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Purpose of the Prospectus

This Co-Financing Prospectus has been produced to help you tender to carry out activity that the Learning and Skills Council (LSC) will fund through European Social Fund (ESF) Co-Financing.  In particular the Prospectus will:

· Introduce the LSC, the European Social Fund and Co-Financing.

· Describe the areas of activity that the LSC will support with ESF funding in this tendering round.

· Identify the budgets available to support activity.

· Outline the main rules and regulations on the use of the funding.

· Outline the timetable for this tendering round and the process through which tenders will be selected.

· Guide you through the completion of the Tender Form.

If you have any questions about the contents of the Prospectus or the tendering round please email your query to the local LSC ESF helpdesk on:

mailto:ESFCoFinancingTeamCambridgeshire@lsc.gov.uk
All queries will be posted and answered on the ESF page of the LSC website under the local area of Cambridgeshire found at:

http://www.lsc.gov.uk/regions/EastofEngland/esf/localinformation/cambridgeshire/
Introduction to the LSC
The LSC is a Non-Departmental Public Body, which has been given responsibility for the planning and funding of all post-16 education and training (excluding Higher Education) by the Secretary of State.  

Freedom Of Information Act

Providers are asked to note that the LSC have to comply with the Freedom of Information (FOI) Act from 1st January 2005, which means that should we receive an FOI request relating to this tendering round, we may have to release documents that you have provided as part of your tender/any future contract resulting from the tender.
Further information on the Freedom of Information Act can be found at:

www.informationcommissioner.gov.uk
The European Social Fund

The European Social Fund (ESF) supports human resource development under ‘objectives’ designated by the European Union. The Objective 3 programme is available nationally and covers Cambridgeshire and the unitary authority of Peterborough.  The aims of the Objective 3 ESF Programme are:

· To help people along the pathway to employment

· To help people keep jobs that could be threatened by industrial change

· To help build the capacity of organisations supporting communities to work                    towards these goals


The Objective 3 programme has 5 policy fields (priorities) that are each divided into measures for support.  The policy fields are:

· Active Labour Market Policies

· Equal Opportunities

· Lifelong Learning

· Adaptability and Entrepreneurship

· Improving the Position of Women in the Labour Market


Policy Field 1: Active Labour Market Policies

Measure 1:  to provide advice, guidance and support to prevent people moving into long-term unemployment.
Measure 2:  to improve the employability of the unemployed through enhanced vocational and other key skills and remove barriers to labour market entry.

Policy Field 2: Equal Opportunities (for disadvantaged and excluded groups) 

Measure 1:  to widen access to basic skills provision
Measure 2:  actions to improve employability and to combat discrimination in the labour market

Policy Field 3: Lifelong Learning

Measure 1: supporting the key policy developments and promoting wider access and participation in lifelong learning
Measure 2:  improve employability through lifelong learning that is responsive to the changing needs of employers

Policy Field 4: Adaptability and Entrepreneurship: 

Measure 1:  to update and upgrade employees vocational skills
Measure 2:  to identify and meet emerging skills shortages
Measure 3:  to encourage entrepreneurship of individuals and competitiveness of businesses

Policy Field 5: Improving the Position of Women in the Labour Market: 

Measure 1:  to improve access to learning and remove barriers to provision

Specific measures are referred to by the numbers relating to policy fields and measures e.g. to widen access to basic skills provision is referred to as 2.1.

Co-Financing
Co-Financing is a process for the distribution and management of ESF funding in the UK.  It means that providers will no longer need to find 55% ‘matched funding’ that is required under traditional ESF, but will receive 100% grants for approved activities in a single funding stream.


The Government proposed that certain organisations should become Co-Financing bodies.  Organisations eligible to become Co-Financing organisations include the LSC, Regional Development Agencies, Local Authorities, Business Links, Jobcentre Plus and Connexions Partnerships.


The only organisations that have applied and been approved to become Co-Financing bodies in Cambridgeshire to date are the LSC, Jobcentre Plus and the East of England Development Agency (EEDA).  

The LSC in Cambridgeshire is currently Co-Financing measures 2.1, 2.2, 3.1, 3.2, and in this round (4e) will be seeking to purchase additional activities against 1 of the 4 current measures. 
The LSC in Cambridgeshire has tendered for and won over £7.4 million in previous tendering rounds. This has been matched with its own money to enable the distribution of 100% grants for ESF eligible activities.  

The funding will now be distributed to successful providers through this competitive tendering process.

PRIORITIES FOR SUPPORT ROUND 4e April 2007- march 2008  
MEASURE 3.1  
Description of Measure

· Promoting lifelong learning and encouraging groups who lack basic and key skills to take part in learning.

· Supporting the main policy development in lifelong learning to improve the numbers taking part.

The LSC is seeking to support 1 strand of activity under this measure;
c. Enhanced services
Activities to be supported

3.1c Enhanced services
Aim

To complement existing IAG delivery by offering enhanced advice and guidance sessions to key target groups.

Summary of Activity

This project would be to support the delivery of enhanced service sessions to individuals, below level 2 qualifications, who have received an initial advice session and would benefit from an additional advice session.

This element will be to support the delivery of advice and enhanced service sessions to individuals with level 3 qualifications, who would not be eligible for advice and guidance under any other publicly funded contracts, to receive an enhanced advice and guidance session.

When appropriate there should be opportunities to link the advice and guidance sessions with Skills for Life (SfL) screening. Effective formal referral opportunities should form part of the project; this would include SfL programmes and other progression opportunities for all clients.

Key requirements for any project

1. Proposals that can clearly demonstrate the ability to deliver effectively with key partner organisations, high quality enhanced advice and guidance sessions.

2. A service delivering enhanced advice and guidance sessions to 1750 individuals, that will aim to include SfL screening, and effective referrals of clients to partners for progression opportunities.  

3. Progression opportunities must be recorded to show a pathway from enhanced advice and guidance sessions. Progression opportunities would include, further structured learning programmes that will enhance employability prospects or routes into paid employment.

4. The project proposal must show a clear analysis and effective use of up-to-date labour market information that will inform the decisions and clear judgement towards a balanced delivery to the above priority groups.

5. The proposal must demonstrate effective MI systems that can record and track individuals and show how individual progress will be monitored and evidenced.
Geographical area 

Individuals who live or work in Cambridgeshire, which includes the unitary authority of Peterborough. 

Target group

Adults (19yrs plus) not eligible under any other publicly funded provision. The priority groups would include:

· Women and carers looking to return to the workforce.

· Individuals not in work and not claiming benefit

· Individuals under level 2 who have benefited from one advice session and would gain by engaging in a further enhanced advice session with an objective to progress onto further learning or employment. 

· Individuals in low paid unskilled jobs. 
· Individuals referred for Providers funded via LSC Cambridgeshire’s ESF provision.  These individuals must meet all other eligibility criteria.
These client groups will be a mixture of economically inactive and employed.  For those that are employed they will only be eligible for support where they can be shown to be in low paid low skilled or sporadic employment.
You will also be expected to indicate on your tender how many of the clients you will be working with will be Level 2and how many will be Level 3.
Volume

1750 individuals
General information

The project will plan and deliver enhanced advice and guidance to 1750 individuals in the above priority groups, with all activity to be completed by 31st March 2008. We would expect that any guidance or referral activity started with an individual prior to 31st March 2008, but not completed, would be continued after the end of the project, however funding will only be available until 31st March 2008.

It is expected that some individuals may require more than one session.  This should be available but individuals can only be claimed as an outcome/output once.

Budget

£540,000
Outputs and Outcomes

1750 individuals receiving one or more enhanced service session
400 referrals to Skills for Life Provision following screening.

Quarterly tracking report detailing the individual progress of all learners funded by this project. (Substantiated by electronic Individual Learner records or Short Records).
Programme Guidance

Who Can Apply

Any organisation that is legally formed can apply for co-financed ESF through this prospectus.  This includes companies and groups of companies working together.  The only exceptions are individuals and sole traders.  

The applicant organisation, if selected for Co-Financing, must be in a position to enter into a contract with the LSC for the life of the chosen activity. A copy of the contract is available on request from the LSC. This may require the organisation to go through the Assessment of New Provision Process if they do not already hold a current contract with the LSC. Organisations already holding a contract with the LSC will be required to provide further information as follows to cover provision other than that which is currently being provided:
· Financial Health (the effects the new area will have on existing services)

· The Quality of Education and Training and

· Health and safety

How Much Can Be Applied For

The budgets available in Cambridgeshire for each co-financed measure can be found within the ‘Priorities for Support’ section.

There is no minimum project size stipulated.  However, it is unlikely that a bid worth less than £20,000 would be cost effective to administer and manage.  The maximum is the amount that we indicate as available.  Please do not bid for more than is stated in the Priorities for Support.
Unlike ‘traditional’ ESF, you may apply for 100% of the cost of the activity through this prospectus and tender.  Please do not, however, apply for costs that are being met by a different source of funding.  It is not intended hat ESF should replace other sources of funding or indeed pay for activities where costs have already been met (double funding).
A note to Voluntary and Community Organisations – if you are successful in applying for co-financed ESF, any tender you submit to the Cambridgeshire Global Grants Programme for ESF is likely to take a very low priority for funding.
How Long Can Co-Financed Activity Last

The earliest time an activity can begin is September 2007. The latest time an activity can end is 31st March 2008 because this is when our plan ends.  
Please note that all activity, not just delivery, must be completed by 31st March 2008. This will include outcomes, evidence and evaluation of activity.
Number of Tenders that can be Submitted

There is no limit on the number of tenders that can be submitted by an organisation.  However tenders for activities under different measures/sub-measures must be made on separate tender forms.

All tenders must be received by the deadline.  Late arrivals will not be considered.  Tenders should be sent in unmarked envelopes i.e. we must not know who the applicant is before we open the envelope.  Please ensure you do no use franking machines which identify your organisation.  Hand delivered tenders should be left at the security desk on the ground floor East entrance of Stuart House, St. John’s Street, Peterborough, PE1 5DD. Please do not ask for an LSC member of staff to collect them as this will infringe ESF rules of open and fair competition (i.e. we will know who it is from).
Who Can Benefit?

All beneficiaries of projects will need to be legally resident in the UK and meet the required eligibility criteria contained within the tender specification.
You should ensure that you only include individuals that are eligible within the volumes you provide for this tender. 

If you are unsure about eligibility you can send in a question which we will answer on our website before you tender.  If you are still unsure please make it clear in your tender who your client/ target group is and why you are unclear if they are eligible.  Please note later sections regarding public sector and employers’ size eligibility (SME status).
Geographical Areas 

All beneficiaries on a project must live or work in Cambridgeshire (which includes the Unitary Authority of Peterborough).

Eligible Activity Costs

Co-financed ESF can support most revenue costs of the project activity, including:

· Staff costs directly relating to the co-financed activity only (inc. Gross Salary, Employer LSC’s N.I, Pension Contributions, any expected salary increase in the life of the activity, travel, taxable costs such as company cars, subsistence and any external staff training necessary for the specific delivery of the co-financed activity).

· Beneficiary costs (inc. travel costs and childcare/dependant care costs if reimbursed to beneficiary as part of the activity).

· Rent & leasing of buildings (proportioned to use by co-financed activity).

· Depreciation of owned buildings, equipment and IT equipment.

· Small items of equipment necessary for delivery of the project activity to a maximum of £1,000 each (please note that if an item such as a computer is included in your costs the computer, monitor, keyboard, printer etc counts as one item and therefore cannot exceed £1,000). 

· Leasing of equipment (proportioned to co-financed activity use).

· V.A.T (only if your organisation cannot reclaim it).

· Minor adaptations to premises, repairs and maintenance for co-financed ESF purposes where this will enable disabled beneficiaries to access ESF services (providing cost is under £750).

