
	Agreed?

Yes/No
	College’s Comments
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