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SECTION 1

1.1 Purpose of the contract management plan

The purpose of this plan is to outline the expectations the College has when entering into a sub-
contract agreement. Ensuring all partners meet the exacting standards set out in this guide. Any
subcontracted provision should ensure a high-quality learner experience, delivering outstanding
teaching, learning and assessment, stretching and challenging learners to succeed and progress onto
higher learning or employment.

The Subcontractor is expected to meet all the requirements set out in this document.
1.2 Background and context

The Mission of the College is:

e Toinspire learning and improve lives through education, training and skills development that
supports social and economic success for our students, businesses and communities across
West London

The Vision for the College is:

e To be the leading college in West London for technical and vocational education and skills
training.

VALUES
Our mission and vision are backed up by our core values:

Ambition:
We will strive to be the best in all areas of strategic importance to the College, enabling our learners,
employers and staff to achieve high expectations and ambitious goals.

Innovation:
We will be innovative in our approach to teaching and learning and this is influence all aspects of the
colleges’ work leading to success for our learners, employers and the College.

Accountability:
We will all take personal responsibility for driving success, overcoming barriers and finding solutions.
We will be constantly learning and developing.

Inclusion:
We will be welcoming, supportive and our commitment to equality and diversity will underpin
everything we do




1.3 Contract management - Roles & Responsibilities

Role / Contact

Area of responsibility

Specific responsibilities in relation to
subcontracting

Chief Executive Officer

Overall responsibility
for the College Group

Approval of Subcontractors
Strategic relationships

Executive Director of Finance

Budgets and financial
compliance

Oversight of finance and budgets

Deputy Principal — Strategy, Planning &
Communications
(Senior Responsible Owner SRO)

Operations of
partnerships and
strategy

Overall responsibility for
subcontracting and Commissioning of
new Subcontractors

Contract Manager

Deputy Principal — Curriculum and
Quality

Operations of West
London College
curriculum

Overall performance of College
provision

Director of Business Development and
Partnerships

BD activities and
managing partners

Oversight of due diligence process &
relationship management
Contract Manager

Business Development Improvement Quality Observation of teaching, learning
Manager assessment
Director Management Information MIS / Funding Data Management & Audit

Systems (MIS)

Distance Learning Manager

Adult provision

Learner experience, satisfaction

Head of Apprenticeships and Adult
Skills

Apprenticeships
Adult learners

AEB management, budgets,
contracts, compliance, quality,

Compliance Officer

Compliance checks

Enrolment / eligibility compliance
checks, Audit compliance

Director of People and Organisational
Development

Human Resources

Compliance with DBS, safeguarding,
Prevent requirements, GDPR

Section 2 — Contract transition - Selecting and approving subcontracting Subcontractors

2.1 Selecting a Subcontractor

The College recognises that delivery Subcontractor provision can play an important role in
providing a broad and flexible mix of provision for learners, employers and the wider community.
Subcontractors can benefit the College by accessing learners in different settings and
communities who may not normally attend provision at a large FE College. They can also provide
clear progression routes into College provision and provide learners with a stepping stone

qualification.

The key principles of selecting a new Subcontractor are whether they:

= The fit with the strategic aims and goals of the College in relation to:

o Enhanced the opportunities available to learners (attracting learners who
would not attend College)
o Meeting a niche Local or regional need of employers and learners and
providing better access to facilities




o The added value the subcontractor will bring to the College, enabling the
College to capacity build in specialist sectors

o Support better geographical access for learners

o Offer an entry point for disadvantaged learners

In order to approve the selection of a new subcontractor, the College will review:

=  The quality of provision from delivery Subcontractors and their ability to achieve
outstanding success

=  Past performance of delivery Subcontractors and a track record of high success

= The sound financial health of delivery Subcontractors.

= Compliance to Government and funding agency targets, priorities and regulations.

Currently Subcontractors may not further sub-contract provision except in exceptional
circumstances, and then only with the written approval of the Chief Executive of the Education and
Skills Funding Agency. (This is referred to as 2" Tier Sub Contracting, which the College will not
enter into)

2.2 Contract Due Diligence

To comply with the Greater London Authority / Education and Skills Funding Agency funding rules,
the College will need to be reassured that Subcontractors satisfy a control test, the key elements of
which are:

= The College is able to ensure that learners are enrolled on appropriate programmes in the
name of the College not the Subcontractor(s)

= The College is satisfied (through a direct observation where possible) that the quality of
provision is of the highest standard

= The College has measures in place to ensure it is not funding higher risk organisations or
organisations involved in extremist activities

= The provider has the capability and capacity to deliver to the tender specification

= There is a written learning agreement, entered into at the time of enrolment which is
prepared and agreed with each learner and that reflects the outcome of the learner’s initial
guidance and assessment

= Alearning programme and its means of delivery have been clearly specified by the College

= There are arrangements for assessing the progress of individual learners

= Adequate measures are in place to ensure the health and safety of learners

=  Procedures exist for the College to regularly monitor the quality and delivery of programmes

= The subcontractor complies with the Modern Slavery Act 2015 and has in place throughout
the Agreement Period policies and procedures to ensure full compliance

To ensure compliance with these elements the Due Diligence Checklist are key sources of
information for new Subcontractors (See Appendix 1b) Included in these documents is the need to
record the ‘business case’ or rationale for entering into a subcontracting arrangement with a new
Subcontractor

Other Independent sources of information about potential providers include:

= Ofsted inspection reports (www.gov.uk/find-ofsted-inspection-report )
= Register of UK Training Providers ROATP (roatp.co.uk)
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= Register of Training Organisations ROTO (www.gov.uk/publications/register-of-training-
organisations)

= FE Choices Performance Indicators (https://www.gov.uk/government/statistical-data-
sets/fe-choices-performance-indicators )

= UKPRN (https://www.ukrlp.co.uk/)

The Compliance Officer will review requests from potential new delivery Subcontractors and, if the
above conditions look to be met, will issue a Pre-Qualification Questionnaire (PQQ) — Appendix 1a.
This PQQ will be reviewed at the Partnership Management Group, who will decide whether to ask
the potential subcontractor to complete the full due diligence process. The Partnership
Management Group will be presented with a scored due diligence report for discussion. The final
decision will then be taken by the Senior Leadership Team for approval prior to any decision on
engagement being made. (Refer to Figure 2)

The scoring criteria for approvals is:

= (Clear strategic fit, aligned to existing College goals, added 45% weighting
value the Subcontractor can bring to College

=  Contractual and legal risks 20% weighting

= Provision is high quality with achievement above NR 20% weighting

= The Subcontractor has sound financial stability 15% weighting

Following satisfactory scoring of the PQQ, an Invitation to Tender is issued along with the due
diligence checklist, setting out the complete set of documents needed to move to contract stage.
(see Appendix 1b)

The engagement and management of delivery Subcontractors will be carried out by the West
London College as shown in Figure 1:

Figure 1:
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Figure 2: The process for selecting a new Subcontractor
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Section 3 — Contract Compliance

3.1 Audit & Data compliance

A key element of the audit trail is the process undertaken to sub contract with a new Subcontractor.
To this end the following evidence is required:

= Details of sub-contract
o What is the nature of the provision and the contractual relationship involved
= Data sharing protocols
o Ensuring the College, the appointed auditors and the Education Skills Funding
Agency have access to all information
= Business Case
o What s the rationale behind the College’s decision to appoint a sub- contractor

The Education and Skills Funding Agency/Greater London Authority have the right to audit all
documentation in relation to the sub contracted provision. A satisfactory audit is essential to avoid
loss of funding through claw back or termination of contracts. The College’s audit principles include:

= A sample audit will be conducted on a half termly basis to ensure records are valid and
credible

= All paperwork from Subcontractors must be originals (not photocopies or scanned copies)

= DSATS will be used to test integrity of data submitted by the Subcontractor

Controls to ensure no double funding include:
= Gaining information on other prime contractors at due diligence stage
= Regular (monthly) DSATS testing
=  Communicating with any other Prime contractors the subcontractor is working with

3.2 Contract compliance
The following terms are contained in all contracts

. Agreement date and parties

. Definitions and interpretations

. Commencement and continuation

. Appointed representative

. Subcontractors obligations

. Assignment and sub-contracting

. Freedom of information and confidentiality
. Equality of opportunity and health and safety
. Warranty and indemnity

10. Insurance

11. Access and monitoring

12. Payment

13. Prohibited activities

14. GDPR and Data protection

15. Quality Assurance

16. Fraud and irregularity

17. Funding

18. Breach

OO NOOTUVLBE WNR




19. Termination

20. Transfer of responsibilities

21. Force Majeure

22. Specific learner incident reporting
23. Intellectual property rights

24, Public relations

25. Status / Waiver

26. Third party rights

27. Governing / Jurisdiction

Appendix - Profile of learning aims and target enrolments
Appendix — Key Performance indicators
Appendix - Fees and charges

Originals of all subcontractor contracts will be held centrally in the Directorate.
All subcontracts will need to ensure that they:

e Meet the agreed educational needs

e Are achievable and affordable

e Address the desired outcome(s) of the subcontract, including critical success factors, the
possible alternatives, including existing contracts, the risks including the extent and where
they may fall,

e Identify any contingent needs and ramifications of proceeding and timescales.

3.3 Contract Fees & payment

As part of the College’s funding agreement with the Agency, the College is required to submit details
of sub-contracting arrangements by submitting a returning the ‘Subcontractor Declaration’ on the
Skills Funding Service website as well as submitting a year end subcontractor Payment Schedule
including details of the management fees charged to subcontractors.

All Subcontractors will have a standard ‘Invoice Profile’ prepared, detailing the payment amounts,
payment dates, invoicing requirements and how to deal with disputed invoices, the process for
paying invoices is shown in Figure 3.

3.4 Funding rules compliance

Apprenticeships: The college will continue to deliver a substantial proportion of the apprenticeship
programme and will continue to maintain the employer relationship at all times

AEB: We reserve the right to take appropriate action in line with the funding higher risk
organisations policy, not only if we deem it is necessary, but also where ESFA
requires us to take appropriate action



Figure 3: Payment Process
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Management fees will be set according to the level of risk associated with the Subcontractor. This is
shown in the Delivery Subcontractors Policy. Current Management fees range from 15-20%. All
contracts will include a list of all services we will provide and the associated costs for doing so. This
will include a list of individually itemised, specific costs for managing the subcontractor, specific
costs for quality monitoring activities and specific costs for any other support activities offered.

