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	Ref E7

Skills Funding Agency 

Audit of Learner Responsive Final Claim 2010/11

Planning Meeting Aide Memoir
	

	Provider:  
	


	
	

	Provider:  
	



	1. Provider Details
	Notes

	Main Contact with the College:
	

	Telephone Number:
	

	Email Address:
	


	2. Points for Discussion
	Notes

	Provide details of the audit team – Managers, Leads etc.
	

	Outline visit schedule:

· No of days on site

· Accommodation requirements  

· Debriefing arrangements
	

	Confirm the dates for substantive testing
	

	Agreed date by which the ILR will be returned to the Skills Funding Agency
	

	Discuss the need for the College to maintain a clear audit trail for any adjustments made to the ILR after its submission to the Skills Funding Agency
	


	2. Points for Discussion
	Notes

	Provider Questionnaire (B3)

Run through the Provider Questionnaire (B3) and ask them to provide details of any other sources of funding by an agreed date.

Also ask them to provide a list of learners for each funding stream, consortium arrangements, full cost courses and sub contractors used where applicable

Make a note during the planning visit of those funding streams which are not received / administered by the organisation.  

(This will help with the planning and identify which funding streams will need to be tested during the visit and where additional samples are required.
	

	Prepared by Provider Document (E3)

Discuss the Prepared by Provider Document (E3) section 2.2 and briefly talk through each of the areas for which information is required.  If time allows ask them to provide examples of the following otherwise request copies are sent to the lead auditor in advance of the visit :
· Learning agreements 

· Enrolment forms

· Registers / evidence used to support participation
	

	E3 2.3.1 - NVQ’s
Check with the College and make a note of how they ensure over lap units have been removed for learners undertaking more than one NVQ. Confirm that evidence will be required to support this should any of these learners be “sampled” during the visit.
	


	2. Points for Discussion
	Notes

	E3 2.3.2 - DEL

Ascertain if the College are delivering any Distance Learning qualifications. If so make a note of what provision is being delivered and discuss the evidence requirements 
	

	E3 2.3.3 – Unitisation

Ascertain if the College are delivering any unit based provision If so make a note of what provision is being delivered and discuss the evidence requirements
	

	E3 3 DSATS:

Ask if the College runs the DSAT’s on a regular basis

Confirm that the DSAT reports will be issued to them prior to the visit and they will need to review the reports and provide us with either:

· Evidence / documentation for the learners listed during the visit or

· Explanations to be provided on the data contained within each of the reports.

Ask that the responses be returned prior to the visit to enable us to pick any additional sample (where appropriate) for on site testing. 
	

	Additional Notes.



	Prepared by:
	Date:
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