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16-19 Bursary Fund Audit Staff Guidance 2015/16 v1

1.  This guidance has been prepared to assist SFA and audit firm auditors undertaking audits of the 16-19 Bursary Fund for the 2015 to 2016 funding year, referred to in this document and the attached work programme files below as 2015/16.
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2.  The purpose of the audit is to gain assurance that the institution has an appropriate system of controls in place to effectively administer 16-19 Bursary Fund payments to students in accordance with the institution guidance document 2015/16 (see paragraph 12 below).  For this reason, a brief Controls Questionnaire is provided, which should preferably be forwarded to the institution for completion and return in advance of the audit visit, or completed through discussions with the institution whilst on site.  Identified control weaknesses and suggestions for improvement should be reported to the institution through the completion of the Feedback and Recommendations document.  

3.  The Substantive Testing Working Papers should be completed for a sample of 15 students in receipt of Bursary funding during 2015/16. Where an institution has vulnerable and discretionary students, both types of student must be included in the sample. The columns included on the Substantive Testing Working Papers are designed to assist in the analysis of the results of Bursary Fund audits and it is therefore essential that they are fully and accurately completed for each student in the sample.

4.  Where audit evidence is requested to support payments of Bursary funding, but not made available to the auditors whilst they are on site, institutions should be given five working days from the date of the feedback meeting to produce the required evidence. Where evidence is not forthcoming at the end of this period, the payment will normally be treated as a funding error.

5.  Where the funding error rate is 5% or above for either vulnerable or discretionary payments, the institution should be given up to three weeks to undertake a 100% audit of those payments not already tested by the auditors. The auditors will then undertake further testing on the results of this audit to determine whether it can be relied upon. 

6.  In respect of 4. and 5. above, if the institution requests additional time to collate missing evidence or undertake a 100% audit, this should be discussed with the Student Support team before a decision is made. 

7. Auditors should advise the institution that they should not seek to recoup funding errors from the students concerned.

8.  Where funding errors are identified, they should be clearly recorded on the Substantive Testing Working Papers (column O), the Error Schedules document (‘vulnerable’ and ‘discretionary’ tabs) and the Feedback and Recommendations document. Note - guidance on how to complete the Error Schedules and how they correlate with the Substantive Testing Working Papers is provided on the document itself.

9. The auditor should determine whether any recovery action has been carried out by the institution.  Where recovery action has not been carried out, the auditor should contact Jayne Lievesley (tel 0114 274 2660) in the Student Support team with details of the error, who will then decide what to recover and how. Payment errors are likely to be recovered by invoice. Student Support should be informed about potential recoveries preferably before institutions are given their final feedback or, if this is not practical, as soon as possible following the audit.
10.  On 18 December 2013, the EFA published the error criteria which will lead to a recovery of funds if they are not met during an SFA/audit firm visit. These criteria, which apply to all institutions administering the 16-19 Bursary Fund, are as follows:
· all individual students applying for a bursary (both a vulnerable student bursary and a discretionary bursary) must be assessed to determine their eligibility. Funds will be recovered if institutions are not able to demonstrate at audit how their students meet the eligibility criteria of the Bursary Fund (see Note below)
· institutions must be able to demonstrate that bursary payments have not been claimed for duplicate students.
An institution must be able to demonstrate that its assessment of a student’s eligibility has covered the following:
· the general eligibility criteria (see 16 to 19 Bursary Fund Guide for 2015 to 2016 (the Guidance), pages 14-16, and Funding Guidance for Young People 2015 to 2016: Funding Regulations, section 3); that is age, residency (see Note below) and type of provision 
· where applicable, the specific criteria for receipt of a vulnerable bursary (see the Guidance)
· where applicable, the specific criteria for receipt of a discretionary bursary (see the Guidance). These criteria are to be determined by the institution itself and may, for example, be based on the evidenced level of the student’s household income.  

Note In the case of residency checks, where auditors find that these checks have not been carried out by an institution, or that these checks have not been evidenced, they should advise the institution in their feedback that they should be carrying out residency checks and that these checks should be evidenced; for the current audit, auditors will treat this as a control issue and the EFA will not be recovering funding, but if the same issue reoccurs at future audits, funding will be recovered. 

11.  Auditors should ensure that as part of the overall funding audit planning process, they allocate sufficient time to the audit of the Bursary Fund, which is likely to take a minimum of at least half a day. 
 
12.	 In addition, it is important that auditors fully familiarise themselves with the 16 to 19 Bursary Fund Guide for 2015 to 2016 document, published in May 2015.  This document is available on the DfE website at:

https://www.gov.uk/guidance/16-to-19-bursary-fund-guide-for-2015-to-2016

13.  The annex to this guidance sets out some of the common pitfalls auditors fall into, when undertaking Bursary Fund audits. 
 
