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Introduction 

This guidance has been designed to aid applicants with the completion of the LSC Essex ESF application form.  The guidance will:
· Provide useful information on planning projects.

· Provide step by step advice to assist applicants with the completion of the application form.
· Provide examples of how sections of the form should be completed.
· Give details on how the application form will be scored. 
· Provide links to useful documents and strategies.

If you require further assistance with the completion of the application form, please contact the Objective 3 Facilitator Aimi MacCormac, who is representing the Local Management Group, and who will be able to offer independent, impartial advice and support.   Aimi’s contact details are as follows:

	Organisation
	Contact details

	Local Management Group
	Aimi MacCormac
a.f.maccormac@apu.ac.uk



If you have any questions about the tendering round or would like this document to be made available in audio, large print, Braille or another language, please contact the ESF Helpdesk as soon as possible on 01245 550141 or email esfessex.helpdesk@lsc.gov.uk
Summary of Tender Specifications

This is a summary of the four specifications available.  Applicants must refer to the details in the specifications before beginning to complete the application form. 

	Spec No.
	Specification Title

	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


Project Planning and Preparation
PROJECT PLANNING
“The nice thing about not planning is that failure comes as a complete surprise rather than being preceded by a period of worry and depression.”

All good projects have a finite and defined lifespan, defined and measurable outcomes, and sets of activities to achieve these outcomes, a defined amount of resources, and defined roles and responsibilities for partners involved in delivering the project.  Before designing your project please consider the following: 
          WHY?

· Why is the project necessary – what is the need?

· Consider the project as the solution to a problem

· Only by clearly understanding what the problem is, will it be possible to develop an appropriate solution

          WHAT?

· What is the proposed project going to do – the solution to the problem?

· What will the project actually do and for whom?

· Identify the learners, that is, who will benefit from the project

· What will the outcomes of the project be?

· Be specific, how many and of what?

          WHO?

· Who is responsible for doing what? – include partnership roles

· Do they know what their roles will be?

· Do they understand the responsibilities attached to the role?

· Do they agree to undertake them?

          WHEN?

· When will the project start and finish?

· What is the length of time needed to deliver the outcomes?

· Is this a realistic timeframe?

· If the project involves staff recruitment is this built into the timeframe?

          HOW?

· How will it happen?

· Develop a costed and time bound action plan

DEVELOPING A PROJECT

A project plan is simply a timetable of costed activities, with the name of who is responsible for each task, the amount of time taken to complete a task and the start and finish dates for the activity’s completion.

It is important that applicants create a project plan before completing the application form.  Start by setting the aims and objectives of the project.  Project aims and objectives must match with the specification applied for.   Projects can only fit within one specification. 
Please also make sure that the project aligns itself to one or more of the LSC Essex Strategic Priorities and Regional Development Plan Priorities as identified in the relevant specification.   
KEY STAGES IN A PROJECT

Break the project down into key stages.  These can become milestones for monitoring – each stage will consist of a number of activities or tasks and group them by type e.g.

Stage 1
Preparation

Stage 2
Recruitment & Marketing

Stage 3
Delivery

Stage 4
Management, Monitoring & Evaluation

Break the stages down into individual tasks and group them by type e.g.

Stage 1
Marketing

· Designing the materials

Partnership approval of designs

· Producing the materials

If externally produced, agreeing the order with the printer/producer e.g. price, quantity, completion date
ALLOCATE RESOURCES
Resources can be either human or material.  Resources are vital to any project and a variety of resources will be required to carry out tasks.  Resources usually have a cost associated with them. 
Consider who will deliver each activity and what other resources will be required.  Identify each resource unit cost or cost per hour. 
ALLOCATE COSTS
Consider all the resources required for each task and cost each activity.  Identify all the costs the project will incur e.g.

Stage 1  
Marketing

· Marketing leaflets

£1.25 Unit cost
· Marketing Assistant

£15 per hour
PROJECT TIMETABLE
· In what order do the activities need to happen?

· Identify relationships between them – are any activities dependent on others?

· What is the risk attached to each – if one doesn’t happen on time, what will be the impact on the rest of the project?

· How long will each take?

· When does each need to be completed by? – allocate timeframes

Please see the example of a project timetable on page six..
PROJECT MONITORING

Project performance is monitored against the milestones achieved. A comprehensive project action plan should allow you to check which activities are running to schedule and which have problems.  All project risks and issues should be identified as soon as possible and action plans should be put into place to overcome risks and issues that will impact on project delivery. 

PREPARATION

Read the guidance notes and the application form before beginning to complete an application.  Be sure that you have answers to each question.   Make sure the relevant information goes into each section.  Involve the people who will be delivering the project in writing it.   Do not get one person to write it then when the funding is secured give it to someone else to deliver only to find it is not practical.  

Ensure partners are clear what their roles will be within the project.  Seek to get their agreement to being involved in the project before starting to write the application, to ensure their commitment to the project. 
EXAMPLE OF A PROJECT PLAN / TIMETABLE
	Type of activity
	Activities
	Responsible for delivery
	Milestone
	Completion date
	Cost

	Marketing
	Producing leaflet design – 10 March

Partnership approval – 14 March

Production of leaflets – 29 March


	Name person, marketing department of partner organisation
	Leaflets ready for distribution
	30 March
	£200

	Development
	Course structure developed – 29 March

Course content developed – 15 April

Course content produced – 30 April
	Name person – ACC

Name person – ACC

Project      co-ordinator
	Course structure and content produced
	30 April
	£10,500

	Recruitment
	Distribution of leaflets – 5 April

Brief staff on dealing with enquiries – 5 April

Open day – 20 April 


	Project co-ordinator

Project co-ordinator, name person, marketing assistant
	30 people recruited to the programme
	8 May

20 April 
	£350

	Delivery
	IAG and ILPs for learners – 15 June

Learners enrol on course and register with awarding body-25 July

Course delivery 8 weeks commencing – 01 August

Celebration event 

IAG
	IAG Advisors

Administrators

Course Tutors

Assessors

Marketing assistant 

Project co-ordinator
	30 people

achieve Level 2 qualifications
	24 June

25 July

30 September

14 Oct
	£48000

	Monitoring and Evaluation
	Weekly reports

Monthly reports

Steering Group meetings

Exit questionnaires and evaluation
	Administrators

Course Tutors

Project co-ordinator

name persons, Partners

External consultant
	Project evaluation
	
	


Completing the Application Form
The application form has been designed to give the Appraisal Panel sufficient information to assess the application.  Each application will be assessed individually and then against the other applications received for the same specification.  The applications will not be assessed against other applications submitted for different specifications.  Applications will be assessed using a traffic light system of scoring.   Further details on scoring can be found throughout this guidance.  