Management fees cover the costs of the below (not an exhaustive list):

e The College provides a Contract Manager to manage the relationship with the
subcontractor.

e The College provide as Quality Lead to ensure that the quality of subcontractor’s delivery
meets its expectations and to support the continuous improvement of the subcontractor’s
provision.

e The College provides administration support to ensure the timely recording of
learner information on the College’s ILR.

o The College undertakes a regular and substantial programme of quality assurance checks
on the education and training provided by subcontractors, including visits at short or no
notice and face-to-face interviews with staff and learners. These checks include whether
the learners exist and are eligible, and involve direct observation of initial guidance,
assessment and delivery of learning programmes.

e The College ensures that all of the subcontractor’s delivery meets the Education & Skills
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Funding Agency’s Funding Rules.

e The College ensures that any Apprenticeship provision delivered by subcontractors meets
all of the required standards and specific ESFA funding rules.

Also included in the contract is a description of how each specific cost is reasonable and
proportionate to the delivery of the subcontracted teaching or learning and how each cost
contributes to delivering high quality learning.

3.4 Contract Equality, Diversity and Inclusion expectations

It is expected that Sub-contracted provision is set appropriate standards for equality and
diversity in line with the College policies and these are assessed.

To ensure this is complied with, the following will be implemented:

=  Subcontractors will be asked to supply a copy of their Equality & Diversity Policy

=  Subcontractors will be sent the College E&D & Safeguarding and Prevent Policies and will
asked for written confirmation that they will accept the terms contained in these

= The contract will contain explicit reference to E&D policies, Safeguarding and Disclosure
and Baring Service checks

= All on-site assessments (Quality Assurance, Audit and Contractual) will record E&D
compliance as part of the assessment process

= All Subcontractor staff to undergo WRAP/ Prevent training and for this topic to be
covered in the learner review process

=  Subcontractors will be asked to supply all learners with the ‘Learner Handbook’ containing
key contacts if the learner has any safeguarding or Prevent issues

=  Subcontractors delivering Distance Learning provision will be asked to provide additional
guides to learners relating to internet safety

3.5 Communication Strategy
The main principles of communicating with Subcontractors are:
= Schedule of regular meetings set up and contained in contract
=  Subcontractor provides a named contact to the College
= Notes / minutes of meetings kept on file and shared with Subcontractor
=  Records of e-mails, correspondence etc kept on file
= Notes from audit / monitoring visits kept on file and shared with Subcontractor
3.5 European Social Fund
In order to comply with ESF funding rules. All subcontractors will be required to have a
Gender Equality and Equal Opportunities policy and action plan, and a Sustainable Development

Policy and action plan.

Subcontractors will also be expected to display the ESF funding plaque proximately in all their
delivery premises

11



Section 4 — Contract management of performance

4.1 Quality Assurance Process

A monitoring schedule (example in Appendix 3) will be agreed for provision delivered by
Subcontractors and subcontractors which is aligned to the College published cycle of quality
monitoring and review

Monitoring will involve both prearranged and unannounced visits in order to sample the
Subcontractors records to ensure that they meet the College’s reporting, statutory and quality
assurance requirements.

There are two main Quality Assurance processes that are monitored and reviewed at the
Partnership Management Group (PMG)

1. Monitoring Visits, where a visit (announced and/or unannounced) is made to the
Subcontractors delivery location or Head Office
2. Performance Monitoring Reviews, where a Subcontractor attends a focused meeting at the
College, in person or via Skype
There is also a Rapid Improvement process (Appendix 9) for when there is a serious teaching and
learning issue or a potential breach of contract

Figure 4: Quality assurance process

Quiality checlist and associated
policies & paperwork in
compliance verfified, pre-
contract observation of T&L;
SLA /MOU in place

Termly Performance and 6 weekly Performance

Quality RAG rating Review meetings agreed
report at Governors

meetings

Partnership
Management Group Monitoring Visit carried
monitor actions and ensure out by Quality Team
completion

Report completed within
48 hrs and shared with
Deputy Principal and
Subcontractor




4.2 Provider Development

Our provider development strategy is focused on continuous improvement and achieving value
for ourselves as the lead provider. This includes:

4.2.1 Partner Conferences

The bi-annual Partner conference will focus on particular themes relevant to all Subcontractors,
including teaching, learning and assessment, Ofsted, devolved budgets, T-levels. These conferences
are designed to bring the Subcontractors together, share best practice and develop joined up
thinking around some of the big strategic issues impacting on the sector, fostering a ‘community of
Subcontractors’, they will be held in:

= December
= July

4.2.2 CPD

Subcontractors will also be invited to CPD events throughout the year, focused on improving the
quality of teaching, learning and assessment. The schedule for 2022-23 is shown in Appendix 5

4.3 Minimum Standards / KPIs

Performance targets will be agreed annually between the College and subcontractor for retention
and achievement rates and monitored by the College. Each Subcontractor will be expected to
commit to minimum standards of performance linked to targets set within their contract. These
would normally be as below but will be set individually with Subcontractors:

Funding KPI / Target (Achievement) KPI/Target (Retention)
Adults 90% (short courses 99%) 94%

16-18 82.5% 93%

English / Maths 77% (L1) 935 (Entry)

Apprenticeships 72% overall / 59% Timely 72%

Minimum standards will also be set for aspects of teaching, learning and assessment, including:
= Attendance (88%)
= Observation grades (80% good or better)
= Satisfaction rates (Quality of TLA 90% or above, recommend the provider 90% or quartile B)

If any partner is identified (through the Quality Assurance process) to be in danger of not meeting
any of the above KPI’s, formal intervention will apply. This will either be part of a Rapid
Improvement Plan (Appendix 9) or bespoke actions agreed at Performance Review meetings. Any
under-performance may result in a Breach of Contract notifications with financial penalties as set
out in the contract.

4.4 Subcontractor RAG ratings

The performance of subcontractors will be reviewed each term, based on the criteria in Figure 6
below and a RAG rating will be applied. These ratings will be reported to Governance Committees
each term, along with any noted actions:
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Figure 5:

Administration Timeliness /compliance of start/enrolment paperwork
and compliance Timeliness /compliance of ILP’s/ Attendance paperwork
Timeliness /compliance of completion paperwork
Timeliness/compliance of bursary paperwork

Quality Quality of initial assessment / ILPs/ Learner journey

Improvement Quality of leadership and management

Quiality of safeguarding/Health and safety / E&D/Prevent /GDPR

College quality monitoring outcomes (OTLAs, monitoring visits, learning
walks)

External quality monitoring outcomes (Ofsted/EQA reports)

Contracts and KPI’s | Performance against learner number / funding start profiles
Performance against achievement rate target

Performance against progression target

Performance against attendance target

Performance against student satisfaction / learner voice targets

4.5 The Quality Assurance Timeline

Throughout the year there will be a different focus for the quality assurance of Subcontractors out
set out in Figure 6:

Figure 6: Timeline

Term 2 (Spring)
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Subcontractor’s location or college
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Enrolment/ induction surveys for all | monitored.

learners take place early in the term

Course evaluations / reviews
completed in May/ June ready to
inform the SARs for that year

EV dates are requested and reports

. . . . - . . Performance Monitoring Reviews
Observations of teaching and learning | received, with actions reviewed and &

take place in June when the current

commence monitored to completion and sign off vear SAR/ QIP document is signed off
Review of QIP Learner surveys using conducted and the strengths and areas for
Validation of SAR during this term improvement going forward are

proposed

Achievement is also a key focus of
this term (dependent on EV visits in
some cases)

End of course learner surveys and
destination information is gathered
and collated




Section 5 — Contract Termination and dispute resolution

5.1 Termination of sub-contracting provision & managing disputes

5.1.1 Disputes and problem resolution

Provision for resolving disputes is contained in section 34 of the contract. This sets out how disputes
will be resolved, the escalation procedures and any recourse to arbitration

5.1.2 Termination:
Provision for termination of a contract is contained in section 19 of the contract.

The process for resolving disputes / terminating contracts is shown below:

Initial dispute raised

by either lead or sub-
contractor

College formal complaints
procedure to be followed

Was the
dispute
Discussed at Directorate resolved?

Written confirmation

for decision sent to provider

Documentation filed

Dispute Resolution
procedure followed

Written confirmation
Was the dispute sent to provider
resolved?
Documentation filed

Directorate to discuss
possible termination

Formal termination

agreement sent
Post contract Review

Meeting held Documentation filed




5.1.3 Continuity of contract and delivery

The college will undertake all reasonable steps to ensure the viability and continuation of any
contractual arrangements with sub-contractors’ provision. Due diligence undertaken is robust
enough to ensure the risk of failure of a sub-contractor’s ability to deliver under its original contract
terms is low and mitigated as far as possible through regular quality audits, annual financial review
and regular contact with the account manager. In the unlikely event of a subcontractor failing to
deliver the college will either pick up delivery through its own means or facilitate transfer to another
provider. A full contingency plan is in Appendix 10

5.1.4 Contractual changes

All contract variations during the lifespan of the contract will only be authorised by the Deputy
Principal, following discussion and approval from the Partnership Management Group. Copies of
signed contract variation agreements will be kept on file.

Changes to contracts in-year will be reported to the Board (audit committee) as part of the quarterly
subcontractor updates.

e Minor variations may include, delivery profiles, minor changes to the curriculum offer
e Major changes may include, maximum contract values, payment profiles, management fees
and substantial changes to the curriculum offer.

5.1.5 Whole life oversight

The definition of whole life / whole programme oversight is deemed to include all aspects of a
learners programme as detailed in their learning agreement, including condition of funding
requirements for English and Maths, work experience and other mandatory elements.

Contract terms will include (where appropriate) provisions for the management and oversight of 16
to 19 distance and whole programme provision through the life of each learner’s programme of
study.

Subcontractors delivering apprenticeship provision are not permitted to deliver the entire

programme and an agreement as to the elements that make up the subcontract will be agreed in
advance and outlined in the contract schedule.
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Appendices

Table 1: Document Submission Deadlines

1. Pre-contract checks
a. Pre-Qualification Questionnaire
b. Due diligence checklist
2. Due diligence control sign off
3. Observation process
4. Key dates for Subcontractors
5. CPD dates
6. Review meeting template
7. Quality Monitoring Report Template
8. Quality Performance Review Agenda and Themes
9. Rapid Improvement Plan
10. Contingency Plan for continuity of delivery
11. ESFA Guidance on sub-contracting

12. Documentation templates
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TABLE 1: Document Deadline Schedule 2021/2022

Dates for Start/Achievement/Withdrawal paperwork to be with the College

Return ESFA ILR Enrolment Start Month | Latest date ensure
Period/Mo | Deadline paperwork is
nth Date included in the
next available ILR
RO1 05.09.22 August 22.08.22
RO2 05.10.22 September 19.09.22
RO3 03.11.22 October 20.10.22
RO4 05.12.22 November 21.11.22
RO5 02.01.23 December 15.12.22
RO6 06.02.23 January 23.01.23
RO7 06.03.23 February 20.02.23
RO8 03.04.23 March 19.03.23
RO9 08.05.23 April 16.04.23
R10 05.06.23 May 21.05.23
R11 06.07.23 June 18.06.23
R12 07.08.23 July 23.07.23
R13 11.09.23 Aug End Aug 23
R14 16.10.23 Final return End Sept 23
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APPENDIX 1a: Pre-Qualification Questionnaire
wlc.ac.uk

2022-23

Partner Pre-Qualification Questionnaire (AEB)
PART A — GENERAL INFORMATION

1 Full name, address and website of the Potential Provider:

Company Name
(registered legal name)

Trading name
(if different)

Date of
incorporation
Company Number
UKRPN No

RoATP No

VAT number
Address
(Registered Office)

Town/City
Postcode
Country
Website

2 Name, position, telephone number and e-mail address of person(s) in control:

Full Name
Position/job role
Time in role

Who they report to
Telephone Number

E-mail
3 Current legal status of the Potential Provider (e.g. partnership, private limited
company, etc.) and details of company registration.
Please Please
(tick one box) (tick one box)
Sole Trader Date of formation
Partnership Place of formation
Public Limited Company Date of registration
Private Limited Company Registration number
Other (please state) Certificates enclosed
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4

5

Is the Potential Provider a consortium joint venture or other arrangement?

