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	Project Title:



Date of Visit:

Provider Name:


Project Ref:  ESF/
Planned Date for Next Visit: 

Provider Reps at Meeting:

LSC Reps at Meeting:



	PART ONE - PERFORMANCE

	Topic
	Review Frequency
	Comments and Agreed Actions
	Timescale/ Person(s) Responsible
	Completed



	Issues from previous meeting


	Each visit 


	
	
	

	Performance against Appendix 2, 3 & 4

· Performance against Profile each Output, Outcome and Milestone.

· If underperforming:

· What and why? 

· Will underperformance be recovered, how and by when?

· If underperformance cannot be recovered what are realistic volumes?

· If over-performing:

· What and why?

· Will total contracted volumes be exceeded, if so what are predicted volumes?

· If project delivered by sub-contractors/partners, are all performing to profile, if not, who and what are problems?

· Are there any other performance issues?

· Is a reprofile required or should payments be withheld (consult guidance for reprofiling)?


	Each visit
	
	
	

	Performance against Implementation Plan

· Is Implementation Plan still up to date?  Is a new Plan required?

· Have all activities planned to date actually been undertaken and have all milestones been achieved.

· If not, what and why?  Will these activities still take place and when?  Will something else replace the activities?

· If yes, have activities been undertaken as planned?  If not how they differ?

· Have additional activities been undertaken?  If yes, what and why?


	Each visit
	
	
	


	PART TWO – MANAGEMENT INFORMATION/ELIGIBILITY PROCESSES

	Topic
	Review Frequency
	Comments and Agreed Actions
	Timescale/ Person(s) Responsible
	Completed



	Issues from previous meeting


	Each visit 


	
	
	

	Project Data/MI Management Systems

· Any plans to change the system being used to submit ILR data?  

· Any plans to change the method of recording beneficiary details (including hours delivered)?

· Has ECIC been reviewed to ensure that they have the most up to date guidance?

· Do they have a copy of the latest Key Dates table?

· Do they have an up to date copy of the ILR Specification, the ILR/SR form or Company Details Form?

· Any plans to change sub-contract management arrangements (including any reporting arrangements)?

· If ILR data is submitted to the LSC by sub-contractors/partners have there been any changes to the mechanisms which are in place to ensure the timely and accurate submission of data.


	Each visit 

(First visit: Check arrangements. 

Further visits: Check for changes)
	
	
	

	Beneficiary Eligibility Checking Process

· Any plans to change the arrangements for ensuring beneficiary eligibility (as per Appendix 1) including:

· Checking procedures?

· Ensuring that all staff perform eligibility checks?

· Awareness of the client groups for the project?

· Changes to documentation that proves beneficiaries are eligible for the project?

· Overall responsibility for confirming eligibility?


	Each visit 

(First visit: Check arrangements. 

Further visits: Check for changes)
	
	
	

	Compiling the Contract Monitoring Returns

· Any planned changes regarding how the CMR is compiled in relation to:

· How and who confirms that activity actually took place?

· Who physically compiles the CMR?  If different, why?  If new, what training support is required?


	Each visit

(First visit:  Check how CMR is compiled.

Further visits: Confirm any changes)
	
	
	

	Submitting the Contract Monitoring Returns 

· Was the last electronic CMR submitted on time, if not why?  If due to sickness how will provider ensure they have the capacity to cover for future?

· Was the hard copy CMR submitted on time, was it correctly completed?

· Was the hard copy CMR submitted with an accompanying:  Beneficiary list (with outputs identified), Signed Beneficiary Eligibility Declaration (SP024), Statement of Company Eligibility & State Aid Declaration Forms (if appropriate), Narrative Report (if necessary)?

· Were there errors on the CMR, if so will these be resolved?

· Did the Beneficiary List match the number of beneficiaries assisted reported on the CMR?

· Are there any other issues re the CMR?


	Each visit
	
	
	

	ILR/SR

· Was ILR/SR information submitted on time (if F0 or Provider Batch being used)?

· If not, why and how will the provider ensure that this doesn’t happen again?

· Does the number of ILR/SRs submitted to date match to the CMR and Beneficiary List?

· If not, why, how and when will this be resolved?

