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1 Introduction

We set out in this document our audit requirements for the substantive testing stage of the audit of the ILR return in respect of the year ended 31 July 2011.

We have issued this checklist to enable MIS officers to have sufficient time in which to collate the relevant information.

The samples have been selected based on the use of the following Skills Funding Agency software:

· LIS version 18
· DSAT 11
· LAD 2011
1.1 Reports

Please include learner reference, initial and surname where relevant in all reports provided.

1.2 Structure of the “Prepared by Client” Document
This report contains four main sections:
· Documentation - Documents to be made available to the auditor (where applicable).

· Substantive Sample – This lists the information required in relation to the main substantive sample;
· DSATs review – We have undertaken a review of the DSATs and require further documents and/or explanations to verify the data; and 

· Other Information required to complete the audit.
2 Documentation

2.1 Internal Audit Reports
2.1.1 In our confirmation letter we asked you to provide us with copies of any relevant finalised internal audit reports for the 2010/11 academic year (eg MIS systems, sub-contracting etc.).  If not already provided we would welcome receipt of these at the time of our arrival on site.

2.2 Subcontracting

2.2.1 As part of our audit approach we may need to review contracts/memorandum of understanding you have with your subcontractors (where applicable).  Please have these held centrally should they be needed for review during our time on site.

3 Substantive Samples
3.1 Background

3.1.1 Learner eligibility

Reference should be made to the ‘Skills Funding Agency Adult Learner Responsive Funding Requirements 2010/11’ and ‘YPLA Funding Guidance 2010/11’.

3.1.2 Learner existence
The audit approach is concerned with evidence of learner existence and participation.  The prime source of documentation in support of learner existence is a completed learning agreement signed by the learner and on behalf of the provider.  It is expected that the qualification selected in the sample is recorded on the learning agreement. In addition we will require all learning agreements that cover all the learning aims the learner has undertaken during 2010/11’.
Register evidence and documentation to support the learners’ on-programme activity will be required for the course selected in the sample.

It is essential that where the Provider delivers programme led qualifications or embeds qualifications, that the Provider are able to demonstrate which sessions relate to the learning aim selected in the sample.

Other sources of evidence which may be considered in assessing learner existence may include:

· Supplementary documentation signed by the learner including correspondence;

· Evidence of participation in continued learning (registers, reviews, assessments, portfolios etc);

· Accuracy of withdrawal data;

· Evidence of achievement (from third party organisations).

3.2 Main Substantive Sample – Evidence required 
For all learners in the sample please provide:
	No
	Information required
	Completed

	1
	Learning agreement(s) to cover all learning aims
	

	2
	Pre-entry advice and guidance
	

	3
	Enrolment form
	

	4
	If applicable, evidence of Asylum seeker status
	

	5
	If applicable, evidence of fee remission (including level 2 and level 3 declarations)
	

	6
	If applicable, evidence to confirm the learners eligibility for disadvantage uplift.
For reasons other than postcode, evidence is required to demonstrate the uplift claimed
	

	7
	Register or other evidence of participation on a learning aim that the learner is enrolled on for the duration of the course supporting the Guided Learning Hours recorded on the ILR.
It is essential that where the Provider delivers programme led qualifications or embeds qualifications, that the Provider are able to demonstrate which sessions relate to the learning aim selected in the sample, therefore evidence of timetables may be needed to justify the GLH as appropriate
	

	8
	If applicable, where the learner has withdrawn, the register that supports the last date of participation 
	

	9
	If applicable, where the learner has transferred between learning aims, the register that supports the last date of participation for the transferred from learning aim and the register that supports the first date of participation for the transferred to learning aim. In addition please provide the original and updated learning agreement.
	

	10
	For all learners in our sample we require a copy of the evidence to confirm the learners’ registration with the awarding body.

Where learners have achieved the learning aim, evidence of achievement will be required
	


3.3 Additional information

In addition to the above, for all learners in the sample which fall into the categories listed below additional information is required:

· NVQ’s
· DEL
· Unitisation
3.3.1 NVQ

For learners in the sample for whom NVQ qualifications are being tested (see Section 2.2) the following information / documentation will be required:
	No

	Information Required
	Provided

	1
	If the learner is undertaking more than one NVQ in year evidence will be required to demonstrate that all overlap units have been removed
	


3.3.2 DEL

For learners in the sample for whom Distance Learning qualifications are being tested (see Section 2.2) the following information / documentation will be required:

	No
	Information Required
	Provided

	1
	Timetable of planned contact
	

	2
	Evidence of Agency/YPLA approval for the provision, and the funding rate used; or confirmation that the listed value for the learning aim has been claimed.
	

	3
	In year progress reviews and assessments
	


3.3.3 Unitisation

For learners in the sample who are undertaking unit based provision (see Section 2.2) the following information / documentation will be required;

	No
	Information Required
	Provided

	1
	Details of units undertaken
	

	2
	Agency/YPLA approval for learners aged under 19
	

	3
	Details of the individual qualification that the unitised learning aim relates
	

	4
	Provide confirmation as to how many units make up the full qualification
	


3.3.4 EMA and ALG
Referred to in our confirmation letter.  Where applicable we will require the following:

	No
	Information Required
	Provided

	1
	College learning agreement and enrolment form; 


	

	2
	ALG / EMA agreement;

	

	3
	Justification of the College payment decision for the learners for the week commencing 2 May, 9 May, 16 May, 23 May:

	

	4
	Attendance evidence for all learners for the four weeks, 2 May, 9 May, 16 May, 23 May; 


	

	5
	Confirmation of the Colleges EMA and ALG internal policies (particularly the policy surrounding learner attendance requirements); 


	


4 DSATs Review

DSAT reports have been made available to the FE sector throughout the year.  As part of our audit process we have undertaken a review of the reports based on the ILR return made to us.

We attach a spreadsheet that shows our initial findings of our review. In preparation for the audit and our visit to you, can you please review our findings and follow the instructions contained in the column headed “recommendation to provider”. 

The recommendations will either request 

· documents for list of learners; and / or 

· explanations to be provided on the data contained within the particular DSAT report.

5 Additional Information

For the reports listed below the following information should be included where appropriate:
· Learner Name, Date of Birth, Reference Number, Completion Status, 

· Qualification code (UDF and external identifier), Start and End Dates, Guided Learning Hours

The following reports should be obtained from the relevant departments, and where possible not from the learner records system, to allow a learner level comparison to be undertaken:
	No
	Report required
	Completed

	1
	List of learners on ESF Skills Funding Agency Contracts
	

	2
	List of learners receiving Apprenticeship funding 
	

	3
	List of learners receiving Train to Gain funding
	

	4
	List of learners on 14-19 Diplomas
	

	5
	List of all learners undertaking HEFCE funded programmes
	

	6
	List of all HE franchised learners
	

	7
	List of all Overseas learners
	

	8
	List of all learners on Full-cost provision
	

	9
	List of all learners Other projects (other Skills Funding Agency funding outside of recurrent funding or additional to it)
	

	10
	List of learners funded under Construction apprenticeship scheme
	

	11
	List of learners funded through other contracts (e.g. OLASS, LEA, Agency/YPLA funded ACL, ETP, Job Centre Plus etc.)
	

	12
	Evidence of Provider DSAT reviews (usually provided onsite during the review)
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