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[image: image1.png]Leading learning and skills



 

Learning and Skills Council Essex  

ESF Application Form 21 November 2006
	1. Organisation Details


	1.1
Name of Provider




	1.2 
Nature of Provider (Tick as appropriate)



	Independent Organisation
	
	Consortium


	

	Partnership
	
	Other (Please specify below)


	


	1.3 
Type of Organisation 

(Tick as appropriate)



	Voluntary/charity
	
	School


	

	Local Authority


	
	FE College


	

	Private company
	
	ACL College  


	

	Other: (Length of description: up to 100 words):




	1.4 
Name 


	


	1.5 
Telephone Number 
	


	1.6 
E-mail Address


	


	1.7 
Name of Project Manager 


	


	1.8 
Telephone Number 
	


	1.9 
E-mail Address


	


	1.10 
Name of Signatory to Contract


	


	1.11 
Telephone Number 
	


	1.12 
E-mail Address


	


	1.13 
Provider’s Address
	


	1.14 
Fax Number (incl. code)
	


	1.15 
Legal entity name 
	


	2. Checklist and Approval 


	Provider details have been entered.
	

	The specification number has been correctly entered.
	

	The project start and end dates have been entered.


	

	The total amount of funding has been added.
	

	The total number of learners has been entered.
	

	A list of organisations involved in the project has been entered.
	

	A breakdown of target group(s) aligned with the specification has been given.


	

	A breakdown of target location(s) aligned with the specification has been given.
	

	Details of the outcomes of the project have been entered.
	

	Details of all required resources have been entered.
	

	Details of task/activities have been added.

	

	The total amount of funding requested and the unit price per learner has been entered.
	

	State Aid has been considered for projects involving companies and the appropriate State Aid statement has been identified.
	

	The equal opportunities gateway questionnaire has been completed and the box has been ticked to confirm that an equal opportunities policy is in place.
	

	The sustainable development questions have been answered.


	

	The ICT section has been completed.


	

	Current contracts held with the LSC have been declared.


	

	Current and planned ESF applications with other Co-Financing Organisations or Government Offices have been declared.
	

	The exit strategy section has been completed.


	


Next Steps

	Place three hard copies of the application form and a copy of disk into a sealed envelope addressed to Alison McCleave at the LSC Essex (see Application Guidance for the full address).
	

	Application form to be received at LSC Essex by 5 January 2007
	

	It is important that the bid is discussed with the people who will be responsible for the delivery wherever possible
	


Please ensure all parts of the application are completed. The form must be signed in the box below by the contract signatory as a condition of the application process 

	I declare that I have read The LSC Essex Round 4b Application Guidance, the LSC Essex Round 4b Prospectus and relative tender specification, the LSC Essex Cross Cutting Themes Guidance, the LSC Essex Strategic Plan 2005/06 and East of England Regional Development Plan 2005/06 in relation to this proposal and that all information in the application is correct to the best of my knowledge:

	Name:
	

	Position in organisation:
	

	Signature:
	

	Date:
	


3. Specification Summary

	Spec No.
	Title
	Please tick one

	R4b/1  
	Stepping Stones for Learning and Progression 16-19
	

	R4b/2
	Bridges to Advanced Apprenticeships
	

	R4b/3  
	Upskilling Workers from the Care Sector
	

	R4b/4  
	Women Returners into School Support Work
	


	4. Target Locations


	Please enter the Local Authority District where delivery of the project will take place 

(Please tick all that apply)



	Basildon             


	
	Harlow                     


	

	Braintree           


	
	Maldon                     


	

	Brentwood            


	
	Rochford                  


	

	Castle Point         


	
	Southend                   


	

	Chelmsford          


	
	Thurrock                   


	

	Colchester  

 
	
	Tendring                   


	

	Epping Forest 
	
	Uttlesford                
	


	5. Sectors 


	Employer sectors 

(Please tick all that apply)



	Transport and Logistics 
	

	Retail, Wholesale and Hospitality
	

	Health and Social Care
	

	Construction
	

	Other please specify:



	6. 
Details of the Project


	6.1 
Tender Specification Reference Number
	


	6.2 
Project name


	


	6.3 
Start date  01 March 2007

	Tick box
	

	Anticipated end date (no later than 30 March 2008)


	
	
	


	6.4 
Start date after 01 March 2007

	Tick box
	

	Anticipated Start date 


	
	