Information given in your application will be added to the LSC Essex ESF Database for purposes of communication, results of appraisal process and if successful for managing and monitoring the Contract.  Data Protection and Freedom of Information policies apply to any information held on the database regarding ESF providers and their projects. 

The funding available through the LSC Essex Open and Competitive Tendering Round 4b has been allocated to four specific tender specifications, detailed separately on the LSC Essex website http://www.lsc.gov.uk/Regions/EastofEngland/esf/essex/general-information/.  Please refer to the details in the specifications before beginning to complete your application, and please complete the application form in conjunction with this guidance.  Each section of the application form is numbered.  The numbering within this guidance document relates to the numbering on the application form.  
Remember it is important that whoever assesses your proposal understands exactly what the project aims to do and what specifically ESF will be funding.   Try to make your answers clear and concise.   Don’t get hung up on jargon, it is more important that you get your message across on a first reading.   Keep your language simple and concise.   
The activities in the tender specifications fulfil the ESF Priority criteria.  You do not, therefore, have to prove in the application how the application fits the ESF criteria.  If, however, applicants would like more comprehensive details of ESF priorities more information is available on the ESF website at www.esf.gov.uk. 

New providers will need to complete the additional organisational capability and service delivery forms.  The forms along with separate guidance are available on the Essex LSC website http://www.lsc.gov.uk/Regions/EastofEngland/esf/essex/general-information/.  These must be submitted in triplicate and on floppy disk along with you application form. 

Applications will not be put forward for appraisal unless completed in full.  Please do not insert additional pages into the application form - no additional papers or other materials (floppy discs, leaflets, brochures, etc) will be considered as part of the assessment process.  You must ensure that the information put onto the application form and on the organisational capability and service delivery forms provides enough detail to support the application.  
Please note the size limit requirements for answers when completing your applications; the Panel will disregard any information which exceeds these limits. 

Please type the application form in a minimum font size of 12 points.
Section 1 Organisation Details
Any organisation either public or private which is legally formed (i.e. organisations with either charity status or registered on Companies House), except sole traders, can apply for ESF. Individuals cannot apply for ESF.  This section of the application is for the details of the organisation making the application.   
1.1 Name of provider - Please put your organisations name. 

1.2 Nature of provider - Please state the nature of your organisation. 

1.3 Type of organisation - Please state your organisation type. If you need to give us details using the “Other” box please specify your organisation type in up to 100 words. 
1.4 Please complete with the name of the person who is writing the application. 
1.5 Please give the telephone number for the person who is writing the application. Please include the STD Code and/or Mobile Number where applicable.
1.6 Please give the email address of the person who is writing the application. 

1.7 Please complete with the name of the person who will manage the project on behalf of your organisation if successful.  This will be the person who is contacted to arrange a negotiation meeting if the project is successful.  If unknown at this time please give details of the person that can be contacted regarding the delivery of the project. 

1.8 Please give the telephone number of the person who will be managing the project. 

1.9 Please give the email address of the person who will be managing the project. 
1.10 Please complete with the name of person who will sign the contract.  This will be the person who is notified of the result.
1.11 Please give the telephone number of the person who will sign the contract. 

1.12 Please give the email address of the person who will sign the contract.
1.13 Please complete this section with the registered address of the organisation/company that will hold the contract. 
1.14 Please give the fax number of the organisation/company that will hold the contract. 

1.15 Please insert the legal entity name to be used for the contract if it is awarded, even if it is the same as the Provider Name.  
Section 2 Checklist and Approval 
Please use the checklist in section 2 to ensure that you have completed the application form with all the required information.  As a condition of the application process the form must be signed by the contract signatory.  Any applications that are received unsigned will not go forward for appraisal. The contract signatory must read and agree the declaration by signing the form in the boxes provided in this section.   The declaration refers to the following documents (the locations of the documents have been given below to assist you): The LSC Essex Cross Cutting Themes Guidance, LSC Essex Round 4b Prospectus and LSC Essex Local Strategic and Annual Plans available from http://www.lsc.gov.uk/ .  The Regional Development Plan available from www.eeda.org.uk .
Section 3 Specification Summary
This section lists the four specifications available for tender.  Please tick the specification that the application applies to.  Only one specification can be chosen per application.  If you would like to apply for a project under a different specification please use a separate application form. 
Section 4 Target Locations 
The details in this section should clearly align to the tender specification where specific target areas have been identified.  If the proposed activity is not aligned to the tender specification the application will be rejected as part of the appraisals.  Applications will score more if they provide the required activity in all of the areas specified.  Consideration will be given to proportionate applications providing the areas are proportionate to the funding requested (i.e. if you are apply to deliver 50% of the project outcomes, you should apply for a maximum of 50% of the funding amount available).  This section of the application form carries a heavy weighting; greater consideration will be given to applications that score green in this section.
All LSC Essex ESF projects must be delivered to learners who are currently living and/or working in Essex or already enrolled on a course in Essex.  A full list of LSC Essex area postcodes is available on the Essex LSC website http://www.lsc.gov.uk/Regions/EastofEngland/esf/essex/general-information/ upon request from the ESF Helpdesk. 
Please enter the Local Authority District(s) where delivery of the project will take place by ticking the boxes of all the areas that will apply to the project. 
Section 5 Sectors
This section should only be completed for applications for the following sector specific specifications:
	Spec No.
	Specification Title

	R4b/2
	Bridges to Advanced Apprenticeships

	R4b/3  
	Upskilling Workers from the Care Sector


If your application is not for one of the above mentioned specifications please leave this section blank.
The details in the Sectors section should clearly align to the tender specification where specific sectors have been identified.  If the sectors you propose do not align to the tender specification the application will be rejected as part of the appraisal process.  Applications will score highly in this section if they provide the required activity in all of the sectors specified.  Consideration will be given to proportionate applications providing the areas are proportionate to the funding requested. 