· Are there any errors with the ILR/SRs data (including potentially ineligible beneficiaries)? If yes:

· How and when will these be resolved?

· How will the provider ensure that these errors do not occur in the future?

· Are there any other issues re the provider’s ILR/SRs data?


	Each visit 

(If provider is working with individuals)
	
	
	

	Company Eligibility Statement & State Aid Declarations (SP017)

· Does the number of Company Forms submitted to date match to the numbers reported on the CMR?

· If not, why, how and when will this be resolved?

· Are there any errors (including incomplete forms or forms for potentially ineligible companies) with the Company Forms? If yes:

· How and when will these be resolved?

· How will the provider ensure that these errors do not occur in the future?

· Have any completed Company Forms identified any potential State Aid issues?

· Does the provider perceive any State Aid issues with the project/companies being supported?

· Are there any other issues re provider’s Company Forms or State Aid?
· Has provider undertaken any training to enable them to understand State Aid?


	Each visit 

(If provider is working with companies)
	
	
	


	PART THREE – ORGANISATIONAL CAPACITY

	Topic
	Review Frequency
	Comments and Agreed Actions
	Timescale/ Person(s) Responsible
	Completed



	Issues from previous meeting


	Each visit 


	
	
	

	Lead Organisation

· Does the LSC have an up to date Organisation Chart for this project?

· Are there any planned changes to the organisational structure for the Lead Organisation?  If yes, how will these changes impact on the project?

· Does the provider still consider themselves to have the capacity to deliver/manage the project?

· Are there plans to change the staff involved in managing/delivering this project (including any additional recruitment)? If yes:

· How will these changes impact on the project?

· What roles are new members to undertake?

· When will new staff be in place?

· What will the hand-over arrangements be?

· How will the lead organisation ensure that their new staff are equipped with the knowledge to undertake their role in the project? (Project Delivery as well as ESF Project Management and Administration.)

· What training will be required?  How do they plan to deliver it?

· Have there been any changes to the budgeted expenditure in relation to managing/delivering this project?

· Has the provider secured any further funding which may affect their ability to deliver this project?


	Each visit


	
	
	

	Sub-contractors/Partners

· Are there any plans to change any Sub-contractors/partners on the project?  If so why?

· Are there any planned changes within the Sub-contractors/partners that will impact on the delivery/management of this project?  If so what are these changes and how will they impact?

· Does the LSC have up to date copies of any SLA/contracts with sub-contractors?


	Each visit

(Where projects have sub-contractors/ partners)
	
	
	


	PART FOUR – EVIDENCE/PFA AUDIT/MONITORING VISIT EVIDENCE CHECKS

	Topic
	Review Frequency
	Comments and Agreed Actions
	Timescale/ Person(s) Responsible
	Completed



	Issues from previous meeting


	Each visit 


	
	
	

	Outputs/Outcomes/Milestone Evidence Requirements

· Are there any proposed changes to the evidence requirements for any output, outcome or milestone?  If so what and why?


	Each visit
	
	
	

	Monitoring Visit Evidence Checks

· Are there any issues which have been identified with the evidence provided to substantiate outputs, outcomes or milestones being checked? If yes:

· What are these?

· What action is required?

· What will provider do to ensure that these issues don’t happen in the future?


	Each visit (where Contract Administrators are due to attend)
	
	
	

	PFA Audit

· If Audit identified recommendations regarding systems, how will these be implemented and by when.

· If audit identified funding errors, how will provider ensure that these types of errors do not occur in the future?

· Agree when and how the LSC will recover these funding errors.


	Visit following PFA Audit 


	
	
	


	PART FIVE – PUBLICITY

	Evidence
	Status of Activity
	Review Frequency
	Evidence Source (File checks/visit, location etc)
	Comments and Agreed Actions
	Timescale/ Person(s) Responsible
	Completed



	Issues from previous meeting


	
	Each visit 


	
	
	
	

	Publicity Policy Declaration

· Is the provider still complying with the ESF Publicity Policy?

· If the project is delivered by sub-contractors/partners how does the Lead Organisation ensure that they are complying with the Publicity Policy?


	Compulsory
	First visit
	
	
	
	

	Nominated Publicity Officer

· Any changes re who is responsible for Publicity?