· Provision of a crèche (only the eligible items of expenditure).

Non-eligible activity costs

The following items are not eligible for ESF support:

· Loan and current account interest

· Other financial charges

· Consultancy fees for activities such as filling in Co-Financing tenders, management fees or commissions

· Staff time spent filling in Co-Financing tenders

· Buying equipment or buildings over £1,000

· Costs of finance leases

· Any expenditure that does not clearly relate to the co-financed activity

If you have any questions about what constitutes eligible expenditure please do not hesitate to contact the:  mailto:ESFCoFinancingTeamCambridgeshire@LSC.gov.uk
Management and Administration Costs

Organisations are strongly advised to consider all the costs of delivering the activity, particularly the management and administration costs. Organisations are advised to consider the requirements of Self Assessment, State Aid, Contracting and Management Information & software requirements i.e.: Broadband Internet Access. Individual Learning Plans and Provider Financial Assurance / Audit before finalising the management costs of their project.

Approach to Provider Financial Assurance

All ESF contracts fall within the remit of the LSC’s Provider Financial Assurance team (PFA team).  The expectation is that all providers delivering co-financed contracts will be subject to at least one review visit per financial year.  

Review of providers' internal control systems

A self-assessment form will be sent to each provider for them to describe their financial and operational control systems.  If necessary, the LSC’s PFA staff will assist providers to collect and describe the evidence to support the assessment.

Categories to be reviewed will include:

· Previous experience/ contracting with the LSC.

· Use of sub-contractors (These need to be agreed with the LSC)

· Management structure (including audit committee, non-executive directors etc)

· Staffing – structure, numbers and qualifications (if relevant)

· Audit reports from external auditors – especially any regarding qualified accounts etc

· Documented procedures in relation to ESF activity

· Standard documentation used to support MI returns etc

· Any checklists etc completed by line management to ensure that basic data is correct

· Any in house management information systems used to record ESF data

· Responsibilities for compiling and checking returns to the LSC (including capability for sending electronic returns and level of internet access)

The completeness and tender of the controls set out in this return may be subject to an initial monitoring visit where PFA staff will carry out tests on transaction data to ensure that controls are operating as described.  

The initial monitoring visit will normally be carried out within 3 months of expenditure first being incurred.  Where a provider has already provided the information in support of a Work Based Learning contract, this review will not normally be considered necessary.

Substantive testing of transactions

The evaluation of the self-assessment form will determine the level of risk associated with each provider’s LSC contract.  The value of the contract (or contracts if the provider has more than one ESF contract or a Work Based Learning (WBL), Local Intervention and Development Fund (LIDF) contract etc.) will also be a factor in determining the risk.

Based on the risk factors, the frequency (possibly up to three visits in 12 months) and sample volume will be determined for each review.  An audit visit may be combined with the initial monitoring visit for relatively small contract values.

The objective of the review will be to validate the monthly returns completed by the provider and the eligibility of project beneficiaries.  The main focus of the review will include:

· All single event transactions valued over £1,000 e.g. project start, staff recruitment, marketing activity etc will be tested over the life of the project.  Testing will confirm the eligibility of the expenditure based on agreed evidence that the event has actually taken place.  If evidence is not available the payment may be considered ineligible.

· All individual beneficiaries will be tested on a sample basis to confirm that they are eligible under the relevant measure requirements.  Testing on individual beneficiaries will not necessarily have any funding implications.  Similarly the outcomes and outputs which are non-payment items will be tested to confirm that the outcome has been achieved.

· Other outputs, outcomes and milestones which have been identified as payment items with a unit value under £1000 will be tested on a sample basis; usually not more than 1 in 3 items will be tested.

· Duplicate funding –tests will be carried out to identify where the provider has other related funding (e.g. Work-Based Learning or non-co-financed ESF contracts) to ensure that beneficiaries are reported against each contract correctly.

· Tests will also be carried out to confirm that adequate publicity has been given to show the support received from ESF.  This is a standard requirement across all ESF supported activity.  Evidence will usually consist of the use of the ESF logo, or other acceptable statements as set out in published guidance. More details in the publicity section.

The review will not look for actual cost of any items claimed against the contract (e.g. staff timesheets and salary costs, calculation of overheads, copy invoices to demonstrate the cost of purchases, adverts, etc), although a contract adviser may request a summary of expenditure.  There is no requirement for any match funding from providers.  Providers will not need to produce external audit certificates.

Action on errors found

Where errors are found in items valued over £1,000, it is highly likely that payments will be recovered.  For errors in items with a unit price under £1,000, a pro-rata calculation of the value of the errors will be calculated based on information on unit costs set out in the ESF contract and recovery mechanisms will be put in place.  Where errors total more than 5% of the outputs sample, the total error will be extrapolated over the total population.  The contractor will be asked to consider the extrapolated error and agree adjustments and/or repayment if necessary to correct the errors.

The review will be reported and a qualified or unqualified audit opinion will be presented.  Qualified audit opinions will usually result in a follow up review within the same contract year.  

Added Value

Co-financed activity must demonstrate added value by providing funding for activity over and above that provided by other sources.  Successful activities will provide either more, enhanced in terms of participation or achievement, or new activity in line with the requirements of the ‘priorities of support’.

Cross Cutting Themes

All applicants are required to outline in their tenders how they will ensure that the activity that they undertake will contribute to the European Union’s three ‘cross cutting themes’ of Equal Opportunities, Sustainable Development and Information and Communications Technology (ICT).
Equal Opportunities
The LSC is committed to ensuring equality and diversity in all its activities. The LSC has produced a local strategy that outlines the actions it will take to embed equality and diversity. The strategy considers issues relating to:

· disability

· age

· gender

· ethnicity

· geographical access

The LSC aims to be inclusive, and therefore does not consider this list to be exhaustive; rather it identifies the key priorities for Cambridgeshire.

It will be important to show how your organisation and activity will contribute towards meeting the equality and diversity agenda.  In particular you should describe how your activity will promote and encourage equal opportunities for men and women, ethnic minorities, disabled people and any other socially excluded groups.  

A review of provider performance on equality and diversity is a standard part of both our provider and contract review process.

Sustainable Development

Sustainable Development relates to:

· Protecting the environment

· Careful use of natural resources

· Progress which recognises the needs of everyone – e.g. ensuring equality of opportunity through better access to learning

· Maintaining high and steady levels of economic growth and employment – e.g. by developing a higher skilled labour force that will lead to an increase in national competitiveness. 

In your answer to this question you will need to demonstrate how your proposal will address these issues.  

The LSC will encourage co-financed projects to demonstrate that they are self-sufficient and that they lead to sustainable employment and/or contribute to the formation of sustainable communities.  This may mean meeting needs locally wherever possible, encouraging the participation of local people or businesses in the development of co-financed activities, improving local employment opportunities through individuals’ development and improving the competitiveness of businesses.

All tenders for co-financed activity in this prospectus will need to consider sustainable development issues in connection with the proposed activity.  Examples could be minimising the impact of travel to learning activities, considering the most environmentally acceptable method of supplying course materials, saving or recycling paper, encouraging the use of ICT.

Further information and the “Sustainable Development Toolkit” can be found on the GO East website: Government Offices | East of England |
The interactive toolkit can help you to identify how well your project is addressing the sustainable development theme and offers ideas as to how it might be improved. You should complete this prior to submitting your tender.
Information and Communications Technology
1. 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.  Providers are requested to show:

· How they will identify and exploit computer based learning materials relevant to the needs of their project target groups and beneficiaries.

· How they will take advantage of the delivery infrastructure and provision available locally under Learndirect and UKonline branding and more generally in Cambridgeshire based learning centres.  Or, if making their own ICT provision, they should explain how their activity would complement that of Learndirect or UKonline.

· That all beneficiaries are assisted to identify IT skills needs relevant to their future progression plans and are enabled to develop those skills either as part of their in-project activities or are signposted to other provision that will enable them to meet those needs.

· A clear and reasoned justification when the abovementioned points cannot be addressed in delivery.

You should explain how you will identify and exploit computer based learning materials relevant to the needs of beneficiaries.  Proposals should also explain how beneficiaries are assisted to identify IT skills needs and enabled to develop these skills or signposted on to other provision

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.

Monitoring and Evaluation

Successful applicants will confirm progress in achieving the outputs, outcomes, milestones and timescales profiled in the contract by completing and returning a ‘Co-Financing Monitoring Return’ via the LSC On-line Data Collections site, by the 5th working day of each month. 

The LSC will monitor and track progress, in relation to the services to be delivered, and confirm progression in relation to the outputs, outcomes, milestones and timescales agreed within the contract. 

The agreed period of monitoring will be monthly or quarterly (to be determined after a Risk Assessment on the project) unless additional visits are required.  Dates for planned visits will be agreed in writing, between the LSC and the contractor, within one month of the signing of the Contract.  
Providers will be expected to provide feedback (including complaints) from the learners, with regards the delivery of services provided. Such services will be subject to inspection by the Inspectorates.

The LSC will review activity to assess services delivered, including quality of provision, and to help ensure that it is of an acceptable standard.  The reviews are intended to:

· Promote continuous improvement and raise standards

· Identify excellence to disseminate across the provision

· Identify concerns and take action to strengthen services to be delivered

· Inform the process of strategic planning across current and future services

The LSC will review:

· Delivery of the volume of services agreed

· Quality of education and training and the standards achieved by learners

· Equality of opportunity

· Health and Safety

· Quality of the leadership and management of learning

· Continuous improvement

· Quality of strategic planning

· Financial assurance

· Data management

· Other priorities including national initiatives such as Basic Skills

Evaluation is an integral part of any co-financed activity.  Successful applicants will be required to evaluate their activity during the project and produce a final report at project closure.  The activity should be evaluated at all levels, from the experience of the beneficiary or ‘learner’, to whether the activity met the original objectives, outputs and outcomes as expressed in the tender and contract. 

A starting point for evaluation will always be the original tender & application form. The following questions will need to be considered:

· Did the project meet its overall aims and objectives?

· Did the project meet the aims and objectives of the organisation?

· Did you recruit the right number of beneficiaries?

· Did you recruit the target beneficiaries according to the profile in the original tender?

· Did the beneficiaries stay as long as you expected?

· Were the outcomes of the project as you expected?

· What did the beneficiaries think about the programme?

· Did the beneficiaries meet their targets?

· Did the project keep within its budget?

· Did the project provide value for money?

· Did all of the partners and sub-contractors deliver to specification?

· What lessons have you learned and how can this help you to shape future provision?

· Did you learn any administrative lessons and how can you run projects better in the future?

The LSC will co-ordinate evaluation across activities and organisations to provide an overall evaluation of performance against each co-financed priority and measure.

Contracting and Management Information

Each successful organisation will negotiate and enter into a contract with the LSC for delivery of that activity. It is anticipated that a first draft of the contract will be drawn up from the successful tender. So please ensure what you tender for is achievable.
Although the process of Co-Financing aims to reduce the level of bureaucracy for providers with regard to financial and other record keeping, it will still be necessary for successful applicants to keep and submit certain records relating to the delivery of their activities on a regular basis.  Contract payments will be based on milestones, outputs and outcomes rather than actual cost of delivery.  

Providers are required to retain all original documentation in relation to the delivery of the contract until 31st December 2014. This will be the evidence that will be required at PFA visits. The LSC Contract adviser may also request to view this evidence at any point.  

There are a number of different data returns that need to be completed for beneficiaries on ESF funded programmes:

· Short Record (SR)
· Individual Learner Record (ILR)
· Enterprise Registration and Eligibility Form for Co-Financing, if employers are being supported.
The Short Record is used for all learning activity except where the provider is a Work Based Learning provider; in this case an Individual Learner Record is required.  Please refer to the following link for further information on the SR & ILR data return forms and processes.
http://www.lsc.gov.uk/providers/Data/Datacollection/ILR/
The Enterprise Registration & Eligibility Co-Financing Form is used to record any company beneficiaries (only potentially relevant to measure 3.2) or to record State Aid. Please see Annex 2.
Providers will also be required to submit monthly narrative reports where there is any variance from the profile of outputs.