Section 6 Details of the project 
This section allows you to give the Panel general details about the project, including the project name, the start and end dates and the total number of learners etc. This section will not be scored as part of the application except for the information given in this section regarding organisations involved in the project which will be scored as part of the appraisals.  Applications will score highly if they can evidence partnership working to achieve all of the outcomes specified. 
6.1 The tender specification reference number should be entered into the first box. Please see the tick sheet in Section 5.  Only one specification number must be used per application form.
6.2 The name given to the project by the provider needs to be included in the box given.  Please give a relatively short title to your project.  Wherever possible, it should be unique, and not a name used previously or currently for another project.

6.3 If your project is planned to start on the 01 March 2007 please complete this section.  If your project has a planned start date after 01 March 2007 complete section 6.4.  Please specify the anticipated end date of the project.  The project should have duration of at least 12 months and must be completed by 30 March 2008, please note that this end date has been specifically granted to round 4b projects and will not apply to projects from any previous LSC ESF rounds.  If successful, organisations wishing to start their projects 01 March 2007 must return all required information to the LSC Essex by the deadlines given at the negotiation meeting.  Any providers submitting required information after the deadlines will be addressed on a first come first served basis.
6.4 Please complete this section if your project is planned to start after 01 March 2007. Please specify the anticipated start date of the project, the project start and end dates must be provided.  The project should have duration of at least 12 months and must be completed by 30 March 2008.
6.5 Please enter the total amount of funding that you are applying to the LSC for, to deliver this project.   Please note that this amount should be inclusive of VAT. 

6.6 Please enter the total planned number of learners for this project. ‘Learners’ means the number of individuals that will take part in the project, or will benefit from the activities.

6.7 In the case of partnerships and consortium or sub contractors, please specify the types of organisation involved in the project.  Please state which types of organisations will be involved in the project by ticking all the types of organisation that apply. 
List the names of the organisations involved in the table provided detailing how they will be involved in the project, who the contact at the partner organisation is for this project and whether or not signed letters of agreement from the partners are held.  This could include a formal contract, a memorandum of understanding, a service level agreement, a partnership agreement or a signed letter on headed paper from the partner.  If you confirm that an agreement (whether formal or informal) is in place the ESF Contract Advisor will obtain a copy at the negotiation meeting should the application be successful.  If you have answered no here an agreement must be in place before the negotiation meeting takes place. 
Section 7 Rationale for Applying to Deliver the Specification Identified
Please explain in answer to the questions in this section why you have chosen the specification that you are applying for, why your organisation is suitable and what experience you have of delivering this type of activity. Please include details about the systems available to control the activity and collect the records required by the LSC i.e. the Individual Learner Record (ILR) and/or Short Record (SR).  Please also detail how the project was developed.  Applications that show a good understanding of the activity required will score more in this section. 
7.1 Please give details in up to 250 words, on why you have chosen the activity.  Please also clarify in this section why this project cannot be funded through core funding. 
7.2 Please give information in up to 200 words on the experience you have in delivering this or similar activities.  Please also give details here of any experience you have of working with ESF.  
7.3 Please state in up to 200 words why your organisation is suitable to deliver activity.  Please give reference here to how the project will link into other strategies/ initiatives. 
Section 8 Proposed Activities
Please provide a clear description of the proposed aims, objectives and activities of the project in this section detailing how they support the priorities in the tender specification.   If the activity proposed in this section does not aligned to the tender specification this application will be rejected as part of the appraisal process.  A higher score will be awarded to applications with activity which fully aligns to the specification. This section of the application form carries a heavy weighting; greater consideration will be given to applications that score green in this section.

8.1 Please provide the aim of your project in this section in no more than 150 words.  All aims should be localised and relevant to the tender specification. 
8.2 Please detail what the objectives of the project are in this section.  Objectives should lead to the achievement of the overall aim stated in section 8.1.  Please give details of up to five objectives for the proposed activity in sections 8.2.1 – 8.2.5. 

All objectives should be SMART:

· Specific – clearly identify the subject of the activity

· Measurable – what are the measurable outcomes – NVQs, progressions, jobs etc

· Achievable – are the targets appropriate for the target group

· Realistic – targets are achievable within the timeframe

· Time bound – start and finish dates identified
8.2.1 Please give details of your first objective in this section using the above criteria.  Please state what the outcomes and outputs of the objective will be and give details of what performance indicators/ evidence will be used to demonstrate that the objective has been achieved.

8.2.2 Please give details of your second objective in this section using the above criteria.  Please state what the outcomes and outputs of the objective will be and give details of what performance indicators/ evidence will be used to demonstrate that the objective has been achieved.

8.2.3 Please give details of your third objective in this section using the above criteria.  Please state what the outcomes and outputs of the objective will be and give details of what performance indicators/ evidence will be used to demonstrate that the objective has been achieved.

8.2.4 Please give details of your fourth objective in this section using the above criteria.  Please state what the outcomes and outputs of the objective will be and give details of what performance indicators/ evidence will be used to demonstrate that the objective has been achieved.

8.2.5 Please give details of your fifth objective in this section using the above criteria.  Please state what the outcomes and outputs of the objective will be and give details of what performance indicators/ evidence will be used to demonstrate that the objective has been achieved.
8.3 Please give information in this section on what activities/tasks have been identified to complete the objectives detailed in sections 8.2.1 – 8.2.5 above. Please ensure that any activities given in this section relate to the tasks identified in Section 10 of the application form.
Section 9 Outcomes
This section of the application form gives you the opportunity to state what the expected outcomes of the project will be. Outcomes should be realistic and clearly linked to the specification. Please allow for a small drop-out rate when considering the number of learners to be recruited.  The details in this section should clearly align to the outcomes given in the tender specification.  If the outcomes given in your application are not aligned to the tender specification the application will be rejected as part of the appraisals.   Applications will score more if they provide all the required outcomes specified.  Consideration will be given to proportionate applications providing the outcomes are proportionate to the funding requested. This section of the application form carries a heavy weighting; greater consideration will be given to applications that score green in this section.

