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Introduction

The purpose of this document is to describe the Business Model for Education Maintenance Allowances (EMAs).

It sets out the business rules by which the Programme will be governed.

The Business Model is a living document reflecting the on-going development of the National Scheme, and must be kept in step with the latest policy rules and decisions.  This current version is Version 11, released to stakeholders March 2011.
The business processes outlined below are described as far as possible without reference to systems or process design.  The descriptions are meant to portray WHAT must happen, but not necessarily WHO, HOW and WHEN.  Accompanying each process description is a list of business rules that have emerged during discussions and analysis.

Finally, the document refers throughout to Local Agents.  In general terms, Local Agents will be the Scottish Government’s partners operating at local level.  The main parties are: Local Education Authorities, Scottish Further and Higher Education Funding Council (SFC), Skills Development Scotland (SDS) and Learning Centres which means colleges, schools, and other learning organisations approved by local authorities for the purposes of EMA.  While some (SFC, SDS) will not formally be part of the national payment and assessment system for individuals, they will have key roles in maximising the impact of EMA on the ground, or working with young people and with schools and colleges.

1. Overview

EMAs form a part of the Scottish Government’s agenda of encouraging access to, and participation in post-16 learning by young people from low-income families.
Students will be eligible for a weekly allowance provided that they fulfil conditions set out in an EMA learning agreement.  

Payments of weekly allowances (paid in blocks of 2 weeks) are reliant on attendance.  Learning Centres will record attendance and authorise payment.  Payments will be made directly into students' bank accounts.

Applications will be processed on the basis of defined eligibility rules, specifically age and household income.  Students will be eligible for EMA for up to three years from first valid application.  Students with additional barriers to participation, such as those with learning difficulties, may be entitled to more flexible support.  A student must re-apply each year.

The Learning Centre the student attends must confirm that the course is within those defined by Local Authorities or SFC as appropriate.  Assuming this to be the case, the Learning Centre and student will agree the EMA learning agreement (and notify the Local Authority in the case of school students).
In the longer term, the programme and the policy will be evaluated through longitudinal studies, surveys of schools and colleges, and existing inspection regimes.

2. EMA Business Processes

2. Application and Assessment

The application and assessment process will determine an applicant’s eligibility for EMA.  Eligibility is governed by the business rules set out in the National Model with respect to age and household income.

The process of application and assessment will result in either rejection, or a Notice of Entitlement (award letter).  The Notice of Entitlement will tell the applicant that they are eligible for EMA in the forthcoming/current academic year, as long as they take an appropriate course at an appropriate Learning Centre.  

Applications will be dealt with by Local Authorities or Colleges.  Application forms and guidance notes will be available through Local Authorities (LAs) for young people attending schools and learning centres maintained by a LA and Colleges for young people attending college.  Application forms may be on-line or paper format. 

Local Authorities and colleges will be responsible for developing and distributing their own EMA application forms for students. 
There will normally be a peak in applications throughout the summer months and into September.

Information relevant to the application process is:

· Student Detail – Scottish Candidate Number , Name, Address,  Date of Birth,  Bank Account details
· Household Income details of parent(s), parent’s partner, (guardian(s) partners - schools only).
· Where relevant confirmation of Looked After/care leavers status

Where relevant information is missing for an application, processes will be required to obtain the missing information.  The assessment cannot be completed without all required information having been presented and checked.

Once an application has been processed and is approved, the student is provided with a Notice of Entitlement.  This will detail their entitlement and provide the necessary forms and guidance for what to do next.

Rejected applicants will be sent a letter giving reasons.  Where appropriate this should include reference to other forms of support which may be available.

A process will be required to handle queries on entitlement and rejection, and there will be a right of appeal.

Students must re-apply, and income must be reassessed for each academic year. 
In-year re-assessment may also take place post application as a result of detrimental changes in financial circumstances, i.e. where income has fallen from over £22,403 or £20,351 to within the EMA thresholds. The student is responsible for informing the relevant body of changes in circumstances.  Any re-assessment will be treated as a new application. (see EMA Scotland Guidance: Appendix 2 – The Financial Assessment. 
2.1.1 Eligibility

Student eligibility rules will be applied within the framework of the National Model in the Application and Assessment process.

General Eligibility

Eligibility will be based on:

· student age

· income

· residence

· valid course

Age Eligibility

EMAs are intended to encourage pupils to stay on in post-compulsory education i.e. after they are legally eligible to leave. 
Recipients will normally be aged between 16 and 19 years (inclusive). 

For the School and College sectors, there will be two intakes of eligibility, to reflect the two school leaving dates in Scotland.  In both cases eligibility for continuing students should be reassessed at the start of each academic year.

AUTUMN INTAKE

This will coincide with the start of the academic year following the summer school leaving date.  Students who have reached the statutory school leaving age in the May prior to the current academic year will be eligible under this intake, i.e. those students who turn 16 between 1 March and 30 September of the current year.

WINTER INTAKE

This will coincide with the start of the term/course following the Christmas holidays.  Students who would be eligible to leave school at the winter leaving date, that is to say those whose 16th birthday falls between 1st October and the last day in February, would become eligible for an EMA from the start of the term following the winter leaving date.   

Students who left education under the most recent summer school leaving date, and are returning to education or starting a new course at this time, will also be eligible under the winter intake. 

Cut off Dates for receiving EMA applications- (School Sector)
Students are eligible to apply for an EMA within the academic year. However, the cut off dates for LAs to process application forms will be 31 March 2012. No applications should be processed after 31 March for academic year 2011/12. 
Late Applications
Applications received after the start of a course may be eligible for back-payment.  For autumn intake (August) applications received up to and including 30 September are eligible for back-payment to the beginning of the term provided that attendance criteria have been met.  Applications received from 1 October onwards are eligible for back-payment from the Monday of the week in which the original application was received provided that the course has started and attendance criteria have been met.  

For winter intake (January) applications received on or by the last day in February may be eligible for back payment to the start of the term.
	Rule Base -General Eligibility

	
	Rule
	Comment

	1
	EMA is not available to young people still in compulsory education. 
	

	2
	A student is normally entitled to EMA for a maximum period of three years up to their 20th birthday.
	

	3
	Vulnerable students who are entitled to more flexible arrangements are entitled to four years’ EMA support. (see Flexibility in Entitlement and Support - section 2.1.2.)
	

	4
	The period of eligibility for EMA commences on the first day of the new academic term following the School Leaving Date in which the student ceases to be of compulsory school age
	

	5
	There will be two intakes for eligibility for the programme.  One will coincide with the beginning of the new academic year following the summer school leaving date, and the other with the start of term in the new calendar year, following the winter school leaving date 
	

	6
	For courses which commence after the beginning of the term, eligibility should be decided in the same way, with reference to the leaving date immediately preceding that term. 
	

	7
	Eligibility for EMAs should be reassessed at the start of each academic year for the school and college sectors
(a) autumn intake – student will be eligible until the last day of the last term of the academic year

(b) winter intake – student will be eligible until the last day of the last term of the academic year
	See 2.1.1 Eligibility – Age eligibility

	8
	Applicants who start a course and leave after receiving payments are still eligible within that academic year if they subsequently return to education and providing they satisfy all other eligibility conditions.