Consortium |

If yes please complete the table below

Organisation | Percentage shareholding

Designation of company

Please
(tick one box)

public service mutual’ - an organisation that has left the public sector
but » continues to deliver public services

sheltered workshop’ - an organisation that employs people with
disabilities « separately from others

small or medium enterprise’ - defined by the European Commission

‘third sector’ - a voluntary or community organisation (for example, a
registered charity, an association, self-help group or community
group, a social enterprise, a mutual or a co-operative)

Other (please state)

20



PART B — STRATEGIC FIT

The College’s mission is “To inspire learning and improve lives through education,
training and skills development that supports social and economic success for our
students, businesses and communities across West London”

The vision of the college is “To be the leading college in West London for technical and
vocational education and skills training.”

The values that the College upholds are:

= Ambition: We will strive to be the best in all areas of strategic importance to the
College, enabling our learners, employers and staff to achieve high expectations and
ambitious goals.

= Integrity: We will be open, honest, fair and respectful, doing what we believe is right
and will lead to success for our learners, employers and the College.

= Accountability: We will all take personal responsibility for driving success,
overcoming barriers and finding solutions. We will be constantly learning and
developing.

= Innovation: We will be aspirational in our thinking with an innovative approach to
everything we do

The full College Strategic Plan can be found here.

5a.

Brief Description of the
Potential Provider’s primary
business and main
products and services and
how your organisation
aligns with the College’s
mission and values outlined
above

Brief description of
proposed activity to be
delivered by Potential
Partner or proposed type of
partnership to be agreed
(type of training, sector,
level, qualification etc)

Brief description of the
types of learners targeted in
the proposed partnership
(age, location,
demographic)
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5b. Alignment to external priorities

GLA ONLY:

How does your provision
align to the 9 Recovery
Missions of the GLA to
support the economic
recovery

See here for more
information

GLA & ESFA:

How does your provision
support the wider economic
recovery in light of the
impact of the pandemic

Description of specific
sectors / occupations being
supported by your
provision

Confirmation of compliance
with the College and the
Modern Slavery Act 2015
and policies and
procedures are in place to
ensure full compliance

Insert link to Modern Slavery statement on website

5¢ Environment and sustainability

Outline measures your
organisation is doing to
reduce its carbon footprint
and address concerns over
the environment and
sustainability

6 Equality, Diversity and Inclusion data of staff

% of workforce

Male

Female

BAME

Disability



https://www.london.gov.uk/sites/default/files/recovery_programme_overview.pdf

PART C - CONTRACTUAL MATTERS

6

6b

6¢C

Do any of the following apply to the Potential Provider, Please answer Y/N — where you
have answered Y please supply further details

Has the Potential Provider ever had a
contract terminated or its employment
determined under the terms of the contract in

the last three years?

Contract terminated / employment

determined

Failed to receive contract renewal

Legal proceedings pending (criminal or civil)

Please indicate the type and value of contract you are requesting for the 2022-23
academic year and whether you will be delivering in a devolved or non-devolved

area.

Type of provision

v

Anticipated
maximum

contract value £

Anticipated
learner
numbers

Main delivery
method
(onlinefface to
face etc)

Greater London Authority
Devolved region (within the
32 London Borough
boundaries)

Non-Devolved areas of
England (excluding West of
England, West

Midlands, Cambridgeshire
& Peterborough, Sheffield,
Tees Valley,

North of Tyne, Liverpool,
Greater Manchester)

Please give details of any other funding expected to be received from the ESFA or
devolved combined authority in the 22-23 academic year

Type of provision

v

Anticipated
maximum
contract value £

ESFA

Other devolved Mayoral Combined

Authority (MCA) — please state
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PART D —=TECHNICAL OR PROFESSIONAL ABILITY

10

Please provide details of the number of staff employed by the Potential Provider and
their roles and responsibilities.

Permanent staff

numbers

Temporary or third
party staff numbers

Job

Title/Role/Responsibility

Please provide details of your track record in delivering similar contracts and

services. Please include how you have attracted learners and managed data

Provision of similar services (300 words or fewer)

Please provide details of your online or blended learning capabilities (including
staffing, resources and infrastructure), outlining any contingency plans you have in
the event of further lockdowns as a result of the pandemic or other significant event

Online or blended learning (300 words or fewer)

Please provide details of all delivery locations

Address
Number of Staff
of Number of
Deliver Local Permanent or based at cole that
. y Authority Outreach location peop Facilities

Premises . . . can be

. X Areas Served Location? involved in
(including . accommodated

delivery

postcode)
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11

Please provide details of the recent private and public sector contracts that the
Potential Provider has been awarded. The College reserves the right to contact any
or all of these companies for a reference and may wish to visit their premises.
Potential providers should ensure that companies listed would be willing to provide a
reference for them and be willing to discuss the Potential Provider's performance with

College.

Contract Name

Contact details for reference (name,
email and tel number)

Programme Delivered

Contract value

No of Learners

Geography

Funding Body

Start and End Dates

Targeted Starts

Targeted Outcomes

Actual Outcomes and Achievements

% of contract delivered
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PART E- QUALITY ASSURANCE

10a

10b

Ofsted (if applicable)

Date of last Ofsted

Grade (overall)

Please provide details of any Quality Assurance systems operated by the Potential

Provider, both internally and externally.

14 QA Systems (300 words or fewer)

11 Please describe the internal controls used by the Potential Provider to manage the
delivery of this type of services to ensure that the requirements are met fully in terms

of quality and timely delivery.
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15 Internal Controls (300 words or fewer), include reference to learner retention,
tracking and recording progress and ensuring quality of delivery

12. Quality of Education — Curriculum planning. Please provide details of how your
curriculum sets out the aims of a programme of education and training. How it sets out the
structure for those aims to be implemented, including the knowledge, skills and behaviours
to be gained at each stage. How it enables the evaluation of learners’ knowledge and

understanding against those expectations

Full details of the Education Inspection Framework can be found here. (page 42-47)

Intent

How well the curriculum, including
the wider curriculum, for each
strand of a provider’s adult
learning programme has a clearly
defined purpose that is relevant to
the education and training needs
and interests of learners, and to
local employment opportunities,
and supports local and national
priorities.

Implementation

In evaluating the implementation
of the curriculum, inspectors will
focus on how the curriculum is
taught at subject, classroom or
workshop level.

In light of the impact of the
pandemic, we are particularly
keen to understand different
delivery models you have
including blended and online
provision

Impact

When inspectors evaluate the
impact of the education provided
by the provider, they will focus on
what learners have learned, and
the skills they have gained and
can apply.
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https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/873169/Further_education_and_skills_handbook_Mar2020.pdf

PART F — STATEMENT RELATING TO GOOD
STANDING

STATEMENT RELATING TO GOOD STANDING — GROUNDS FOR OBLIGATORY
EXCLUSION (IN ELIGIBILITY) AND CRITERIA FOR REJECTION OF CANDIDATES in
accordance with Regulation 23 of the Public Contracts Regulations 2006 (as
amended)

We confirm that, to the best of our knowledge, the Potential Provider is not in breach of the
provisions of Regulation 23 of the Public Contracts Regulations 2006 (as amended) and in
particular that:

Grounds for mandatory rejection (ineligibility)
The Potential Provider (or its directors or any other person who has powers of

representation, decision or control of the named organisation) has not been convicted of any
of the following offences:

@) conspiracy within the meaning of section 1 of the Criminal Law Act 1977 where that
conspiracy relates to participation in a criminal organisation as defined in Article 2(1)
of Council Joint Action 98/733/JHA (as amended);

(b) corruption within the meaning of section 1 of the Public Bodies Corrupt Practices Act
1889 or section 1 of the Prevention of Corruption Act 1906 (as amended);

© the offence of bribery;

(d) fraud, where the offence relates to fraud affecting the financial interests of the
European Communities as defined by Article 1 of the Convention relating to the
protection of the financial interests of the European Union, within the meaning of:

0] the offence of cheating the Revenue;
(i) the offence of conspiracy to defraud,;
(i) fraud or theft within the meaning of the Theft Act 1968 and the Theft Act 1978;

(iv)  fraudulent trading within the meaning of section 458 of the Companies Act
1985;

(v) defrauding the Customs within the meaning of the Customs and Excise
Management Act 1979 and the Value Added Tax Act 1994;

(vi)  an offence in connection with taxation in the European Community within the
meaning of section 71 of the Criminal Justice Act 1993; or

(vii)  destroying, defacing or concealing of documents or procuring the extension of
a valuable security within the meaning of section 20 of the Theft Act 1968;

(e) money laundering within the meaning of the Money Laundering Regulations 2003; or

® any other offence within the meaning of Article 45(1) of the Public Sector Directive.

Organisation’s name

Signed

Position
Date
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PART G — DECLARATON

Declaration

I confirm that staff involved in the delivery of the contract have been DBS cleared
prior to the award of the contract.

I confirm that none of the delivery under this agreement will be subcontracted to a
Third Party.

Displacement of Funds Statement

I confirm that funding received for provision does not replace funding from another
public service. We do not receive any other remuneration for these courses. This
funding will not replace any of the employers’ training funds.

Single Funding Source Statement

I confirm that we are not claiming funding for learners under this contract from any
other source other than West London College.

Compliance with legislation

I confirm that we comply with legislation on employment, immigration, safeguarding,
equality and diversity, and data protection (including notification to Information
Commissioners Office, if applicable).

Extremism

I confirm that we follow robust procedures to ensure that we do not inadvertently fund
extremist organisations.

Declaration of interest

| confirm that we have disclosed any details of Senior member who may have any
association (either directly or indirectly) with any corporate member, employee or
other officer of Wet London College

Higher-Risk providers

I confirm that directors or any other person who has powers of representation,
decision or control of our organisation have not been convicted of any of the offences
outlined in the SFA ‘Funding Higher-risk Providers and Subcontractors’ document.