9.1 Please give the full name of the qualifications/programmes to be delivered.  Are the qualifications/programmes in existence or will you be designing a new qualification/ programme.  If the project is designing a new qualification/programme for accreditation please specify how long you expect this to take. 

Please also supply the anticipated length of the programme/qualification and whether or not the individual will gain a full qualification or accredited units towards a qualification. Please see example below:

	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

     

	Learners working towards a qualification in IT
	175
	2
	Yes
	Accredited
	CLAIT
	Units 3/6
	45

	Achievement of  NVQ  in Construction
	250
	2
	Yes
	Accredited
	City and Guilds
	Full
	98 

	Achievement of  NVQ  in Construction
	150
	2
	Yes
	Accredited
	City and Guilds
	Units 5/8
	65

	Adult Literacy 
	50
	2
	Yes
	Accredited
	OCN
	Full 
	36

	Adult Numeracy
	50
	2
	Yes
	Accredited
	OCN
	Full
	36

	H&S Certificate
	400
	2
	No
	Seeking Accreditation
	CITB
	Full
	4

	Total number of learners to be recruited:     
	400


9.2 Please state all the soft outcomes that will be achieved by learners as a result of this project. These are outcomes from training, support or guidance interventions which, unlike hard outcomes such as qualifications and jobs, cannot be measured directly or tangibly.  Soft outcomes may refer to those outcomes that represent intermediary stages on the way to achieving hard outcomes.  For more information on soft outcomes please refer to the following Guidance: Measuring Soft Outcomes and Distance Travelled – A Practical Guide and Existing Models by Richard Lloyd and Fionn O’Sullivan, available from http://esf.gov.uk/ website.  Please see example below: 

	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

	Increased Motivation 

	400
	ILPs and Exit Questionnaires

	Increased Confidence

	400
	ILPs and Exit Questionnaires

	Increased awareness of opportunities available in the construction sector
	400
	ILPs and Exit Questionnaires work experience records

	Improved time keeping 

	200
	ILPs and Exit Questionnaires

	Increased awareness of environmental issues
	400
	Student Portfolios and evidence of achievement of Unit 6 of NVQ in Construction. 

	Improved problem solving skills 

	200
	ILPs and Exit Questionnaires


9.3 Please state all the other outcomes that will be achieved as a result of this project. These could be outcomes that benefit the community, businesses or the provider for example, increased capacity of the College to deliver a particular programme.   Please see example below: 

	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

	Employers see the benefits of providing work placements to young people and regular ongoing work placements offered. 
	Employer Questionnaire, Contract for work placements
	Employer

	Construction Centre set up
	Invoices, attendance registers and publicity
	Individuals in the future wishing to study construction and Provider building capacity

	Regeneration of local community centre
	Photographs of learners work, feedback from local residence
	Community


Section 10 Project Management 
This section of the application form will allow you to show how the project will be managed, and by whom, to ensure that the outcomes will be delivered and that the LSC administrative requirements will be fulfilled.   Information contained in the Project Management section should not be included in the overall costings for the project. The costing shown in this section will inform the Panel of the unit prices associated with each resource and therefore how the project costings have been calculated.  Applicants that show a realistic level of resources and appropriate costings will score highly in this section.
10.1 Please identify the resources required to deliver the project in terms of: materials required, who will manage the project including the project manager and administration staff, who will deliver the project for example tutor or assessors, and any relevant qualifications that staff would be expected to hold i.e. all basic skills tutors should hold or be working towards the Cert Ed/PCGE and a Level 4 subject specific Certificate.  Please provide details of Matrix Standard accreditation if delivering information advice and guidance.  If a particular position has not yet been filled please state how long you anticipate it will take to recruit that person to post.   A total is not required for costings in this section. Please see the examples given below. 
	10.1 Please identify the resources required to deliver the project.  



	Management:

	Resource Name
	Resource Type/ Role
	Organisation
	Days per week on the project
	Hours per day Worked
	Standard Rate per hour including VAT
	Already Recruited Yes/No
	If No planned time to recruit in days

	Bob Hope
	Project Manager
	Allgood College
	4
	5
	£23.00
	Yes
	

	Sue Pond
	Marketing Manager
	Widefields College
	1
	4
	£21.00
	Yes
	

	Jane Doors
	Financial Manager
	Allgood College
	1
	5
	£21.00
	Yes
	


	Monitoring and Reporting:

	Resource Name
	Resource Type/

Role


	Organisation
	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

	Joe Bloggs
	Senior Administrator
	AllGood College
	4
	4
	£17.00
	Yes
	

	Paul Smith
	Administrator
	Widefields College
	2
	4
	£14.00
	Yes
	

	TBC
	Independent external Consultant
	Best Report Co
	5
	8
	£20.00
	No
	30


	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

	Sue Blue
	NVQ Assessor 1
	Widefields College
	A1/2 in Construction
	5
	7
	£19.00
	Yes
	

	TBC
	Basic Skills Tutor
	Widefields College
	Level 4 in English and PCGE
	5
	7
	£18.00
	No
	60

	John Scone
	NVQ Assessor 2
	Allgood College
	A1/2 in Construction
	5
	7
	£19.00
	Yes
	

	Lee Green
	H&S Tutor
	Allgood College
	NTO Standards, H&S Executive approved, A1/2 in H&S
	3
	7
	£18.00
	Yes
	


10.2 Please list all the material/other resources required to deliver the project including learner costs (e.g. childcare, travel costs, subsidies and other related expenses for those attending the programme) as appropriate.    This is not a capital-funding programme, but this section can include items of equipment required as long as the value of each individual item does not exceed £1000. A total is not required for costings in this section. Please see example below. 
	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
	

	Marketing Leaflets
	10p
	1000
	Yes
	£100.00
	

	Portfolio Folders
	£1.00
	100
	Yes
	£100.00
	

	Workbooks and Basic Skills Materials
	£5.00
	75
	Yes
	£375.00
	

	Room Hire
	£15
	30
	No
	£450.00
	

	Laptop 
	£699.00
	10
	Yes
	£6990.00
	


	Learner costs

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

	Personal Protective Equipment
	£50
	100
	No
	£5000
	

	Childcare costs
	£200
	50
	Yes
	£10000
	

	
	
	
	
	
	

	
	
	
	
	
	


Section 11 Tasks/Activities
This section of the application form will allow you to show what activities are required to complete the project and which resources are required to complete the activities (activities are also known as Tasks).  Information given in this section is required to show the panel that the project has been well planned and is therefore realistic and achievable. Project costings should be calculated in this section.  Greater consideration will be given to applications that show a high level of forward planning. 
Value for money will also be judged using this section of the application form.  High scores will be awarded to applicants that can deliver the project within national standard funding rates. Consideration will be given to higher unit prices which can be justified.  Value for money carries a heavy weighting; greater consideration will be given to applications that score green in this section.