14.  Please forward an electronic copy of the following completed audit documents 

· Controls Questionnaire 
· Substantive Testing Working Papers
· Error Schedules
· Feedback and Recommendations

to Ian Stafford at: ian.stafford@education.gsi.gov.uk.

15.  Any queries regarding the audit of the Bursary Fund should be emailed to Ian Stafford at: ian.stafford@education.gsi.gov.uk, or Aileen Kirkham at:
aileen.kirkham@education.gsi.gov.uk.
Annex

Bursary Fund Audits – Common Pitfalls

1. Auditors should ensure that all sections of the audit documentation are fully completed and that there are no contradictions, eg funding errors referred to on the Substantive Testing Working Papers, not all of which are carried forward to the Error Schedules and/or the Findings and Recommendations document.

2. Controls Questionnaire – there is sometimes no evidence that the institution’s responses to the Questionnaire have been reviewed by the auditors. All questions require a ‘Yes’ or ‘No’ response from the auditors as to whether the institution’s responses are satisfactory or not. Where they are not satisfactory, we would expect to see a recommendation raised on the Feedback and Recommendations document.

3. Substantive Testing Working Papers –  

· Auditors should make clear whether a potential funding error has been cleared or not. If it has been cleared, they should ensure that the Error Schedules and/or the Findings and Recommendations document are amended to reflect this
· Test 2 on the Testing Working Papers should only be completed in respect of vulnerable bursaries
· Tests 2 and 5 on the Testing Working Papers (regarding the specific eligibility criteria for a vulnerable or discretionary bursary) ask for a description of the evidence held, but this is often not provided. ‘Yes’ is not an acceptable response to these tests
· Test 5 on the Testing Working Papers sometimes specifically states that no evidence has been provided to support eligibility for a discretionary bursary -  this should lead to the recording of a potential funding error, but sometimes does not
· Test 7 on the Testing Working Papers (Has the bursary been paid to the student as agreed?) should be answered ‘Yes’ or ‘No’, not ‘N/A’
· Comments made in the ‘Comments’ column are sometimes too brief to be understood by anyone but the auditor
· As noted above, all funding errors identified on the Testing Working Papers should also be recorded on the Error Schedules and/or the Findings and Recommendations document.

4. Error Schedules – 

· Auditors should only complete the Vulnerable and Discretionary tabs in respect of an actual or potential funding error, not in respect of a control issue, eg the absence of an individual assessment of actual financial need
· Where the error rate is above 5%, the auditors must request that the institution carries out a 100% self-audit of the relevant population
· The error schedule should be completed in respect of population and sample values (lines 8 and 9), even where there are no funding errors
· The portion of a vulnerable bursary received by an institution, but not yet paid over to the student should be recorded on the Vulnerable tab in the ‘amount of error outside the sample’ column.

5. Feedback and Recommendations – 

· The auditors should try to obtain the institution’s agreement and comments regarding any recommendations made
· The feedback notes sometimes record that additional evidence is required to clear potential errors, but it is unclear whether this evidence has actually been received.

6. Other – 

· ‘Bonus’ payments made to students should be treated as a control issue, not as funding errors
· A letter from a student’s parents stating that the family is ‘poor’ is not adequate evidence to support the payment of a discretionary bursary
· Auditors should ensure, in general, that the detail given on the audit documentation is understandable to someone who was not present at the audit. Sometimes it is impossible to understand the nature of a particular issue, due to the lack of detail given.

image3.emf
ASB D7 Bursary  Controls Questionnaire 2015 to 2016 v1.docx


ASB D7 Bursary Controls Questionnaire 2015 to 2016 v1.docx
		Education Funding Agency Risk Analysis Division





		16 to 19 Bursary Fund Audit Controls Questionnaire 2015 to 2016 (For SFA/Audit Firm Use)



		

Institution: 











		

		Institution To Describe Actual Procedures/Control(s) In Place

		Satisfactory?

Y/N

(For SFA/Audit Firm Use Only)



		Institution Controls Review

		

		



		

1.  General Questions

1.1 What management, staffing, payment and organisational arrangements does the institution have in place for administering the 16 to 19 Bursary Fund? (See Bursary Guidance 2015 to 2016).

1.2	In particular, what administrative procedures does the institution have in place to evidence (electronically, if preferred) Bursary applications and awards, for example:

	Vulnerable Bursary

	i.   student funding claim forms

	ii.  evidence to confirm eligibility to receive this type of Bursary

	iii. evidence of payment received from the Student Bursary Support Service and payment issued to the student

		(See Bursary Guidance 2015 to 2016).

