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We have issued this checklist to assist Providers in collating the relevant information.
The samples have been selected based on the use of the following software:
· FIS version 20
· PDSAT version 14
FIS automatically uses the latest available Learning Aim Reference System (LARS).
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This document 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.  The lists are in the form of checklists for you to use if you so wish.
· PDSAT review: We have undertaken a review of the PDSAT reports that we produced from your ILR data and require further documents and/or explanations for items appearing in exception reports.
· Other Information: Required to complete the assurance review.
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For all listing reports requested (e.g. Section 5), please include learner reference number, given names and family name.
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In our confirmation letter we asked you to provide us with copies of any relevant finalised internal audit reports for the 2013/14 academic year (e.g. MIS systems, subcontracting).  If not already provided we would welcome receipt of these at the time of our arrival on site.
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As part of our assurance approach we will be reviewing contracts and/or memoranda of understanding that you have with your subcontractors.  Please have these available for review during our time on site.
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The assurance approach includes reconciliation of movements between the reviewed ILR and the final R14 ILR that forms the basis of the Final Claims.
We agreed a date by which you would provide us with an ILR that we would use for this review.  In order that we can complete the reconciliation of movements, we asked that you maintain a full record of changes that you make to your data both prior to and during our assurance visit.
Please have the list of changes that you have made prior to the visit available at the time of our arrival on site.  Please also ensure that you can provide an update on request during the course of the visit.
[bookmark: _Toc373477651]ESF Match Funding
Where the Agency has informed you that your 2013/14 provision may be used as match for the 2007-13 ESF programme, we are required to undertake testing to ensure that you are complying with the additional requirements relating to ESF policies, data, learner notification, the use of logos and document retention.
Please ensure that you have the following documentation available:
· Learner induction materials
· Document retention policy
· Equal opportunities policy and action plan
· Policy for sustainable development (including an environmental implementation plan)
· Policies/plans to cover health related issues in the project activities (for health projects in the London region only)
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Basis of samples
The basis on which substantive samples are selected for each funding body, and on which evidence must be provided, is as follows:
· Skills Funding Agency:  Samples are selected at learner level.  For each learner in the sample, evidence for the learner’s entire learning programme is required (i.e. all separately identifiable learning aims undertaken by the learner).
· Education Funding Agency:  Samples are selected at learner level.  Evidence for each learner in the sample and their respective planned study programme is required.
Learner eligibility
In ensuring that all learners are eligible for funding, reference should be made to the Skills Funding Agency’s Funding Rules 2013/14 and the Education Funding Agency’s Funding guidance for young people 2013/14: Funding Regulations.
Learner existence, programme eligibility and participation
The assurance review approach is concerned with evidence of learner existence, programme eligibility and learning activity/participation.  The prime source of documentation in support of learner existence is a completed learning agreement confirmed by the learner and on behalf of the provider.
It is essential that where the Provider delivers programme led qualifications or embeds qualifications, the Provider is able to demonstrate which sessions relate to each learning aim selected in the sample.
Other sources of evidence which may be considered in assessing learner existence may include:
· Supplementary documentation signed/confirmed by the learner including correspondence;
· Evidence of participation in continued learning (e.g. registers, reviews, assessments, portfolios);
· Evidence of achievement (from third party organisations).
Learning Agreement
The Skills Funding Agency’s Funding Rules 2013/14 defines a learning agreement as the primary evidence to prove the existence, eligibility and activity of the learner and also an ongoing record of the learner in learning.  In this respect, the learning agreement encompasses all the evidence in support of a learner’s entire programme of learning, from enrolment to completion.  However, the learning agreement can be a collection of documents and the following section provides a list of the types of documents that you may hold as part of a learning agreement.
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For each learner and their learning aims in the sample, the following table is a guide to the evidence that should be provided, where applicable:
	No
	Information required
	Completed

	1
	Evidence of eligibility.
	

	2
	Learning agreement(s) covering all learning aims.
	

	3
	Enrolment form.
	

	4
	Evidence to justify full funding.
	

	5
	Evidence to support the proportion of funding remaining (e.g. reductions for overlapping units where learners are undertaking more than one learning aim).
	