11.1 Please identify all the tasks required to deliver the project including: Preparation and Development, Recruitment & Marketing, Delivery and Management, Monitoring & Evaluation.  State the estimated duration of the task in days and the amount of actual work required in hours.  The duration represents the total time the task will take, whereas the actual work time represents the total amount of time a resource is actually needed to complete the task for example, a course may take 6 months to develop (task duration) however, the course development will only actually take place 2 days a week for 5 hours a day (total amount of work required) over that 6 month period.  Please indicate whether or not the task is a milestone and include the anticipated start and end dates of the task (the dates should relate to the duration).  Please calculate the total cost of all the resources required to complete each task using the standard rates/unit prices you detailed in the resource tables in section 10 of the application form.  Examples have been given below to assist you.  All costs must include VAT where applicable. 
	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

	Hire Staff
	60
	No
	01 April 06
	31 May 06
	Project Manager
	8 Hours
	£184.00 (8*£23)

	Create Course plans
	30
	No
	20 April 06
	20 May 06
	Basic Skills Tutor
	30 Hours
	£540.00 (30*£18)

	
	
	
	
	
	Basic Skills Materials
	75
	£375.00

	
	
	
	
	
	H&S Tutor
	19 Hours
	£342.00

	Allocate and set up Room
	21
	No
	01 April 06
	20 April 06
	Project Manager
	10
	£230.00

	Total Costs including VAT:
	£2,777.00


	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

	Create Marketing plan
	10
	No
	01 April  06 
	10 April  06
	Marketing Manager
	10 Hours
	£210.00 

	
	
	
	
	
	Project Manager
	3 Hours
	 £69.00

	Marketing Activities phase 1
	30
	Yes
	20 April 06
	20 May 06
	Leaflets

	500
	£50.00

	
	
	
	
	
	Marketing Manager
	37 Hours
	£777.00

	Recruitment of learners
	20
	No
	20 May 06
	09 June 06
	Project Manager
	11 Hours
	£253

	
	
	
	
	
	Senior Administrator
	40 Hours
	£680.00

	
	
	
	
	
	Administrator
	30 Hours
	£420.00

	
	
	
	
	
	Room Hire 
	4
	£60

	Initial Assessment of Learners
	20
	No
	20 May 06
	09 June 06
	Basic Skills Tutor
	80 Hours
	£1440.00

	
	
	
	
	
	Assessor 1
	40 Hours
	£760

	
	
	
	
	
	Assessor 2
	40 Hours
	£760

	Total Costs including VAT:
	£5,479.00


	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

	Delivery of NVQ Training
	300
	No
	10 June 06
	31 May 07
	Assessor 1
	1400 Hours


	£26,600.00

	
	
	
	
	
	Assessor 2 
	1400 Hours


	£26,600.00

	
	
	
	
	
	Learner Childcare Costs
	50
	£10,000.00

	
	
	
	
	
	Lap Tops
	10
	£6,990.00

	Delivery of Basic Skills Qualifications
	250
	No
	10 June 06
	20 March 07
	Basic Skills Tutor 
	1000 Hours
	£18,000.00

	
	
	
	
	
	Room Hire
	20


	£300.00

	Delivery of H&S Qualifications
	30
	Yes
	01 Sept 06
	30 Sept 06
	H&S Tutor
	210 Hours

	£3,780.00

	
	
	
	
	
	Room Hire
	6


	£90.00

	Total Costs including VAT:
	£92,360.00


	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

	Monthly Reports
	365
	No
	01 April 06
	30 May 07
	Senior Administrator


	500
	£8,500.00

	
	
	
	
	
	Administrator
	550
	£7,700.00

	Learner Tracking 
	300
	No
	09 June 06
	28 Feb 07
	Senior Administrator
	600
	£10,200.00

	
	
	
	
	
	Administrator
	200

	£2,800.00

	Finance reports
	365
	No
	01 April 06
	30 May 07
	Finance Manager
	400 Hours
	£8,400.00

	Monthly Steering Group Meetings
	350
	Yes
	10 April 06
	30 May 05
	Finance Manager
	12 Hours
	£252.00

	
	
	
	
	
	Project Manager


	12 Hours
	£276.00

	
	
	
	
	
	Marketing Manager


	12 Hours
	£252.00

	
	
	
	
	
	Assessor 1
	12 Hours
	£228.00

	Evaluation Report
	30
	
	01 March 07
	31 March 05
	External Consultant
	200 Hours
	£4,000.00

	Total Costs including VAT:
	£42,608.00


11.2 Please give a summary of costings for the project in this section.  The Panel will use this information to assess the projects value for money.  
11.2.1 Please detail any other costs of running the project in this section.   Please provide a description and unit price for any other costs associated with the project that has not been accounted for in section 11.1.  This could include staff training, costs for accreditation to deliver a course/service, or employer contributions (which must be shown as a minus figure unless you can show in section 13.1 how the money will be used for the project).  

11.2.2 Please give the total of all the costings in section 11.1.  These costings should be inclusive of VAT where applicable.  The figures given here should not include totals for other costs included at section 11.2.1. 

11.2.3 Please give the total for costings in section 11.2.1 here.  These costing should be inclusive of VAT where applicable.

11.2.4 Please give the total sum of funding you are requesting for the project.  To calculate the total sum of funding to be requested please add the total given at 11.2.2 to the total given at 11.2.3. 