	

	9
	An eligible student must be a UK citizen and ordinarily resident in Scotland. 

	Special arrangements for cross-border students (see EMA Scotland Guidance - Section 4: Eligibility Conditions) 

	10
	Approved applications will be backdated to the start of the term if received by the LA or College up to 30 September 2011 and attendance criteria have been met.
	For January intake, applications received on or by last day in February can be backdated to start of term.   

	11
	Applications received by the LA or College from 1 October 2011 onwards will start from the Monday of the week received provided the course has started and attendance criteria have been met.
	For January intake, applications received by the LA after the last day of February will start from the Monday of the week received 

	12
	Applications should only be processed for current academic year until 31 March 2012. 
	School Sector only

	13
	Students must re-apply each academic year for their EMA support
	

	14
	An application form must be signed by the student, and parent/guardian/carer supplying income details, where relevant.
	Requirement for student signature may be waived where special needs make it impractical

	15
	Relevant education establishment is defined as:

· A school or learning centre maintained by a local authority (which may include home education)
· A community or 3rd sector organisation approved by a local authority for the purpose of EMA

· An independent school

· A Scottish College funded by SFHEFC 
· Other institutions approved by Scottish Government.
	(see EMA Scotland Guidance Document)

	16
	A student is classed as independent if:

· they are estranged from their parent or guardian

· they are a parent to whom child benefit is being paid

· they are married or in a civil partnership
· they are Looked After 
· they are care leavers

· they receive Income Support in their own right
	Extra evidence will be required to confirm independent status, e.g. benefit notice, council tax notice, confirmation letter re Looked After/care leaver status from local authority/care provider etc.  No information on parental income should be sought. 


	17
	A student who moves to Scotland from England after the start of the academic year may receive EMA from the Monday of the first week they attend school/college where eligible.


	

	18
	Students who receive EMA and who move out of Scotland may no longer be able to receive EMA. Students should contact their local authority for information on what support may be available.

	LAs and Colleges should deal with the sharing of information with England, Wales and Northern Ireland (e.g. the import / export of individual student records) on a case-by-case basis.



	19
	Applicants must be given reasonable opportunity to provide any information that is not submitted with the original application.
	LAs/colleges should make their limits clear to applicants


Income Eligibility
EMA will be means tested.  Gross taxable income will govern the eligibility for an award. The weekly amount payable may change in future in view of inflation and any other similar economic factors.
There is one EMA weekly payment band of £30.
Eligibility for £30 per week will be for those in households of income of up to £20,351 and income of up to £22,403 for households with more than one dependent child (as well as applying to all children under the age of 16, this applies to those who are over the age of 16 and up to the age of 25, if they are in further or higher education and are parentally supported).
Original documents provided as part of an application form EMA must be copied. The copies should be stored with the application and the originals returned to applicant.
There will be two methods of determining income:

a)
Those who can provide an Inland Revenue derived Income figure through an earlier claim for Tax Credits. 

The majority of applicants will provide Tax Credit Award Notices (TCAN, TC602) supplied by Her Majesty’s Revenue and Customs (HMRC) after having their income assessed for tax credits for the relevant tax year.  The relevant tax year will be the last complete tax year before the date of application for EMA. 

The TCAN will contain a statement of income as assessed by HMRC.  This figure will form the income to be used for EMA purposes.  The majority of EMA-eligible households will fall into this category.  A proportion of these may be self-employed.

Normally no other information will be required.  However LAs and Colleges can request additional information or evidence for all those people who provide details on the application form for clarification. 

b)
Those who will receive a TCAN but TCAN not yet issued by HMRC 

If a TCAN is not available at the time of application then other documentation such as a P60 may be used.   
c)
Those who cannot provide an HMRC derived Income figure through an earlier claim for Tax Credits
Applicants who cannot provide a TCAN (TC602E for 2011/12) which shows a income figure for the relevant tax year will be asked to provide alternative income evidence for the relevant tax year  (income calculation should be carried out as set in electronic income calculator supplied separately). 
There are two distinct groups within this category:

Employed 

This group will be asked to provide relevant evidence such as P60.

Self-employed
Any parent(s)/Guardian(s) and their partners  in the household who are employed or self employed will need to provide evidence of income.  A Self Assessment Tax Calculation Form (SA302) will be the only acceptable evidence.   Confirmation will also be sought about any benefits or pension income for all those people who provide details on the application form.

Other Income

Details on “other income” (such as share dividends; bank interest; property; overseas investments) may be required depending upon certain conditions. 

Original documents provided as part of an application for EMA must be copied and stored with the application and the originals returned to applicant.

Evidence of Other Dependent Children in Household 
Households with more than one dependent child will have to provide evidence if this is not already obvious from the TCAN.  As well as applying to all children under the age of 16, this applies to those who are over the age of 16 and up to the age of 25, if they are in further or higher education and are parentally supported.  Other acceptable evidence would be the Child Benefit notification, birth certificate (for those under the age of 5) or a Letter of Award from the Student Awards Agency for Scotland (SAAS) or relevant college.
Provisional Assessment
Provisional awards will mainly be made for applicants with parent(s) who are self employed and unable to provide the correct income documentation at the time.  
This award is only provisional and further evidence confirming change of circumstance must be provided later in the year.

If household circumstances have changed during the year and income has fallen from over £20,351 or £22,403 to within the EMA thresholds, this will be treated as a new application. It is the responsibility of the student to notify the local authority or FE college.  Relevant evidence will need to be provided confirming both the change in circumstance and the current level of household income. 
	Rule Base – Income Eligibility

	
	Rule
	Comment

	1
	All EMA applicants must have their household income assessed as part of their application


	

	2
	If available, the relevant Tax Credit Award Notice (TCAN, TC602) must be presented as evidence. 
	In year 2011-12 the relevant Tax Year will be 2010-11.  NB - Original documentation will be required.

	3
	For those who do not provide a TCAN, all relevant evidence relating to employment / benefit / pension must be provided.  See electronic income calculator for details of “other income”.
	

	4


	For those who are self-employed, and cannot provide a TCAN, the most recent SA302 form, or Accountant’s Certificate must be provided.  


	May have to use provisional assessment if evidence is not available

	5
	Income evidence provided with an application must be copied and stored with the application.
	

	6
	Where income has fallen to within the EMA thresholds which will result in the applicant becoming eligible for EMA this will be treated as a new application.
	See EMA Guidance Appendix 2

	7
	Evidence to support application must be based on original documents  
	


2.1.2 Flexibility in Entitlement for Vulnerable Students
Certain applicants will qualify for flexibility in their entitlement to EMA.

Flexibility may be extended to applicants in difficult circumstances where this will promote educational outcomes.  (Examples might be: homeless young people, those with probation orders, teenage parents, those with caring responsibilities, those in rehabilitation from illness, those classed with Additional Needs.)  This list and any further criteria to be applied, will be developed in consultation with partners. Flexibility should automatically be extended to Looked After young people and care leavers, where their status has been confirmed in writing by a local authority or care provider.
Applicants identified in such categories will be entitled to 4 years’ EMA support rather than 3. Once an applicant/student is identified as eligible for flexible arrangements, they retain these rights for their full period of eligibility.

