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Insert your authority name
1. Action Plan Update
This section should be used to provide context around the status of the action plan developed following Audit Scotland’s previous visit and include details on the arrangements for monitoring and reporting progress and how often the action plan was reviewed and updated. Where actions have not met initial deadlines for completion, please explain the reasons for this. It is important that the information provided here is referenced to the individual actions as this will allow Audit Scotland to take an informed view on the effective management and delivery of the action plan.  
Narrative:      
Supporting evidence - Guidance
In terms of supporting evidence the council is asked to provide any evidence that it refers to and/or which substantiates its self-assessment in this area. Examples are listed below to help give an indication of the type and level of evidence that could be provided. Please ensure that supporting evidence is listed, numbered, and appropriately indexed and cross-referenced. 
Included
Y/N

Doc Ref.
Latest updated version of action plan


	Progress reports on the implementation of the action plan  



2. Background
Please use this section to advise of any significant changes to the delivery of the benefit service since Audit Scotland’s previous visit or in the last 18 months if this is less. Please provide information on how the council is responding to these challenges.
Narrative:      
Supporting evidence - Guidance
In terms of supporting evidence the council is asked to provide any evidence that it refers to and/or which substantiates its self-assessment in this area. Examples are listed below to help give an indication of the type and level of evidence that could be provided. Please ensure that supporting evidence is listed, numbered, and appropriately indexed and cross-referenced.
Included
Y/N

Doc Ref.
Minutes of working group meetings


	Reports to Members  



3. Business planning and reporting
An effective business plan provides an opportunity for the council to set out the aims and objectives for each service and should contain key deliverables against which performance can be measured, monitored and reported. Please use this section to demonstrate how the benefit service has a clear understanding of what it is aiming to achieve and is aware of its strengths and areas for improvement. 
How does the benefit service articulate and make clear what it is aiming to do and how it will sustain the service until the full migration of its caseload to Universal Credit?
Narrative:      
How does the council:
	routinely monitor and report performance against targets for all aspects of the benefit service
	compare and report its performance in relation to national averages and other councils? 


Narrative:      
Supporting evidence - Guidance
In terms of supporting evidence the council is asked to provide any evidence that it refers to and/or which substantiates its self-assessment in this area. Examples are listed below to help give an indication of the type and level of evidence that could be provided. Please ensure that supporting evidence is listed, numbered, and appropriately indexed and cross-referenced. 
Included
Y/N

Doc Ref.
Benefit service business plan / Service delivery plan / Benefit service improvement plan/migration plan


	Evidence of routine monitoring of progress against plan



	Benefit service organisational chart



	Performance reports to senior management and/or committee papers/presentations to members covering the most recent three months 



4. Delivering outcomes – Speed of processing
When customers claim benefit, it is a time of financial uncertainty for them and, as such, it is essential that the service has sufficient fully trained and effective benefit processors in place who can make informed decisions on complex benefit claims and pay benefit promptly. Please use this section to demonstrate how speedily the benefit service pays HB to its customers. 
Please explain how optimum performance has been achieved or explain what action, if any, the council is currently taking or has taken in order to deliver optimum performance?
Narrative:      
Supporting evidence - Guidance
In terms of supporting evidence the council is asked to provide any evidence that it refers to and/or which substantiates its self-assessment in this area. Examples are listed below to help give an indication of the type and level of evidence that could be provided. Please ensure that supporting evidence is listed, numbered, and appropriately indexed and cross-referenced. 
Included
Y/N
Doc Ref.
Results of any reviews of working practices and/or organisational structure that have been implemented to help achieve optimum performance.