Employer Relationship

I confirm that we agree and understand that West London College is leading the
relationship with the Employer for the Learner(S) on the West London College’s ILR
and that we will not undertake any activity that will undermine or seek to replace that
relationship.

I also confirm that the information supplied is truthful and accurate and that | have the
authority, on behalf of the organisation, to make this declaration. Any information,
which is subsequently found to be inaccurate or not factual, may preclude your
organisation from this process.

Organisation’s name
Signed
Name
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Position

Date

Once you have completed this PQQ please submit it with all the accompanying
documents to:

partners@wlc.ac.uk
West London College
Gliddon Road
Hammersmith
London W14 9BL
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APPENDIX 1b: pue Diligence Checklist

Due Diligence check
1:Finance

Before entering into any subcontracted arrangements
the college
will:
1. Review of Financial Statements (prior two years)
2.  Dun and Bradstreet analysis will be obtained and
reviewed
3.  Review of latest management accounts (previous 3
months)
4.  Names of Directors and Senior Managers

The owner of this check is: Head of
Finance/Executive Director of Finance &
Infrastructure

The overall owner and retainer of the
control list and document control is: the
Deputy Principal

Due Diligence check
2:
Health & Safety

Before entering into any subcontracted arrangements
the college
will check and confirm the following is in place and
meets college expectations:

1.  Public Liability Insurance

2.  Health & Safety Policy

3.  Risk Assessments

4. Complete appropriate site visit to ensure facilities are

appropriate

The owner of this check is: Assistant
Director of Infrastructure

Due Diligence check
3:

Human Resources
&

Marketing

Before entering into any subcontracted arrangements
the college
will check and confirm the following is in place and

meets college expectations:
1. Organisation Chart

Staff Development Policy

Equal Opportunities Policy

Safeguarding & Prevent Policy

Sustainability Policy

Whistleblowing Policy

Evidence of DBS checks for all staff to be used in

delivery

8.  Confirmation of recent Safeguarding/ Prevent training
for delivery staff

9.  Marketing check

NouhkwN

The owner and sign off of this check1-6
is: Human Resources Director.
Checklist of documents 1-6 once seen
and agreed that they meet college
expectations should be passed to the
Quality Team for record keeping.

The owner of the check for marketing is:
Director of Human Resources

Due Diligence check
4.
CIS

Before entering into any subcontracted arrangements
the college
will check and confirm the following is in place and

meets college expectations:
1. Subcontractor is registered on ROTO and/or ROTAP
2.  Data protection policy - including compliance with
GDPR
Data reporting protocol
Audit reports
Qualifications planned to be run are eligible for funding
If College awarding bodies are being used, confirm
College is approved to run courses
7. Other subcontracts held with Primes / direct contracts
with ESFA / ESF

o v hw

The owner of this check is: Director of
MIS

Due Diligence check
5:
Quality Assurance 1

Before entering into any subcontracted arrangements
the college

will confirm the following and keep records of:
1.  HR compliance 1-5 listed above
2. H&S and Data list compliance listed above
3. A Subcontractor’s Quality Strategy including most
recent SAR/QIP
4. Most recent Ofsted Report (should be above grade 2)
Initial Assessment and IAG Policy
6. Teaching, Learning & Assessment Strategy (including
OTL Policy) + observation grades of staff
7. Delivery Staff CVs and CPD records from last 12 months
prior to start of contract; copies of qualifications of
assessors and listed 1QAs for subcontracted work
8. Verification & Assessment Policy
9. Appeals & Formal Complaints Policies and records from

v

The owner of this check is :a nominated
manager or officer from the College
Quality Improvement Team.

The records of the will be retained by
the College Quality

Improvement Team and within the
central record.

Any documents or staff records that do
not meet awarding body standards
would

jeopardise QA approval and the
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last 2 years

10. Proof of Centre Recognition of intended qualification(s)
delivery

11. Copies of most recent EQA/IQA reports

12. Model Schemes of Work/Assessment Planners/ILP &
Tracking documents

13. Learner Handbooks

14. Exams and Assessment Policy (including special
arrangements)

15. Anti-Plagiarism and Malpractice Policy (and associated
Student Disciplinary Policy)

16. Conflict of Interest Policy

17. Recognition of Prior Learning Policy & ALS Policy

18. Copies of any external standards or kitemarks for
reference

19. Learner Voice Strategy and records including course
evaluation

20. Learner / Employer Voice records (Eg FE Choices)

proposed delivery and Subcontractor
agreement.

Due Diligence check
5

Quality Assurance 2
CIS/Exams/Evolve/
Quality

Before entering into any subcontracted arrangements
the college
will
1.  Check that elements 1-19 confirm with College
standards
2. Q23ato be completed and elements agreed and owned
prior to course start
3.  Agree enrolment protocols from the
subcontractor/Subcontractor onto data reporting
systems
4.  Establish individual flow chart process as necessary to
monitor lines of reporting, ownership and compliance
5. Review of any additional work in year will be subject to
Checks 6-19 above being reviewed and satisfactory
contract monitoring meetings and visits

The owner and sign off for this final
check is the Evolve Managing Director

Due Diligence check
6:

Contract Review
meetings

Throughout the duration of the contract that shall be
regular contract review

meetings. Attendance and frequency at such meetings
shall be determined in the

contract/SLA but are usually 6 weekly . The contract
review meetings shall cover

the following elements:

Formal minutes and actions from such meetings shall
be shared with Subcontractors

within 3 working days.

The owner of this process is: Executive Director Evolve

The participants in such meetings shall be: Finance,
CIS and Quality Improvement

Due Diligence check
7:

Quality Monitoring
Visits

The Contract, SLA and MoU will outline the frequency
and range of quality
monitoring visits to be established and undertaken
over the delivery of the contract
and Subcontractor arrangements. The Quality
Monitoring visits will include a range
of checks across the duration of the Subcontract that
includes:

1. 1AG/Induction check including course handbook
Attendance & punctuality review
Review of ILP/targeting setting and monitoring
A learner existence check will be completed
In year quality review at course level including
Learner Voice data
6. Course file audit including IQA documents (Fla

unepwnN

The owner of this process is: Quality
Team Lead for Monitoring
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form)

7. Paper moderation of OTL reports and if possible
joint OTLs

8. ALS evidence

9. Inyear data review (retention, achievement, pass
rates)

10. Review of H&S/Safeguarding/Complaints records

11. Review of most recent EQA report and associated
actions

Oral feedback will be shared on the day of the visit.

Within 3 working days of the visit the
Subcontractor/subcontractor will receive a copy of
the visit outcomes and any actions emerging. This will
be reviewed at contract

review meetings and if necessary via a follow up visit
within an agreed time period.

Documentation should be available on day of the visit.

The unannounced Quality Monitoring visit around
teaching and learning will be

and follows the procedure outlines under a college ad-
hoc Learning Walk.

If there are substantial concerns the visit may prompt
a full college Internal Quality

Review with a set of actions subject to be reviewed
and action and monitored.

Due Diligence check
8.

Subcontractor
references

References from at least 2 previous Primes that the
Subcontractor has worked with in the last 3 years

The owner of this check is: Managing
Director Evolve

Due Diligence check
9.

Quality Assurance 3
Memorandum of
Understanding

Before entering into any subcontracted arrangements
the college
will:
. Establish clear roles and responsibilities with the
Subcontractor/subcontractor via a MoU
. Define specific roles and roles for positions/individuals
within the Subcontract
° Agree contract is in place and duration and aspects of
delivery
. Establish frequency of contract monitoring meetings
and visits
. Outline CPD requirements and updating for deliverers
in line with college expectations
Agree student complaints process handling and remedies

The owner of this check is: Managing
Director Evolve (with Quality sign off)

Equality, Diversity &
Inclusion

All contractors, including suppliers supplying goods or services to the college, regardless of where
located or the form of contractual relationship, are expected to comply with the spirit of equal
opportunity and inclusion, as well as with the 2010 Equality Act. Compliance shall require
contractors not to discriminate and, in addition, to take positive actions/support are
implemented effectively.

Data Protection

Compliance with all requirements of the GDPR regulations
Policies in place for GDPR
CPD records of staff undergoing GDPR training

Documentation
retention
and archiving

For external audit purposes

For internal records SLA, quality monitoring and contract review meeting evidence shall be
retained by the college for 3 years.
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APPENDIX 2: Due Diligence control list

Quality
Evidence Required v’ | Comments
1. Quality Strategy including most recent SAR/QIP D
2. Most recent Ofsted Report (should be above grade 2) D
3. Initial Assessment and IAG Policy D
4. Teaching, Learning & Assessment Strategy (including OTL D
Policy)
Observation profile of staff
5. Delivery Staff CVs and CPD records from last 12 months prior D
to start of contract; copies of qualifications of assessors and
listed IQAs for subcontracted work
6. Verification & Assessment Policy D
7. Appeals & Formal Complaints Policies and records from last 2 D
years
8. Proof of Centre Recognition of intended qualification(s) D
delivery
9. Copies of most recent EQA/IQA reports D
10. Model Schemes of Work/Assessment Planners/ILP & Tracking D
documents
11. Learner Handbooks D
12. Exam & assessment and 1Q policy D
13. Anti-plagiarism policy D
14. Conflict of interest policy D
15. RPL Policy D
16. Copies of any external standards or kitemarks for reference D
17. Learner Voice Strategy D
18. Learner / Employer Voice records (eg FE Choices) D
Finance
Evidence Required Comments

1. Review of Financial Statements (latest accounts)
la Do financial statements a qualified or adverse opinion?

2. Is there is a group/parent company whose financial position could
significantly impact the financial health of the organisation?