The judgement as to whether an applicant should get this additional flexibility will be made by the Learning Centre with support from guidance staff, SDS key worker, social worker or educational psychologist who will confirm that the applicant is eligible for additional support.  
Where a student qualifies for extended eligibility, and there is a supporting agency, they too should be copied in on the notice.

In addition to qualifying for 4 years of EMA support, a flexible attendance pattern may be more appropriate for such students.
A Learning Centre in association with guidance staff, social worker, SDS key worker or educational psychologist  may ascribe or define an attendance pattern that may mean that the student does not attend as many sessions as their peers.  Such students may also undertake flexible or broader course content.
For the LA or College it is important to recognise that such cases may be identified at several stages:

1) 
the application stage,
2)
when a student begins a course 
3)
post-application and during the course 

	Rule Base – Additional Flexibility in Entitlement for Vulnerable Students

	
	Rule
	Comment

	1
	An applicant will qualify for an extended period of eligibility (of 4 years) if SDS or other such local agent has designated the applicant so.  There must be a clear case stating that the applicant needs the additional support.
Flexibility should automatically be extended to Looked After young people and care leavers, where their status has been confirmed in writing by a local authority or care provider.

	We anticipate low volumes in these instances.

	2
	Where the Student / Local Agent believe there is a case for extended eligibility, this must be supported by a “certificate” from the Local Agent.

	

	3
	Once a student is qualified for an extended period of eligibility, they retain extended eligibility rights even if the reason for qualifying recedes / is removed.
	

	4
	Local Agents must document their decision and reasons on designating applicants for extended eligibility, and retain these locally for EMA Audit purposes.  They must notify the Local Authority or College immediately of their decision, along with certification details

	


2.1.3 Applications Appeals Process

An applicant must launch an appeal within one calendar month of the date of the letter notifying them of this decision.

The appeal is to be made through the LA or College who will consider any additional evidence provided by the applicant. 

Appeals must be lodged in writing and sent to the appropriate Local Authority or College.  They should state the reason for the appeal and be accompanied by any relevant additional evidence or information.  Such evidence may be clarification of household income, written confirmation from employers if available, or a benefits statement if not already provided.
All such evidence is to be considered confidential under the terms of the Data Protection Act and treated accordingly.

If colleges require advice on an appeal, they may first refer to SFC.  Where the LA, College or SFC consider there are circumstances on which they need advice, they will refer to the EMA Unit at the Scottish Government.  
The Appeals Process should take no longer than 14 days including any Scottish Government input / involvement.  However, it is possible that some may raise issues of government policy which may require more time to resolve.

The student is to be notified of the result in writing.  The LA or College should record the decision and additional evidence, or copies provided should be stored with the original application information in accordance with the terms of the Data Protection Act.

Where an appeal is successful the student will receive their Notice of Entitlement and EMA Contract and any original documents supplied with their appeal.  The Learning Centre should also be informed.
Where a student is successful with an appeal, they are eligible for back-payment for previously unpaid weeks as follows:

· If the appeal is resolved prior to 30 September, they may be paid for each week back to the beginning of the current term providing attendance criteria have been met. 

· If the appeal is resolved after 30 September, and the original application was made prior to 30 September, they may be paid for each week back to the beginning of the current term providing attendance criteria have been met.

· If the appeal is resolved after 30 September and the original application was made after 30 September, they may be paid from the Monday of the week in which the original application was received providing attendance criteria have been met.

	Rule Base – Application Appeals Process

	
	Rule
	Comment

	1
	A student must lodge an appeal within 1 calendar month from the date of the letter informing them of non-entitlement.
	

	2
	There must be a focal point (at the LA/College) through which appeals can be lodged.
	

	3
	Students for whom appeals are successful are eligible for backpayment:

· If the appeal is resolved prior to 30th September, they may be paid for each week back to the beginning of the current term providing attendance criteria have been met. 

· If the appeal is resolved after 30th  September, and the original application was made prior to 30th  September, they may be paid for each week back to the beginning of the current term providing attendance criteria have been met.

· If the appeal is resolved after 30th  September, and the original application was made after 30th  September, they may be paid from the Monday of the week in which the original application was made providing attendance criteria have been met.
	Dates only refer to Autumn starts, take 6 weeks from start of course in other cases.


2.1.4 Appeals Register
LAs and colleges should set up an Appeals Register which details information surrounding appeals and the date of their resolution and also of their outcome.
This information should be made available to the Scottish Government EMA Unit on an annual basis to enable monitoring of the effectiveness of the programme.
2.1.5 Complaints

Formal complaints about the EMA programme or EMA policies should be dealt with in accordance with LA or College complaints procedures.  They should be recorded in a Complaints Register and forwarded to the Scottish Government EMA Unit on an annual basis to enable monitoring of the effectiveness of the national programme.
2.2 At Start of Course

The student will present the Notice of Entitlement and Learning Agreement  to the Learning Centre.

In order for a student to receive EMA payments they must sign Part 1 of the Learning Agreement, see below.  A copy of the Learning Agreement will be sent with the Notice of Entitlement/Letter of Award.

The EMA Learning Agreement has two components:

· Part 1 should either include conditions on attendance linking to receipt of the weekly payment or refer to the document which does.  This will be signed by the student and the Learning Centre;

· Part 2 is an agreement which is tailored to the individual student for agreed learning goals (possibly specifying behaviour but more normally focussed on progress  This Learning Agreement  will be signed by the student, their parent/guardian (in the case of school students) and the Learning Centre. The learning agreement must be signed by 30 November following the August intake.  If Part 2 is not signed and completed by this time payments will be suspended.  Similarly, the learning agreement must be signed by 31 March following the January intake.  
Part 1 should be completed as soon as the student enrols on the course and notification should be sent to the Local Authority in the case of schools.  Part 2 must be completed by 30 November for the August intake, and 31 March for the January intake.  Parts 1 and 2 may be part of the same document.   Completion of the relevant part of the Learning Agreement is the vital trigger to the payment processes.  Thus, weekly payments cannot begin until Part 1 of the contract Learning Agreement is processed, completed and signed.

For a young person who has previously applied to the LA/College and has been issued with a Notice of Entitlement/Letter of Award, if there is no evidence that Part 1 of the Learning Agreement has been signed by 30 September for the August intake, then the LA/College will send a reminder to the student.  No further reminders will be sent and payments will not start until the Learning Agreement is received.

If the signing of Part 2 of the Learning Agreement has not been notified to the LA/College by end November for the August intake, then the LA/College will send a reminder.  It is the responsibility of the Learning Centre to ensure that Part 2 of the Learning Agreement is agreed and signed.  

The LA/College must be informed if the student has left the Learning Centre; this will cause the suspension of weekly payments.  If students move to another Learning Centre during the course of the year, there will be a need to link these students to their new Learning Centre and ensure payment authority is transferred from one Learning Centre to the other.

The EMA Learning Agreement, Parts 1 and 2 for each student will be forwarded to the Local Authority, in the case of schools, and a copy retained at the Learning Centre.  The student keeps the Letter of Conditions copy of both Parts 1 and 2.