	

	Anticipated end date (no later than 30 March 2008)


	
	
	


	6.5 
Total funding requested including VAT
	£


	6.6 
Total number of Learners
	


	6.7 
Organisations Involved in the Project

(Please tick all that apply)



	Voluntary/charity      

Local Authority        

Private company        


	
	School  

FE College      

ACL College 
	 FORMCHECKBOX 



	
	
	
	

	
	
	
	

	Other (please specify) 



	Organisation
	Involvement 

(how organisation is involved / what they are delivering)
	Contact name and telephone number at partner organisation
	Signed letter of agreement held? 
Yes/No



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	7. 
Rationale for applying to deliver the specification identified 

	7.1
Why have you chosen the activity? (Length of description: up to 250 words):



	7.2 
What experiences do you have of delivering this or similar activities? 

(Length of description: up to 200 words):



	7.3 
Why is/are your organisation/s suitable to deliver this activity? 

(Length of description: up to 200 words):




	8. Proposed Activity 

	8.1  
Project Aims (Length of description: up to 150 words):



	

	8.2 
Project Objectives

8.2.1
Objective 1:  


What will be the Outputs/Outcomes (measurable)?

What Performance indicator/ evidence will demonstrate that the output/outcome has been achieved?


	8.2.2
Objective 2:  
What will be the Outputs/Outcomes (measurable)?

What Performance indicator/ evidence will demonstrate that the output/outcome has been achieved?



	8.2.3 
Objective 3:  
What will be the Outputs/Outcomes (measurable)?

What Performance indicator/ evidence will demonstrate that the output/outcome has been achieved?



	8.2.4 
Objective 4:  
What will be the Outputs/Outcomes (measurable)?

What Performance indicator/ evidence will demonstrate that the output/outcome has been achieved?



	8.2.5
Objective 5:  
What will be the Outputs/Outcomes (measurable)?

What Performance indicator/ evidence will demonstrate that the output/outcome has been achieved?



	8.3 
Project Activity to deliver the objectives (Length of description: up to 250 words):




	9. Outcomes 


	9.1 
What are the expected outcomes of the project? 



	Hard Outcomes

     
	No. of 

learners achieving outcome
	Level
	Does the qualification exist or will it be designed as part of the project
	Accredited/ non Accredited/ seeking accreditation
	Awarding Body
	Full Qualification or Units                                 (If units please specify the total number of units required to achieve the full qualification and the expected number of units to be achieved per Learner)
	Average length of time to achieve in weeks

     

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Total number of learners to be recruited:     
	


	9.2 
Please specify the soft outcomes learners will gain. 



	Soft Outcomes

     
	No. of learners 
	Please state the methods that will be used to capture soft outcomes i.e. learning plan, action plans, exit surveys and questionnaires

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total number of learners achieving soft outcomes:     
	


	9.3 
Please specify what other outcomes will be achieved as a result of this project.  



	Other Outcomes

     
	Please state the methods that will be used to capture other outputs and outcomes     
	Beneficiary type i.e. employer, employee, individuals or community

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	10.
Project Management 


	Management:

	Resource Name
	Resource Type/Role


	Organisation
	Relevant qualifications held?
	Days per week on the project
	Hours per day Worked on the project
	Standard Rate per hour including VAT
	Already Recruited Yes/No
	If No planned time to recruit in days

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	Monitoring and Reporting:

	Resource Name
	Resource Type/

Role


	Organisation
	Relevant

qualifications held?
	Days per week on the project
	Hours per day worked on the project
	Standard Rate per hour including VAT
	Already Recruited Yes/No
	If No, planned time to recruit in days

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	Delivery



	Resource Name
	Resource Type/

Role


	Organisation
	Relevant qualifications held?
	Days per week on the project
	Hours per day worked on the project
	Standard Rate per hour including VAT
	Already Recruited Yes/No
	If No planned time to recruit in days

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	10.2 
Please list all the material/other resources required to deliver the project.  