3. Accounts filed up to date

4. Ratio analysis complete

4a. Balance sheet and cash flow checked
4bh. Contingent liability crystallising;

4c. Recall of debt by the bank or investor

OO0 O O«

5. Any court ruling which has financial consequences;

6. Any loss of a material contract or area of provision;

7. Dun and Bradstreet analysis will be obtained and reviewed

8.. Review of latest management accounts (previous 3 months)

9. Names of Directors and Senior Managers

10. Any loss of key personnel.

O 0Oo0o0oood
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Health & Safety

vidence Require omments
Evid R d v | C t
1. Public Liability Insurance D
2.  Health & Safety Policy D
3. Risk Assessments / RIDDOR policy D
4. Complete appropriate site visit to ensure facilities are D
appropriate
Data/MIS
vidence Require mments
Evid R d v' | Comment
1. Partner is registered on ROTO and/or ROTAP D
2. Data protection policy - including compliance with GDPR D
3. Datareporting protocol D
4. Audit reports D
5. Qualifications planned to be run are eligible for funding D
6. If College awarding bodies are being used, confirm College is D
approved to run courses
7. Other subcontracts held with Primes / direct contracts with D
ESFA | ESF
Human Resources
Evidence Required v' | Comments
1. Organisation Chart D
2. Staff Development Policy D
3. Equal Opportunities Policy D
4. Safeguarding & Prevent Policy D
5. Sustainability Policy D
6. Whistleblowing Policy D
7. Evidence of DBS checks for all staff to be used in delivery D
8. Confirmation of recent Safeguarding/ Prevent training for D
delivery staff
Marketing
Evidence Required v’ | Comments
1. Marketing check (logo/branding/strategy/jpeg provided) D
References
Evidence Required Comments

1. 2xreferences from other Primes

O
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APPENDIX 3 — Observation process
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APPENDIX 4 — Key dates for Subcontractor provision

Meeting 1 Meeting 2 Meeting 3 Meeting Meeting 5 Meeting 6
4
Meeting 1 Meeting 2 Meeting 3 Meeting 4 Meeting 5 Meeting 6 Meeting | Meeting 8 Meeting 9 Meeting Meeting 11 Meetin
7 10 gl12
Contract negotiation Contracts Subcontractor End / New
_E meetings approved by Declaration Contract
g Board review
Signing contracts
° Deputy Deputy Deputy
o Deputy Principal Principal Principal Principal
& Director of MIS
Monitoring Board Monitoring
c Pre-contract Monitoring Visit Actions from Board paper — | Subcontract Visit Actions paper — Visit Actions Board Subcont
S observation of MV RAG rating or from MV RAG from MV paper — ractor
2 teaching, learning Conference rating RAG rating | Confere
and assessment nce
§_ Quality team, Quality Team Quality team Deputy All partners Quality Quality Deputy Quality Team Quality Deputy All
& 1 reporting back to the Principal Team team Principal Team Principal partners
« PMG
Observation of Initial Tracking of Support & challenge of Learning Support & Learning Achievement
guidance and learner learners progress performance Walk / Joint challenge Walk / Joint Learner progression.
induction. and identifying Observatio of Observation
Subcontractor to any learners at CPD and policy updates n of performa of teaching, Contract evaluation
demonstrate risk of non- teaching, nce learning and and moving forward.
resources for achievement learning assessment
tracking and and
monitoring are assessment
adequate and
accurate
Contracts Contract Terminati
signed Review on notice
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Appendix 5
CPD dates 2022-23

Month T&L CPD Dates
August 20
Sept 20
21st Oct — CPD Day
Oct 20
Nov 20
8t Dec — Partner Conference
Dec 20
Jan 21
10t February — CPD Day
Feb 21
Mar 21
18t April — CPD Day
April 21
May 21
June 21
29t June Partner Conference
July 21 10t — 12t July — CPD days
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Appendix 6

Review meeting template

Subcontractor:
Data and Time:

Location:
Organiser:
Note taker:
No | Category Lead Due date
1 Present:
Apologies:
2 Minutes of last Meeting
3 Matters Arising
5 Profile vs Target
6 Performance (on programme, achievement, withdrawals)
7 Business Development
8 Due Diligence — Staff, policies
9 KPI progress monitoring
9 Quality Assurance update
- Teaching and Learning update
- Staff changes
- Standardisation/moderation/IQA reports/EQA reports update
- QIP update
- Monitoring Visits planned/actual
- Attendance / Punctuality
10 | Finance update
11 | Standing item: E&D/H&S/Safeguarding/Prevent
12 AOB
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Appendix 7

Subcontracting Monitoring Report

Company/Organisation:
Visit no:

Address of site visited (Delivery site/Office)

Telephone number:

Contact person in company/Organisation:

Monitoring visit carried out by:

Details of activities carried out:

Comments:

Summary of actions to be carried forward:

KPI Progress summary

Actions: By when:

Signature on behalf of
collaborative
Subcontractor

Signature on behalf of
the college

Name of signatory
(block capitals)

Name of signatory
(block capitals)

Date:

Date:
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PLEASE DELETE AS APPROPRIATE TO REFLECT THE MONITORING ACTIVITY CARRIED OUT.

No. | Activity List of Student/ Courses Sampled and Action Points
Comments

1 Induction

1a. | Information, Advice
and Guidance
documentation and
process

1b. | Initial assessment
and Diagnostic
Process

1c. | Induction process

ILP and Target
1d. | setting
2. Quality Assurance
2a. | Processes
SAR/QIP

2b. | Course files inc.
SoW, Lesson Plans.

2¢. | Internal Verification

External Verification

2d.

CPD files for staff
2e.

Progress Reviews
2f. | (Apps)
2g.

Internal Teaching
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Learning and
assessment Grade
profile

3 Teaching ,Learning
and assessment

3a. | Observation

b Additional learning
Support (ALS)

3. Learner Voice

3a. | Internal Learner
Voice survey reports

3b. | Learner Agenda
forum
None done

4. Attendance and

4a punctuality
Registers for classes

4b | Organisational
tracking and data
sets.

5 Safeguarding,

5a. | Prevent and
Promoting British
Values (sample
check)

5b. | Health & Safety

Please ensure the following are attached to this form;

Lesson/Assessment Observation report (Please complete via Pro observe) including lesson plan,
student profile and Resources.

Learner Agenda Forum Report- not used

Relevant photos of quality documentation audit

Up to date copy of Provider SAR/QIP
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Appendix 8

Performance Review

Principles and purpose To monitor performance of each curriculum and support area via the data
dashboard to maintain a focus on improving above KPIs.

Performance The main purpose of the Performance Review meetings is to
Review Meeting review the following areas:

Retention, achievement and success rates for each qualification
Progress against in-year retention, achievement and attendance targets
Retention and achievement progress on qualifications/ subjects that
have been attributed ‘Notice to Improve’ status and the progress
against the SSA QIP and any individual QIPs for underperforming
qualifications

Progress and grades from the lesson observation schedule, confirming
emerging themes and actions and updates to individuals action plans
Actions taken to support emerging themes identified through Learning
Walks/IQRs

Review the outcome of the CIS, HR and finance quarterly reviews
Learner survey results and actions arising including how results are
cascaded to all learners

Course assessment schedules including Functional Skills

Continuing Professional Development plans and requirements following
observation and support for those new to teaching

Additional Learning Support (ALS)

Equality and Diversity plans

Safeguarding issues and promotion

Monitor follow up of any actions arising from EV visits

Monitor outcomes and target discussed/set at 1:1 meetings with line
managers

Complaints and outcomes

Safeguarding or Prevent issues

Process Evolve will agreed with the Quality Team what aspects will be reviewed and

Evolve will inform subcontractors as per College policy
The P&Q meeting will be attended by a member of the Quality team. The
relevant SLT member and/or Principal may also attend.

Action plan & monitoring | Action minutes will follow within 7 working days
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APPENDIX 9

Rapid Improvement Plan

Rapid Improvement
intervention

If, following a monitoring visit, learning walk, OTL or other intervention, a serious
concern is identified regarding the quality of teaching, learning or assessment or a
potential breach of contract, the following 10-day Rapid Improvement process will

apply:

e Avisit(s) will be arranged within 24hrs by the Quality Lead Specialist with
a view this taking place within 72hrs

e Any visit(s) will take place at the place of learning and include as a
minimum, learning walks/observations of TLA, interviews with learners
and an audit of key documents (ILP’s, registers, SoW etc)

e The Monitoring Report will be submitted to the Associate Director of
Quality and Managing Director within 48hrs of the visit, identifying key
actions.

e The Managing Director will inform the partner of key actions within 24hrs
of receiving the report

¢ A meeting with the partner will be convened within 3 days of the report
being finalized with the expectations that all actions will be completed or in
progress.
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APPENDIX 10

Contingency Plan for continuity of delivery

Owned & Authorised By:

David Warnes — Deputy Principal (Contract Manager)

To Ensure That:

In the event the College needs to withdraw from sub-contract
arrangement, a sub-contractor withdraws from the arrangement, a breach
occurs in the contract, or a sub-contractor goes in to liquidation or
administration, the College will take steps to ensure that provision is made
to preserve the continuity of the provision and that learners involved are
able to complete their qualifications.

Which Applies For:

Provision where all or elements of the programme are delivered by an
external organisation, but where overall responsibility is retained by the
College

Operators: Compliance team, Heads, Management Information Services (Ml), Finance
and Executive
Stage Action Responsibility
1 The relevant Funding The College will notify the relevant Deputy Principal
Agency to be notified Funding Agency of any withdrawal Head of Apprenticeships
from a sub-contracting arrangement by | & Skills
either the College or the sub-
contractor.
Communications with | Learners and employers will receive a Deputy Principal
learners / parents / communication from the College
employers explaining the situation and the
proposed actions
A ‘hotline’” will be established for
learners, parents and employers can
call to speak directly to the
management team if they have further
queries
2 Review of the current | A full review of the learner’s enrolment | PMG (Partnership
learner position to take place, and an assessment made | Management Group)
of the level of progress to date on each
individual qualification.
3 Establishment of next | Following a review of the learners, a Deputy Principal
steps decision will be made to identify the Head of Apprenticeships
best delivery plan to ensure continuity | & Skills
of learning and minimise any
disruption to the learners. One of four
possible routes will be identified
(points 4 — 7 below)
4 Deliver the provision The College will deliver the provision Head of Apprenticeships

through College

directly at either a main college site or
an out-centre using college staff.
Where learners that are within
reasonable travel distance to one of

& Skills
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the College’s campuses will attend
delivery sessions that match those
being delivered by the subcontractor.
Travel expenses will be paid

Delivery the provision
through an existing
sub-contractor

The College will identify an existing
sub-contractor who has a record of
delivery of the relevant provision with
successful outcomes, and increase the
capacity of their existing contract to
allow them to take on additional
learners.

Head of Apprenticeships
& Skills

Delivery the provision
through a new sub-
contracting
arrangement

The College may engage with a new
sub-contractor (subject to the formal
due diligence process), for provision
that the college or any current sub-
contractor does not have the skills or
capacity to deliver.

Head of Apprenticeships
& Skills
Compliance Officer

Transfer the learners
to another provider

If the College is unable to meet the
needs of the learners through either
direct delivery, using an existing sub-
contractor of engaging with a new sub-
contractor, we will work with the ESFA
to identify an alternative provider to
transfer the learners to.