	Rule Base – Start Course

	
	Rule
	Comment

	1
	The student must be on a valid course. The Learning Centre will decide this.
	

	2
	A course should be full time. 
	Within the School Sector full time usually constitutes 21 hours

	3
	The EMA Learning Agreement sets out the responsibilities of the Learning Centre and the  student.
	

	4
	The EMA contract must be signed by a representative of the Learning Centre, or where a student attends more than one by the Learning Centre in which the majority of their agreed learning takes place (the “lead” Learning Centre)
	

	5
	Part 1 of the EMA Learning Agreement must be signed, recorded and returned to the Learning Centre/Local Authority before any weekly payments can be made. 
	

	6
	Part 2 of the EMA Learning Agreement must be signed by the end of November for the August intake, and the end of March for the January intake, otherwise payments will be suspended.
	

	7
	A copy of the EMA Learning Agreement is NOT required to be held by the Local Authorities/SFC  but a copy is kept at the Learning Centre.
	

	8
	The Contract Learning Agreement  will be agreed and signed by the student, the Learning Centre and the parent/guardian/carer 
	Parent/guardian signature is not required in College sector or for those deemed to be living independently, such as care leavers


2.3 Attendance Recording and Payment Authorisation

2.3.1 Record Attendance

The Learning Centres are responsible for authorising or stopping payments. 
Attendance data must be captured each week by the Learning Centres.  Learning Centres may adopt whatever method of recording attendance they choose.

Attendance data, absence and other information must be retained as part of the audit trail at the Learning Centre.
2.3.2 Authorisation

Weekly Allowance
The authorisation process will take place for every student fortnightly and leads to either the release of a payment or the stopping of the payment 

The Learning Centres are responsible for discharging the authorisation process.

The authorisation process should be completed by the end of the second working day following the end of the attendance week.
All eligible students can be authorised to receive a payment.  (Note - payments cannot be released until a Learning Agreement has been recorded)

Authorisation will take account of:

· Attendance for the week concerned.

· Absences.  Only authorised absences count as “attendance”.

Authorisation must be carried out by someone authorised by the Learning Centre, and the decision should be auditable. 

There must be the right of Appeal against stoppage if the student wishes to exercise this. The process should be proportionate to the circumstances and ensure the decision is based on known facts.  A successful appeal may lead to one or more payments being reinstated.

There is guidance on how to deal with Learning Centre closures for planned events such as polling station duty; public holidays and in-service days; any planned study activity which might take place during planned institutional holidays, e.g. study trips; remedial lessons; and for unplanned events such as local weather conditions - (see EMA Scotland Guidance - Section 7: Guidance on Absences).
2.3.3 Payment Instruction

Detailed attendance data will not be sent to the LA or SFC.  Instructions to pay or stop (not pay) will be sent to the LA (in the case of schools) and should be done internally in the case of colleges. With LAs the Learning Centre is responsible for sending the information.

The LA/SFC will hold details on people authorised to send these instructions through the agreed interface / method. This may or may not be the same person making the payment or stop decisions – where they are not, there must be a clear, auditable trail of information with respect to hand-over from the authoriser to those who are to send the details to the LA/SFC.

There must be clear auditable trails for decisions on each weekly payment. There must be clear auditable trails for sending/recording that information to the LAs/Colleges.

	Rule Base - Attendance Recording and Payment Authorisation

	
	Rule
	Comment

	1
	The Learning Centre is responsible for authorising or stopping payments
	

	2
	Conditions set out in the EMA contract must be satisfied EACH week before payment is authorised. The Learning Centre is the decision maker on payment or stoppage.
	

	3
	Absences can be reviewed and recorded as authorised (and thus as attendance) at any point after the relevant week
	

	4
	Attendance data must be captured each week
	

	5
	Attendance data, absence and other information must be retained as part of the audit trail
	

	6
	If Learning Centre is closed due to unforeseen circumstances, this counts as authorised absence
	

	7
	If student leaves school / stops attendance, family/student must notify Learning Centre.

The Learning Centre must ensure that:

· all due weekly payments are authorised;

· they place a stop on further weekly payments


	

	8
	For an EMA weekly payment to be payable, attendance (including any authorised absences) must be 100% in that week. This should be made clear to all students.
	Attendance at 100% of all timetabled course activities

	9
	At the start or finish of an official holiday students can only receive payment for a week which constitutes 3 or more relevant days
	See EMA Scotland Guidance - Section 7 Guidance on Absences

	10
	The application of the rules in respect of interpreting collected attendance data will be the same for schools, colleges and any other Learning Centres deemed a part of the EMA National programme.
	

	11
	An EMA payment cannot be authorised if for the relevant week the student is in receipt of a training allowance.
	

	12
	Term periods must be defined by the Learning Centre before any payment authority can be made.
	


2.4 Payment and Overpayment

2.4.1 Payment

EMA payments are for weekly attendance and will be made in fortnightly instalments in arrears.

Payment to an eligible student is made on an instruction from the Learning Centre.

Normally payment will be made through the BACS System.

Payments should reach the student’s bank account no later than 5 working days following the day of authorisation.
The Learning Centre must at any time be able to authorise a weekly payment for the current week, and any preceding week for which no payment has already been made (in line with existing fortnightly payment timetables).

Where more than one payment authority is recorded, payments can be added together to form one transaction to the bank account.

	Rule Base - Payment and Overpayment Recovery

	
	Rule
	Comment

	1
	Payment cannot be made without the existence of an EMA Learning Agreement.
	

	2
	Payment should reach the student’s bank account no later than 5 working days after authorisation has been received and where there is a payment to be made.
	

	3
	Learning Centre can authorise weekly payments for current week and any preceding week for which no payment has already been made
	

	4
	Payment will normally be made via BACS.
	

	5
	Rejected payment transactions from BACS must start to be dealt with within 1 working day of the return.
	

	6
	Payment returns from BACS should be actioned in the following priority order:

· Directly by phone if number supplied.

· via the Learning Centre to the student

· in writing as a last resort
	

	7
	An authorised payment must be traceable to a defined Learning Centre, person, date and time.
	

	8
	Payments must be recorded against the specific weeks for which they are made.
	


2.4.2 Overpayment

We recognise that overpayments may occur.  Institutions should use their current procedures for the recovery of these monies e.g. recovery of bursary funds.  We suggest a letter should be sent to the student giving the reason for overpayment and requesting repayment.  
Students should be aware that the recovery of overpayments (in whole or in part) may be deducted from future payments.
2.5 Support, Help and Training

2.5.1 Range of Support

For EMA to work effectively, support of different types will be needed by:

· students and their families/carers
· Learning Centres

· Local agents

2.5.2 Support Responsibilities

Some stakeholders will be both a provider and customer of support.   For instance a teacher will provide support and information to students and will draw support and information from others.  (see Annex 1 Roles and Responsibilities)
The following agents will be involved:

LAs, SFC
· Promotion to Learning Centres.  In the case of Local Authorities distribution of application forms to schools.
· Being a source of advice on entitlement, eligibility and application completion.

· Interventions where necessary where take-up is low or non-attendance rates increase (LAs only).