· Does the Organisation Chart held by the LSC reflect this?

· Do the sub-contractors/partners have designated Publicity Officers?


	Compulsory
	Each visit
	
	
	
	

	Launch Event

· Has the launch event taken place?

· Did it go as planned?

· How successful was the launch event?


	Optional
	First visit
	
	
	
	

	ESF Plaques

· Is ESF Plaque displayed in a prominent position at the Lead Organisation’s premises?

· If delivery is by sub-contractors/partners, how does Lead Organisation ensure all sub-contractors/partners are displaying the ESF Plaque?


	Compulsory
	First visit to Premises
	
	
	
	

	ESF Posters

· Are ESF Posters displayed in locations where project delivery is taking place?

· If delivery at different centres, how does the provider ensure that posters are displayed.

· If delivery is by sub-contractors/partners, how does Lead Organisation ensure all sub-contractors/partners are displaying the ESF Posters?


	Compulsory
	First visit to Premises
	
	
	
	

	Website

· Does the website provide a clear interesting and relevant description of the ESF project to the target groups?  Is it being exploited as marketing tool?

· Does the website acknowledge ESF and LSC support for the project?

· When was the website last updated for the project?

· If the project is delivered by sub-contractors/partners, how does the lead organisation ensure that sub-contractors/partners correctly publicise the ESF project?


	Compulsory (if provider has website)
	First visit, then 6 monthly checks thereafter


	
	
	
	

	Newsletters

· Does the Provider have a Newsletter?  If yes:

· Often is the newsletter issued?

· When will details of the ESF project be included in the newsletter?

· Does the newsletter acknowledge that the project is supported by ESF and the LSC?

· If the project is delivered by sub-contractors/partners, how does the lead organisation ensure that sub-contractors/partners is correctly publicising the ESF project?


	Compulsory (if provider has an existing publication
	First visit, then 6 monthly checks thereafter
	
	
	
	

	Leaflets/Flyers

· Has a Leaflet/Flyer been produced?  Does it include the correct ESF and LSC logos? 

· Was LSC and ESF funding acknowledged in the Leaflet/Flyer?  Was it approved by the LSC?  If not, why didn’t this happen?  What will be done to ensure that this doesn’t happen again?

· If the project is delivered by sub-contractors/partners, how does the lead organisation ensure that sub-contractors/partners are correctly publicising ESF?


	Compulsory
	Each visit
	
	
	
	

	All Project Forms

· Do all forms/documentation used by the project have the correct ESF logo on them?

· Have any new forms/documentation been introduced?  Do these have the correct ESF and LSC logos on them?

· If the project is delivered by sub-contractors/partners, how does the Lead organisation ensure that sub-contractors/partners are including the ESF and LSC logo on all documentation?


	Compulsory
	Each visit

(First visit check all forms.  

Further visits check any new/altered forms)
	
	
	
	

	Press Releases

· Has there been any Press Releases regarding the project? If yes, has the LSC been sent a copy of it?

· Was LSC and ESF funding acknowledged in the Press Release?  If not, why didn’t this happen?  What will be done to ensure that this doesn’t happen again?

· If the project is delivered by sub-contractors/partners, how does the Lead organisation ensure that all sub-contractors/partners are correctly publicising ESF and the LSC in any press releases?


	Upon Request
	Each visit
	
	
	
	

	Beneficiary Awareness of ESF Funding

· Clarify how the Provider will ensure that beneficiaries are made aware that their activity is being ESF funded via the LSC?

· Have any changes been made to the process?

· If the project is delivered by sub-contractors/partners how does the Lead Organisation ensure that all sub-contractors/partners are making beneficiaries aware that their activity is being ESF funded via the LSC?


	Compulsory
	Each visit


	
	
	
	

	Case Study

· Has the provider identified beneficiaries to be used as potential case studies?

· Has the provider submitted an ESF/LSC Lancashire Case Study Proforma (SP020) identifying initial assessments?

· Has the provider submitted subsequent ESF/LSC Lancashire Case Study Proforma (SP020) identifying quarterly progress updates?


	Compulsory
	Each visit
	
	
	
	

	Dissemination Event

· When and where will the Dissemination Event take place?