Deputy Principal
Chief Finance Officer

This plan links to the College’s Disaster Recovery Plan and Risk Management Plan
The College’s sub-contract makes reference to this Contingency Plan
The Contingency Plan aligns to the requirements of the ESFA sub-contracting funding rules
relating to sub-contracted provision
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APPENDIX 11

ESFA Guidance on Sub-Contracting

1.1

The College is obliged to provide the Services to the ESFA in accordance with the
Funding Requirements. The Subcontractor shall therefore deliver the Services to
the College as the College’s Subcontractor and in accordance with the latest
versions from time to time of the Funding Requirements and without prejudice to
that, in accordance with the latest versions from time to time of:

1.1.1 The ESFA's:

(a)

(b)

()

(d)

1.1.2

Overarching subcontracting rules for all funding streams (2022-
23)

https://www.gov.uk/government/publications/subcontracting-
funding-rules-for-esfa-funded-post-16-funding-excluding-
apprenticeships/subcontracting-funding-rules-for-esfa-funded-
post-16-funding-excluding-apprenticeships

Apprenticeship funding and performance-management rules for
training providers Aug 2022 - July 2023

https://www.gov.uk/guidance/apprenticeship-funding-rules#the-
latest-rules-2021-t0-2022

Adult Education Budget: Funding and Performance management
rules, For the 2022-2023 funding year

https://www.gov.uk/guidance/adult-education-budget-aeb-
funding-rules-2021-to-2022

ESFA Subcontracting controls;

https://www.gov.uk/guidance/subcontracting-using-funding-to-
offer-education-and-training

The GLA's

(a) Adult Education Budget: Funding and Performance
management rules, For the 2022-2023 funding year

https://www.london.gov.uk/what-we-do/skills-and-

employment/skills-londoners/adult-education-budget/information-

gla-aeb-providers#acc-i-60652
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https://www.london.gov.uk/what-we-do/skills-and-employment/skills-londoners/adult-education-budget/information-gla-aeb-providers#acc-i-60652
https://www.london.gov.uk/what-we-do/skills-and-employment/skills-londoners/adult-education-budget/information-gla-aeb-providers#acc-i-60652
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APPENDIX 11

Documentation and Paperwork 2022-23

College Enrolment form 2022/23
College Student Contract Form
Withdrawal / Cancellation form
ALS claim form

ILP

Learner/Staff Forum

N o v A~ w N R

Register

All paperwork to be submitted to Janet (Shirley) Riches (s.riches@wilc.ac.uk ) by deadlines set out in
Table 1
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WEST LONDON COLLEGE

West

<)

Enrolment Form 2022-23 Eolleget

wic o uk

Plzase ask s member of staff if you require this form in a different format or
if there iz anything you do not understand. Please complete the form wsing

BLOCHK CAPITALS.
Student Ref Humber LLM
Title Mr[] Mrs [IMiss [ IMs []Other iplease specify)

Surname or family nams

First name or given name

Middle name(s)

Lzpal Sex Male [1 Female[] Date of Sirth (DLVMMAYY):
Age on 21" August 2022 Ape at start of course
Mational Imsurance Mumber (required only Tor Apprenices and siusents Caiming unempl oyment ofer)

Home Address
Postecode
How long hawe you lived at this addressT {y=ars & months)

Mobile Telephone (homsa)

Email

Term Time Address ¢ diferant from above)

Fostcode

Emsargency Contact Datalls - if you are 1818 we wil use this contact o llatse win regarding your progress

Kame

Relationship to you

Is their address the same as yours? Yes L] Mo [] (if no please give their address below)

Address
Fosicode

Mobile Telephone
Email
&re you currently 3 Looked After Child in the care of social services? Yes[_] No[ ]
Are you 3 recent Care Leaver? Yes[_] No[ ]
IfY¥EE please provide local authority/borough name:
Do you hawe caring responsibilities? Yes[_| Mol ]
Are you 3 lone parent? Yes[_| Mol ]
1_' e 32 mb Earape 00 et url:ml1 B et s Klile Funding Amanay FUnGeoairens mey L part fundad

e Bl e Ly T

D - Q‘latﬂi: @ {} INVESTORS

Waion o e teaching s IN PECPLE

e af Engliah



— —

Do you have a criminal conviction or are you being investigated fora criminal matier? Was Mo -
Mate: Unspent criminal convictions should be included if they exempt yau from specific courses

COLLEGE USE OMLY Approved by: Mame:

Date :
Signaturs:
As an inclusive College the possession of a criminal conviction will not narmally stap you from enralling on a course but,

becavse of our duty afcare, you will nead 1o complebe a form giving mare infarmation abaut your conviction. For advice and
infarmation yau can contact the NACRED Helpline 0207 840 8464

What is your country of birth?
What is your nationality?

What date did you enter the UK? [DDMMMAY Since birth L]
What date did you enter the EEAT (DO/MBYYY Since birth Ll
Hawve you lived in the UK for the last three years? Fes D Mo D

&re there any restrictions on your right to sfay in the UKE? Yes ] ] ]
Wisa Expiry dats (DDM BN

What type of immigration permission do you hold in the UK?Y

© UK Mational " EU Settlement Scheme | Refugee status C Supported Asylurmn sesker
' Humanitarian Protection [ Discretionary leawve to enterremain C Exceptional lzave to enter or remain
[ Indefinite leave to enter or remain [ Spouse/Family member with immigration permission

[ Other {please specify)

UK MNationals Residency Self Declaration

ouw have declared you are an UK national who has legally lived in the UFSEEA for the past 3 or more years. This
means that you:

Have had immigration permission, without any restrictions to live in the UK/EEA for 3 or more years prior to the 1% day
of leaming;

AND

Hold a Brifish Passpaort andfor were bom in the UK, are a British Citizen and have a British Birth Cedificate

Fleasze be awarz that if you hawe not provided the College with proof of youwr UK. nationality st enralment this may be
requestzd 3t & later stage. Any false declarations may resulf in your automatic withdrawal frorn West London College
and for an adjustment in fuition fees that you are expected to pay.

Student Signature: Ciate:

STAFF USE ONLY: | Home [ Overseas " Full Cost[N/A)

BAssessment if Home:

[ 18-18 year ald UK Maticnal Studying Further Education course | 194 year old UK Matianal Studying Further Educasion course
[ Mon UK national but meets residency criteria for FE funding

Damitile Country: Residensy checked by Data:
Evidenee Sean and Reference Mumber

Werification: Piease tick documants seen
I_ Fasspon I_ Dwriving Licence I_ I card or ather doms of national identification I_ Miadomal brswmance cand

[ Examinatian certficates | Bank credt or debt card | Birth Certficale | Other




Asian/Asian British BlackiAfrican/Caribbean/Black British
I Indian [ African
[~ Pakisiani [~ Canbbean
[~ Banpladeshi [~ Any other BlackiAfrican/Caribbean background
[~ Chinsse
Any other Asian background
White Mized Multiple ethnic group
I~ English AWelsh/Scottish/Morthern Irish/British I~ Whitz and Black Caribb=an
[ Irish [~ Whitz and Black African
" Gypsy or Irish Traveller 7 White and Asian

= Any other white background = Any ather Mized'multiple sthnic background
Other ethnic group
[ Arab

I Any other ethnic group

Sexual Orientation:

[ Heterosexual'Straight | Gay/Leshian [ Bisexual [ Other [ Prefer not io say

Gender ldentity:

[ Male [ Female [ Mon-binary [ Prefer not to say

Religion

[ Buddhist [ Christian [ Hindu [ Jewish [ Muslim [ Sikh [ Mone [ Prefer notto say
[ Other (Pleasze specify)

Dz you have 3 disability, learning difficulty, medical condition or health difficulty?  Yes .
Do you hawe Special Educafional Mesds? Yes

Do you hawe an Educational Health Care Plan (EHCP)? Yes C
Ifyes when was it reviewsd [DDSW MY
r

Hawe you previously received any special arrangemenis for examinations? Yes

If you have answered yes to any of the above, please provide details by ticking all that applies below
" Visual impairment " Hearing impairment " Disability affecting mobility
' Profound complex disabiliies | Social and emotional dificulies | Mantal heahth difficulty
' Moderate leaming difiiculty | Severs leaming difficulty " Dyslexia
" Dyscalculis " Aufism spectrum disorder " Asperger's syndrome

C Temporary disability after illness {2.9. post-wiral) or accident

" Spesch. Language and Communication need - Other physical disability

" Other specic lesming difficulty {e.g Dysprasia) - Other medical condition (e.g. epiepsy, ssthma, disbetes)
" Other leaming difficulty | Other disability = Prefer not to say

Ifyou sre Under 18 - What was the name of the |ast place you attended for education?

Cid youw recsive Free Schoaol Meal? = Ll Mo L]

Hawe you enrolled ante another course elsewhere this academic year?  Yes L Mo L

If ya2s what is the name of the school or college?

WWhat is the title of the course?




1.What is your employment status?

[ In paid employment | Seif Employed [ Mot in employment {go to question 4)

2. How many howurs are you employed for?

0 0-10 hours per week l_"-El]hul.lspElHaelv: rEi-&ﬂMusperHaelv:l_ﬂ-ihuusmmmpawaek

4. How lomg hawve you been employed with your current employer? or self-employed for?
[ Up to 3 months [ 48 months [ 7-12 months 12 months and over

4. If motin employment are you:

O Looking for weork and available to start work

O Mot looking for work andfor not available to start work (includes retirement)
2. How long hawve you been unemployed for?

Clless thanGmonths © &-1imonths [ 1223 months [ 2435 months | 38 months and over

§. If Unemployed were you made redundant? | Yas " Mo

7. Were you in full time education or training before starting the course? = Yes " Me

8. Household Situation - to be completed by all 19+ students at the start of your course, tick all that apply
O HNo household member i3 in employment and the household includes one or more dependent  children
O HNo household member f3 in employment and there are no dependent  children
[ Single adult household with dependent children

O HNone of these statements sppby
8. Are there any fimancial and or skills ha'rier[*.ﬂ:revenling you from accessing Digital Technology?

! Financisl [ okills Mo accsss Bsus

[ Mo qualifications [ Pre-Enfry [ Entrylevel [ Level1  [Lewel2 [ Level 2 Full

[ Level 3 [ Lewel3Full [ Level 4 [ Leval5 [ Levelf [ Lewsl 7 +

GCEE English Grade GCS5E Maths Grade

Will you be studying a level the same or below that you have already achieved? [ Yes T Mo
If yes, whyT

[ Professional Development | Personal Development [ Retrain [ Improve grade
|| Other ispecify)




1.1am:
16-18 years of age an 31° Auqust 2022
10-24 ymars of age on 31% August 3022 and have an Education Healih Cane Plan (EHCP)

21 am 13+ and anrolling on:
Erglish andior math Basic Skil and declare | do not already hares & grade A5G 94 in this subject (excludes ESOL)
An Entry or Lavel 1 essential Digital Skils
ESOL gualification
321 am aged 19-23 at the start of the course and this ls:
An Entry or level 1 course enabiling me to pragress b level 2 and | do not bave a level 2 My fiest full beved 2 By firse full level 3

4: | am aged 24+ at the start of the couwres *

Wby first full herved 3
5: 1 am unemployed and In recalpt of ane of the following: *

JEA,

ESa,

Unitversal Credit (LAC] and my take-home pay a8 reconded an my UG statement (disregarding UG payments and other banefis) is less
shan £345 & month [soke adult benefit claim) ar E552 a moreh (joint benefit claim with partner)

&: 1.am studying a level 2 or balow courss and | want fo be employed AND | am in receipl of one of the benefits lisled AND my ke
home pay (dieregarding UC payments and ather benefits] is less $1an E345 3 moenth (sole adull benedit claim) ar ES52 a manth (joint benafit
claim with pariner). | agree 1o provide the College evidence of ary future employment far up 1o 13 wesks after the end of my courss.