Electronic returns will need to be produced for monthly data (Short Record, Individual Learning Record, monthly reports) and claims returns made by providers to the LSC, so internet (and broadband) access is required.

There may be other project specific information required, however this will depend on the nature of the project. 

Payment Arrangements

Payment arrangements for successful providers will be agreed at the contract negotiation stage.  In most cases payments will be made on achievement of milestones, outputs and outcomes, not on actual expenditure.  A profile of payments will be discussed and agreed as part of the contract negotiations and will form an appendix to the contract. 
Individual Learning Plans

All learners will need to have an Individual Learning Plan that sets out their learning goals. Providers are welcome to use their own versions of an individual learning plan as long as it meets the requirements of the LSC. Successful applicants should contact their Contract Adviser to ascertain whether or not their Individual Learning Plan is suitable.  All Learning Plans should include the ESF logo (see section on publicity).

Publicity

Providers are required to acknowledge financial help from the ESF and LSC through Co-Financing.  You will be asked to ensure that enough publicity is given to your co-financed activity so that beneficiaries and the general public get to know about the ESF and what it does.

Whenever possible, literature and materials used by beneficiaries and any publicity materials and advertisements must include an acknowledgement of ESF and LSC support, making full use of the ESF logo.

The LSC must first approve any marketing undertaken by providers to promote any services to be delivered through the use of ESF.

Providers must ensure that:

· Where the use of logos in a document or other forms of communication for promotional purposes are not practicable, reference in words to the funding bodies must read: -‘This programme is part funded by the European Union through the European Social Fund’  

· all learners are aware of the support ESF makes with regard to the services delivered.  

· where applicable, any companies, as corporate beneficiaries, are also made aware of ESF support to services delivered under this Contract.

Logos can be found online at the ESF website on www.esfnews.org.uk (this can be downloaded in various formats) or may be emailed direct to you by your Contract Adviser.

Plaques for display at Provider and project premises, publicising the fact that a project is part-funded through the European Union, are available free of charge, again through your Contract Adviser.  These must be displayed.

Raising Standards

Successful applicants will need to deliver their provision to an acceptable standard of quality and take all reasonable steps to:

· minimise drop out rates and deliver high completion and achievement rates and appropriate progression;

· ensure competent and appropriately qualified staff deliver and assess learning;

· offer equality of access to learning opportunities and close equality gaps in learning and outcomes;

· provide a safe, healthy and supportive environment, which meets the needs of learners;

· provide good management and leadership of the learning process; and

· deliver value for money and financial probity.

Successful applicants will be expected to continuously seek to improve provision and raise standards to benefit learners. Contractors have the primary responsibility for improving standards and will need to demonstrate to the LSC’s satisfaction that it has an effective quality assurance system based on self-assessment, quality plans, target setting and a continuous improvement strategy.

All LSC Providers are required to conduct continuous self-assessment of the services provided within their contract, against the quality requirements shown in paragraphs 19-21 of Quality improvement and self-assessment (May 2005) and Annex 3 of Planning for Success (which includes the requirements under the Common Inspection Framework published by the Inspectorates). All LSC providers are required to annually submit their self-assessment reports electronically onto the LSC’s Provider Gateway by a specified date and where required, evidence shall be provided to the Council or the Inspectorates in support of statements made in the self-assessment report
A copy of the Common Inspection Framework for Inspecting Post-16 Education and Training can be found on www.ali.gov.uk.   
The LSC will discuss with providers their self-assessment report and quality plan.  Providers set out in their quality plan how they intend to address improvements to the quality of their provision that have been identified through their self-assessment process.  Providers will be required to include in their quality plan clear targets and milestones for improving the quality of their provision.  The LSC meets with providers to discuss and reach agreement on these targets and milestones and to agree arrangements for monitoring and reviewing progress.  Reviews will take place at frequencies specified by the LSC in agreement with the provider.

The LSC, where appropriate, will also discuss and agree a programme of support for the provider, including consideration of additional funding to support delivery of the development plan.

When the provider receives notification from OfSTED that their provision is to be inspected, providers will be required to provide the LSC with a copy of their latest self-assessment report and quality plan and any other relevant information in accordance with the required timescale of the Inspectorate.

Where appropriate, providers are required to confirm in writing to the LSC that their centre approval status is still current.  The written statement will need to confirm approved centre status for the specific NVQ titles and levels, including awarding body name(s).

Providers are required to ensure that appropriately qualified and trained staff will deliver all learning and guidance provision.  Providers are responsible for the professional development and training of its staff. 

Complaints Procedure

Any applicant who wishes to make a complaint against the LSC relating to any element of their treatment through the Co-Financing process should, in the first instance contact their Contract Adviser.  If the complaint is one concerning the Contract Adviser, then the complaint should be sent to the ESF Contracts Manager.

State Aid

The European Commission has considerable powers to monitor, control and restrict the many forms and levels of aid (State Aid) given by all Member States to their industries.  The European Commission defines State Aid as:

Any aid granted by a Member State or through State resources in any form whatsoever which distorts or threatens to distort competition by favouring certain enterprises or the production of certain goods shall, in so far as it affects trade between Member States, be incompatible with the common market, and therefore be deemed to be covered by the State Aid rules and regulations.

The cost of training provided to enterprises (large or small) through public funding such as ESF Co-financed contracts can be perceived as a State Aid to those companies. 

Private sector training providers will not be considered as in receipt of State Aid themselves, as they have already taken part in an open, competitive tendering process for the ESF contract.  

Training Provision to Employed Beneficiaries

It will be essential for all providers providing training to private companies/enterprises and their employees to consider the State Aid implications for their projects. 

In general, State Aid has to be notified to the European Commission and approval has to be received before the aid can be given.  However, there are certain exemptions to this rule that should enable providers of co-financed activity to avoid this process.  The exemptions are: -

1.
The State Aid De Minimis Rules

If 100% ‘free training’ is to be provided to companies of any size then the ‘De Minimis’ rules can apply.   The rules apply to companies in any sector with the exception of the transport sector or agriculture sector (activities linked to the production processing & marketing of agricultural goods).  Directly export-related activities are also excluded.  

The De Minimis rules mean that a company can take up training (and therefore receive ESF funded aid) if they have not received over £70,500 (100,000 euros) of public funding over a 3 year rolling period.  This will include, for example, other publicly funded training, aid from Local Authorities or Central Government, but will not include aid from ‘approved State Aid schemes’ or ‘notified State Aid schemes’ i.e. Modern Apprenticeships.

The cost of the co-financed ESF training must not make the company go over this £70,500 threshold in any 3 years before or after the training takes place.

2. It is the responsibility of the provider to ensure adequate records are kept for 10 years, detailing all State Aid given to companies.  For the de-minimis rules to apply, providers need to get a signed declaration from each company with an employee on their project to confirm that provision of training through co-financed ESF will not contravene the State Aid rules.

3. The declaration should include details on the total value of public aid received or to be received over the previous/next 3 years and the source of that funding (see website for copies of the form employers must complete to demonstrate eligibility).

Small and Medium Sized Employers (SMEs)

For the purposes of ESF, a SME is an organisation that employs fewer than 250 individuals (full time equivalents), has a Balance Sheet of less than £43M, an annual turnover of less than £50M and is not more than one quarter owned by another company. 

Franchises can be counted as SMEs for ESF purposes.

Large Companies and ESF

Large companies are able to apply/participate in ESF, as long as they work in partnership with SMEs, actively encourage participation in ESF funded projects with other companies and at least 50% of a project’s beneficiaries come from SMEs. Large companies will however need to be fully aware of the implications of the State Aid rules (outlined above).

Training for the Public Sector

Co-financed funding is not generally available for training individuals for permanent jobs in the public sector, as this breaks European Union rules on added value.  This rule is not intended to prevent public sector organisations from applying for ESF funding to support beneficiaries who are unemployed or working in another sector.  Basic skills training can be provided for low skilled employees of the public sector.

Voluntary Sector Organisations as SMEs

Voluntary organisations can be regarded as SMEs for ESF purposes.

Support for Beneficiaries (Childcare, transport etc)

You can include the costs of support for beneficiaries (including items such as childcare and transport) in the finances for activities funded through Co-Financing however this can only be for activity where it is directly related to learning provision i.e. the LSC will not fund childcare or transport provision which is separate from learning provision.

Proposals will need to clearly explain what the co-financed funds are paying for and how this is helping meet the priorities identified in the areas of activity listed above.  

Value Added Tax

LSC cannot offer advice on VAT issues.  It is for providers to determine the status of their proposed activity.  You should direct any specific questions to HM Customs and Excise.

Mixing Co-financed Funds with Other Funding

Co-financed funds can be used to support part of a larger project that is funded from a variety of sources.  The proposal form can make reference to the wider project but most of the proposal should be devoted to explaining the element of the project that the co-financed funds will be used for and the outputs that it will buy.  The proposal will be judged on the activity that is delivered with the co-financed funding, the information about the wider project will be used for information purposes only.

Co-financed funds cannot be used to match against other European funding streams.  If you are interested in using your co-financed money as match funding to draw in other UK funding you will need to obtain written permission from the LSC.  Requests should be put in writing to Amy Abbott at Cambridgeshire LSC.

However, the outputs achieved with Co-financed funds can only be counted once, by the LSC, and cannot be included in the returns required by other UK funding streams, unless this is explicitly approved by the other funding body.

Sub-contracting

It is normally expected that there will be no sub-contracting below the contract between the provider and the LSC. Any additional layers of sub-contracting must be declared in the tender and will need to be approved by the Government Office for the East of England. Organisations must specify in the tender who will be doing which elements of project activity or state that they will follow an open and competitive tendering process. In any case of sub-contracting steps must be taken to avoid any double European funding at the sub-contractors level (this must be declared by the sub-contractor).

National Qualifications Framework

The table below shows the comparable levels between different qualifications. 

	Level of Qualification
	General
	Vocational
	Occupational

	5


	Higher Level Qualifications (e.g. Degrees)
	Level 5 NVQ

	4


	
	Level 4 NVQ

	3

(Advanced Level)


	A Level
	Vocational A Level
	Level 3 NVQ

	2

(Intermediate Level)
	GCSE grade A* - C
	Vocational GCSE
	Level 2 NVQ

	1

(Foundation Level)
	GCSE grade D - G
	Foundation GCSE
	Level 1 NVQ

	Entry Level


	Certificate of (educational) achievement


Basic Skills

The Government’s Skills for Life strategy has established clear definitions for basic skills by introducing national standards of attainment for listening, speaking, reading, writing and numeracy. With the core curriculum, there is now a framework in place for all adult literacy, numeracy and English as a Second Language (ESOL) screening test, diagnostic tools, learning programmes and assessment.

All adult literacy, numeracy and ESOL learning programmes should be based on the national standards for adult literacy and numeracy from 2002.

The Structure of the Standards

The literacy standards cover the skills of speaking & listening and reading & writing. The numeracy standards cover the skills of interpreting, calculating and communicating mathematical information. The standards:

· Are set at Entry Level and Levels 1 and 2 of the National Qualifications Framework

· Describe the three sub-levels of achievement within Entry Level:  Entry 1, Entry 2 and Entry 3

· Provide a progression framework for the core curricula in literacy, numeracy and ESOL, which sets out clear goals for learners and their teachers

· Provide nationally agreed benchmarks against which the literacy, language and numeracy skills of the adult population can be assessed through national tests  and national qualifications

· Will be reviewed after three years

Screening, Initial Assessment and Diagnostic Assessment

In the past, organisations have used a variety of tools and methods to screen and place learners and assess their literacy, language and numeracy needs. In addition, some organisations have undertaken detailed diagnostic assessment to inform the development and negotiation of individual learning plans with learners. A range of assessment materials is now available, including paper-based and computer-based tools.

