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Department: Guildhall School 

Audit Title: Data Quality – Student Returns Management (Registry) 

Planned days: 10 

BACKGROUND 

Relevant Background Information 

As part of its responsibilities as a Higher Education Provider, the Guildhall School is 

required to collect and return a range of data sets relating to its finances, the 

student body, its staff, its estates and its research activity. 

 

In relation to ‘Student Returns’ the School is required to submit returns including but 

not limited to: 
 

 HESA: Student Records Return 

 DLHE: Destination of Leavers in Higher Education 

 HESES: Higher Education Students Early Statistics Survey 

 Unistats Record 

 

It is a requirement under The Higher Education Code of Governance that the 

School’s Governing Body must seek assurance that the School meets all legal and 

regulatory requirements imposed on it as a corporate body. Internal and External 

Audit reviews in relation to the submission of Student Returns play a key role in 

providing the required assurance.  

Audit Objective: A high level audit to obtain assurance that adequate 

management controls are in place and operating effectively to 

ensure that the School meets its obligations in completing all 

Student Returns completely and accurately, submitting these to 

the relevant stakeholders in a timely manner. 

SCOPE OF THE REVIEW 

Audit Objectives: To examine mechanisms in operation to ensure: 

 

 Identification of all necessary returns, due dates and 

understanding of Student Return data requirements; 

 The integrity of student data collected and Student Returns 

completed, including arrangements for trend analysis and 

addressing anomalies; 

 Timely and complete submission of all required returns. 

 

Other 

Considerations 

As part of this objective, the audit will look to ensure that 

adequate data ownership arrangements are in place in relation 

to source data. 
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Key Risks: Operational 

 

 Inaccurate / untimely submissions are made due to there 

being no clear ownership of the different data streams / 

submissions, no clear process in place for the collection and 

collation of data to inform Student Returns, and poor planning, 

resulting in the loss of funding / reputational damage.  

 

The School’s risk register includes ‘lack of confidence from 

principal funders’ as a service risk. 

 

Fraud related 

 

  Submission of returns containing false student data to increase 

funding.  

 

Exclusions: The scope of the audit is restricted to Student Returns.  

 

The audit will not undertake testing to verify the accuracy and 

completeness of individual returns. 

 

Please note that we will seek to provide a level of assurance as to 

the adequacy of the internal control environment. The audit 

opinion is based upon discussion with key staff, examination of 

systems and the findings of sample testing, as such, our work does 

not provide an absolute assurance that material error, loss or 

fraud does not exist. 

 

Audit Approach: The audit will: 

 

 Determine roles and responsibilities in relation to all aspects 

within the scope of the audit, including data ownership. 

 Identify and assess the adequacy of the controls in place 

to maintain source data integrity within the scope of the 

audit. 

 Identify and assess the adequacy of the controls in place 

to ensure the integrity of Student Returns. 

 Review and assess the adequacy of arrangements for co-

ordinating completion, checking and submission of all 

required returns. 

 Sample testing will be carried out to evidence the controls 

in operation. 

 

Resources  A copy of the School’s Data Quality Policy, or equivalent. 



 APPENDIX 2 

 

 

Finalised Audit Terms of Reference Nov 2017 to Jan 2018 

 

 

Page 3 of 6 

Required:  The audit will require meetings to be held with Katharine 

Lewis, Academic Registrar & Director of Student 

Experience and student data ‘owners.’  It is understood 

that staff within Alumni Relations should be contacted. 

 A copy of procedures in relation to recording of student 

data and preparing Student Returns. 

 Access to a sample (as determined by Internal Audit) of 

Student Returns within the scope of the audit. 

 

Full response to all correspondence within agreed timescales, in 

particular, a management response to the draft report within two 

weeks of issue. 

SPONSORS 

Departmental 

Sponsors: 

Lynne Williams, Principal – Guildhall School 

Other Key 

Contacts: 

Katharine Lewis, Academic Registrar & Director of Student 

Experience, Guildhall School 

Niki Cornwell, Head of Finance, Finance Unit 2, Chamberlain’s 

department. 

Sarah Wall, Group Accountant – Guildhall School 

Internal Audit: Pat Stothard – Head of Audit & Risk Management 

Cirla Peall - Audit Manager 

Auditor: Ryan Wakefield - Senior Auditor 

PLANNED TIMESCALES 

Fieldwork Start 

Date: 

Mid-January 2018 

Completion of 

Fieldwork: 

2nd March 2018 

Issue of Draft 

Report: 

16th March 2018 

Issue of Final 

Report: 

30th March 2018 
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Department: The Guildhall School (and Barbican) 

Audit Title: Baxter Storey Limited Catering and Bar Services Contract – 

Contract Management 

Planned days: 15 

BACKGROUND 

Relevant Background Information 

This audit is being undertaken as part of the agreed 2017-18 Internal Audit Plan.   