	Materials

	Resource Name
	Unit Price including VAT
	Quantity required
	Supplier Identified
	Total Cost including VAT
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Learner costs

	Resource Name
	Unit Price including VAT
	Quantity required
	Supplier Identified
	Total Cost including VAT
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	11. 
Tasks/Activities


	11.1 
Please identify all the tasks required to deliver the project.

	Preparation and Course Development

	Task Name
	Duration in days
	Milestone Yes/No
	Start Date
	End Date
	Resource Name(s)
	Total amount of work required/

Resources required
	Total cost for resource including VAT

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Total Costs including VAT:
	£


	Recruitment and Marketing

	Task Name
	Duration in days
	Milestone Yes/No
	Start Date
	End Date
	Resource Name(s)
	Total amount of work required/

resources required
	Total cost for resource including VAT

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Total Costs including VAT:
	£


	Delivery

	Task Name
	Duration in days
	Milestone Yes/No
	Start Date
	End Date
	Resource Name(s)
	Total amount of work required/ resources required
	Total cost for resource including VAT

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Total Costs including VAT:
	£


	Management, Monitoring and Evaluation

	Task Name
	Duration in days
	Milestone Yes/No
	Start Date
	End Date
	Resource Name(s)
	Total amount of work required/ resources required
	Total cost for resource including VAT

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Total Costs including VAT:
	£


	11.2
Summary of Project Costs

	11.2.1
Other Costs

	Description:
	Unit Cost:

Total Cost:



	Financial Summary

	11.2.2
Project Costs 


	£

	11.2.3
Other Costs 


	£

	11.2.4
Total Funding 


	£

	11.2.5
Total number of learners


	

	11.2.6
Unit price per learner


	£

	11.2.7
Justification for Unit Price




	12.
Target Groups 


	12.1 
Please enter the number of learners who will be male and the number that will be 
female.

	Gender
Male

Female




	12.1.2
Please enter the expected number of learners as follows:

	Employment Status 
Employed
Unemployed

Still at School




	12.1.3
Please Indicate the age group(s) of the learners to be recruited to the project. 

	Age Groups 
Young People (14-19)
Young People (16-18)
Working Age Adults (16+)




	12.1.4
Please enter below the number of disabled individuals who will be targeted on the 
project.

	Disability 

Number of learners with a disability(s)



	12.2
How will you target learners? (Length of description: up to 100 words):

	12.2.1
How will you engage learners? (Length of description: up to 100 words):



	12.2.2
What added support will you offer? (Length of description: up to 100 words):



	12.2.3
How will you satisfy their needs? (Length of description: up to 100 words):




	12.3
How will you engage Employers? (Length of description: up to 100 words):



	12.3.1
How will you promote the benefits of Workforce Development to employers 

(Length of description: up to 100 words):




	13. State Aid 


	13.1 
Please explain how a contribution from the employer will be collected, evidence and 
used in the project.  (Length of description: up to 150 words):




	14.
Cross Cutting Themes 


	14. 1 
Equality and Diversity and Equal Opportunities 




	14.1.1
Equal Opportunities Policy 

Yes




	14.1.2
Equal Opportunities Gateway Questionnaire


	If the project will support individuals

If the project will provide advice and guidance only to individuals


	Complete Questionnaire One


	

	If the project will support companies

If the project will not directly benefit individuals or companies (for example this may be a research project or may be concerned with capacity building)
	Complete Questionnaire Two


	

	If the project will support both companies and their employees

This project will support both companies and their employees and individuals not employed by the company


	Complete Questionnaire Three
	


Equal Opportunities Gateway

Questionnaire 1 

The project will support individuals

or

The project will provide advice and guidance only to individuals
	Q1. 
Does your project understand the wide range of needs required when providing 
support, advice and guidance to your beneficiaries? 

Yes

No



	Answer here giving information to support why you have answered ‘Yes’ or ‘No’ to this question. All ‘Yes’ answers must cover the core criteria contained in the guidance and include any other relevant information
Equal Opportunities Gateway Questionnaire 1 (Q1)


	Q2. 
Will the way you design and deliver your project meet the different needs, which 
you  have identified in Q1? 

Yes

No



	Answer here giving information to support why you have answered ‘Yes’ or ‘No’ to this question. All ‘Yes’ answers must cover the core criteria contained in the guidance and include any other relevant information
Equal Opportunities Gateway Questionnaire 1(Q2)


	Q3. 
Providers must have in place an Equal Opportunities policy as a condition of being 
awarded a contract Do you have an equal opportunities policy that applies to the 
project, staff and beneficiaries and a plan to put the policy into place? 