The introduction of the national standards for adult literacy and numeracy enables practitioners to identify literacy, numeracy and language skills more accurately and consistently. 

From September 2002, all adult literacy, numeracy and language screening has had to be based on the national standards for adult literacy and numeracy. Assessment should inform the development and review of individual learning plans and is an essential part of the planning process.

The following definitions of screening, initial assessment, diagnostic assessment, formative assessment, and summative assessment have been agreed by the Department for Education and Skills (DFeS):

· Screening shows the likelihood that someone has a basic skills need.

· Initial assessment identifies skills and levels to give a starting point.

· Diagnostic assessment helps provide a detailed learner profile against the standards and curriculum documents.

· Formative assessment helps the learner and teacher review progress.

· Summative assessment provides evidence of what a learner has achieved at the end of a specific period of learning.

From September 2002, all learning programmes for literacy, numeracy and ESOL must have been mapped to the national standards for adult literacy or the national standards for adult numeracy.

Approved qualifications that can be funded under this prospectus are the new Entry Level qualifications and the national tests at Level 1 and Level 2. 

These include:

Literacy, Numeracy and ESOL:

Entry Level Certificate in Adult Literacy at Entry Level 3

Entry Level Certificate in Adult Numeracy at Entry Level 3

Level 1 Certificate in Adult Literacy

Level 1 Certificate in Adult Numeracy

Level 2 Certificate in Adult Literacy

Level 2 Certificate in Adult Numeracy

Key Skills:

Communications up to Level 2

Application of Number up to Level 2

GCSE in Maths and English

Details of the qualifications can be found on the DfES website www.dfes.gov.uk/readwriteplus, or in the DfES publication Skills for Life. This can be downloaded from the internet: http://www.dfes.gov.uk/readwriteplus/bank.cfm?section=379. 

Qualifications for Staff Teaching Adult Literacy, Numeracy and ESOL

In line with national requirements for post-16 sector teachers to hold a recognised teaching qualification there have been changes required of people delivering adult literacy and numeracy.

The new requirements take into account the role of the individual and expect that the qualification(s) achieved should match the requirements of the job. They are designed to ensure that all teachers of adult literacy and/or adult numeracy are equipped with the ESOL appropriate and relevant skills in their subject area.

The new programme brought with it a separation in the requirements for new entrants (after September 2002) and existing tutors. 

The requirements are:

New entrants: should be working towards achievement of the following qualifications from the start of their role:

Teachers - Cert ED / PGCE + Level 4 subject specific Certificate

Support/Vocational Staff - Level 3 subject specific Certificate

Volunteer/Mentor - Level 2 subject specific Certificate

Existing staff: to commit to working towards and achieving the following qualifications:

Tutors (928 qualified) - Level 4 subject specific Certificate

Support/Vocational Staff (928 or awareness qualified) - Level 3 subject specific Certificate

Volunteer/Mentor (928 or awareness trained) - Level 2 subject specific Certificate

Economically inactive

Economically inactive individuals are individuals who are not in paid employment.  This is a broader group than that which the term ‘unemployed ‘may suggest.  This group of individuals are not necessarily actively seeking work or receiving unemployment benefits. Economically inactive individuals could include lone parents/people with care responsibilities, homemakers or people on sickness, disability or incapacity benefits.  What is key however is that they must be of working age i.e. 16 plus.  

Public sector.

What is public sector?

For ESF purposes the following are considered to be part of the public sector:

· Central Government

· Local authorities

· The armed forces

· NHS Trusts

· Grant maintained schools

· Any organisation that receives 50% or more of their funds from a public sector source is also deemed to be public sector.  This is more difficult and providers should be wary of this group.  Groups to be mindful of are Quango’s & government agencies.  The key question here is about control. Where a government agent is a major funder of a private organisation then the private organisation is deemed public sector because it is tainted by public funds to such an extent.  For borderline cases providers should ask organisations to provide evidence of their sources of funds.  It is up to the organisation to demonstrate that they are eligible.

Are all policy fields and measures affected?

The rules on public sector apply across all policy fields and measures.  The phrase ‘training for permanent jobs in the public sector’ is misleading   given that some policy fields and measures include capacity building, research or guidance orientated activity.  Until such time as we are given formal notification that these rules do not apply to those affected measures the LSC will continue to enforce the regulations across the programme, as indicated in the applications guidance 2002/2003.

Training for the Public Sector (updated 1st July 2003)

ESF is not generally available for ’training individuals for permanent jobs in the public sector’, as it breaks the Commission’s rules on added value.  However there are exceptions to this:

1. Training people to allow them to enter the public sector;

2. If the public sector contracts out work to private companies, the contracted company is not considered part of the public sector so training activity will be eligible;

3. Support for public sector workers who have either been given or are threatened with redundancy which requires them to carry out vocational training to fit them for a new post;

4. lifelong learning for public sector workers employed in traditionally low skilled work who need career development in their current post;

5. training Jobcentre Plus staff working on modernising or providing activity which is additional to normal Jobcentre Plus activity; and

6. funding teachers for activity beyond the standard support available to help the teachers meet the needs of stated ESF client groups.

7. Public sector employees may also be eligible where they are receiving support in their capacity as a volunteer where that role does not form part of their public sector duties.

8. Public sector staff receiving Basic Skills training where they are low skilled and the support is not job related.

Of all the ESF “fit”  criteria this is perhaps the most ambiguous and we recognise difficult for providers to manage.  The recommendation is that you always identify public sector employees separately and inform the LSC of proposed activity and the circumstances.  The LSC can then give formal notification of the eligibility status of the activity.  To try and give a flavour of what the grey areas are we have included some areas that would be eligible and some that wouldn’t.  The key is about whether or not the employer is benefiting and should be meeting the costs for the training or support (and not whether they will meet the costs).

Examples of eligible individuals / activities

· Basic skills training

· Volunteers

· Public sector employees under notice of redundancy

· Casual workers / unstable work patterns (e.g. four weeks in work)

· Training for unemployed people with the expectation that some may enter the public sector but where this is not the only option for example, re-skilling unemployed nurses would be eligible as they could enter the private health care sector or the public health service

· Private companies delivering activity under a contract to public sector bodies.

Examples of non-eligible individuals / activities

· Training for teachers to deliver mainstream activities / subjects

· Doctors and other public health workers

· Civil servants

· Those on secondment in the private sector from the public sector

· Armed forces personnel

Note that none of the rules surrounding the role of the public sector in ESF activities is intended to prevent public sector providers applying for ESF funded training for unemployed people which brings them up to standard for entry into normal training courses (e.g. foundation courses).
Small and Medium Sized Enterprises (SMEs)
For ESF purposes an SME is defined as an enterprise, which meets the employee threshold (no.1) and at least one of the financial thresholds (2) and can satisfy the independent status (no.3).

1. Employs fewer than 250 employees (AWU’s) at the time the application is made.  This will include part time, seasonal and temporary staff.  The source of evidence for this, if requested is the employers payroll; and 
2. Either has a balance sheet at their accounting date with assets less liabilities, no more than 43 million euros or an annual turnover of not more than 50 million euros (exchange rate varies).  In borderline cases or where providers are unsure, evidence should be taken from the management accounts for the last accounting year.  For new businesses, management accountants should issue a statement of expected expenditure and income; and
3. Is not more than one quarter owned by firms that do not qualify as SMEs under the above requirements.

The last criterion (no.3) does not apply if either of the following two statements is true
· Where owners are public investment corporations, venture capital companies or institutional investors, as long as those owners do not exert any control over the SME either individually or jointly, or
· If the capital is spread in such a way that it is not possible to determine who holds it.  In addition, the enterprise declares that – to the best of its knowledge – it is not more than one quarter owned by one or more firms, which do not meet the definition of an SME.

Notes

You only need look to one level beyond the organisation that you are wishing to support when looking at whether or not they are independent.

When working out the threshold figures you must add together the relevant figures from both
· The beneficiary organisation and

· The organisations it controls by more than 25% or more of the capital or voting rights.

Annual Working Unit (AWU)
The number of employees corresponds to the number of annual working units (AWU) i.e. full time equivalents during one year with part-time and seasonal workers being fractions of AWU. (The reference year is to be the last approved accounting period.)  
Guidance on Completing the Tender Form

The tender form with this pack was initially designed by the ESF Division (part of the Department for Work and Pensions) to be used across the country.  It is hoped that this guidance will explain in detail the kind of information the LSC is looking for under each of the criteria identified.

Please contact the ESF team via email (mailto:ESF Team Cambridgeshire LSC) if you have any queries whilst you are completing the tender form.  All queries and responses will be posted on the Cambridgeshire website (http://www.lsc.gov.uk/regions/EastofEngland/esf/localinformation/cambridgeshire/).

In your tender you should not assume that the person reading your tender knows anything about your organisation or the services that it delivers. Tenders are read and assessed by an appraisal panel comprising of people with relevant knowledge and experience of the measures, not necessarily by people with a detailed knowledge of individual providers.

Ideally we would like proposals to be word processed, although legible handwritten copies of the form will be accepted. If you word process the proposal, please use a font size of 11.  This tendering pack and a copy of the tender can be found on the website (http://www.lsc.gov.uk/regions/EastofEngland/esf/localinformation/cambridgeshire/)
 as a Microsoft Word document.  If you have difficulty accessing this please do not hesitate to contact a member of the ESF Team on:

(

01733 895233 

Please note size limit requirements for answers when completing your tender; tenders will be disqualified if answers exceed these stated limits.

Each tender submitted should be for delivery in one priority or sub-priority (e.g. Measure 3.1C). You can tender to carry out more than one activity but will need to submit a tender for each priority.  If this is the case, it may be appropriate to refer to your other tenders for funding.  However, you must remember that each tender will be judged on its’ own merits.  Therefore it is important to ensure that all relevant information is included in each tender form submitted.

Four copies of each tender must be submitted (hard copies only) in a sealed envelope.  The text on the envelope must make no reference to the organisation submitting the tender but must include the words “ESF CO-FINANCING TENDER – PRIVATE AND CONFIDENTIAL”.  No tenders will be opened until after the closing date.  Electronic tenders are not acceptable; however the LSC will require an electronic version of your tender if you are invited to proceed to the contracting stage.  Please ensure nothing on the envelope identifies you or your organisation (e.g. franking marks).
Proposal and Applicant Details

Please include a tender specific “Proposal Name”.

Select only one Policy Field and Measure.

The Name of Person to Contact should be the person to whom future correspondence relating to this tender should be addressed. 

The Legal Status of the organisation refers to the way in which your organisation is legally set up e.g. private limited company, public sector organisation, charity, FE college.  Please note that the organisation applying for funds (named applicant on the tender) can not be changed once the tender has been submitted. You should think carefully before completing the applicant section as certain consequences flow from this,  namely that the LSC will expect to contract with the applicant and will carry out financial assurance on the ‘named applicant’ should your tender be successful.  This applicant will become the contractor and as such will be expected to manage the contract and all data and payment related issues.  If the named applicant already holds a contract with the LSC (with any office) then we will expect to make payments to the existing bank account unless you notify us otherwise.  If you are unsure about this you need to raise it with us should you proceed with contracting to ensure payment is made correctly.  It is LSC policy that each provider has one bank account.  Exceptions can be requested but not guaranteed.  