· Promotion and support in uptake for Looked After young people and care leavers

Learning Centre, SDS and Key Workers
· Promotion and publicity – to students/parents/carers
· Being a source of advice on entitlement, eligibility and application completion

· Informing students on stoppage and re-instatement of payments

· Being the first point of contact for payment queries from the student

· Interventions by learning centres, where necessary, where take-up is low or non-attendance rates increase 
Enterprise and Employability for Young People (EEYP) Division (Scottish Government)

· Maintenance of policy and regulations 

· Maintenance and distribution of guidance material 

2.5.3 Types of Support

Support will be required in the following areas:

Applications:

· Understanding eligibility

· Financial 

· Non-financial

· Course 

· Learning Centre

· Access to forms or other application methods

· Completion of forms
· Letter confirming Looked After/care leaver status

· Application Rejections – explaining rejections

Payment Queries:

· Stoppages – with the Learning Centre being the first point of contact
· Institutional appeal process against stoppage of payment

· Overpayment recovery (if decided)

· “Missing” payments – e.g. where wrong bank details exist

Learning Centres should provide:

· Technical support

· Policy and rules – guidance; interface with Scottish Government
· Recording incidents –  i.e. reasons for payment stoppages or reviews to learning agreement  


Also the Provision of Forms and Leaflets:

· Central stocks of forms, reprints, distribution

2.5.4 Training 

It may be appropriate for Learning Centres and other local agents to provide their staff with training from time to time.
· For those people in the Learning Centre workforce who need to understand and apply the EMA processes for: the weekly cycle; dealing with absences; stoppage; informing students; maintaining records; audit and management responsibilities

· For Local Agents:


– sufficient to allow them to undertake agreed Help and Support roles


 – a good understanding of the aims of the EMA programme so that they can monitor its effect, and intervene where take-up and/or attendance patterns are not as expected.

2.6 Management/Operational Information

Information will be captured and made available by the LAs/Colleges and SFC. This should be made available through use of standard spreadsheets attached to Offer of Grant letter from the Scottish Government to LAs and SFC.  This will enable consistency, ease of access and flexibility in the use of the data for analysis.

Information is required to inform the Scottish Government of the take-up and progress of the EMA programme as well as to monitor its effects on widening participation.

There will be a flow of information reflecting EMA activity between the LAs/ Colleges/SFC and Analytical Services Division (ASD) which will develop statistical models to measure the performance of the programme.

The following categories of information are indicative of relevant management/operational information and of the uses that will be made of it:

2.6.1 Geography

Breakdowns of take-up, impact and performance by:

· Postcode 

2.6.2 Students

Information on students and cohort analysis on characteristics such as:

· Take-up

· Household income

· Ethnicity

2.6.3 Learning Centres

Learning Centre-based information such as:

· Breakdown of student population by above student characteristics

· Administrative indicators such as:

· Performance on authorisation of payments

· Volume of stopped/re-instated payments

2.6.4 Time Factors/Periods

Information consolidated, as examples, by:

· Academic Year 

· Weekly

· Financial periods

· Year-to-date

· This Year/Last Year comparisons 

· Identified summer school and other non-standard learning periods

2.6.5 Application Processing
· Number of Applications

· Number of Approvals

· Number of rejections with reasons (so we can pursue continuous improvement).

· Analysis of issues surrounding application and assessment with regards to highlighting patterns and problems.

2.6.6 Payment Processing
Ability to provide:

· Number and total value of weekly payments

· Number of stoppages/re-instatements
	
	Rule Base – Management Information

	
	Rule
	Comment

	1
	Though the Learning Centre must record the reason for a stopped payment, and notify the student, there is no requirement to hold the reason for a stopped payment on the central database.
	The student must resolve this with the Learning Centre.

	2
	Though the Learning Centre must record the reason for a re-instatement of a stopped payment, and inform the student, there is no requirement to hold the reason for a re-instated payment on the central database
	


2.7 Evaluation and Critical Success Factors

The Scottish Government remains committed to the philosophy that policy choices should be based on the best available empirical evidence, and therefore we shall be assessing the impact of the EMA scheme.  This will require a different set of techniques from those used in the pilot evaluation.  The methodology used in the pilots – establishment of control areas against which performance in the pilot areas can be assessed – will not be available for a national scheme.  In addition, EMA is not being introduced in a vacuum.  Other policy initiatives, such as improvements to the curriculum, are being put in place; and factors such as short-run performance of the economy can have a causal impact on participation in further education.  The Scottish Governments evaluation strategy will need to take account of these factors.

The programme will be evaluated through mechanisms such as longitudinal studies, surveys of schools and colleges, and existing inspection regimes.  It is anticipated that HMIE will take account of a Learning Centre’s operation of EMA.  (See Section 3.1 - Audit requirements).
In addition to the underlying question of the policy impact of EMA, the Government has defined seven strategic critical success factors for the implementation of EMA.

The critical success factors are:

· Acceptance of the EMA scheme by Learning Centres, voluntary and community organisations
· Acceptance of the EMA scheme by young people and their families/guardians/carers
· Success of the “something-for-something” element of EMA

· Public awareness of EMA

· Levels of take up of the allowance

· Standards of service quality by Local Authorities/ Colleges

The Scottish Government will measure performance using the data normally collected from delivery partners and from specifically designed evaluation projects. 
2.8 Funding

Funding is the process whereby funds are moved from the central (Scottish Government) budget to the LAs/ Colleges.  
There are two distinct types:
a) Reimbursement of LAs for provision of EMA programme in schools and other learning centres
b) Reimbursement of Colleges and SFC
Claims should be made to the appropriate authority, as follows:

LAs 



to 

Scottish Government
Colleges


to

SFC
SFC



to

Scottish Government
2.8.1 Reimbursement for service provision 

EMA claim invoices will be submitted in 12 monthly periods throughout the year from 1 April through 31 March.
The LA claim invoices must be submitted no later than 10 working days after the end of the appropriate period. For academic year 2011/12, it is mandatory that claim invoices are submitted in both paper form to Employability, Skills and Lifelong Learning Directorate and in electronic form to ScotXed simultaneously.  Otherwise payments will not be processed until both documents are received. It should be noted that supplying data in the correct format is imperative for the quick turnaround of EMA claims. If this is not adhered to there is no guarantee that a claim can be processed. This includes the submission of scheme code data.

College claim invoices should be submitted no later than 10 working days after the end of the appropriate period.  

SFC should submit claim invoices no later than 20 days from the end of the appropriate period.

A claim consists of summary information for reimbursement supported by enough detailed information to enable reconciliation and authorisation of reimbursement.

On receipt of a claim, the summary information will be reconciled with the supporting detailed information.  A claim must reconcile.

If any Terms and Conditions are not met, reimbursement will be withheld until such time as the issue is resolved.

All monthly financial claims must be submitted along with relevant student data. No financial claims will be settled until this data has been received. 

The Scottish Government aims to pay all duly completed invoices within 10 days of receipt.

Payment to the payment body is via BACS.

Any administration costs and their reimbursement will be subject to the terms and conditions of grant agreed with the relevant body.