Yes

No



	Answer here giving information to support why you have answered ‘Yes’ or ‘No’ to this question. All ‘Yes’ answers must cover the core criteria contained in the guidance and include any other relevant information

Equal Opportunities Gateway Questionnaire 1 (Q3)


	Q4. 
Will you use appropriate marketing and publicity to reflect the project’s 
commitment to equal opportunities?  

Yes

 No



	Answer here giving information to support why you have answered ‘Yes’ or ‘No’ to this question. All Yes answers must cover the core criteria and include any other relevant information

Equal Opportunities Gateway Questionnaire 1 (Q4)


Equal Opportunities Gateway

Questionnaire 2

This project will support companies
or

The project will not directly benefit individuals or companies (example: A research project or a project concerned with capacity building)
	Q1. 
Is your proposed project “equality aware”?  

Yes

No



	Answer here giving information to support why you have answered ‘Yes’ or ‘No’ to this question. All ‘Yes’ answers must cover the core criteria contained in the guidance and include any other relevant information
Equal Opportunities Gateway Questionnaire 2 (Q1)


	Q2. 
Providers must have in place an Equal Opportunities policy as a condition of being 
awarded a contract  Do you have an equal opportunities policy that applies to the 
project and do you have a plan to put the policy into place? 

Yes

No



	Answer here giving information to support why you have answered ‘Yes’ or ‘No’ to this question. All ‘Yes’ answers must cover the core criteria contained in the guidance and include any other relevant information

Equal Opportunities Gateway Questionnaire 2 (Q2)


Equal Opportunities Gateway

Questionnaire 3

This project will support both companies and their employees
or

This project will support both companies and their employees 

and individuals not employed by the SME
	Q1. 
Providers must have in place an Equal Opportunities policy as a condition of being 
awarded a contract  Does your project have an equal opportunities policy that 
applies to the project and a plan to put the policy into place? 

Yes

No



	Answer here giving information to support why you have answered ‘Yes’ or ‘No’ to this question. All ‘Yes’ answers must cover the core criteria contained in the guidance and include any other relevant information
Equal Opportunities Gateway Questionnaire 3 (Q1)

	Q2. 
Does your project understand the wide range of needs required when providing 
support, advice and guidance to groups of SME employees (and non employed 
individuals where relevant)? 

Yes

No



	Answer here giving information to support why you have answered ‘Yes’ or ‘No’ to this question. All ‘Yes’ answers must cover the core criteria contained in the guidance and include any other relevant information
Equal Opportunities Gateway Questionnaire 3 (Q2)


	Q3. 
Will the way you design and deliver your project meet the different needs, which 
you have identified in Q2?  

Yes

No



	Answer here giving information to support why you have answered ‘Yes’ or ‘No’ to this question. All ‘Yes’ answers must cover the core criteria contained in the guidance and include any other relevant information
Equal Opportunities Gateway Questionnaire 3 (Q3)

	Q4. 
Will you use appropriate marketing and publicity to reflect the project’s 
commitment to equal opportunities?  

Yes

No



	Answer here giving information to support why you have answered ‘Yes’ or ‘No’ to this question. All ‘Yes’ answers must cover the core criteria contained in the guidance and include any other relevant information

Equal Opportunities Gateway Questionnaire 4 (Q4)


	14.2 
Sustainable Development                                             


	Providing the skills that businesses both demand and require, both now and in the future



	14.2.1
In what way will this project assist areas of economic growth?



	14.2.2
How will delivery of this project ensure that economic growth benefits those most at 
need?



	14.2.3
Will learners on this project improve their skills to meet employers’ needs? If so, which 
specific skills will be addressed?



	14.2.4
In what way will delivery of this project contribute towards up-skilling local businesses?



	14.2.5
How will this project assist in reducing unemployment in Essex?



	14.2.6
If you feel that providing the skills that businesses both demand and require, both now 
and in the future is not relevant to your project, please give your reasons below.

	


	Providing opportunities to allow everyone to fulfil their potential



	14.2.7
How will this project assist individuals to fulfil their potential?



	14.2.8
Will this project reduce cycles of deprivation, and if so, how?



	14.2.9
Will this project Improve the employability of individuals? In what way?



	14.2.10
How will this project reduce social exclusion?



	14.2.11
Is this project targeted to reducing rural deprivation? 



	14.2.12
If you feel that providing opportunities to allow everyone to fulfil their potential is 
not relevant to your project, please give your reasons below.