	6
	Register or other evidence of participation or learning activity for all learners and learning aims selected.
	

	7
	Evidence to support planned hours recorded in the ILR for EFA funded study programmes.
	

	8
	Evidence to support claims for learning support (assessment of need, support plan, evidence of support delivered)
	

	9
	The register or other evidence that supports the last date of participation where the learner has withdrawn.
	

	10
	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 where the learner has transferred between learning aims.
The updated learning agreement showing details of the transfer.
	

	11
	Evidence of achievement where the learner has achieved the learning aim(s).
	

	* Other evidence as stipulated in the Skills Funding Agency’s Funding Rules 2013/14 and the Education Funding Agency’s Funding guidance for young people 2013/14: Funding Regulations may be requested as necessary.
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Additional samples of learners may have been selected to cover:
· Loans Learners;
· EFA 16-19 Bursary Fund;
· Earnings Adjustment Statement (EAS).
These were referred to in our confirmation letter.  Where applicable, information required for these samples is included in the tables below.
Loans Learners
	No
	Information required
	Completed

	1
	Learning funding and information letter
	

	2
	Learning agreement(s) covering all learning aims.
	

	3
	Evidence to support claims for Loans Bursary funding (assessment of need, support plan for learning support, evidence of support delivered)
	


EFA 16-19 Bursary Fund
	No
	Information required
	Completed

	1
	A list of all learners’ bursary applications and awards, including
· Number
· Type (i.e. defined vulnerable groups or discretionary awards)
· Value
· Purpose
· Whether awarded or not
· Details of how payment(s) will be made
· Brief justification.
	

	2
	Learning agreements and enrolment forms.
	

	3
	Justification of the Provider’s payment decisions.
	

	4
	Attendance evidence.
	

	5
	Confirmation of the Provider’s 16-19 Bursary Fund internal policies.
	


Earnings Adjustment Statement (EAS)
	No
	Information required
	Completed

	1
	A transaction list of all learners for whom a EAS claim has been made, including
· Learner Name
· Type (e.g. Hardship, Exceptional Learning Support, Learner Expenses, Authorised Claim)
· Value
This list can be at learner level per month to support each monthly claim, or can be at learner level for the year-to-date claim.
The list must agree with the value of EAS claims submitted to the Agency.
	

	2
	Learning agreements and enrolment forms.  The Learning Agreement should record details of the Learner Support including eligibility to receive support.
	

	3
	Evidence to confirm that costs were incurred and reimbursed.
	

	4
	Evidence to support Authorised Claims made.
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PDSAT software has been available to the sector throughout the year.  As part of our assurance approach, we have undertaken a review of the PDSAT reports produced from the ILR that you provided us with.
We have recorded the findings from our initial review of the PDSAT reports on the attached working paper C1: PDSAT Report Review 
Please review our findings and follow the instructions contained in the column headed “Action required by provider”.
The action required will include:
· provision of specific documentation for selected learners; and/or 
· explanations as to why entries appear on specific PDSAT reports.
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For each category in the table below, please provide a full list of learners.  The following information should be included where available:
· Learner’s Given Name and Family Name, Date of Birth, Learner Reference Number, ULN, Completion Status,
· Learning Aim Reference Number or Qualification Code, Start Date, Planned End Date, Actual End Date, Guided Learning Hours
Where possible, the lists should be obtained from the relevant departments and not from the learner records system, to allow a learner level comparison to be undertaken.
	No
	Listing Required
	Completed

	1
	Skills Funding Agency ESF Co-financing Contract(s)
	

	2
	HEFCE funded programmes
	

	3
	Franchised-in HE provision (funding received from HE institutions)
	

	4
	Overseas learners
	

	5
	Full cost provision
	

	6
	Other funding (please provide details):
	

	
	
	

	7
	Evidence of Provider PDSAT reviews (usually provided onsite during the review)
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In order to gain assurance that your ILR is complete, we will undertake completeness testing.  To do this, we will require access to your registers (or other evidence of enrolment and attendance) so that we can trace all learners in the ILR.
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