If you cannot respond to any of the questions in this section please add an explanatory note beneath the table.  DO NOT leave it blank without explanation as this will prejudice your application.
	Question 1 – Activity Focus
	Length of Answer:  up to ½ a page


Please clearly state the priority to which you are applying e.g. Measure 2.1 Bridging the gap.) NB: it is against this priority, noted in Question 1, which your tender will be appraised. CHECK it is correct.
Aims of your project

What activities do you intend to deliver in relation to the priorities for support in the tendering prospectus? Please briefly describe in no more than 150 words the activity you would like to deliver.  
If you have a project which is part funded by other funds please ensure it is clear which part of the activity is to be ESF funded.  This will apply to all questions throughout the application.  
We would recommend that you use section 15 to provide general information that does not directly relate to one of the previous questions but helps to provide a background or understanding of the activity you are seeking funding for.  If appraisers are unclear what is proposed as additional activity and what is already in place and the relevant costs and outcomes of both, then they will not be able to accurately judge value for money and this may resulted in your tender not being considered for funding. 
For example, in the tender we ask to purchase activity 100X.  You already have a programme delivering X but want to increase the volume of your activity,  perhaps replicate it with a new client group or different geographical area.  Currently you are planning to deliver 50 of X through the existing source and would like to apply for ESF funds to deliver 50 more.  If you describe your planned activity as delivering 100 of X this is misleading.  It would be preferable to say in your application that you will deliver 50 of X but in section 15 and in the added value section explain how this builds on current provision increasing activity from 50 to 100.  Likewise in the budget section do not ask for funds for costs that relate to the existing 50 learners, only the additional 50 you are seeking ESF to pay for. If you have staff costs of £30K per annum but you will not be incurring any additional staffing costs for the 50 extra ESF funded X’s, you can apply for £15K i.e. 50% of the staffing costs,  as long as you are not claiming 100% of your staffing costs elsewhere e.g. you can not be being paid twice for the same thing.
Criteria by which this will be assessed:

Green: the proposal clearly relates to what is in the LSC prospectus.

Amber:
there is some doubt over the comprehensiveness of the activities proposed i.e. it may not cover the full extent of what the LSC wants.

Red: 
the activity chosen is clearly not relevant and is clearly not a priority as identified within this prospectus.

	Question 2 – Activity Summary
	Length of Answer: up to 1 page


This should provide a brief but clear description of the proposed activities, the aims and objectives, main delivery mechanisms and key milestones. It should include:

· What you intend to do including the objectives of the project 
· Why this is needed 
· How the need will be addressed including the main delivery mechanisms
The appraisal panel will, in particular, look for a clear explanation of the proposal and its aims/objectives as well as evidence of demand for the activity from employers and/or learners.

Please state the average length of time that you anticipate that beneficiaries will spend on any provision (including learners and/or companies). If your programme is aimed at learners, then please include the average number of learning hours a week and the average number of weeks. If your programme is aimed at companies then please indicate the average number of hours.

Criteria by which this will be assessed:

Green:
 there is clarity on all of these issues and a track record or other supporting evidence   that the proposal is based on a sound understanding of the client groups needs. There is clear evidence of demand from the client group.

Amber:
 the proposal is not sufficiently clear in answering the questions or there is some doubt about the realism of the statements.

Red: 
the activity proposed does not relate to the priorities for support in the prospectus, or does not explain what the activity will do, how it will do it or why it is needed.  Or the proposed activity is ineligible for ESF support.

	Question 3 – Geographic Area of Delivery
	Length of Answer: up to ½ a page


In which areas will activity be delivered:  Please specify whether it will Countywide or specify which, Boroughs, Districts, and Wards etc or Fens or other deprived areas.

Beneficiaries should live or work in Cambridgeshire or Peterborough.

Criteria by which this will be assessed: 
Green:
The entire area in which activity will take place / beneficiaries are drawn from fits with the target locations within the priorities for support.

Amber:
The activity will take place/beneficiaries will be drawn from Cambridgeshire or Peterborough however most of the beneficiaries do not come from the target locations.


Red:  
The beneficiaries come from outside of Cambridgeshire.

	Question 4 – Target Groups
	Length of Answer: up to ½ a page


Target groups and volumes should be clearly identified in the tables, supported by a description of the track record of the applicant in working with the target group(s).

In particular you should indicate to which of the priority/target groups, sectors,  or occupations under the relevant ESF measure in the prospectus, you are planning to deliver.  If you do have specific target groups ensure all others sections differentiate e.g. you are working with client groups A and B.  When we ask you to describe your outcomes ensure you make it clear which will come from A & which from B.
Please note that the number of beneficiaries should be the number of different individuals, as a person can only be counted once on a project. This is also the case for qualifications unless they are of a different level or subject. There can be circumstances where more than 1 different outcome can be claimed for an individual however this information should be made clear in the tender document. 

If you are working with anyone employed in the public sector you should make this clear as public sector employees are not always eligible for ESF. In the main if it is SfL or public sector staff involved in capacity building activities this is acceptable however this information should be clearly stated in the tender document (ensure in the outcomes you identify which outcomes relate to public sector staff and which do not).   
Criteria by which this will be assessed:

Green:
All the beneficiaries fit with the target groups identified in the priorities for support listed.

Amber:
Most of the beneficiaries fit with the target groups identified in the priorities for support listed.


Red:
Target beneficiaries are ineligible for ESF support from the selected measure.

	Question 5 – Added Value
	Length of Answer: up to ½ a page


Explain how the activities you intend to deliver will support and contribute towards the added value to mainstream LSC provision.  LSC mainstream provision includes:

· Work Based Learning (including Apprenticeships and Entry to Employment provision)

· Further Education through College and Adult and Community Learning Provision

· Workforce Development activity including Investors in People, Learning Network, Management Development and Workforce Development

· Education Business Link activity 

· Adult Information, Advice and Guidance activity 

Information in this section could mean the difference between a project being funded or not.  We are looking to see how the activity you propose enhances LSC provision generally, how it enhances the provision you offer as a provider and how it impacts upon the learner.  When tenders are equal in all other respects we will be looking for those projects that best integrate with existing provision are sustainable and most importantly are going to have the biggest impact.  During previous tender rounds providers have generally not responded strongly to this question.  A lack of clarity about why you want to do something can seriously reduce your chances of being funded. Do not leave the appraisal panel to deduce why it would be beneficial to support your project.   TELL US.  Do not assume any knowledge on behalf of the panel as we can only appraise on the information in front of us.  Once again make use of section 15 (any other information) if you need to.
Criteria by which this will be assessed:

Green:
The proposal clearly demonstrates the added value the activity could make to LSC provision, including the mainstream activity outlined at the beginning of each priority for support (i.e.: more of; enhancement of something existing;  innovative delivery;  new provision).  It also clearly adds value to the organisations current activity.

Amber:
The proposal does not demonstrate added value clearly enough.  However the LSC believes the proposal will add value to mainstream provision.  There is some doubt as to whether the activity adds value to the organisations main activities.

Red: 
The proposal does not add value to mainstream provision or the organisations own activities, or the activity duplicates provision already available.

	Question 6 – Linkages
	Length of Answer: up to 1 page


Please specify and provide evidence of links with other relevant organisations and activities in the local area that are relevant to the project. In addition, you should also identify linkages with regional and national organisations. If linkages are not fully established then please indicate which organisations you expect to work with on this activity and how this involvement will be secured.

Where appropriate, proposals should provide evidence of a strong and effective partnership already in existence, involving key players, partners and deliverers.  

If linkages with other organisations and activities are not appropriate, please explain why.  We are not looking for a list of contacts/organisations.  We want you to explain how the link will make a difference to the project, what part it will play and what value will it add.  Don’t assume we know the organisation you refer to and most importantly keep it project specific (as opposed to a list of who your work with at organisational level).
Criteria by which this will be assessed:

Green:
All the appropriate linkages with relevant organisations have been made. If relevant, an established partnership is in place.

Amber:
Some of the appropriate linkages to organisations have been made.  A partnership (if appropriate) is under development.

Red: 
No linkages to appropriate/relevant organisations or partnerships have been made.
	Question 7 – Outputs And Outcomes
	


This section is for listing the outputs, outcomes and milestones associated with your tender.

Outputs relate to the ESF specific outputs.  You should not include any outcome that is being paid for from another source e.g. if you already offer level 2 from core LSC funding or another source but were seeking money from ESF for childcare costs and job search to make it more accessible and effective, you would not describe your outputs as Level 2.  In reality, your outputs should be described in terms of an improved retention rate on Level 2.  If you are offering improved retention rate ensure you supply a baseline figure.
What you should remember is that the LSC has decided what they want to buy and has put out a tender for specific outcomes.  If what you are offering is significantly different to that which is asked for in the prospectus you are unlikely to be funded.  Likewise, please do not state unachievable outcomes.  Be realistic.  The LSC indicates the volume we seek to buy for the money we are offering but you should respond with what you can deliver e.g. if we ask for 100X for £100K but you feel you could only deliver 60X that is what you should put in your tender as unit cost is material to the decision of value for money.  If you are successful and seek to change outcomes after the tender this may result in the LSC’s offer being withdrawn.
Please note that the ‘Number of Beneficiaries’ output relates to the total number of individual beneficiaries on your project.

Please note that the number of beneficiaries should be the number of different individuals, as a person can only be counted once on a project. This is also the case for qualifications unless they are of a different level or subject. There can be circumstances where more than 1 different outcome can be claimed for an individual however this information should be made clear in the tender document. 
If your outcomes are qualification based please make it clear whether they are accredited and whether the qualification achieved is in its entirety or only in part i.e. units towards a Level 2 (not a full level 2).

Criteria by which this will be assessed:

Green:
The outputs and outcomes significantly contribute towards the key ones identified in the Priorities for Support in the Prospectus.  The outputs, outcomes and milestones appear to be realistic. 

Amber:
The outputs and outcomes identified are desirable but do not contribute significantly towards the key ones identified in the Prospectus or there is some doubt about their realism.

Red:
The outputs, outcomes or milestones proposed are clearly unrealistic or unrelated to the requirements of the Prospectus.

	Question 8 – Cross Cutting Themes – Sustainability
	Length of Answer: up to ½ page


Sustainable Development in European Social Funding terms means:

· providing opportunities to allow everyone to fulfil their potential (through addressing social exclusion, widening participation in learning, removing barriers and capacity building)

· environmental protection and enhancement through the delivery of projects (through promoting public transport, minimising waste, conserving energy, raising awareness with beneficiaries, environmentally focused projects)

· providing skills that business demand and require (through addressing skill shortages, meeting future needs of businesses, providing environmental management training for business and meeting skill requirements of the growing environmental economy)

Social, environmental and economic principles should be considered. The LSC remit is focused on ‘maintaining high and steady levels of economic growth and employment’.  This is demonstrated through the LSC’s strategic objectives to increase the demand for learning and raise skills levels for national competitiveness.  The LSC is also committed to contributing to the other sustainable development regional objective  ‘progress which recognises the needs of everyone’ through its objective to ensure equality of opportunity through better access to learning.  The Co-Financing prospectus must take these objectives forward under each measure.

The LSC encourages co-financed project applicants to demonstrate that they are self-sufficient and that they lead to sustainable employment and/or contribute to the formation of sustainable communities.  This may mean meeting needs locally wherever possible, encouraging the participation of local people or businesses in the development of co-financed activities, improving local employment opportunities through individuals’ development and improving the competitiveness of businesses.

All tenders for co-financed activity against the plan will need to consider sustainable development issues in connection with the proposed project. 

Please note the Regional Environment Strategy for the East of England “Our Environment, Our Future” (found at www.eelgc.gov.uk <http://www.eelgc.gov.uk>) and the “Sustainable Development Framework for the East of England” (found at www.eastofenglandobservatory.org.uk <http://www.eastofenglandobservatory.org.uk>) documents. 

Further information can also be obtained from the environment agency at www.environment-agency.gov.uk <http://www.environment-agency.gov.uk>. 