	


	Environmental enhancement and protection through project delivery

	14.2.13
Do you currently have a comprehensive Environmental policy in place?



	14.2.14
How will delivery of this project help to reducing travel to work/learn distances?



	14.2.15 
During the life of this project, what steps will be taken to reduce waste?



	14.2.16
What types of materials and resources will be recycled?



	14.2.17 
Will you use technology to reduce paper based communication? If so, how?



	14.2.18 
How will you ensure efficient use of energy?



	14.2.19 
Will you provide environmental awareness training?



	14.2.20 
If you feel that environmental enhancement and protection through project delivery is 
not relevant to the project, please give your reasons below.

	


	Information and Communication Technology               

14.3 
How will ICT be incorporated into the project delivery?


	As a tool for content delivery (e.g. language training, distance learning provision)  

    
	

	As a subject for the development of key ICT skills (e.g. Excel, databases, Spreadsheets, website creation etc.)
	

	As a project management tool for training providers       


	

	As a system to co-ordinate audit and accounting information, financial flows, 


	

	Project monitoring and evaluation, statistical analysis  


	

	As a method of outreach/

Marketing /dissemination and publicity on LSC provision through the websites, dedicated pages to Lifelong Learning and website links to other key training providers/networks in each locality
	

	As a homework/back up tool to reinforce course content.  


	

	14.3.1 
Please give details of any innovative approaches to using ICT and e-learning on the 
project? (Length of description: up to 100 words)



	14.3.2 
Please give details of how this project will use Learn Direct or UK Online Centres. 



	14.3.3 
If you feel that ICT is not relevant to the project, please give your reasons below.



	


	15. Health and Safety


LSC LEARNER HEALTH & SAFETY QUESTIONNAIRE - HSQ 1 

Why this is important - the LSC’s approach to learner health and safety

The health and safety of learners is a fundamental value for the Learning and Skills Council. We believe that learners are entitled to learning that takes place in a safe, healthy and supportive environment. In addition, we consider that safe learning is essential to maximise learners’ experience and achievement. 

Purpose of the questionnaire

It is the policy of the LSC to seek assurance that those we fund have suitable and sufficient arrangements for learner health and safety. The LSC requires this questionnaire to be completed as part of seeking assurance. The senior person with overall responsibility for learner health and safety should sign the declaration. ‘You’ refers to your organisation, college, provider or body the LSC is funding. If you cannot answer the questions as required, please confirm the actions that you will take to be able to do so. For new organisations etc. for ‘do you’ read ‘will you’.

	NAME AND ADDRESS OF ORGANISATION

	


	GENERAL REQUIREMENTS

	1
	Can you confirm you have in place suitable and sufficient insurance in respect to learners (employers’ liability, public liability and other e.g. driving) and as legally required?
	YES / NO

	2
	Have you ever been prosecuted under health and safety legislation or been served prohibition or improvement notices by an Enforcing Authority e.g. HSE? (if Yes, please provide details)


	YES / NO

	3
	Are you aware of, and complying with, relevant health and safety legislation?
	YES / NO


	YOUR POLICY

	4
	Do you have a health and safety policy (statement, organisation and arrangements)?
	YES / NO

	5
	Does the policy include a commitment to, and arrangements for, learners/young persons?
	YES / NO

	6
	Does your policy work in practice and help create a ‘safety culture’ and ‘safe learners’?
	YES / NO


	ORGANISING EFFECTIVELY

	7
	Do you have competent assistance (person(s)) for health and safety?

Please detail competent person(s) and position held:-


	YES / NO

	8
	Are health and safety responsibilities made clear for key staff and employees?
	YES / NO

	9
	Do you have effective arrangements for communicating health and safety matters?
	YES / NO

	10
	Do you have effective arrangements for the consultation and participation of employees and learners in health and safety matters?
	YES / NO


	PLANNING AND IMPLEMENTING GOOD HEALTH AND SAFETY

	11
	Have you assessed the risks to the health and safety of your employees and learners?
	YES / NO

	12
	Have you arrangements in place to review and adjust risk assessments if a learner has special needs, a disability, and learning/language difficulty or is a young person?
	YES / NO