5. Delivering outcomes – Accuracy
The accurate and secure administration of HB should be a key priority for every council, and to support this it should have a robust quality assurance framework in place. Please use this section to demonstrate how accurately and securely the benefit service administers HB and how the service learns from the results of internal checks.
Please explain how optimum performance has been achieved or explain what action, if any, the council is currently taking or has taken in order to deliver optimum performance?
Narrative:      
Supporting evidence - Guidance
In terms of supporting evidence the council is asked to provide any evidence that it refers to and/or which substantiates its self-assessment in this area. Examples are listed below to help give an indication of the type and level of evidence that could be provided. Please ensure that supporting evidence is listed, numbered, and appropriately indexed and cross-referenced. 
Included
Y/N
Doc Ref.
Quality checking framework/policy/strategy.


	Summary analysis on the results of quality checking / internal audit reports on the benefit service.



	Copies of all recent internal audit reports on the benefits service



6. Delivering outcomes – Interventions
To minimise error in the caseload, councils must encourage customers to report changes of circumstances on time and have a robust intervention programme to identify changes and take appropriate corrective action. Please use this section to demonstrate how effectively and timeously the benefit service identifies and actions any unreported changes. 
Please explain how optimum performance has been achieved or explain what action, if any, the council is currently taking or has taken in order to deliver optimum performance?
Narrative:      
Supporting evidence - Guidance
In terms of supporting evidence the council is asked to provide any evidence that it refers to and/or which substantiates its self-assessment in this area. Examples are listed below to help give an indication of the type and level of evidence that could be provided. Please ensure that supporting evidence is listed, numbered, and appropriately indexed and cross-referenced.
Included
Y/N
Doc Ref.
Policies and strategies covering intervention/review/visiting activities. 


	Evaluation reports on the results of intervention activity.



7. Delivering outcomes – Overpayments
To protect public funds, councils should take appropriate steps to ensure that overpayments are minimised and that when they do occur they are correctly classified and rigorously recovered. Please use this section to demonstrate how effectively the benefit service minimises, classifies and recovers overpayments and administrative penalties. 
	What does the council do to minimise the number and value of overpayments that occur?

Narrative:      
	Please explain how optimum performance has been achieved or explain what action, if any, the council is currently taking or has taken in order to deliver optimum recovery performance?

Narrative:      
Supporting evidence - Guidance
In terms of supporting evidence the council is asked to provide any evidence that it refers to and/or which substantiates its self-assessment in this area. Examples are listed below to help give an indication of the type and level of evidence that could be provided. Please ensure that supporting evidence is listed, numbered, and appropriately indexed and cross-referenced. 
Included
Y/N
Doc
Ref. 
Policies and strategies covering overpayments.


	Evaluation reports on fraud and administrative penalty recovery.



8. Delivering outcomes – Counter-fraud
The prevention, detection and investigation of fraudulent claims are important aspects of a secure and effective benefit service. Counter-fraud activities help to protect public funds by ensuring that fraudulent claims are identified and sanctions are applied where appropriate. Please use this section to demonstrate how effectively the benefit service ensures that fraud investigations are focused to make best use of available resources, each case is thoroughly investigated in compliance with legislation, and a sanction is administered when appropriate. 
Please note that completion of this next question is only required for those councils where HB fraud investigation responsibility has not yet transferred to DWP Single Fraud Investigation Service.
Please explain how optimum performance has been achieved or explain what action, if any, the council is currently taking or has taken in order to deliver optimum performance?
Narrative:      
Please note that completion of this next question is only required for those councils where HB fraud investigation responsibility has already transferred to DWP Single Fraud Investigation Service.
How effective are the new arrangements for investigating HB fraud?
Narrative:      
Supporting evidence - Guidance
In terms of supporting evidence the council is asked to provide any evidence that it refers to and/or which substantiates its self-assessment in this area. Examples are listed below to help give an indication of the type and level of evidence that could be provided. Please ensure that supporting evidence is listed, numbered, and appropriately indexed and cross-referenced.
Included
Y/N
Doc Ref.
Policies and strategies covering HB fraud.


	Counter-fraud business plan.



9. To be completed by Director/Head of Service
Name
     
Job title
     
Contact telephone number
     
E-mail address
     