The Regional Sustainable Development Strategy can be found at www.sustainability-east.com <http://www.sustainability-east.com>.

Sustainable development must be promoted in-line with guidance developed for ESF by the National Sustainable Development Co-ordinator.

Applicants should also demonstrate that they have used the interactive Sustainable Development toolkit found on the ESF website at www.esf.gov.uk <http://www.esf.gov.uk> which can be used as a self-assessment tool to see how far a project is going in meeting requirements.

Provider applicants that have met prospectus criteria and have given a considered and appropriate response to the sustainable development question in their tender and can demonstrate a clear commitment to additional action as a result of using guidance material above will be prioritised over those that have not during the tender appraisal process. 

Criteria by which this will be assessed:

Green:
A reasonable explanation of how the project will help the LSC address sustainable development. 

Amber:
The organisation described sustainable development but it is unclear how they intend to relate these to the implementation of the activity.

Red: 
There are no sustainability plans in place or the proposal does not address sustainability sufficiently. 

	Question 9 – Cross Cutting Themes – Equal Opportunities
	Length of Answer: up to ½ page


Please explain how your activity will contribute to the mainstreaming of Equal Opportunities by answering each of the specific questions in the tender form.
Criteria by which this will be assessed:

Green:
A reasonable explanation of how the project will help the LSC address the cross-cutting themes of Equal Opportunities, Sustainable Development and ICT identified in the prospectus. The organisation has an Equal Opportunities Policy.

Amber:
The organisation has all the required policies but it is unclear how they intend to relate these to the implementation of the activity.

Red: 
There is no Equal Opportunities Policy in place or the proposal does not address the cross-cutting themes sufficiently. 

	Question 10 – Cross Cutting Themes – Information Communication Technology (ICT)
	Length of Answer: up to ½ page


Please explain how your activity will contribute to widening access to ICT, particularly in relation to how the project will be managed, how ICT will be used with beneficiaries and what technology (hardware / software) will be used.

Criteria by which this will be assessed:

Green:
A reasonable explanation of how the project will help the LSC address the cross-cutting theme of ICT.

Amber:
The organisation has described ICT but it is unclear how they intend to relate this to the implementation of the activity.

Red: 
There are no ICT plans in place or the proposal does not address ICT sufficiently.

	Question 11– Management
	Length of Answer: up to ½ a page


This section should demonstrate how the activity would be managed and delivered.

It should include all of the following:

· A brief timetable for the implementation and operation of the activity, including detail on how the activity will be delivered (and if appropriate, designed).*

· Detail about the systems available to control the activity and collect the records required by the LSC i.e. the ILR and/or SR.

· Describe how individual learner progress is tracked and achievement maximised.

· A description of the staff available to deliver the project and any relevant qualifications that staff would be expected to hold (e.g. all staff delivering guidance will have at least a Level 3 in Guidance).

· A description of the resources available to deliver and manage the activity.

· Details of any relevant quality awards e.g. IIP, ISO9001 or Business Excellence Model or continuous improvement processes

*Note that sub-contracting is not normally allowed within Co-Financing and if you are intending to use sub-contractors in the delivery of your tender, you must specify this in this section and provide a justification, showing why you are not able to deliver all aspects of the tender.  Furthermore, you will need to describe how any sub-contractors would be selected and managed.

Criteria by which this will be assessed:

Green:
There is an implementation timetable including detail on how the activity will be delivered.  Appropriate quality control and record keeping systems are in place and the resources required to deliver and manage the activity have been described.

Amber:
Most of the elements have been addressed however there is some minor cause for concern that might be resolved through negotiation.  

Red: 
Few or none of the elements have been addressed sufficiently.

	Question 12 – Financial Information
	


A full, detailed breakdown of costs must be provided in the table, with explanatory notes as necessary.  All costs should reflect the activities described in earlier sections of the tender.  Costs should be realistic and demonstrate good value for money.  Please provide a rationale of any significant variance against the unit cost in the prospectus.

It is vital that it is clear what money you are asking for and what activities this will pay for.  A lack of clarity or completeness in this section could seriously affect your chances of being funded.  If ESF is enhancing existing provision do not apply for funding for costs already being met elsewhere.  This is classed as double funding.

You should ensure all costs meet ESF eligibility criteria and are based on a clear and fair rationale.  
Please do not request more funds than are available as this is not negotiable.

Criteria by which this will be assessed:

Green:
The information provided enables the LSC to clearly understand the total cost of the project and how it has been derived. All costs are eligible for ESF support and,  where appropriate, a unit price has been provided.  The proposal demonstrates good value for money. 

Amber:
 Financial information has been provided but there are queries regarding either the way that they have been calculated or the eligibility of some costs.  Value for money may also be queried.
Red: 
The costs have not been identified and fully explained, or the proposal has not demonstrated value for money, or there are ineligible items.

	Question 13 - Are you submitting/ planning to submit a proposal to any other Co-Financing organisation?
	Length of Answer: up to 1 paragraph


If yes, we will need details (for this and any other intended activities). Failure to declare this could result in the automatic disqualification / termination of your proposed activity. 

If the answer is no, you will still need to state this in your answer.

Criteria by which this will be assessed:

Green:
Details of proposals to other Co-Financing Organisations have been given, or the applicant has stated that they are not submitting proposals to any other Co-Financing Organisation.

Amber:
The applicant has declared “yes” but given no details, or not declared whether or not they are making a proposal to another Co-Financing Organisation.

Red:  
The applicant has misled the LSC by declaring that no proposal has been submitted to another Co-Financing Organisation and the LSC has discovered that this is not the case.  If this is discovered after the selection process has been completed it will result in the disqualification of the proposal and termination of any contract entered into.

	Question 14 - DO you currently hold a contract with the LSC?
	Length of Answer: up to 1 paragraph


This information will not affect whether or not the proposal is selected. If you do not currently have a contract with the LSC we will need to undertake an assessment of your capability to become a supplier. This will review a number of areas including: resources, equipment and facilities, health and safety, and equal opportunities.  If your organisation does not already contract with the LSC it would be useful if you could include in your answer to this question a paragraph describing your organisation and the work that it does.

This assessment will take place after proposals 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 tender cannot be approved.

The LSC will assess an organisation’s financial capability prior to awarding a contract. The LSC will calculate a funding limit for contracts based on financial status and/or current LSC contract values, and if awarding a contract following a successful tender will exceed this limit, the LSC reserves the right to withdraw the contract offer. 

Further guidance on becoming an approved supplier for Co-Financing can be made available on request.

Please be aware that if you hold a current contract with the LSC for the same or similar activity you are tendering for your current performance will be considered e.g. if you hold a contract to deliver 200X and are currently not achieving against that target we will question why you are asking for yet more funds to deliver X.

Criteria by which this will be assessed:

Green:
The applicant has clearly answered the question.

Amber:
No answer has been given.


Red: 
Not applicable.

	Question 15 -- Other Information
	Length of Answer: up to 1 page


For all applicants, please include any other information that you feel is important and have not had the opportunity to include elsewhere in the tender.

Criteria by which this will be assessed:

For information to support the appraisal of your proposal only and assist the LSC’s understanding of your proposal/organisation.

Selection and Contracting Arrangements

Timetable

	4th July 2007
	Co-Financing prospectus will be placed on the LSC website.

	4th July – 1st August 2007

	Questions & Answers on the website



	5pm Wednesday 1st August 2007

	Closing date for the receipt of tenders. Selection process begins



	August
	Appraisal of tenders

	August
	Management team make final decision on tenders. Results released and contract negotiations begin with organisations that have submitted successful tenders

	August/September 2007
	Contracts begin and activity can start once contracts are in place.


Selection Process

Proposals received will be checked for eligibility and appraised using the system proposed by the ESF Division (Department for Work and Pensions).  The Red/Amber/Green additional guidance, agreed within the East of England, will be used as the basis on which proposals are selected.  The reasons for the success or failure of a proposal to win funding will be recorded and feedback will be sent to applicant organisations.

All tenders will be opened and logged in the presence of two people. To ensure an open and fair process, people independent of the LSC will be invited to contribute to the appraisal process.

At all times during the tendering and selection process, the LSC will observe the seven principles of public life (the Nolan principles).  These are:

· Selflessness

· Integrity

· Objectivity

· Accountability

· Openness

· Honesty 

· Leadership

Annex 1

july 2007
	GUIDANCE NOTE
	Refer to the Co-Financing Prospectus and integrated Guidance before completing this tender form.

	DEADLINE FOR SUBMISSION
	5pm wednesday 1st august 2007

	ADDRESS FOR SUBMISSION
	Amy Abbott
ESF Co-Financing Team

Stuart House

St John’s Street

Peterborough

Cambs

PE1 5DD

	FORMAT OF SUBMISSION
	four hard copies of a completed & signed tender form and an electronic version on cd-rom in a sealed envelope.

do not enclose / attach any supplementary information.

the outside should make no reference to the name of the tenderer.

the outside should include the following text:

“private and confidential esf Co-Financing tender”

	ELECTRONIC VERSION OF THIS TENDER FORM AVAILABLE FROM
	http://www.LSC.gov.uk/regions/EastofEngland/esf/localinformation/cambridgeshire/


	Freedom Of Information Act
	Providers are asked to note that the LSC have to comply with Freedom of Information (FOI) Act from 1st January 2005, which means that should we receive an FOI request relating to this tendering round, we may have to release documents that you have provided as part of your tender.

Further information on the Freedom of Information Act can be found at:

www.informationcommissioner.gov.uk

	UK register of learning providers
	it is a requirement of contracting with the LSC for an organisation to be registered with the uk register. this should be done prior to submiTting a tender at http://www.ukrlp.co.uk/ukrlp/ukrlp.first 


TENDER ROUND 4e july 2007
	Proposal Name:
	

	Policy Field and Measure (3.1c)
	

	Proposed Start and End Date: end date can be no later than 31st March 2008
	Start (Day/Month/Year)


	End (Day/Month/Year)



	Total Cost of delivering this project.
	£


	 ESF Funding Requested:
	£


	UKPRN No of Registration with ULRLP
If you already have a contract with the LSC you should already be registered and can identify your number by searching against organisation name.  
	

	Legal Registered Name of Organisation as Registered on UKRLP

(Please note that this should be your registered name & will be the organisation that we will contract with, should your tender be successful. This is the organisation that we will undertake financial assurance checks on and therefore will need to be able to submit accounts)
	

	Registered Office Address:


	

	Legal Status of Applicant:

(NB the applicant will be the contract holder if successful).
	

	Registered Company / Charity Number:

	

	Please provide the answers you gave to UKRLP to these fields
	Is your organisation a University, Council or other organisation recognised by a statutory instrument?                      Yes or No 

Please enter all known registration numbers from the FIVE sources listed below.

Registration Source
Registration Number
Companies House Registration Number

[image: image3.wmf]


Registered Charity Number

[image: image4.wmf]

 


Schools Unique Reference Number (URN)

[image: image5.wmf]


DfES Number (inc. LEA Code and DfES Establishment No.)

[image: image6.wmf]

                       


Independent Schools Council Number

[image: image7.wmf]


Bottom of Form



	 Registered Company / Charity Number:
	

	Trading Name of Applicant Organisation:
	

	Main Correspondence Address
	

	Telephone Number:
	

	Fax Number:
	

	E-mail Address:
	

	Person to Contact regarding this Proposal (must be an employee of the applicant):
	

	Person to Contact and Telephone Number re Contract Negotiation:
	

	Please advise where there are changes in progress or changes that are envisaged between now and contract signature in relation to Organisation Name/registration number, Charity name/charity number etc. 
	


please note that project activity can only be carried until 31st march 2008. we will not accept any evidence after 31st march 2008 as we are required to submit project closure reports to government office. please consider this when completing your project plan as should you be successful with your tender and be awarded a contract, at the end of the project we will close the contract based on the evidence available at the time.
1
ACTIVITY FOCUS

a)
Your proposed activities must match one of the ESF Objective 3 priority fields and measures itemised in the LSC’s Prospectus, please quote the relevant reference number/s from that prospectus. 

b)
Give a brief overview of the activities you intend to deliver in relation to 1a.above, explaining briefly how they match the LSC’s prospectus.