	13
	Have you got effective control measures/precautions as a result of risk assessments?
	YES / NO

	14
	Do you review risk assessments to take account of changes/accidents/incidents?
	YES / NO

	15
	Do you have arrangements for ensuring safe plant and equipment and using PPE?
	YES / NO

	16
	Do you have clear standards/procedures covering who does, what and when?
	YES / NO


	MEASURING YOUR PERFORMANCE

	17
	Do you regularly check health and safety standards and conditions in practice?
	YES / NO

	18
	Do you have effective arrangements in place for the identification, investigation, notification and reporting of accidents and ill-health to employees and learners?
	YES / NO

	19
	Do managers monitor health and safety performance e.g. at management meetings?
	YES / NO


	REVIEWING AND AUDITING YOUR PERFORMANCE AND IMPROVEMENTS (inc self-assessment)

	20
	Do you periodically audit your health and safety arrangements?
	YES / NO

	21
	Do senior managers review performance, e.g. annually, and identify improvements?
	YES / NO

	22
	Do you have an annual health and safety action/development plan?
	YES / NO

	23
	Is there a commitment to continually raise health and safety standards?
	YES / NO


	PROMOTING THE ‘SAFE LEARNER’

	24
	Do you ensure learners receive effective information, instruction and training (inc induction)?
	YES / NO

	25
	Do you evaluate the effectiveness of this information, instruction and training?
	YES / NO

	26
	Do you ensure the effective supervision of learners?
	YES / NO

	27
	Do you promote the concept of the ‘safe learner’?
	YES / NO


	LEARNING IN SAFE, HEALTHY AND SUPPORTIVE ENVIRONMENTS

	28
	Do you have arrangements for ensuring, and monitoring, that learning takes place in safe, healthy and supportive environments?
	YES / NO

	29
	If learning takes place at other locations e.g. work placements, work experience etc do your arrangements include assessing health and safety suitability prior to the learning taking place?
	YES / NO


OVERALL RESPONSIBILITY FOR HEALTH & SAFETY 
Please supply contact details of the senior person within your organisation with overall responsibility for learner health and safety matters.

NAME …………….................................................................................................................................................……….

CONTACT ADDRESS...............................................................................................................…………................

....................................................................................................................................................……………........

TELEPHONE NO. ......................................................…  E MAIL ……………………………………………………..
	DECLARATION of NAMED SENIOR PERSON

I hereby confirm the information supplied on this questionnaire is correct and we undertake to inform the LSC of any significant changes.

SIGNED:                                                                            POSITION:

ON BEHALF OF:                                                               DATE:    


	LSC Use Only

Action taken to quality assure:

Assured by:                                                                          Position:                                                         

Recommendation:

Signed:                                                                                 Date:

  


6
Specific Learner Incident Reporting Requirements 

6.1
THE CONTRACTOR shall inform THE COUNCIL of injuries and diseases to Learners within the scope of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995 and fatal road traffic accidents. This shall be done by:

6.1.1
in the case of fatal accidents and ‘major injuries’ (as defined in RIDDOR) - informing THE COUNCIL by telephone or fax immediately THE CONTRACTOR becomes aware of the event; and


6.1.2
all RIDDOR events - sending to THE COUNCIL a completed Learner Incident Record Form within 10 days of THE CONTRACTOR becoming aware of the event. 

6.2
THE CONTRACTOR shall investigate or assess the circumstances of all learner incidents within the scope of RIDDOR and follow HSE guidance ‘Investigating accidents and incidents: A workbook for employers, unions, safety representatives and safety professionals’ (HSG245) ISBN 0717628272. THE CONTRACTOR shall only use persons

competent to investigate/assess learner incidents with a view to identifying the causes of any incident and lessons to be learned.

6.3
THE CONTRACTOR shall also monitor, and act on, any other harm to learners to the extent that THE CONTRACTOR could reasonably be expected to do so and/or where the harm could affect the quality of the learning experience. Harm includes (but is not limited to) other incidents that cause absence from learning, any loss to the Learner of any physical or mental faculty or any disfigurement, incidents of bullying and harassment.

6.4
THE CONTRACTOR shall co-operate with THE COUNCIL and Department for Work and Pensions for the purposes of the Analogous Industrial Injuries Scheme in respect to those Learners to which it applies.

7
Learner Health, Safety and Welfare

7.1 THE CONTRACTOR shall co-operate with and provide information to THE COUNCIL, as requested, to give assurance that adequate arrangements exist for Learner health and safety, to enable THE COUNCIL to review Learner incidents, and to assist THE COUNCIL with regard to its Policy on Learner Health and Safety.


