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Free Meals in FE Audit Staff Guidance 2015 to 2016 v1

1.  This guidance has been prepared to assist SFA and audit firm auditors undertaking audits of Free Meals in FE during 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 Free Meals in FE funding for eligible students, in accordance with the institution guidance document 2015/16 (published on 20 March 2015) (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 (or all students if less than 15 in total) in receipt of free meals during 2015/16. The columns included on the Substantive Testing Working Papers are designed to assist in the analysis of the results of Free Meals in FE 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 the provision of free meals, 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 funding utilised in the provision of free meals for the student(s) concerned will normally be treated as a funding error.

5.  Where the funding error rate is above 5%, the institution should be given up to three weeks to undertake a 100% self-audit of all students in receipt of free meals 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% self-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 H), the Error Schedules document 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.  All individual students applying for Free Meals in FE 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 Free Meals in FE.
10.  An institution must be able to demonstrate that its assessment of a student’s eligibility has covered the eligibility criteria (see Free Meals in Further Education (the Guidance) and Funding Guidance 2015/16, section 3); that is age, residency (see Note below) and ‘disadvantage’. The latter is defined by the student being in receipt of, or having parents who are in receipt of, one or more of the benefits set out in the Guidance.

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 Free Meals in FE, which is likely to take up to half a day. 

12.	 In addition, it is important that auditors fully familiarise themselves with the Free Meals in FE document, published on 20 March 2015.  This document is available on the DfE website at:

https://www.gov.uk/guidance/16-to-18-education-free-meals

13.  Please forward an electronic copy of the completed audit documents (Controls Questionnaire, Substantive Testing Working Papers, Error Schedules and Feedback and Recommendations) to Ian Stafford at: ian.stafford@education.gsi.gov.uk.

14.  Any queries regarding the audit of Free Meals in FE should be emailed to Ian Stafford at: ian.stafford@education.gsi.gov.uk, or Aileen Kirkham at:
aileen.kirkham@education.gsi.gov.uk.
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	Education Funding Agency Risk Analysis Division

	Free Meals in FE 2015/16: Controls Questionnaire (For SFA/Audit Firm Use)



Institution:



		

		Institution To Describe Actual Control(s) In Place

		Satisfactory

Y/N?

(For SFA/Audit Firm Use Only)



		Institution Controls Review

		

		



		

1. Does the institution have administrative procedures that record Free Meals in FE applications and awards, including:

 

a. a fully and accurately completed application form (paper or on-line) (see Guidance);

  

b. checks on students’ eligibility, covering age, residency and receipt of qualifying benefits (student or parents) (see Guidance)?

2. Has the institution ensured that no administrative contribution has been taken from the Free Meals funding allocation (see Guidance)? 

3. Where the institution has determined that it is necessary to enhance the £2.41 Free Meals funding rate from the 16 to 19 Bursary Fund or other sources: 



a. has it considered the value for money and reasonableness of this enhancement and is it able to justify this, particularly if a significant variation to the rate has been made; and

 

b. how has it ensured that it continues to provide sufficient support from the Bursary Fund to support students facing a range of barriers to participation, eg transport, books and equipment costs (see Guidance)? 

4.   Where applicable, how has the institution ensured that Free Meals provision is made available for students when they are off-site, eg attending a work placement or work experience (see Guidance)?

5.   Where the institution has made cash payments to students, how has it ensured that these payments have only been made in accordance with the exceptional circumstances set out in the Guidance (see Guidance)?

6.   Where the institution has made cash payments to students outside of the circumstances referred to in 5. above, has it  submitted an application to the EFA that has been approved, and retained a copy of the EFA’s approval e-mail (see Guidance)? 
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Substantive Testing

		Education Funding Agency Risk Analysis Division

		Free Meals in FE: Substantive Testing Working Papers 2015/16 (For SFA/Audit Firm Use)

		Name of Institution:



		No		Student name		Student reference no		1.  Is there a fully completed paper or on-line Free Meals application form, signed by the student or their parent/guardian (see Guidance)? 		2.  Is evidence held to confirm that the student satisfies the general eligibility criteria - age and residency (see Guidance and Funding Guidance 2015 to 2016, section 3)?		3.  Is evidence held to confirm that the student is in receipt of, or has parents who are in receipt of, one or more of the specified benefits (see Guidance)? Describe the evidence held.		Total value of Free Meals provided for the student during the 2015 to 2016 academic year to date (£) (see note 1 below)		Total funding 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



														0		0

														Total should 		Total should 

														agree to cell D9		agree to cell D10

														of error schedule		of error schedule



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

										Note 2 - funding errors for each student should also be entered on the error schedule.
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		Education Funding Agency Risk Analysis Division





		Free Meals in FE: Audit Feedback and Recommendations 2015/16 (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

		Education Funding Agency Risk Analysis Division



		Free Meals in FE 2015 to 2016: Error Schedule (For SFA/Audit Firm Use)



		Institution Name



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

						Free Meals in FE

		a.		Value of population		1,200		1,200		1,170		Total entered in cell C9 should be the total value of Free Meals provided for students to date during 2015/16 academic year - request this total from institution.

		b.		Value of the sample 		200		200		400		Total in cell C10 should be entered using the total of column G on the substantive testing schedule.

		c.		Value of actual errors from the sample		150		150		300		Automatically populated from cell C17 on Free Meals in FE tab. The total in cell C11 should agree to total of column H on substantive testing schedule. 



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



		e.		Value of actual errors outside the sample, but within the population		500		500		1,000		Automatically populated from cell D17 on Free Meals in FE tab.  



		f.		Total Actual Errors		650		650		1,300		c+e



		g.		Is the error rate significant, therefore requiring estimated errors to be identified?		YES				YES



		h.		Value of estimated errors (where applicable)		250		250		578		(dxa)-c-e



		i.		Total Funds at risk to be Reported		900		900		1,878		f+h

		The error percentage rates have been rounded for presentational purposes. 



								 































Free Meals in FE

		Population One



		Population Name:		Free Meals in FE



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

						150.00		500.00





















				Total		150.00		500.00
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