Please enter your response here:

2
ACTIVITY SUMMARY


Provide a detailed description of the proposed activities, their aims and objectives, main delivery mechanisms and key milestones.  It should contain statements on what the activity intends to do, why this is needed, and how the need will be addressed.

Please enter your response here:

What activities will be delivered?

Why will these activities be delivered?

How will these activities be delivered?

3
GEOGRAPHIC AREA OF DELIVERY


Indicate which areas will be covered by your activities: countywide, district level, ward, etc.

Please enter your response here:

4
TARGET GROUPS


Identify the target group(s) that your proposed activities are aiming to assist. These should reflect the priorities in the LSC Prospectus. Describe your track record of working with this target group(s). 

Please enter your response here:

Description of target group

Tenderer’s track record / previous experience with target group

Please note that that the number of beneficiaries should be the number of different individuals, as a person can only be counted once on a project. This is also the case for qualifications unless they are of a different level or subject, as more than one outcome can be claimed for a beneficiary, where they are different outcomes. 

	Target Groups
	Number

	Total beneficiaries
	

	Employed
	

	Not in employment (economically inactive)
	

	16-24
	

	25-49
	

	50+
	

	Number of women
	

	
	

	People with disabilities
	

	People in need of ESOL training
	

	People with Literacy Needs
	

	People with Numeracy Needs
	

	Ex Offenders
	

	Ethnic minorities
	

	13-17 year olds in the NEET group or in danger of joining the NEET group
	

	Drug and alcohol mis-users
	

	
	

	Sectors (see prospectus for priority sectors)
	%

	
	

	
	

	
	

	
	


5
ADDED VALUE


Explain clearly how these additional activities you intend to deliver will add value, by supporting/ contributing towards mainstream provision, as described in the LSC’s prospectus.  (Be specific - not just the activities in isolation, but how they enhance other learning and employment opportunities in Cambridgeshire.) 

Please enter your response here:

6
LINKAGES


Please specify how you intend to link your proposed activities with other relevant activities/organisations in the local area. This is particularly important where you are providing only one aspect of an activity, to ensure that the beneficiary is appropriately signposted and has a good pathway to progress. Provide evidence of strong and effective partnerships involving key/lead organisations and relevant local/regional and national initiatives. How do these linkages add value and what are the benefits? If linkages are not fully established then please indicate which organisations you expect to work with on this activity and how their involvement will be secured. Where appropriate, indicate how these organisations will demonstrate that they are formally accredited for the work they intend to do, or that they are working towards this as part of the proposal, e.g. membership of a recognised partnership or holders of a relevant quality standard.  This answer should relate to your project not your organisation generally.

Please enter your response here:

	Partner Organisation
	
	Partner Organisation
	

	Address
	
	Address
	

	
	
	
	

	
	
	
	

	Contact Person
	
	Contact Person
	


7
OUTPUTS & OUTCOMES


These should be realistic and clearly linked to the outcomes shown in each tender specification in the prospectus. Please list all the expected numbers and types of hard and soft outcomes from the proposed activities, including a breakdown of the numbers/types of beneficiaries. Ensure that they are measurable (evidence must be provided for both hard and soft outcomes) within the lifespan of your project. 

Please enter your response here:

Please note that that the number of beneficiaries should be the number of different individuals, as a person can only be counted once on a project. This is also the case for qualifications unless they are of a different level or subject, as more than one outcome can be claimed for a beneficiary, where they are different outcomes. 

	Description
	Number of different individuals
	Anticipated delivery date (e.g. month 1 or 6)

	OUTPUTS 

EXAMPLE beneficiaries recruited, learner action plans prepared, training sessions, modules delivered.
	100
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	OUTCOMES

EXAMLE NVQ Level 2, NVQ Level 3, Progression into employment / further education
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


8
CROSS-CUTTING THEMES - SUSTAINABILITY


Please indicate how the activities will lead to social, environmental and economic development.  You should indicate whether or not you have used the “Environmental Toolkit” and if used, what feedback was provided through the toolkit.  Further guidance is included in the Prospectus - Guidance on Completing the Tender Form.

Please enter your response here:

9 
CROSS-CUTTING THEMES – EQUAL OPPORTUNITIES


Please respond to each of the sections below.

Please enter your response here:

	Does your proposal understand the wide range of needs you have to deal with when helping your beneficiaries?

· Explain any previous experience the organisation has of working with target groups or in the absence of experience how you have consulted to obtain the target group needs.

· Based on previous experience or consultation, what are the different needs you expect to have to meet for the target groups specified in the tender.
	Yes
	No

	Please enter your response here


	
	

	Will the way you design and deliver your project meet the different needs which you have identified in the section above?

· Explain how the design and delivery of your project will take into account the needs, issues and problems you have identified through past experience or consultation.

· Explain any previous experience you have of working with target groups you have specified
	Yes
	No

	Please enter your response here


	
	

	Does your organisation have an equal opportunities policy that applies to the project, all staff and beneficiaries and a plan to put the policy into place?

· Give details of how the policy applies to the project – including staff and beneficiaries

· Back up your policy with a plan for putting the policy into place.

· Explain how your project management will deal with any complaints of discrimination, bullying or harassment

· Explain how you will monitor, review and update the plan during the life of the project.

· Confirm that your project will meet its obligations under the Disability Discrimination Act, the Race Relations Amendment Act, the Sex Discrimination Act and any other relevant legislation.
	Yes
	No

	Please enter your response here


	
	

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

· Describe the different types of marketing and publicity materials you will use.

· Explain how equal opportunities will feature in these materials
	Yes
	No

	Please enter your response here


	
	


10
CROSS-CUTTING THEMES – INFORMATION AND COMMUNICATIONS TECHNOLOGY


How will ICT be utilised to support the delivery of the project?  If appropriate, what ICT training will be provided for beneficiaries?

Please enter your response here:

11
MANAGEMENT


Please describe specifically who will plan, deliver, resource and manage the project activities. Who will deliver which aspects of the project, including staff management, performance management, activity management, data management, learner progress management? Where will the delivery take place? How will you ensure good communication between all involved? What quality supporting systems will be put in place? How will you gather feedback to ensure continuous improvement? How will resources be managed to ensure value for money? Will management committees be necessary / appropriate?

Please enter your response here:

PROJECT PLAN
please note that project activity can only be carried out between 1st september 2006 and 20th december 2007. we will not accept any evidence after 31st january 2008 as we are required to submit project closure reports to government office. please consider this when completing your project plan as should you be succesful with your tender and be awarded a contract, at the end of the project we will close the contract based on the evidence available at the time.
	MONTH
	ACTIVITY DESCRIPTION

	Example: Month 1
	Recruitment of project staff

Production of project publicity materials (where appropriate).

	Example: Month 6
	Launch of Module 2 of training activity

Completion of 12 week training programme for cohort 1

Interim project evaluation

	Month 1
	

	Month 2
	

	Month 3
	

	Month 4
	

	Month 5
	

	Month 6
	

	Month 7
	

	Month 8
	


12
FINANCIAL INFORMATION


Costs should be realistic and as accurate as possible, demonstrating good value for money and clear links to your aims and activities. It is imperative in this section that you provide a full breakdown of all the costs associated with your project in order for the LSC to be able to assess its value. Please provide the following:


Total cost - Please show clearly here the total costs of the project, the amount of Co-Financing applied for and any provider matching, which could be equipment, premises, staffing or other sources of funding.


Detailed breakdown of all individual activity costs -Typically these would include beneficiary and staff training, development, marketing, support (child care, travel etc), full breakdown of staffing costs, equipment and materials, ICT etc.


NB Where appropriate please indicate a unit price for activities to be undertaken and identify which will be funded by Co-Financing
    VAT – It is the responsibility of the provider to establish their VAT position in respect of this application.  If you are able to claim your VAT back it should not be included in this application.
Please enter your response here:

Staff Costs

	Description 

(E.g. Project Manager 50% of full time for 24 months @ £x,000 per annum) indicate where staffing is not an employee of the applicant.
	Costs Total
	ESF funding requested
	Identify other forms of funding supporting this cost

	
	£
	
	

	
	£
	
	

	
	£
	
	

	A TOTAL STAFF COSTS
	£
	
	


Beneficiary Costs 

	Description 

(E.g. travel, dependency or childcare support)
	Costs Total
	ESF funding requested
	Identify other forms of funding supporting this cost

	
	£
	
	

	
	£
	
	

	
	£
	
	

	B TOTAL BENEFICIARY COSTS
	£
	
	


Other Costs

	Description

(E.g. overheads consultants, room hire, equipment rental etc)
	Costs Total
	ESF funding requested
	Identify other forms of funding supporting this cost

	
	£
	
	

	
	£
	
	

	
	£
	
	

	C TOTAL OTHER COSTS
	£
	
	


Capital Costs

	Description

(E.g. Items required to run this Co-Financing proposal must be less than £1,000)
	Costs Total
	ESF funding requested
	Identify other forms of funding supporting this cost

	
	£
	
	

	
	£
	
	

	
	£
	
	

	D TOTAL CAPITAL COSTS
	£
	
	


COST SUMMARY

	A Total Staff Costs (from above)
	£
	
	

	B Total Beneficiary Costs (from above)
	£
	
	

	C Total Costs (from above)
	£
	
	

	D Total Capital Costs (from above)
	£
	
	

	E TOTAL COSTS
	£
	
	


	VAT
	
	

	Have you included VAT in your tender costs?
	Yes
	No

	If yes, what justification do you have for this and if no, why not?


	
	


13
Are you submitting/planning to submit a proposal(s) to any other Co-Financing Organisation?


If yes, we will need details (for this and any other intended activities). Failure to declare this could result in the automatic disqualification / termination of your proposed activity.

Please enter your response here:

14
Do you currently hold a contract with the LSC?


This information will not affect the appraisal of this proposal, however this may influence the future development of the project, e.g. proposals may have to include/increase capacity building activities. If you do not currently have a contract with the LSC we will need to undertake an assessment of your capability to become a supplier. This will review a number of areas including: resources, equipment and facilities, health and safety, and equal opportunities. If you do hold a contract with the LSC, please give the name of your contract manager.
Please enter your response here:

	LSC Local  Office
	Type of Contract
	Date
	Value (£)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


15
OTHER INFORMATION


Please include any other information that you feel is important and have not had the opportunity to include elsewhere in the application. This would include any special resource you will lever into the project e.g. any particular expertise, specialist equipment, non- match funding, etc.

Please enter your response here:


I DECLARE THAT THE ABOVE INFORMATION IS PROVIDED IN GOOD FAITH AND THAT IF FUNDING IS PROVIDED FROM THE LSC, IT WILL ONLY BE USED FOR THE PURPOSES SPECIFIED IN THIS APPLICATION. IN ADDITION, WE HAVE NOT RECEVIED ANY OTHER FUNDS TO DELIVER THIS PROJECT, APART FROM THOSE SPECIFIED. IF IN THE FUTURE WE RECEIVE ANY OTHER FUNDING FOR THIS PROJECT, WE WILL INFORM THE LSC IMMEDIATELY. 

NAME:


__________________________________________________

POSITION:


__________________________________________________

CONTACT NUMBER:
__________________________________________________

Annex 2
ENTERPRISE REGISTRATION & ELIGIBILITY FORM

for CO-FINANCING

The purpose of this form is to establish whether an organisation/company is eligible to receive support where the provider is delivering activity under a co-financing contract with LSC Cambridgeshire.