Income Support  Housirg Benefit  Working Tax Credit Pension Credit Guarantes  Jupporied Asylim Seeker

7.1 8m employed: *
| liver in Lendon and earn less than £21,547 50 annual gross salangE11.08 houry rate [Based on 37 5-hour par week sonsasc)
I s et livee i Loedon and earn less than £16 525 anrual gross salary©9.50 haurly rte (based on 37 S-haur per week contrac)

i* access to HE courses and leved 3 and above coursss of more than 12 monthe are not allgibés for thie remittanca)

. Paying for iy cowrse |- we will reed wilten canfnmalion Tam your empkiyer or Sponsar]
I will b paying my faes my empkoyerlsparsor Student Laans CamparmyiAdvanced Laarmer Loan ref no.

Student Sigmature: Date:

Drabe on Evidenos: Fer Azsposed by (Mame):
Evidence Seen:

Income detasls:

Haurky rate i low wape:




Student Declaration and Learning Agreement - a copy of cur full peivacy notice can be found on our websbe wans aio.ao.uk
Wiesk Landon Colage wil coliact the folowing personad dada under GOPR Artkcle 6b {Contract), Go [Legal Oeigation), 6 (Pubilo Task) and 5 (St
Purposes) in crder to met our legal ebligations &iih the Education and Skils Furding Agency (ESFA] and Office for Sludents (G5} and in order for us
canny oul our putilo lask ko prowvide education and traning
Wie need 1o process daln 50 we can prowid e you with ihie highest siandards of edecation and iraining we are able o give, and o meet legad cbidgations Trom
gosemment argansaions. We will use your daia 1o

#  Bupport wour ieaming, monkor and reporl on progress
Proide appropriate quidance and nastoral cane
Agzess {he gually of our serdoes
Comply with the ks regarding dala shanng
Keep you sahs
Cominly with conbraciual abligations

L Koep you informed abaul issues affecting and refabsd 1o pour shsdies
Conlact details wil not be used for markeding or survey pUrposes wilhow your consent, which can e withdraem ad any lime. However, the College will use the
coniacl information i condact you Inoonder i canny oul our duties o you, for examgie %0 nolify wou of a change of course date, and alsc: {o abiain dala wherse
legally required, such as dosinalion sumnvoys
Wie colleod panerilioa rerfe mergancy ooriact detalls, under GDPR Arlkcle Go [Legal Ooligaton). W requine s infomaation for stiedents under 18 ab enrolmaend
and collact this under arick 6b (Conlract) in order o Sunpor the dielfeery of eduecalion and tnaining o Adly a5 Dossible. Wi will use This B indoarm your cantacls
abaut your educatisnal periarmancs and beharour. We will infoemm Guind panties S s hobd e e infoneation. IFyou are under 18 and dio reot wish us o hold
parentioarn rAEmierge noy contact drlais, pleaso pul your request in sTEng and 8 meiing wil be amanged o discuss
The information you provide us an this doms wil allow us 1o shane infomaaticn with Govemment deparineenis 0 enable Gwem 1o canny out e siaiulory
functions. This incledes bul ks nol [mied 406, Ealing Borough Coundl and ofher local authorifies, vitual sehooks, ALPE {Assacdation of Leamdng Providers], thi
Folice, Homee Office, LKV and any ofher bodies conmeched with WIS A applioaiions or fraud defecion
araatsr London Privacy Hobios
The Grealer Landen Ausinonty (GLA] & London's regional governmant. The Mayor of London proyides Sipwide keadership, and the London Assembly is a
wilchidag for London responsible for holding the Bayor and fis advisens 1o pubio acoount. Find oul more abou what we dio and b we work ith ot
wanw Jonedan.gov.uk. The Mayor of London & respons e for the Adull Education Budget (AEE) in London and ihe funding previded for ysour course. This
fusred ine] b5 Beingg usasd 1o miatch fund” & Eurcpesn Booial Fund (EEF) programss for residents in Graaber London. The majarily of G indomadion provided By
youl in ihis Enroimeesnt Form |5 collecied by Education and Ekills Funding Agency (EEFA] under ks privacy notioe [se bolow ) This infiormation is shaned with
thet GILA, which oparales as a daks controlker of your persanal data under reloand dats probscion law. The GLA & requind b process your personal daka to
anabile Eio ooy oul Bs funotions. and stai ulory respons sl es inekeding reporing to Bhe Departmend of Work and Pensians (D9FP ) on e maloh funding” of
ESF programenes. In addbion, e GLA colleols Somss Sunpkemantary indormesadion $o comply with EBF requirements, for shich thie DWP i the dala coniralise.
nilomeadicn aboul e of and acoess b your personal data keid by fhe GLA, defadls of ongansadons with whom Bhe GLA reguiarty share data, indomation
n:-uul hiww kong the GLA relain gmurdili nr-:l noe B ERECisE your nghis is sed aut in the GLA AEB Froounsd Privacy Notce

E3FA an:r My Bl .
This privasy nofice & issued by the Education and Skils Furding Agency (EEFA] on behall of the Secrelany of Stale Tor the Denarimeenl of Education (IE] 1o
Inferm leamners aboud the Indvidualsed Leamer Record (ILR) and how thiedr personal infermation s wsed ininhe ILR. Your personal information 5 uesed oy the
OiE 1o exercise our funclians under amcke S[1][=) of fwe UK GOFPR and o kel cur siaiulory respensioliies., including under the: Apprendico shigs, s,
Children and Learning S.08 2000. The ILR oodlecis dala aboon eamess and leamning underiaken. Pubdioly Tunded polleges, ralning angankaions, looal
auinonties, and ensployers [FE prowiders] must colscl ansd nebum the dals i ihe EBFA eaoh year under e lenms of @ funding sgreement, conlract or grant
aqreeirenl. b hps ersure that publc money dsinbuted through the EEFA B being soenl i b wiin gqovernment Begets. £ s aso used for educaikon,
raning, employment, and wel hsing parposes, inoudng reseanrch. We retain ILR leanner data Tor 3 years for oparational purposes and EE years for research
puUrpcERs. Far meone Inl'nrmnllnn d:-ml Thiz ILR and the dala mﬂr:nh:l:l pln::n sée the ILR specilication
i ~{F
LR data iz shared with third partes whene [Fcomplies wilh fE dala sharing procedures and whene fhe low olloes 1. The DfE aned the English European Socia
Fund {EBF] Managing Suthoriy (o aagenis acting an thair behall) may coniscd itamers §0 oamy ol researoh and el uad on 6o inborm e efTectvene s of
tr:ll"nl"g Fior more Informalion abowd how personal dada (S used and :.'-L'.Jrlm:ll-.l ﬂ.nlrlghl:. pln::.-n sbE Thie DIE Personad Indormaiion O harier

i Sl : ko] 1 k | A and the EEFA Privacy Motioe

Weet London College Barketing Consent
Marketing Conbact Tyoe OBy puxst OBy phana OByemal DOByEMSE OBy Bocial Media
Bharing Indormaikon OByamaill DOBy'Weh Bk O By Eockal Redis

1 undarciand that West Londomn Colege:

" Wil respond o referenos requesis frons oo pboysers where you haee Qe permilsslon

« Wil supply atlendance, progress and achiovement daia o tvind parikes, who havne paid fees on your Behall.

«  WIl aabvise nominabed mesd of Kin ol significant unexplained absenos IF o shedent 5 in b under 18 age grous™and cannot ke oonlacied.

« Wil Imke parentsiguardans of sbedenls inihe under 18 aqe group” b @ shedenl progqress newlow Ewening.

o Moy usie yoar |0 pholograph in inleonal eporing for addikonal der®eation purpeses. This will Be keoton Ak for @ penod of three monns Solowing Bhe
end ol 1he ecadsmic year.

« Moy supply attendance and progress dada o parenisiguardians of studenés in the under 18 age group™

=  Holds o policy #0 pUrsiss kabe ar neon-panTieent by any methcd approprabe. iRcluding debd colleoton agenckes and i necessany, coun aolon and nefers
thae rig il b parss o the oosd of colaction o youw showid we nded o reber pour aooount 1o an extemal colischon agenoy.

I undarciand that:

« [P llgave @ courseiprogranmme, refunds are nol uwsoally gven and al amaunls cuislanding remain payabie as per West London Colege fees polcy.

= My lzarning programmes and et maay De modular and meay requing e mely progressian.

« My leanning programme: and fees may e annus

«  Physical acoess b the College may b denked through e aooess contrad bamers and suspensian from thie programmae iF fess ane nod nakd.

« | e ake signing up o dulure progressions of this learning progransme, andtor subsequesnl ransfers as deenssd academicaly appropriabe #o enable mee 1o
achieve my keaming goak. These changes will consbiute part of this learning agreemend.

«  Tha European Sccial Fured may suppon mmy eaming progra mmae:

I =gmaa:

o Tondoms the Colege of any change of Information during my prograsmie of Shudy

" Ta abide by the Colege oode of condusct and Tollow all Colege nies.

«  Thial | hae rece feesd advice and guidance on my chiloe of learning programness 1o assess my sullability in acoomdande with Colleqe prooedunes

« Taihe sludy programme oF propeol dedaied inoney shedend laming programme, including paymaend of any related Toes wherne anolicable.

«  Thial | am aeare of e Collsge's Fee and Charging polkoy.

carlity that thiz Informalion | haee gven (s acosmabe and no maenal idomation has been omified. | agree b abide by the Colage niles, reguiations, polioes

and proscedures, and | have resd and undersiood thie Information abose

By sigring thee Enrolmient Fams and Lesming Agresmaend | oonfirm e condents ans fnee snd acouraée. | undersiand that deciring false ndomeation may kad 1o

proseculion and e College may also atbensal fo reciaim any bition fees and suppon oosis provided.

nanse hiad am aoporiunity b0 rosd and | sgree bo ihe Shedend Loarning Agqnesmant

Student Signature Ciate:
" of @ vulnerabke adul




Enrolment Form Completion Guidance

Section 1

Section 2

section 3

Staff Use Only

Verification

Devolution

section 4

section 5

section 6

section 7

section 8

section 9

section 10

section 11

Personal details
Must be legal name - please check ID and name recorded .