LATE CLAIMS
In accordance with the offer of grant terms and conditions, the grant is available only in respect of EMA payments made to eligible young people in the financial year 1 April 2011 to 31 March 2012 and it will not be possible to carry forward any unclaimed balance to the following year. Timely submission of claims is therefore essential.
2.8.2 Funding of EMA Payments

	Rule Base - Funding

	
	Rule
	Comment

	1
	For accounting purposes, there will be 12 monthly periods during the year from 1 April through 31 March each year. 


	

	2
	EMA CLAIM invoices are to be signed by a relevant authority – usually the Finance Director. This signature should confirm that relevant internal checking procedures have been carried out in checking and verifying the claim.
	See section 3 - Compliance

	3
	CLAIM invoice will identify weekly payments clearly illustrated in both volumes and amounts.
	Not on SFC claim form

	4
	The Department and the EMA Unit will require confirmation from the Bank/BACS of the withdrawal of funds.
	

	5
	Local Authority CLAIM invoices are to be submitted no later than 10 working days after the end of the period to the Scottish Government.

	

	6
	College claims are to be submitted no later than 10 working days after the end of the period to SFC.


	

	7.
	SFC claims should be submitted no later than 20 working days after the end of the period to the Scottish Government.
	


3. Compliance
Systems and processes must comply with all relevant legislation and Scottish Governments internal requirements with particular regard to audit. 
3. Audit Requirements

Compliance with National and Scottish Government internal audit requirements is a critical component of the National EMA Scheme.

All business processes are required to maintain and provide audit trail sufficient to satisfy Scottish Government, Audit Scotland and HMIE.
3.1.1 LOCAL AUTHORITIES

On receipt of attendance data from schools either stating 100% attendance or accompanied by proof of authorised absence LA will authorise weekly payment of EMA paid on a fortnightly basis.

On a monthly basis LAs will make a claim to the Scottish Government to draw down funds for payments made to date. Claims will be submitted on a standard form  with accompanying data in a standard spread sheet (as outlined in Offer of Grant letter)  with individuals basic information including unique pupil SCN identifiers. 

Monthly claims will be certified by the Director of Finance or Director of Education or their deputy. 

The final claim (March) will be certified by Director of Finance.  Unaudited year end statements are required by the EMA Unit at the Scottish Government by 30 April 2012..

Completed unaudited year end statements should be passed to the external auditor and a copy sent to the EMA Unit at the Scottish Government by 30 April 2012. 
External auditors should carry out the audit work required, sign the External Audit Certificate and send the audited statement to the EMA Unit at the Scottish Government by 31 July 2012..   This should include evidence of 1% spot checks carried out through out the year. 

3.1.2 SFC and Colleges
College

On confirmation of attendance either stating 100% attendance or accompanied by proof of authorised absence, college bursary/finance officer will authorise weekly payment of EMA paid on a fortnightly basis to student. 

On a monthly basis Colleges will make a claim to SFC to draw down funds for payments made to date. Claims will be submitted in a standard format with accompanying data in a standard spread sheet (as described in EMA Scotland Business Model section 3.2).  Claims made for January and July and individualised returns will be submitted to SFC as described in EMA Scotland Business Model section 3.2.
Monthly claims will be certified by the Accountable officer or nominated deputy. 

The final claim (March) will be certified by Accountable officer. 
Year end statement certified by Accountable officer must be submitted to SFC by 15 April 2012. Statement will have evidence of 5% spot checks carried out through out the year.  

An independently audited year end statement should be returned by 30 October 2012 to SFC. 
3.1.3 SFC
On a monthly basis SFC will submit summary claim to the Scottish Government to draw funds for payments made to date. 

Monthly claims will be certified by the Director of Funding or nominated deputy. 

Unaudited year end statement signed by the Director of Funding is required by the EMA unit at the Scottish Government by 30 July 2012.

The completed unaudited year end statement should be  passed to the external auditor and a copy send to the EMA unit at the Scottish Government  by 30 July 2012, this should include evidence of 5% spot checks carried out through out the year. 

External auditors should carry out the audit work required, sign the External Audit Certificate and send the audited statement to the EMA Team at the Scottish Government by 30 October 2012, this should also include supporting evidence of independent audit certification from each college.
3.1.4 General
The funding, audit and reconciliation processes (reimbursement of Local Authorities/ Colleges) will form part of the terms and condition of grant with the Scottish Government.
In addition to terms and conditions there should be a list of authorised signatories.
Officials carrying out specific functions, whether they are paper-based or computerised, must be authorised to carry out those functions, trained to carry out those functions, and they must be aware of their responsibilities. 

Where computerised access and functions are concerned, access logs must be maintained recording who has done what, when and how often.

Security and right of access must be maintained at all times so that information is safeguarded, particularly personal information.

Officers of the Scottish Government will have right of access for purposes of auditing, monitoring and investigation. 

Officers of or acting for Audit Scotland will have right of access for purposes of auditing, monitoring and investigation.

Applications from individuals for EMA, whether on-line or paper-based must be auditable, so that approval and rejection decisions are traceable.

Where an appeals process takes place, the relevant information and decision should be recorded. Such information should be held until the eligibility period for the student has expired.

Payment must be made for the right amount, to the right person and at the right time.

Where Help and Support functions are provided, calls need to be logged, and subsequent actions recorded through to problem resolution.  It must be clear who has the responsibility for the resolution of a query.

Internal Scottish Government processes must ensure that funds are released only when Local Authority/SFC invoices are reconciled fully, and that all movements of funds are approved and auditable.

3. Quality Assurance and Fraud Avoidance
3.1.1 General

The risk of fraud should be taken very seriously.
There are some obvious issues e.g. preventing duplicate applications or preventing duplication of payments.  Also application processes should identify when more than one application provides the same bank account detail, guarding against fraud but being sensitive to such situations as married students both entitled to EMA, and sharing a bank account.

Fraud might be attempted (separately or in collusion) by: young people; their parents; teachers; school/college administrators; people working in the Local Authorities; SG officials; by other individuals or groups or organisations or organised crime.  To that end the use of original documents should be used for income evidence.

Only authorised representatives (or users) should have access to systems and processes.  A hierarchy of users should be established, from senior users, with high levels of access and authority including the ability to add change or delete lower-level user information, to lower-level users who will have limited access and authority.  This security is fundamental to the operation of all EMA ICT systems.

It is important to have mechanisms which provide and support early identification and intervention.  We can use the capabilities of Local Authorities/ Colleges to provide information on suspected individual cases and trends.  
3.1.2 Quality Management and Fraud Avoidance 

Scottish Government (Employability, Skills and Lifelong Learning Directorate) has the responsibility in respect of SFC and LAs to:
· Ensure clear understanding of Education Maintenance Allowance; programme design, delivery and financial processes, as well as management information and monitoring arrangements, and
· Ensure and view evidence that adequate quality management and fraud avoidance arrangements are in place for delivery and financial processes, management information and monitoring arrangements
SFC and LAs similarly have responsibility in relation to Colleges and Schools and other Learning Centres respectively to:

· Ensure clear understanding of Education Maintenance Allowance: programme design, delivery and financial processes, as well as management information and  monitoring arrangements, and
· Ensure and view that adequate quality management and fraud avoidance arrangements are in place for delivery and financial processes; management information and monitoring arrangements.
Evidence of quality management and fraud avoidance arrangements and continuous monitoring will be required as part of the Terms and Conditions of Grant with each LA and SFC. 
4. Information Requirements for EMA
 

Set out below is a summary of the categories of information that will be required to drive the business processes for the national programme.