 

Baxter Storey provide the catering and bar services at the Guildhall School and the 

Barbican at the following locations:  

 

Guildhall School - Foyer Café 

Milton Street Café 

 Students Union Bar (SUBar) at Sundial Court 

Barbican Centre - The Green Room 

Artists Cafe 

 

The original Baxter Storey contract commenced in 2009 to provide catering and bar 

services for the Guildhall School cafes and the SUBar.  In 2016 the contract was 

expanded to include catering services to the Barbican Centre Green Room and 

Artists Café.   

 

Internal Audit have been advised that this contract will cease in August 2018 and is 

to be replaced by a City of London wide corporate catering/bar contract.  This 

audit will focus on contract management arrangements for the current financial 

year to date and the outcome will inform the Annual Audit Opinion 2017-18.   

 

Audit Objective: Examination of the arrangements for management of the 

catering and bar services contract with Baxter Storey Limited to 

ensure that services are delivered as per requirements and that 

appropriate financial monitoring controls are in place. 

SCOPE OF THE REVIEW 

Audit Objectives: To examine the controls in operation for the following aspects of 

the catering and bar service contract: 

 

 Arrangements for monitoring performance to ensure that 

services provided comply with those laid down in the 

contract for supply i.e. regular measurement against KPIs and 

other relevant aspects of the service specification.  

 Mechanisms for ensuring that financial transactions are made 

in accordance with contractual agreements and are subject 

to monitoring against budget. 
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 Key management information such as contractor 

performance and budget position is reported to senior 

management and Members, as required. 

 Procedures in operation for taking appropriate corrective 

action where poor performance or variances are identified.  

 

Key Risks: Operational 

 

 Contracts do not contain clear and measurable performance 

requirements, hampering performance management. 

 Contractual obligations are not fulfilled as per KPIs and SLAs. 

 Poor contractual performance is not identified due to 

inadequate monitoring arrangements. 

 Poor contractual performance is not addressed adequately by 

the parties involved in the management of the contract i.e. 

sanctions are not supplied. 

 

Fraud related 

 

  Collusion with supplier to mask poor contractual performance 

for financial benefit. 

 

Exclusions: Arrangements for determining service specifications and 

contract letting are outside the scope of this audit. 

  

Please note that we will seek to provide a level of assurance as to 

the adequacy of the internal control environment. The audit 

opinion is based upon discussion with key staff, examination of 

systems and the findings of sample testing, as such, our work does 

not provide an absolute assurance that material error, loss or 

fraud does not exist. 

 

Audit Approach: The audit will: 

 

 Determine roles and responsibilities in relation to all aspects of 

contract management within the scope of the audit. 

 

 Review and assess the adequacy of arrangements for 

contract management, including availability of 

documentation to evidence monitoring undertaken. 

 

Sample testing will be carried out to evidence the controls in 

operation. 
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Resources 

Required: 

 Contractual performance requirements (service 

specifications, KPIs) in the first instance 

 Contract management files to demonstrate monitoring 

undertaken, including Management Information reports used 

to measure contractual performance. 

 Details of financial transactions associated with the contract 

sample for 2017-18 to date and evidence of budget 

monitoring / management review. 

 Evidence of corrective action in respect of poor contractual 

performance for the sample of contracts selected for audit 

testing. 

 

Full response to all correspondence within agreed timescales, in 

particular, a management response to the draft report within two 

weeks of issue. 

SPONSORS 

Departmental: Lynne Williams – Principal, Guildhall School of Music & Drama 

Sandeep Dwesar - Chief Operating and Financial Officer at the 

Guildhall School and the Barbican Centre 

Other Key 

Contacts: 

Adrian Morgan – Head of Commercial Development  

Sarah Wall - Group Accountant  

Niki Cornwell - Head of Finance and Business Administration 

Udhay Bhakoo – Management Accountant 

Patsy Wilson – Head of Guildhall School Facilities  

Internal Audit: Pat Stothard – Head of Audit & Risk Management 

Cirla Peall - Audit Manager 

Auditor: Nirupa Gardner - Senior Auditor 

PLANNED TIMESCALES 

Fieldwork Start 

Date: 

20th December 2017 

Completion of 

Fieldwork: 

9th February 2018 

Issue of Draft 

Report: 

23rd February 2018 

Issue of Final 

Report: 

9th March 2018 

 