National Insurance number must be provided for anyone claiming an
unemployment/low wage benefit

only provide term time address if different from home address

for adults - not too worried about the previous college /school attended, but
do need to know if they are studying elsewhere and what - as we may need
to reduce the funding

MUST be completed by all
Learner must sign if they are self-declaring

anyone who has immigration permission other than UK/EU national or who
has not been in the country for 3 year + will be required to provide
residential evidence

College will fee assess residency

to be completed by partner and

College will complete

to be completed by all students

to be completed by all students

to be completed by all students - note | am looking at the process when
someone has indicated yes

all

note any learner that appears to be repeating a level - we may request
details as to what was previously attained

please ensure this is fully completed with the course details
Staff MUST sign

learner must sign and indicate the relevant boxes
please provide evidence e of remittance for section 3

college staff will complete fee assessment

all students Must sign
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#2 Student contract

STUDENT CONTRACT

(Applicable if you are ever on-site at any one of the
West London College campuses)

The Student Contract sets out college expectations so that life at college is productive, rewarding
and helps prepare you for the work environment. We reserve the right to take disciplinary action
against any student who fails to comply, which could lead to exclusion from the College.

1. I will be considerate, polite and respectful towards the persons and property of other students,
staff and the whole College community. | will not use offensive language.

2. 1 will visibly wear my College ID card, using the lanyard provided, at all times when | am at College.
| understand that | must never lend my card to another student. If | come to College without it, |
understand | may be refused admission and if | lose it | will have to purchase a replacement at a cost
of £5.

3, | will dress in a way that is appropriate to the needs of the course, taking into account Health &
Safety considerations. | will not wear a hood, cap, hat or any item which covers my face, e.g.: the
nigab (face veil). | will refrain from wearing any article of clothing which displays any motif or slogan
that may offend or be considered incitement. | accept that other College users may dress in a way
that | feel is not appropriate, but | will not make negative comments about their choices.

4. | will not smoke on the College premises. | will not bring alcohol to College. | will not gamble, be
drunk, possess, use or supply any illegal drugs on College premises, or while involved in College
activities away from the campus. | will not attend College if | am under the influence of alcohol or
illegal drugs. If | am found in possession of drugs or alcohol | will be immediately withdrawn.

5. I will not take part in any dangerous or illegal activity. | will not do anything which may incite racial
or religious hatred. | will not carry or use any offensive weapon. | understand that the College can
carry out screening or personal searches for weapons, drugs and alcohol.

6. | will attend and be on time for all classes, tutorials and other College activities required by my
course. If | am unable to attend due to sickness, or any other valid reason, then | will contact my
tutor. Note: Contact information will be supplied by your tutor at the start of the course.

7. 1 will come to College fully prepared for my lessons, bringing all necessary equipment with me.

8. | will complete all coursework and homework, by the agreed deadlines and to the best of my
ability. | will do my best to achieve the required standard in assessments, tests or examinations and
will make sure that all work is my own.
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9. | will not use my mobile phone, tablet, MP3 player or any similar device in the classroom unless
directed to by my teacher. | will not use the loudspeaker function on any such device whilst at
College, unless directed by a member of staff.

10. | will comply with all College policies, including those on tutorials, health & safety, equal
opportunities, safeguarding, academic misconduct and IT. Note: All policies can be found on the
Student Portal.

11. | will represent the College in a mature and responsible way. This includes whilst on trips, work
experience, as a volunteer on external groups/forums; or when taking on additional roles such as
Student Representative, Safeguarding Champion or Student Union officer.

12. | will comply with this contract and all general rules regarding my behaviour in all areas of the
College in order that a pleasant environment is maintained for the benefit of the whole College
community.

| agree to abide by the College Student Contract. | understand that failure to do so could result in
disciplinary action being taken in line with the College Disciplinary procedure.

| confirm that | have received a copy of the ‘Student Handbook’

Name: Course:

Signed: Date:
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#3 Withdrawal / Cancellation

AEB Withdrawal / Cancellation Form

Learner Name

Data number

Sectionl — Course Detail

Qualification Title
Learning Actual End Date 2| o
Qualification Title
Learning Actual End Date 2| o
Qualification Title
Learning Actual End Date 21 o

Partner/Department |

| Section 2 — Withdrawal Information

Please give a brief description why the learner has withdrawn:

Please give a brief description of your attempts to contact the learner:

Details of support offered to enable the learner to continue on the course:

Date Employer contacted (if applicable):

Section 3 — Completion Information

Withdrawal - | can confirm that this learner has withdrawn from the programme and that a formal withdrawal letter
has been issued.

This document must be submitted with evidence of last day of learning for each aim.

Destination — Please Select:

O Paid Imp 16+ hpw O Not in paid employment, looking  for O Apprenticeship

O Paid Emp less than 16 hpw work O Other FE

O Self-employed 16+ hpw O Not in paid employment, not looking O Other HE

O Self-employed less than16 hpw for work O Unable to contact
O Not known

Provider Name | | Date

Provider Signature
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#4 Additional Learning Support

ADDITIONAL SUPPORT ASSESSMENT AND SUPPORT PLAN

Section 1 Learner Profile

Family name: First name: Date of birth: Date student
started on
course

Student ID Number: Centre: Tutor:

Course(s) with code Today’s date:

Please indicate the learning support needs of this learner using the codes below, giving
any further explanatory details in the space provided

Disability affecting mobility
Disability ( wheelchair user)
Disability: other physical
Disabilities: Multiple

Disabilities: profound complex
Dyslexia

Emotional /behavioural difficulties
Hearing impairment

Learning difficulty-moderate
Learning difficulties - multiple
Learning difficulty — other specific
Learning difficulty — severe
Medical condition

Mental ill health

Visual impairment

All learners (aged 16-25) with additional learning needs are entitled to a Learning
Difficulty Assessment when they transfer from school

If this learner is 16-25, have you seen their EHCP? Yes / No

Remember - Funding from the local authority depends on an LDA existing: we must
have it.

Which borough wrote the report ?

Using all information and your own observations, what are the learning support needs of this
learner and how will they be met in college. (e.g. small group size, double staffing, support
for learning, personal care), Individual support (1:1 )for particular tasks or throughout course.
Indicate provider
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Section 2. Assessments pre Enrolment
Please tick which activities occurred during Pre-Enrolment and record approximate time spent on

each on a 1:1 basis with the student.
If this does not apply, please go to section 3.

Please make sure all evidence supporting activities below are kept in student’s blue file

Activity

Yes

Hours

Comments/notes

Meeting the student

Interview with student

Meeting members of family

Meeting with Social/key Worker

Meeting with Teachers

Meeting with Connexions

Visit to School

Pre enrolment advice from guidance staff

Tour of College Group size:

Taster session Group size:

Any other activity - please state

Do you have copies of any other assessment documentation from outside the college ?

Yes O No O

Please enter details

Yes

School records/ Annual school reports

Statement of educational need or review

Any other documentation relating to learners needs that will affect how
they should be supported e.g medical report or doctors assessment

(please specify)

What are the learner’s long term goals?

Section 4. On Programme

60




Does the learner need on-programme support? Yes U No U
If Yes, fill in the details of what will be provided by EHWLC below.

Please complete a section for each class group ( details of class size and Isa)

Support needed Size of group Hrs per wk Weeks

1. Reduced Class size
(include course name or code)

& LSA (small group)

2. Reduced Class size
(include course name or code)

& LSA (small group)

3. Reduced Class size
(include course name or code)

& LSA (small group)

1:1 (LSA)
Dedicated individual support

Rationale to be kept in Blue File

Lunchtime support - Specify group or
1.1

Double staffing (Tutor)

Extra personal tutorial support

Tutor work experience support
(timetabled)

LSA work experience support
( timetabled)

Any information on other support provided by External organisations :

Section 5
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Summary of Support: (hours, duration, type)

Section | Stage Type Hours per Duration
week /wks
2 Pre Entry
3 At Entry
1:1 (LSA)
5 On Small Group support by LSA
Programme state group size:

Reduced class size

Double staffing (Tutor)

Any other extra support —
e lunchtime
e personal tutorial
e Isa or tutor support for work
experience
e Other Please specify

ILPs/Reviews:

Assessor and Learner must both sign to show they agree the support plan.

Student signature
If the student is unable to sign with understanding, a keyworker (NOT EHWL C staff) may
sign on their behalf, if their role is noted here

If the student is unable to sign for her/himself please note reason here

Assessor signature

Name & position
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#5-ILP

Learner Name: Data No:

Course: Level: Hours Per Week:
Initial IAG

Qualification on Entry / initial assessment result: English Course Recommendation:

Qualification on Entry / initial assessment result: Maths

Dyslexia Y/N: Do you have any disability that might affect your learning?

Individual Learning Plan

What are you hoping to gain from the course? What are your employment goals?
On-Entry Targets Review | Learner’s Comments | Teacher’s Comments
Date

Course specific

Classroom and job skills:

Learner Signature: ......cccceeceeeveevcee e TULOr SIgNAtUIE: oo Date: o

Mid-Course Targets Date Set: Review | Learner’s Comments | Teacher’'s Comments
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Course specific

Classroom and job skills:

Learner Signature: ... vceevieive e e TUutor SIgNAtUIe: ..ooviee et e Date: e s

End of course review

What are the main things you have gained from completing this Tutor Comments:
qualification:

Exit Review

| would like to progress on to a higher course Job Opportunities

Course Recommendation

Please circle how near you are to your goals on a scale of 1-5 (1 = Not Ready... 5 = Achieving Goal)

Course specificgoals 1 2 3 4 § Employment goals 1 2 3 4 5
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#6 Learner / Staff Forum

Learner Forum — Partners/Subcontracted Provision
Date:
Time:

Location/Partner:

Course Level

e Why have you taken this course?

e Whatis it like to be a learner at ....

e Does the order of the course content make sense?

e Areyou challenged to achieve? Feedback/target setting/ILPs

e What are your career goals? Are they clear/are they aspirational?
e Did the course meet your expectations?

e What improvements would you make?

Prevent /Safeguarding/ Environment

e What s your understanding of Prevent?
e Do you feel safe and do you know where to go if you don’t?
e What do you think about the environment?

Progression

e What do you plan to do as a result of this course?
(Security specific)
e Do you have a clear understanding of the steps you need to take to obtain your security licence?
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Staff Discussion — Partners/Subcontracted Provision
Date:
Time:

Location/Partner:

Competency:

e How do you update your industry experience/expertise/pedagogy/teaching practice?
e Do you get CPD/Support from your LIV/Managers?

Safeguarding and Prevent:

e What is your understanding of the Prevent Strategy and how do you promote awareness with your learners?
e Do you know who your safeguarding lead is and how do you report concern
e Have you read part one of ‘keeping children safe’ and sighed a document to state this?

Communication:

e How do you keep in touch with your managers?
e Does college feedback get cascaded? If so how?
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#7 — Register

Session Title Tutor(s) Delivery Postcode

Start Time End Time Duration (Hrs) Room(s)
Register Key: v’ = Attended U = Unauthorised Absence A = Absent with reason w
Withdrawn

Qualification:

Surname First Name DOB Mon Tues Wed Thurs Fri

Number of Attendees

Tutor Initials

I certify that the information provided is correct

Tutor Signed Date

Page of
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