 

4. Local Authorities

 
As part of the national rollout of EMAs, data collection for schools has been discussed at the regional EMA meetings. This note summarises the rationale and agreed arrangements for data collection. The Scottish Government requires data for two main purposes:

 

· At the start of each financial year the Scottish Government will have a budget allocation based on forecasts of demand. Should actual demand outstrip forecast demand Scottish Ministers reserve the right to amend the scheme. For this reason it is important to monitor expenditure and uptake throughout the year in order to identify any such deficit.  Timely submission of claims is therefore essential.
 

· EMA is designed to increase participation in post-compulsory education among young people from low income households and vulnerable young people. In order to assess and report on the programme, The Scottish Government will require information on individuals receiving EMAs. For this reason it is essential to collect information on EMA payments for individuals participating in the scheme. 

 

The following information is required from local authorities:

 

Applications information to be submitted with the first four weekly payment return:

 

· Student ID (Scottish Candidate Number).   For students for whom SCN is not 

available, an individual identifier is required to be allocated by the local authority.  

· School ID (SEED Number)
· Gender (M or F)
· Date of Birth 
· Postcode 
· Weekly Allowance (30)
· Scheme Information (coded either 01, 02 or 03 – see Annex 2)
It is very important that all parts of this information is provided for each pupil.
 

Four weekly payment returns to be submitted 2 weeks after the end of each four week period:

 

· Student ID 

· School ID 

· EMA payment indicator for each week (30 or 0 if not paid) 
In July 2011
 

· Student ID 

· School ID 

 

Update information on students moving schools, recalculated assessments for students moving between weekly allowance levels and backdated information for students who obtain an authorised absence, after data for a four week period has been submitted to be supplied with the next return, or at another time as agreed with the Analytical Services Division of Scottish Government Lifelong Learning Directorate.
 
4. Colleges

 

This note summarises the rationale behind data collection.

 

SFC and the Scottish Government require data for two main purposes:

 

· At the start of each financial year the Scottish Government will have a budget allocation based on forecasts of demand. Should actual demand outstrip forecast demand Scottish Ministers reserve the right to amend the scheme. For this reason it is important to monitor expenditure and uptake throughout the year in order to identify any such deficit.  Timely submission of claims is therefore essential.

 

· EMA is designed to increase participation in post-compulsory education among young people from low income households. In order to assess and report on the programme, SFC and the Scottish Government will require information on individuals receiving EMAs. For this reason it is essential to collect information on total EMA payments for individuals participating in the scheme. 

 

The following information is required from colleges:

 

Monthly returns to be made 2 weeks after the end of each month containing: 

 

· Total number of payments per month 

· Total amount paid 
And:

· October claim – student headcount 

· January claim – administration costs claim 

· July 2010 claim – additional administration costs claim 

 

 In February, an individualised return for all EMA students on the scheme at any point up to the end of January containing:

 

· Student’s first initial 

· Student’s surname 

· Student ID (as used in FES) or matriculation number 

· Gender 

· Date of birth 
· Postcode 

· Weekly Allowance 
· Scheme Information (coded either 01, 02 or 03 – see Annex 2)

 

In August, an individualised return for all EMA students on the scheme at any point between beginning of August and end of July:

 

· Student’s first initial 

· Student’s surname 

· Student ID (as used in FES) or matriculation number 

· Gender 

· Date of birth 
· Postcode 

· Weekly Allowance 

· Total amount paid in weekly payments

· Number of weeks paid 

4. Data Protection Policy

Compliance with the Data Protection Act is important for all EMA stakeholders. The collection, transfer, process and sharing of EMA data will be carried out in accordance with the Data Protection Act (1998).

4.3.1 Data protection and privacy
The Scottish Government and Scottish Funding Council will comply fully with the Data Protection Act in collecting, processing and storing information relating to individuals. The Scottish Government will also comply with the National Statistics Code of Practice, in using and passing on information gathered on EMA, to safeguard the confidentiality of individuals.   No information on individual EMA recipients will be published by the Scottish Government.   The individual data collected by the Scottish Government and SFC will be used for statistical, research and aggregate budgeting purposes only.
The Scottish Government will not use any personal information collected through EMA to support decisions or actions in relation to specific individuals. 
4.3.2 Access to personalised information 
Within the Scottish Government and SFC, access to complete EMA data will be restricted to a small number of specialist statistical staff involved in processing and analysing the data, who will be required to adhere to strict data security procedures. EMA data held by the Scottish Government will be made more widely available for internal use only once all personal identifiers have been removed and the data have been treated to safeguard absolutely the confidentiality of individuals. Data may be used for fraud avoidance purposes.
4.3.3 Retention of EMA data


EMA data collected by the Scottish Government will be retained year on year in order to carry out 'longitudinal' studies to monitor changes and improvements and to gauge the effect of the programme over time.

	Rule Base – Changes to Standing Data

	
	Rule
	Comment

	1
	It will be the responsibility of the student to notify changes in their circumstances such as Name and Address, or Bank Account to the learning centre or Local Authority
	

	2
	Changes to standing data, particularly Bank Account details, cannot be made without the signed authority of the student.
	

	3
	Notification of changes must be stored as audit trail.
	

	4
	On notification of a change of Learning Centre, the student must be linked to the new Learning Centre.
	

	5
	If, on changing Learning Centre, a student has outstanding payments due, these must be authorised by the exporting (old) Learning Centre The exporting Learning Centre must not be able to authorise a payment on or from the date that the student has joined the importing (new) Learning Centre.
	

	6
	The importing Learning Centre must ensure that an EMA contract is established and recorded before it can make any payments.
	


4. Volumes 
Applications

Statistics from the pilot show that the vast majority of applications, some 70%, will be made in the period May through to September. A further 20% to 25% are received in the October through December period.

Re-assessments

There is no guide from pilot activity on the volume of re-assessments because of changing circumstances in-year; it is assumed that the volume is low.

4. Archiving

The following table represents a retention schedule for EMA-related information.  

	Information
	Category
	Retain for
	Where

	Student Data
	Non-financial
	6 years ***
	LAs / Colleges

	Applications & associated evidence
	Financial
	6 years
	LAs / Colleges

	EMA Contract Parts 1 and 2
	Non-financial
	2 years
	Learning Centre

	Payment Authorisations
	Financial
	6 years
	LAs & Learning Centre

	Payment Transactions
	Financial
	6 years
	LAs & Learning Centre

	Student Correspondence
	Non-financial
	6 years
	LAs / Colleges – store with application information



	Management Information
	Various – to be agreed
	6 years
	LA/SFC/Colleges – to be agreed


*** Note that the Fifth Data Protection Principle, (which says that personal data “shall not be kept for longer than necessary” for the purpose for which it is processed), has not been ignored but that the student data will be linked to financial data, i.e. EMA Payments made, and therefore we stipulate a retention period of 6 years.

Information (either electronic or paper) is to be retained in whole years, from the 1st April, in the year in which it exists.