7.2
THE CONTRACTOR shall ensure that learning takes place in safe, healthy and supportive environments, which meet the needs of Learners, and in doing so shall:

7.2.1
operate an effective health and safety management system which continually seeks to raise standards. THE COUNCIL will use Health and Safety Executive (HSE) publication HSG65 ‘Successful Health and Safety Management’ as a benchmark when evaluating the arrangements of THE CONTRACTOR. Where THE CONTRACTOR is required to carry out self-assessment of the quality of learning provided, Learner health and safety shall be included in accordance with the requirements of THE COUNCIL and the Common Inspection Framework;

7.2.2
promote good practice and, and in particular, the concept of the ‘Safe Learner’.  This includes Learners, through the quality of their learning, gaining an understanding of health and safety, the identification and control of risk, and developing a set of safe behaviours;


7.2.3
where part of the learning takes place in an environment outside the direct control of THE CONTRACTOR, for example, with another employer, THE CONTRACTOR shall make an informed judgement about health and safety suitability prior to learning being delivered with that employer/in that environment.  To be suitable employers and environments shall at least meet THE COUNCIL’S health and safety procurement standard
 for learner health and safety. THE CONTRACTOR shall periodically review suitability as an integral part of the quality of the learning being delivered. 

7.2.4
THE CONTRACTOR shall ensure it has access to persons sufficiently competent. in health and safety and the occupational area to meet its obligations in respect of Learner Health Safety and Welfare and in particular to be able to make the informed judgement of health and safety suitability under this Clause 7.2.3;


7.2.5   maintain adequate records in relation to Learner health and safety including; assessments of employer/environment suitability; agreements or commitments on health and safety with employers and Learners; information relating to harm to Learners; and records of assessments, monitoring and reviews of learner health and safety understanding/capabilities;


7.2.6
take account of relevant Health and Safety Executive guidance and other sources of good practice; 

7.2.7
ensure Learners receive effective and timely information, instruction and training and effective supervision based on an assessment of risk. In the case of Learners below the minimum school leaving age, Learners under 18 and/or Learners with special needs, the environment in which the learning is delivered should be such that risks have been reduced to the lowest level practicable;

7.2.8
ensure that Learners health and safety understanding and practical capabilities are periodically assessed based on an assessment of risk.

7.3
In working with other organisations/bodies, THE CONTRACTOR shall make arrangements to co-ordinate and co-operate effectively for reasons of Learner health, safety and welfare.  In particular, respective responsibilities shall be clearly identified and documented as appropriate, to ensure understanding.


7.4
THE CONTRACTOR shall adopt recruitment processes that comply with the law and will ensure that young and vulnerable Learners are protected.  THE CONTRACTOR will register with the Criminal Records Bureau where their employees may have regular contact with Learners under 18 or other vulnerable Learners and ensure that the appropriate checks are made to ensure that employment that involves regular contact with young people under the age of 18 is not offered to or held by anyone who has been convicted of certain specified offences, or whose name is included on lists of people considered unsuitable for such work held by the Department for Education and Skills and the Department of Health.

16. Declarations

	16.1
Do you currently hold a contract with the Learning and Skills Council?    

Yes

No

If you have answered ‘yes’, please complete the details below

Name(s) of LSC(s) funding project




	16.2 
Are you submitting or planning to submit another ESF application.  
Yes

No

If you have answered ‘yes’, please complete the details below

Name of the project

Measure level

Name of the Co-financing Organisation/Government Office to which application has been or will be made




	16.3 
Do you currently hold an ESF Objective 3 contract?  

Yes

No

If you have answered ‘yes’, please complete the details below

Name(s) of Co-Financing Organisation(s)/Government Office(s) funding project




	17. Exit Strategy 


	17.1 
What exit strategy do you have for the project when ESF funding ceases?

	Develop the activity for the Learning Aims Database


	

	Become self sufficient               


	

	Secure future funding from other sources.  Please give details of what sources the funding will come from


	

	Seek sub-contract with a core provider.

Please give details of which provider you intend to approach


	

	Project will finish and close


	

	Other (please give details) 




	18. Other information.  

	(Length of description: up to 200 words):







This box will be completed by LSC Essex 


Application Number CFO/R4b/




























































































































































































































































































� The procurement standard are available on the LSC internet and The Good Practice Toolkit for Learner Health and Safety websites
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