· It is MANDATORY that this form be completed for every organisation/company that is being supported via a co-financing contract with the LSC.

· There is a presumption that a company is NOT ELIGIBLE.  This form must be completed to establish the eligibility of the organisation/company.

· The LSC is drawing down money from the Europeans Social Fund (ESF) to support this activity.  ESF set certain criteria about what the money can be used for and which types of organisations/companies are eligible for support.  The LSC contracts this money out via co-financing contracts to providers who then deliver a range of services.  If activity is not ESF eligible the LSC can not draw down the funds from ESF.

· There are 6 pages to the form including this one. Pages 2,3, 4 & 5 should be completed by the organisation receiving support and signed and dated.

· Page 6 should be completed in full by the provider, signed and dated.  The provider must check that the organisation/company has completed their section in full and confirm that they are eligible. It is in your interest to pay careful attention to this as the LSC will not pay for any activity that is delivered to companies that are deemed ineligible for ESF support.

· Providers should ensure that they only deliver agreed activity to agreed client groups as per their contract with the LSC.  Deviation from the contract will result in non payment from the LSC.

· Providers should then copy this form and send it to the LSC with their normal contract returns.  
· Providers are strongly urged to ensure all their staff using this form are aware of its purpose and the implications associated with it. If you require additional guidance or have any queries please contact one of your LSC ESF Team members:
	Amy Abbott
	01733 895233
	Kate Cunningham
	01733 895224

	Amy Moohan
	01733 895213
	Monica Miller
	01733 895267


	To be completed by the company/organisation requiring support from the provider

	ARE YOU ELIGIBLE TO RECEIVE SUPPORT FROM ACTIVITIES FUNDED THROUGH THE EUROPEAN SOCIAL FUND  

Note to organisations/companies

There are strict rules about the size and type of organisation, which can benefit from ESF support, therefore each organisation, must register for support through this form and be confirmed as eligible before any assistance can be provided.
You must answer all questions for the registration and eligibility check to be completed.  Questions left unanswered, or answered “unknown” etc, will automatically render you, the applicant company ineligible.

	1 
 Name of company receiving support
	


	2  Address
	


	
	


	
	Post code


	Telephone (Including STD Code)


	3  Address of Registered Office if different from above
	


	
	
	Post code
	Telephone (Including STD Code) 
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	4  How many employees do you have on your payroll today? See guidance note on previous page.

	10 or less
	
	11 to 49
	
	50 to 249
	
	250 or more
	


	5  Eligibility requires the SME to satisfy 5a OR 5b.
	Yes

Yes
	No

No

	5a  Do you have a balance sheet of less  than 43 Million Euro (Approx £30.31M)? (tick)
	
	

	5b  Do you have an annual turnover of less than 50 Million Euro (Approx £35.25M)?   (tick)                                                                                              
	
	


The turnover and balance sheet totals are taken from the last approved 12-month accounting period. In the case of new enterprises whose accounts have not been approved, the totals shall be derived from a reliable estimate made in the course of the financial year.  
	6  What is the legal status of your organisation? (If necessary, tick more than one box)

	Sole Trader
	
	Public Limited Company
	

	Partnership
	
	Public Sector Organisation/Local Government
	

	Private Limited Company
	
	Voluntary/Community Sector/ Not for Profit Organisation
	

	Non-Independent Company (i.e. 25% or more of the capital or voting rights owned by another organisation or owned jointly by several enterprises).  May still be eligible if ticked - go to question 7.
	
	Receive 50% or more of your funds from a public sector source
	


If you ticked non-Independent in question 6 then please answer question 7. For everyone else please go straight to question 8

	7  Non-Independent Enterprises may still be eligible providing you can respond positively to one of the following three statements. If you cannot demonstrate A, B or C, the company is ineligible to receive ESF support.

	
	A
	the owning organisation meets all of the SME criteria  i.e. employee numbers, turnover and balance sheet  

	
	B
	the enterprise is held by public investment corporations, venture capital companies or institutional investors that DO NOT exercise control either jointly or individually

	
	C
	if the capital is spread in such a way that it is not possible to identify by whom it is held, and the enterprise declares it legitimately and presumes it is not owned by one or more enterprise not fitting the SME criteria.


	8  What is the main function of your business? 

	Agriculture
	
	Mining and extraction
	
	Utilities (gas, electricity, water)
	

	Food, drink and tobacco
	
	Textiles and clothing
	
	Metals and mineral products
	

	Engineering
	
	Other manufacturing
	
	Construction
	

	Chemicals
	
	Health and education services
	
	Banking and business services
	

	Distribution, hotels and so on
	
	Transport and communications
	
	Public administration and defence
	

	Professional services
	
	Other services
	
	
	

	Other (please specify)
	
	


	9
STATE AID RULES GUIDANCE NOTE Declaration on assistance received by the company within the last three years.

	Before an Enterprise can receive support from an ESF project they must declare that they meet the criteria of either State Aid.  State Aid can be complied with in 2 ways

1)De Minimis rules or 

2) Training Aid block.

This form is designed to assess your eligibility against De minimis rules ONLY  .If you don’t comply with the following criteria you will not be eligible for ESF support.  You will have to pay for the training yourself or ask your training provider to contact the LSC on your behalf.  The LSC will check to see if you are able to receive a contribution towards the costs of training/activity via Training aid rules. 

De minimis is not an option for enterprises in the following four areas:

· In the transport sector;

· Where ESF funds are supporting activities linked to the production, processing and marketing of agricultural goods;

· Aid to export related industries; or

· Aid contingent upon the use of domestic over imported goods.
4. If you fall into one of these groups, your provider should contact the Learning and Skills Council Co-financing Team for advice. You are only eligible to receive ESF under Training Aid Regulations.

You are being offered assistance under the European Commission’s De Minimis regulation (Regulation 69/2001). This allows a company to receive up to 100,000 euros (approximately £60,000) of De Minimis aid over a rolling three-year period.

To confirm that you are able to receive this assistance you must therefore declare the full amount of De Minimis aid you have already received over the last 36 months   If you have not received any aid please enter a nil return.

The following is not a comprehensive list of the possible forms of aid.  However it should give an indication of the most common forms of aid, which you may have been given over the past three years.  Potentially any assistance from a public body might be an aid.  Should you have any doubts on this matter, please contact the body from which the assistance was received

· Grants from public bodies

· Loans from public bodies at favourable rates

· Loan guarantees from public bodies

· Differential tax benefits

· Grants from an investment trust (including charities) which may themselves have received the funds from a public body

· Grants from a part publicly funded venture capital fund

· Publicly administered funds, even if the funds were originally not public such as the national lottery

· Waiving or deferral of fees or interest normally due to a public body such as the waiving or deferral of rent or waiver of interest normally due on late payment of taxation or other costs to a public body

· Monopoly licences or guarantees of market share

· Advertising via a public channel such as a tourist board or state owned television

· Consultancy advice provided either free or at a reduced rate

· Training provided either free or at a reduced rate (Modern Apprenticeships can be ignored for purposes of State Aid)

· Aid for investment in environmental projects

· Provision of a free or reduced rate feasibility study for research and development or other assistance with research and development

· Purchase of public land or property at a less than market rate

· Benefiting from the provision of infrastructure where your organisation was pre-identified as a beneficiary

These types of aid may have been provided under De Minimis (as De Minimis aid) or under another State Aid regulation. If you are in any doubt whether aid received was De Minimis aid or about its value, check with the organisation, which provided it. If they are unable to say or there is any uncertainty, assume that it was De Minimis aid unless its value exceeded £60,000 in which case it cannot have been.

Note any De Minimis aid awarded to you under this project will have to be declared if you apply, or have applied, for any other De Minimis aid.

5. Queries regarding State Aid should be made to the provider who gave you this form.  They will contact the LSC for advice on your behalf if necessary.



	Declaration:  

I declare that the amount of De Minimis aid received by my company / organisation over the last three years is:  (Please enter N/A where no state aid was received)


	1999
	2000
	2001
	2002
	2003
	2004
	2005
	2006
	2007
	Total

	£
	£
	£
	£
	£
	£
	£
	£
	£
	£

	6. 10  I confirm that, to the best of my knowledge, the information above is correct and given in good faith. I confirm that I understand that failure to meet the SME status or State Aid Regulations would result in this enterprise being ineligible to receive ESF funds or support.



	Signed
	
	Date
	_ _ / _ _ /20 _ _

	Name
	

	Position within firm
	


Data Protection Act 1998 – This information may be shared with other organisations at the LSC’s discretion (e.g. Department for Education and Skills and Department for Work & Pensions for administrative, statistical and research purposes, to inform careers and other guidance and to monitor progress).

This is the end of the section to be completed by the company or organisation

The following section to be completed by the provider

Providers will not receive funding from the LSC under an ESF contract for any company that has not demonstrated their eligibility.  It is your responsibility to check that the pervious sections of this form are complete and the applicant organisation/company is eligible for ESF before proceeding with any activity that you seek payment for form the LSC by virtue of an co-financing contract.

The applicant organisation/company is___________________________________________

	
	Yes
	No
	
	

	11  Has ESF Eligibility Criteria been met by the applicant organisation?


	
	
	
	If ‘no’ is ticked, the LSC will not fund under ESF Co-financing.  If unsure about this or any question, please contact the local LSC for clarification.


	12 Log This section is for the provider   to tell us what activity is planned with the above organisation/ company.  
Section A is for information only. Do not worry if none of the categories are relevant.  

Section B is mandatory.  Please state the activity planned and the expected outcomes for this company. You should ensure that the activity is something that is covered by your contract with the LSC.  If in doubt speak to you contract co-ordinator.
SECTION A  ACTIVITY LOG-INFORMATION ONLY please tick all that are relevant

	Type of Activity

· Workforce Development Advice

· Training Needs Analysis

· IIP Advice

· Key workers

· Basic skills participation

· Learning participation

	Agreed Outcomes

· Training Plan produced

· Positive referral to learning provider

· IIP Commitment

· IIP Recognition

· Other


SECTION B ACTIVITY LOG- CONTRACTUAL INFORMATION 

	Type of activity
	Planned outcome
	Intended date

	
	
	

	 
I confirm that, to the best of my knowledge, the information above is correct and given in good faith. I confirm that I understand that failure to meet the SME status would result in this enterprise being ineligible to receive ESF funds.


	Provider Signature
	
	Date 

               _ _ / _ _ /20 _ _

	Name
	
	Position within provider organisation
	

	LSC ONLY Received and checked by - signature : 


	Date 

                  _ _ / _ _ /20 _ _

	 LSC ONLY Name in capitals


	


Completed original to be retained by the delivery organisation Copy to be sent to the LSC Cambridgeshire




































GUIDANCE NOTE


The European Social Fund will only support companies, which fit its very special definition of a Small and Medium Enterprise (SME).  Questions 4,5,6,7,& 9  are intended to identify whether a company fits this special definition.





Ticks in shaded boxes indicate a potential non-eligible status and activity should only proceed after consulting the LSC who will confirm eligibility.





Where respondents are unsure, clarification and evidence should be sought by the provider and submitted with this form to the LSC e.g. if the number of employees might be 250 or 300, consult payroll and send a letter from the enterprise confirming the actual number of employees. 





The number of employees corresponds to the number of annual working units (AWU) i.e. full time equivalents during one year with part-time and seasonal workers being fractions of AWU. The reference year is to be the last approved accounting period.  





The turnover and balance sheet total thresholds are those of the last approved 12-month accounting period. In the case of newly established enterprises whose accounts have not been approved, the thresholds shall be derived from a reliable estimate made in the course of the financial year.

















Ticks in shaded boxes indicate potential non-eligible status and activity should only proceed after the provider has consulted the LSC to check eligibility status.
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