On expiry of the retention period, information should be destroyed.
4. Freedom of Information Act

Access to information from Colleges, LAs and SFC relating to the EMA programme will comply with Scottish Government policy on the Freedom of Information (Scotland) Act 2001.
              Annex 1 – Roles and Responsibilities
	Groups
	Roles
	Responsibilities


	Scottish Government (ESLLD, EMA Unit)

	Policy Lead 
	· Set EMA policy including: eligibility; allowance levels and income assessment model

· Set programme framework through production and distribution of EMA Scotland Business Model

· Carry out consultation process with stakeholders

· Produce and issue national guidance

· Allocate and monitor budgets

· Establish “Terms and Conditions of Grant” with local authorities to deliver EMAs in schools

· Manage “Grant” with local authorities and monitor delivery of EMAs in schools

· Establish “Terms and Conditions of Grant” with SFC to deliver EMAs in college sector

· Manage “Grant” with SFC and monitor delivery of EMAs in college sector

· Set and assess targets

· Review unresolved appeals

· Set policy for short, medium and long term evaluation of effectiveness of programme

· Manage national publicity 



	Scottish Government   (ASD Team)


	Advisory Partner
	· Design financial assessment models

· Design reporting processes for Management Information 

· Receive and monitor Management Information

· Provide advice on budget forecasting

· Establish and manage short, medium and long term evaluation


	Local

Authorities
	Delivery Agent
	· Manage and administer delivery of EMAs in schools sector including setting and applying local authority policy for: attendance; absences; courses; learning centres; student assessment in the context of EMA Learning Agreements 

· Carry out assessment and application procedures for schools sector (*Orkney and Shetland college sector also) including appeals process

· Providing appropriate support to students / families during the application process

· Collect schools data

· Pay school students

· Provide specific local level publicity information for schools 

· Provide advice and information within context of SG guidance to schools sector

· Collate and send Management Information to Government
· Monitor Home Educated Students in receipt of EMA



	Secondary Schools 
	Learning Centre
	· Monitoring attendance

· Manage and monitor Learning Agreement

· Send attendance data to LA

· Raise awareness of EMAs in schools
· Retaining evidence for audit purposes.



	Independent Schools
	Learning Centre
	· Make contact with Local Authority Education Departments

· Monitoring attendance

· Manage and monitor Learning Agreement

· Send attendance data to LA

· Raise awareness of EMAs in schools

· Retaining evidence for audit purposes

	SFC
	Delivery Agent
	· Manage and administer delivery of EMAs in College sector 

· Collate and send MI to Scottish Government for college sector

· Administer funding of programme to colleges

· Estimate initial distribution of funds to colleges

· Make payments on basis of information from colleges

· Provide advice and information within context of SG guidance to College sector including appeals process

· Provide specific publicity information for College sector where required 


	Colleges 
	Delivery Agents
	· Manage and administer delivery of EMAs in college sector including setting and applying College sector or college policy for: attendance; absences; courses; student assessment in the context of EMA Learning Agreements 

· Carry out assessment and applications procedures including appeals process

· Providing appropriate support to students / families during the application process

· Monitor attendance

· Manage and monitor EMA learning agreements

· Make payments to students

· Send Management Information to SFC
· Raise awareness of EMAs in colleges


	Students


	EMA Client

	· Provide reasons for absence quickly and in the format requested by the particular Learning Centre

· Notify the LA/College of any changes in circumstances they are advised to make as a result of being accepted for EMA 

· Notify the LA/College and if appropriate other parties, of any change of circumstance affecting the ability to pay monies to the student – such as change of Bank Account

· Fulfill the terms of the learning agreement.



Annex 2 – Local Authority – EMA Data Returns – Desk Instructions

This is a short guidance note to assist with data returns for EMAs. It outlines the data requirements, data return process and the link to the payment process.
Contact details

The point of contact in the Scottish Government for EMA data returns and electronic claim form submissions is Alexander (Sandy) McPhee. Local authorities should feel free to contact Sandy with any questions on these matters – contact details are: 

Telephone: 
0131-244-0818  

E-mail:

emadata@scotland.gsi.gov.uk  (for data returns)



alexander.mcphee@scotland.gsi.gov.uk

Address: 
EMA Data Returns   


ScotXed Unit


Area 1-D South



Victoria Quay



Edinburgh



EH6 6QQ

Student Information

Data required at the end of August on EMA students is - 

· Local Authority Name (optional)

· Student ID – This should be the SCN for the student in question. If this isn’t available, we would require a unique identifier which would allow us to track payments to individuals throughout the year and to trace back for any future amendments.   If a unique identifier is used, the local authority should ensure that each applicant across the authority has a different number and that the applicant’s number does not change during the year.  If an authority wishes to use unique identifiers, they should first contact Scott to ensure that the coding hasn’t already been used by another authority.
· School ID – This should be the ScotXed reference number of school attended by the EMA student.   In the case of Home Educated students, the School ID would be ‘Home Educated’ 

· Gender – M (Male)  or F (Female).

· Date of Birth – EMA student’s full date of birth expressed in the format dd/mm/yyyy.

· Postcode – EMA student’s full home postcode with a single space between the two parts of the postcode.

· Weekly Allowance – This would be either 30, 20 or 10 to show the current level payable.

· Scheme Information – coded either 01, 02, or 03 depending in which EMA scheme the pupil qualifies for.
Updates of student information (e.g. Those students who become eligible for EMA’s in January, new EMA students throughout the year, students who have had their weekly allowance re-assessed and changed, students who have changed school or who have moved into or out of Home Education) should be submitted throughout the year. Updates should normally be submitted with monthly payments although if local authorities would like to submit updates at different points in the month they should arrange this with ScotXed, who can be contacted by e-mail or by telephone (see above).

Monthly Returns

Data required covering payments up to the final Friday of each month is - 

· Local Authority Name (optional)  
· Student ID – as defined above

· School ID – as above
· EMA Payment Indicator for each week –  30 to show level of payment made or 0 (zero) if not paid.

Retrospective payments (covering authorised absence) should be highlighted in one of the following ways:

· Local Authorities can re-submit the return for the previous month with amendments made to the relevant week(s).

· In the latest monthly return the EMA payment indicator for the week in which the payment was made should reflect the total amount of payment made.   

Other options may be more appropriate for specific local authorities. These should be discussed in advance with ScotXed.
Claim Forms

Claim forms should be submitted electronically to emadata@scotland.gsi.gov.uk along with monthly data returns. This will allow reconciliation checks to be carried out and will aid the payment process. Signed hard copies are required for audit purposes. These should be posted to EMA Policy Team,  Youth Labour Market, Skills and Transitions Division, Scottish Government, Education Directorate, 5th Floor, 5 Atlantic Quay, 150 Broomielaw, Glasgow, G2 8LU.   Payment will not be made until signed claim forms AND satisfactory data returns have been received. 

Timing

Each monthly return and claim should relate to period up to the final Friday in the month in question. To ensure timely payment by the Scottish Government, data and electronic claim forms should be received by ScotXed within 10 working days of the final Friday of the month in question. Signed copy claim forms to be submitted at the same time.  Payments to local authorities will be processed within a further 10 working days.

Format
Where possible, data should be submitted using the EXCEL spreadsheets provided by the Scottish Government.   Any local authority wishing to submit data in a non EXCEL format should arrange this in advance of return with ScotXed.
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