11.2.5 Please state the total number of learners to be recruited to the project.  This is the number of learners who will benefit from participating in programme activities including taster courses, NVQs, one to one support etc.  
11.2.6 Please provide the overall unit price of the project per learner. To calculate the unit price per learner divide the total funding requested in section 11.2.4 by the total number of learners 11.2.5.  If the unit price for delivery is particularly high or low compared to the national average funding rates for the activity please justify the unit price stated in the Justification for Unit Price box provided.  Please see the example given below. 
	11.2 Other Costs: Please detail any costs of running the project, which are not covered in the previous sections. 

	11.2.1 Description:

3x places on ESF Staff Training in Sustainable Development

1x NVQ Assessment Centre accreditation

Employer contributions from 3 employers @ 50% of costs of training.


	Unit Cost:

£450.00

£10,000.00

£10,000.00-

Total Cost: £1350.00


	Financial Summary

	11.2.2 Project Costs 


	£143,224.00

	11.2.3 Other Costs 


	£1350.00

	11.2.4 Total Funding 

	£144,574.00

	11.2.5 Total number of learners


	400

	11.2.6 Unit price per learner


	£361.43

	Justification for Unit Price

The Unit Price includes the development of an accredited NVQ Level 2 course and learner costs including the purchase of tailored one to one addition support. 




Section 12 Target Groups
The details in this section will inform the Panel of who the project will be targeting and how.  The information you give in this section should clearly align to the tender specification, especially where specific learners have been identified.  If the target groups proposed in your application are not aligned to the tender specification this application will be rejected at the first stage of the appraisals.  To achieve a high score in this section projects must target all the groups identified in the specification and show consideration to underrepresented groups i.e. ethnic minorities or disabled learners.  This section of the application form carries a heavy weighting; greater consideration will be given to applications that score green in this section.

There are specifications that are just for women, and for disabled people.  For all others, as a minimum, providers will need to show in their application how they will ensure their learner make-up will reflect the Essex population, 51% women, 15% disabled, and 3% from an ethnic minority.  However, providers should be aware of the make-up and needs of their locality or client group, and identify appropriate targets.  

12.1 Please give the number of males and the number of females the project will be targeting. The numbers given in this section should reflect the total number of learner to be recruited to the project.  This section must be completed if the project is focusing on gender specific activities (please refer to the details within the specification), and can be left blank if the project is not targeting either men or women in particular.
12.1.2 Please enter the number of learners who will be unemployed, the number of learners who will be employed or the number of learners still at school. The numbers given in this section should reflect the total number of learners to be recruited to the project.  The details given in this section must reflect the target groups in the tender specification. 
12.1.3 Please indicate the age group(s) of the learners you intend to work with.  Please tick all that apply.  The numbers given in this section should also equate to the total number of learners to be recruited. 
12.1.4 The definition of ‘Disabled’ is those who consider themselves to have physical and/or sensory impairments, mental or emotional distress, learning difficulties and/or disabilities. Please state the number of learners with disabilities to be recruited.  
12.2 Please give details in up to 100 words of how you will target the learners specified in section 12.1 -12.1.4.  Targeting methods should be appropriate to the target group.  You should give details on why you have chosen the activities and why you think these methods will have maximum impact.  All targeting and marketing should show how equality and diversity will be addressed, for example, how will the project target rural areas or areas of deprivation, ethnic minority learners, those with disabilities or other such hard–to-reach learners. 
12.2.1 Please show in up to 100 words how the project will engage these learners to ensure their participation/retention on the project, for example, this could include innovative delivery methods or bespoke course content. 
12.2.2 Please state in up to 100 words what added support you will offer. Types of support could include emotional support and counselling, or financial support with the cost of travel etc.  You will need to show how the types of support identified will satisfy their needs.
12.3 Please give details in up to 100 words of the methods you will use to engage employers. You will need to show how these methods are appropriate to the sectors you will be targeting.  Please state how you will ensure employers are committed to the project.  If the project is targeting individuals and employers will not be involved in the project please leave this section blank.  
12.3.1 Please explain in up to 100 words how you will promote the benefits of workforce development to employers involved in the project as either partners or beneficiaries.   If the project is targeting individuals and employers will not be involved in the project please leave this section blank.  

Section 13 State Aid

This section only needs to be completed if you are applying under specifications 1.  In July 2006 the LSC in Essex stopped using the Di Minimis exemption for its ESF projects and now uses the Training Exemption route for all companies receiving support through ESF.   State Aid Training Exemption requires all companies in receipt of State Aid to contribute towards the cost of training their employee through the project. Further information on State Aid can be found in the relevant tender specifications, the Essex LSC ESF Provider Handbook and on the Essex LSC website: http://www.lsc.gov.uk/Regions/EastofEngland/esf/essex/general-information/ Applicants that identify how a contribution will be collected and used in the project will score highly in this section. 
13.1 Please explain in up to 150 words how a contribution from the employer will be collected and evidenced in this section. State Aid rules do not permit providers to gain revenue from State Aid contributions.  Please include any employer contributions in section 11.2 of the application form as a minus figure.  The amount of contribution required will vary depending on the type of training and the size of employer as limits of permissible aid are set based on the size of the company, whether they are in an ‘assisted area’ (Southend is the only assisted area in Essex) and on the type of training to be undertaken.  The table below is an indicative guide to the amount of aid employers can claim through an ESF project.

	Location & Size of Company
	Specific Training Maximum Aid Rate (e.g. customised training)
	General Training Maximum Aid Rate (e.g. NVQ training)

	Large firm outside an assisted area
	25%
	50%

	Small firm outside an assisted area
	35%
	70%

	Large firm in an ‘assisted area’
	30%
	55%

	Small firm in an ‘assisted area’
	40%
	75%


If you are unsure of the number or type of employers to be recruited please show the employer contributions in section 11.2 as a plus figure and explain in this section what the contributions collected will be used for. 
Section 14 Cross Cutting Themes

In this section of the application form you can explain how your activity will contribute to each of the ESF cross cutting themes of Equal Opportunities, Sustainable Development and Information and Communication Technology.  Your answers in this section should show how the cross cutting themes have been embedded into the design and delivery of the project. Please refer to the Cross-cutting Themes Guidance before completing this section.  Equality of Opportunity, Sustainable Development and ICT has been embedded in the project appraisal criteria.  Applicants must tick to confirm that an Equal Opportunities Policy is in place, this application will be rejected as part of the appraisal process if you can not confirm that an EO policy is in place.  Applications that show in a high level of detail how equal opportunities will be encouraged and achieved will score more in this section.  Applications that show how their projects will contribute to all three areas of sustainable development and show a high level of understanding of this theme will score more in appraisals. Sustainable Development is a key theme of ESF, during appraisal where all other factors are equal, and all other requirements are being met, applications that show a considered and appropriate response to the questions in section 14.2, and demonstrate a clear commitment to additional action as a result of using the guidance material, will be prioritised over those that have not.  The panel will assess how effectively ICT will be integrated in to project.  Applications that can evidence innovative use of ICT will score highly in this section. 