Discretionary Bursary

i. copies of income evidence used to assess entitlement

ii. copies of assessments of students’ actual financial need

	iii. 	receipts for purchases made on behalf of students, such as equipment? 

	(See Bursary Guidance 2015 to 2016).

1.3 Has the institution developed a statement on how they will administer and distribute their Bursary funds, which is available to both young people and the EFA (this should include criteria for eligibility for discretionary bursaries and for deciding the level of awards)? (See Bursary Guidance 2015 to 2016).

1.4 Does the institution attempt to raise awareness of the Bursary fund amongst young people, e.g. by working in partnership with local authorities and its feeder schools? In particular, where provision is offered from more than one location, or through sub-contracts, does the institution ensure that any student attending such provision is able to apply for Bursary funding? (See Bursary Guidance 2015 to 2016) 

1.5 What controls does the institution have in place for ensuring the accurate recording, storage and security of Bursary evidence and data?

1.6 Does the institution keep under review the Bursary Guidance 2015 to 2016 document on the DfE website, which will be updated when required during the year? 

2.  Key Controls

2.1 What controls does the institution have in place to ensure that it has checked that Bursary students satisfy the following general Bursary eligibility requirements:

i.    To be eligible to receive a 16 to 19 Bursary in the 2015 to 2016 academic year, students are aged 16 to 18 on 31 August 2015 (note - only in exceptional circumstances should institutions pay bursaries to younger students, e.g. those following an accelerated programme) (See Bursary Guidance 2015 to 2016).

ii.   Students satisfy the residency criteria in section 3 of the EFA document Funding Guidance For Young People 2015 to 2016 – Funding Regulations, published in March 2015 (See Bursary Guidance 2015 to 2016).

iii.  Students are participating in provision which is subject to inspection by a public body which assures quality (eg Ofsted) and is either funded by the EFA directly or via a local authority; or by the European Social Fund; or otherwise publicly funded, and leads to a qualification (up to level 3) either accredited by Ofqual or pursuant to Section 68 of the Learning and Skills Act 2000; or on the list of employers etc eligible to deliver the traineeship programme? (See Bursary Guidance 2015 to 2016).

2.2  What controls does the institution have in place to ensure that it has sought appropriate evidence of eligibility from those students in receipt of the £1,200 Bursary for vulnerable groups (eg a letter from DWP setting out the benefit to which the young person is entitled or written confirmation from the local authority of the student’s current or previous looked-after status)? (See Bursary Guidance 2015 to 2016).

2.3 What controls does the institution have in place to ensure that vulnerable student payments have been drawn down correctly from the Student Bursary Support Service, ie duplicate or non-existent students have not been claimed for? (See Bursary Guidance 2015 to 2016).

2.4 What controls does the institution have in place to ensure that the discretionary element of Bursary funding is only paid to students facing financial barriers to participation (eg the costs of transport, meals, books and equipment, and other course-related items), that actual financial need has been appropriately assessed and documented (NB – institutions should not make ‘blanket’ or ‘flat-rate’ payments, ie payments of identical amounts to large numbers of students in receipt of a discretionary bursary) and any allowances or other sources of financial support have been taken into account? (See Bursary Guidance 2015 to 2016).

2.5 Is receipt of a Bursary conditional on students meeting agreed (preferably signed) standards set by the institution (eg relating to attendance and/or standards of behaviour)? (See Bursary Guidance 2015 to 2016).
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Substantive Testing

		Education Funding Agency Risk Analysis Division

		16 to 19 Bursary Fund Audit Substantive Testing Working Papers 2015 to 2016 (For SFA/Audit Firm Use)

		Name of Institution:



		No		Student name		Student reference no		Type of bursary (V or D)		Is there a fully  completed  Bursary application  form signed by the student? 		Discretionary Bursaries Only Briefly describe the reason(s) for the award (eg to cover cost of meals, travel, books and equipment etc)		1.  Is evidence held to confirm that the student satisfies the general eligibility criteria - age, residency and type of provision (see Bursary Guidance and Funding Guidance 2015 to 2016, section 3)?		Vulnerable Bursaries only          2.  Is evidence held to confirm that the student satisfies the specific eligibility criteria for receipt of a vulnerable bursary - in care; care leavers; in receipt of Income Support or Universal Credit; or both Employment Support Allowance and Disability Living Allowance or Personal Independence Payments (see Bursary Guidance)? Describe the evidence held.		Vulnerable Bursaries only            3.  For vulnerable bursaries, is the following electronic evidence in place to demonstrate the correct draw down of funds from the Student Bursary Support Service: (i) funding claim form; (ii) funding statement; (iii) remittance advice; and (iv) payment received from the SBSS (see Bursary Guidance)?		Vulnerable Bursaries only              4.  For vulnerable bursaries, has the bursary been paid in accordance with the Guidance, ie £1,200 for a course of 30 weeks or more, or a proportional amount if course is less than 30 weeks (see Bursary Guidance)?		Discretionary Bursaries only                 5.  For discretionary bursaries, has the institution determined the specific eligibility criteria for receipt of the bursary, eg level of household income, and retained relevant evidence (see Bursary Guidance)? Describe the evidence held.		Discretionary Bursaries only              6.  For discretionary bursaries, is there a copy of the assessment of the student’s actual financial need (see Bursary Guidance)?		7.  Has the vulnerable or discretionary bursary been paid to the student as agreed?		Total bursary payments actually made to student during 2015 to 2016 academic year (£) (see note 1 below)		Total payment errors identified for student from sample (£) (see note 2 below)		Comments

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		13

		14

		15



																										Totals for Sample		0		0

																												Total should 		Total should 

																												agree to cell E9		agree to cell E10

																												of error schedule		of error schedule



														Note 1 - this information should be obtained from the institution.

														Note 2 - payment errors for each student should also be entered on the error schedule in the relevant columns of either the 'vulnerable' or 'discretionary' tabs.
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		16 to 19 Bursary Fund Audit Feedback and Recommendations 2015 to 2016 (For SFA/Audit Firm Use)



		

Institution: 









Funding Errors 



		 Ref

		Details of error

		Recommended action

		Agreed Yes/No

		Institution comments and action taken

		Person responsible and completion date



		

		



		

		

		

		



		

		



		

		

		

		



		

		



		

		

		

		



		

		



		

		

		

		



		

		



		

		

		

		

































Control Weaknesses



		Ref

		Internal control weakness

		Recommended action to address the weakness

		Agreed

Yes/No 

		Institution comments and action taken

		Person responsible and completion date



		

		



		

		

		

		



		

		



		

		

		

		



		

		



		

		

		

		



		

		



		

		

		

		



		

		



		

		

		

		











		Prepared By: 

(Name & Position)

		

Date: 



		Received By: 

(Name & Position)

		

Date: 
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Error Schedule

		16 to 19 Bursary Fund   EFA Financial Year 2015 to 2016

		Error Schedule (For SFA/Audit Firm Use)



		Institution Name



		Ref		Description		Population One		Population Two		Total		Combined		Note - Please do not type over formulae in columns C, D and E (shaded cells).

						Vulnerable Bursary		Discretionary  Bursary

		a.		Value of population		1,200		2,000		3,200		1,170		Total vulnerable payments (as per all Capita claims received to date) and discretionary payments (amounts paid to all discretionary students to date) - request totals from institution.

		b.		Value of the sample 		200		500		700		1,400		This total should be entered using the total of column N on the substantive testing schedule. Where relevant, it will then need to be split between vulnerable and discretionary bursaries in cells C9 and D9.

		c.		Value of actual errors from the sample		150		10		160		320		Automatically populated from cell C17 on vulnerable and discretionary tabs. The total in cell E10 should agree to total of column O on substantive testing schedule. 



		d.		Error Rate		75.0%		2.0%		22.9%		22.9%		c/b



		e.		Value of actual errors outside the sample, but within the population		500		0		500		1,000		Automatically populated from cell D17 on vulnerable and discretionary tabs.  For vulnerable bursary payments, enter in vulnerable tab ('amount of error outside the sample' column) any amounts received from Capita, but not yet paid to student.



		f.		Total Actual Errors		650		10		660		1,320		c+e



		g.		Is the error rate significant, therefore requiring estimated errors to be identified?		YES		NO				YES



		h.		Value of estimated errors (where applicable)		250		0				-53		(dxa)-c-e



		i.		Total Funds at risk to be Reported		900		10		660		1,267		f+h

		The error percentage rates have been rounded for presentational purposes. 



										 































Vulnerable

		Population One



		Population Name:		Vulnerable Bursary



		Learner Name		Error Description 		Amount of error within  the sample		Amount of error outside the sample

						150.00		500.00





















				Total		150.00		500.00







Discretionary

		Population Two



		Population Name:		Discretionary  Bursary



		Learner Name		Error Description 		Amount of error within  the sample		Amount of error outside the sample

						10.00





















				Total		10.00		0.00
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