· What will be disseminated?

· Who will be invited to attend (including LSC reps)?

· How will it be publicised?

· How will they measure success?  

· How successful was the event?

· If the project is delivered by sub-contractors/partners how many Dissemination Events will there be?


	Compulsory
	Commence reviewing 2 visits in advance of the Event
	
	
	
	


	PART SIX – CONTRACTUAL COMPLIANCE

	Evidence
	Review Frequency
	Date Next Review Required
	Evidence Source (File checks/visit, location etc)
	Comments and Agreed Actions
	Timescale/ Person(s) Responsible
	Completed



	Issues from previous meeting


	Each visit 


	
	
	
	
	

	Insurance Certificate

· Is it dated and when does it expire?

· What is the number?

· What type of cover is it – does it cover employers and public liability and beneficiaries?

· Obtain a copy

· If project delivered by sub-contractors/partners how will lead organisation ensure sub-contractors are sufficient covered?
	First visit and then visit after Certificate is due to Expire
	
	
	
	
	

	Health & Safety Policy

· Is it signed and dated?

· How often is it reviewed?

· How is the policy disseminated to beneficiaries?

· If there are any concerns contact the LSC Lancashire’s H&S Officer.

· If project delivered by sub-contractors/partners how will lead organisation ensure sub-contractors comply?

· Does the LSC hold an up to date HSQ1.


	First visit and then visit after Policy or HSQ1 is Due to be Reviewed /Updated
	
	
	
	
	

	Accidents

· Are there any plans to alter accident-reporting arrangements?

· Have there been any beneficiary accidents since the last Monitoring Visit?  If yes, have these been reported to the LSC?

· If project delivered by sub-contractors/partners have there been any alterations to sub-contractor reporting arrangements?


	Each visit
	
	
	
	
	

	Quality Assurance Policy/Arrangements
· Are there any planned changes to alter the QA Policy?  Specifically have there been any changes to:

· Complaints procedure and do they undertake a trend analysis?

· Feedback/beneficiary evaluation?

· Induction Process (inc H&S and Equal Opportunities)?

· Beneficiary review and assessment processes and any beneficiary support mechanisms?

· Where delivery is sub-contracted, are Internal Audits performed?

· How the provider ensures that they are using the most up to date documents (version control?)?


	Each visit
	
	
	
	
	

	Organisational Responsibilities

· Expenditure and revenue – if revenue is generated it must be declared and will be deducted from the project?
	Each visit
	
	
	
	
	


	PART SEVEN – CROSS CUTTING THEMES

	Topic
	Review Frequency
	Comments and Agreed Actions
	Timescale/ Person(s) Responsible
	Completed

	Issues from previous meeting


	Each visit
	
	
	

	Equal Opportunities - Participation & Recruitment

· Have there been any changes to how the provider collects and analyses data for EO?

· Have there been any changes regarding who the provider uses EO in marketing and publicising the project?

· Have there been any changes regarding their complaints procedure?


	Each visit
	
	
	

	Equal Opportunities - Learner Experience & Performance

· Have any changes been made to induction and on programme support arrangements?

· Have any changes been made regarding the use of learner views in the delivery of the project?


	Each visit
	
	
	

	Equal Opportunities – Management
· Any changes to the Equal Opportunities Policy?

· Any changes to the action/implementation plan that identifies timescales and reporting mechanisms.


	Each visit
	
	
	

	ICT

· Has the organisation’s ICT capabilities altered from those identified in the Tender?  If yes, how, why and what?

· Have the expected benefits and results of using ICT altered from those identified in the Tender?  If yes, how, why and what?
	Each visit
	
	
	

	Sustainability

· Are the sustainable development approaches detailed in the Tender still relevant?  If not, what and why?


	Each visit
	
	
	

	Exit Strategy

· Is the Exit Strategy included in the Tender Form/Issues Sheet still relevant?  If not, what is the new Strategy and why has it changed?

· What progress has been made against achieving the Exit Strategy?

· What support is required from the LSC to enable the Exit Strategy to be achieved?
	Project Duration </= One year - Review at all Visits

Project Duration > One year – Review at all Visits during last 12 months of project.
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