Sustainable Development and Equal Opportunity sections of the application form carry a heavy weighting; greater consideration will be given to applications that score green in this section.

14.1 Equality of opportunity is a key theme of both LSC and ESF funded projects. Projects must be delivered in line with all current legislation and statutory guidance.  Providers of LSC Essex ESF projects must show how their project addresses the theme of Equal Opportunities, how their project will contribute to the Equal Opportunities (EO) targets for the region in respect of disability, gender, and ethnicity and how good practice will be promote.  
14.1.1 All providers contracting with the LSC Essex are required to hold a comprehensive Equal Opportunities Policy which complies with all equality and diversity legislation.  In addition a policy must be in place as a condition of being awarded the ESF Funding. Please tick to confirm that your organisation has a current and up to date Equal Opportunities Policy in place.  

14.1.2 The Government Office for the East of England Equal Opportunities Gateway Questionnaires must be completed by all applicants for ESF funding.  The Gateway Questionnaires has therefore been integrated into this application form. Please refer to the information given in the Cross-Cutting Themes Guidance.   Please read the checklist carefully, tick the questionnaire that applies to your project and complete the appropriate questionnaire.  
We will in particular, review providers policies and arrangements where there are specific issues relating to equality of opportunity that arise from the project activities. Where necessary successful providers may need to agree a development plan to take forward specific actions to improve their EO performance.
14.2 Before completing the application form, you are required to refer to the guidance material and the Sustainable Development Framework for the East of England at www.go-east.gov.uk/Funding/Environmental_Sustainability.  
Please describe in this section the extent to which your project will address each of the three themes of Sustainable development. Questions have been given in sections 14.2.1-14.2 to assist you.  The themes are Economic Sustainability - providing the skills that businesses both demand and require both now and in the future (sections 14.2.1 – 14.2.6), Social Sustainability - providing opportunities to allow everyone to fulfil their potential (Sections 14.2.7 – 14.2.12) and Environmental Sustainability - environmental enhancement and protection through project delivery (sections 14.2.13-14.2.18).  
If you feel that one or more of these themes or questions are not relevant to the project, please explain why in the space provided at the end of the relevant section.  
14.2.1 Please explain in up to 150 words in what way this project will assist areas of economic growth.  For example, will the project be working with employers in the Gateway areas or other areas of regeneration or investment? If this theme or question does not apply to your project please explain why in section 14.2.7.
14.2.2 Please give details in up to 150 words of how the delivery of this project will ensure that economic growth benefits those most at need. If this theme or question does not apply to your project please explain why in section 14.2.7.
14.2.3 Please state in up to 150 words how learners on this project will improve their skills to meet employers’ needs.  Please also explain which specific skills will be addressed and how you have identified the skills gaps targeted employers will have.   If this theme or question does not apply to your project please explain why in section 14.2.7.
14.2.4 Please show in up to 150 words how delivery of this project will contribute towards up-skilling local businesses.  Please describe what the benefits of delivering this project will be to the employers and their businesses and the impact this will have on the local economy. If this theme or question does not apply to your project please explain why in section 14.2.7.

14.2.5 Please describe in up to 150 words how this project will assist in reducing unemployment in Essex and benefit local employers. If this theme or question does not apply to your project please explain why in section 14.2.7.

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 in this section in up to 150 words.  
14.2.7 Please state in up to 150 words how this project will assist individuals to fulfil their potential. If this theme or question does not apply to your project please explain why in section 14.2.12.

14.2.8 Please explain in up to 150 words how the project will contribute to reducing cycles of deprivation. If this theme or question does not apply to your project please explain why in section 14.2.12.

14.2.9 Please describe in up to 150 words in what way this project will improve the employability of individuals. If this theme or question does not apply to your project please explain why in section 14.2.12.

14.2.10 Please give details in up to 150 words of how your project will contribute to reducing social exclusion. If this theme or question does not apply to your project please explain why in section 14.2.12.

14.2.11 If your project is targeting areas of rural deprivation please clarify in up to 150 words how the project will contribute to reducing rural deprivation. If this theme or question does not apply to your project please explain why in section 14.2.12. 
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 in the space provided in up to 150 words.

14.2.13 Please give details in up to 150 words of any environmental policies you have in place.  This is not a compulsory requirement but is good practice.  Please state whether the policy covers partners and if not, what other arrangements for good practice are in place.  If you have answered yes to this question a copy of your policy will be requested should your application be successful.
14.2.14 Please give details in up to 150 words of how your project help to reduce travel to work/learn distances, For example, will you provide training in local community centres in rural locations to reduce the amount of travelling learners have to do to receive training.   If this theme or question does not apply to your project please explain why in section 14.2.12.

14.2.15 Please explain in up to 150 words the measures you will take to reduce waste? If this theme or question does not apply to your project please explain why in section 14.2.12.

14.2.16 Please give details in up to 150 words of the types of materials and resources that will be recycled. If this theme or question does not apply to your project please explain why in section 14.2.12.

14.2.17 Please explain in up to 150 words how you will use technology to reduce paper based communication, for example, contacting learners through text messaging or email.  If this theme or question does not apply to your project please explain why in section 14.2.12.

14.2.18 Please explain in up to 150 words how you will ensure that energy is used efficiently as part of the project, for example, not leaving PC’s on stand by mode etc. If this theme or question does not apply to your project please explain why in section 14.2.12.

14.2.19 Please give details in up to 150 words of any environmental awareness training you will provide to staff and/or learners as part of this project. This could include full environmental courses to training on hazardous waste. If this theme or question does not apply to your project please explain why in section 14.2.12.

14.2.20 If you feel that environmental enhancement and protection through project delivery is not relevant to the project, please give your reasons in the space provided in up to 150 words.
14.3 The nature of and the contribution made by ICT to the provision delivered against this Co Financing Prospectus will be assessed as part of the selection process for providers. In your application you should explain how you will identify and exploit computer based learning materials relevant to the needs of the beneficiaries.
Proposals should also explain how learners are assisted to identify IT skills needs and enabled to develop these skills or signposted on to other provision.   Using the table provided please give details of how ICT will be incorporated into the project design and delivery.  

14.3.1 If you have any particularly innovative methods of using ICT either in the design or delivery of the project please give details in up to 100 words in this section.  This may include for example, using Paperfree systems for NVQ delivery or innovative multimedia systems to track learners. 
14.3.2 Please give details in up to 100 words of how this project will use Learn Direct or UK Online Centres. Where applicable, applicants should demonstrate how their projects would support and utilise the new learning centres as part of taking learning to the learner and removing barriers to access.
14.3.3 If you feel that ICT is not relevant to the project, please give your reasons in the box provided in up to 100 words.

Section 15 Health and Safety

The LSC requires applicants to demonstrate that they have sufficient resource to meet the health and safety requirements as detailed in the contract clauses contained within the application form.

The LSC uses the HSE’s successful health and safety management model HSG65 as its benchmark for evaluating an organisations health and safety management systems, and all successful applicants will be required to use this, or a comparable model to measure its effectiveness in this area. 

The LSC has produced a health and safety procurement standard that suitable employers and environments must meet, these standards can be found at the following web address: www.safelearner.info.  The suitability of environments will periodically be reviewed as an integral part of the quality of the learning being delivered.  Where part of the learning takes place in an environment outside the direct control of the applicant for example with another employer, the LSC requires that a funded organisation has access to adequate competent resource both in terms of health and safety, and the occupational areas that they are assessing.

The applicant must have access to competent persons with respect to investigating or assessing all learner incidents within the scope of RIDDOR, and follow guidance and requirements as referenced in the contract clauses.  Please read the contract clauses and complete the HSQ1 form in this section.   The HSQ1 form will be assessed as part of the application process.  Failure to answer questions in the HSQ1 appropriately or in full may result in the application being rejected during appraisals. 
Section 16 Declarations

This section gives you the opportunity to declare any other contracts you may have with either the LSC Essex or other Co-financing Organisations.  The Panel will use this information to check current performance information, and to ensure that no double funding occurs.  Failure to declare information requested within this section could result in the automatic disqualification/termination of any contracted activity.  Performance on existing contracts will carry a heavy weighting; greater consideration will be given to applications that score green in this section.  If the applicant does not hold a contract with the LSC then the applicant will be judged on the information provided in the application.  Providers that show a high level expertise in the activity required, who submit comprehensive and well planned proposals that fully align to the specifications will score more in this section. 
Whether or not you are an existing LSC or ESF provider will not affect the application appraisal process.  Your application will be scored on your ability to deliver the outcomes identified and how well the application is aligned to the specification.   If you do not currently have a contract with the LSC we will need to undertake an assessment of your capability to become a provider. This assessment will review a number of areas, including: resources, equipment and facilities, health and safety, and equal opportunities.  This assessment will take place after applications have been appraised.  The guidance for becoming an LSC supplier will be interpreted as flexibly as possible for co-financed activity, and if an organisation does not meet the standards required appropriate support will be offered.  For example it may be possible to amend the activity plan so that an increased lead in time with capacity building is included.  However, if after the support is offered it is clear that the applicant cannot meet the requirements of either the LSC or ESF then the application cannot be approved.

16.1 Please give details of any current contracts you hold with the LSC.  Please include all contracts even if they are with another LSC or LSC National Office.  Please also include information on the type of contract you hold i.e. Train to Gain, FE, WBL etc. 
16.2 Please use this section to state if you are submitting or planning to submit another ESF application.  This includes applications to any other Co-financing Organisation or Government Office.  Failure to declare this could result in the automatic disqualification/termination of any contracted activity.
16.3 Please give details of any other ESF Objective 3 contracts you hold.  This includes ESF Objective 3 contracts held with any other Co-Financing Organisation or with a Government Office.  Failure to declare this could result in the automatic disqualification/termination of your proposed activity.

Section 17 Exit Strategy
Receipt of ESF funding through LSC Essex does not guarantee further LSC funding.  It is the providers’ responsibility to secure an exit strategy for the project if the application is successful.  Please use this section to inform the panel of your exit strategy to continue the project once ESF funding finishes.   Projects which clearly identify a realistic and comprehensive exit strategy will score more in this section.  The exit strategy carries a heavy weighting; greater consideration will be given to applications that score green in this section.

17.1 Please identify and describe your plans to achieve an exit strategy in the table provided.  If you are designing a new qualification or course then it must be added to the learning aims database before it can be mainstreamed into core funding. If you are seeking to secure further funding from an alternative funding stream please give details of the funding streams you have identified.   If the projects aim is to temporarily increase numbers of individuals participating in learning then you may not wish to continue the project, in which case please give details of how you will utilise any good practice developed as a result of the project.   If your approach to continuing the project in the future is not listed please use the “other” box provided. 
Section 18 Other Information

Please include any other information that you feel is important to you application and which you have not had the opportunity to include elsewhere.  The Panel will consider any information given here as part of the assessment.  
Submitting the Application Form
Three signed hard copies of the application form and a copy on disk or CD should be submitted in a sealed envelope clearly marked ‘ESF – not to be opened until 08 January 2007’ and addressed to:

Alison McCleave

ESF Contract Manager

Learning and Skills Council, Essex


Redwing House, Hedgerows Business Park


Colchester Road


Chelmsford


Essex   CM2 5PB 

The application form can be downloaded from the LSC Essex website or alternatively a hard copy can be requested by sending an email to the ESF Helpdesk:

Website: 
http://www.lsc.gov.uk/Regions/EastofEngland/esf/essex/general-information/ 
Email:
esfessex.helpdesk@lsc.gov.uk 
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