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Contract Management Monitoring Report 

ESF Co-financing 
Learning and Skills Council South East

Provider Name: 
Project Name:

Name of Provider Contact: 

Location of visit: 

Date of visit: 

Attended by: 

Contract management
1. Actions from previous meeting

	Action brought forward from previous meeting
	By whom
By when
(Initials & Date)
	Completed
(yes/no)

	
	
	


2. General progress of project – see attached data reports. 
The table below will be used if data reports are not available on time for the visit. Please remove if it is not needed
	Outputs 
	Overall target 
	Target to date
	Actual delivery to date 
	Over/

Under delivery

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Outcomes
	Overall target
	Target to date
	Actual delivery to date 
	Over/

Under delivery

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


3. Participant files check for quarter xx/xx to xx/xx
     (A suggested 10% sample check from last quarter)

	Beneficiary name
	Deliverable(s) claimed 
	Evidence seen

(yes/no)
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Actions required from participant files check

	


4. Project progress review:
	Proposed agenda

	-
	

	-
	

	-
	

	-
	

	-
	

	Minutes

	


Miscellaneous Prompts (use as and when required)

· Last quarter Participant File Checks - any follow-up required?
· Audit (PFA or Other) - Review reports and deal with outstanding issues.  Follow up to ensure resolved.
· Evidence Retention - Where is the evidence kept? Are there any issues regarding the retention of the evidence?
· Marketing and Publicity - Are LSC and ESF logos used in the paperwork and on publicity / marketing materials?  Have approvals been sought? Have you completed any case studies?

· Data - Submissions made regularly and on time? (Delivery Statement, ILRs/SRs).  If not, why not? 

· Staffing - Any staffing issues (eg, shortage, illness) that could be affecting delivery now or in the near future? 
· Partnership – What is the breakdown of activity and funding between members? Are all partners performing to profile? Any review of allocations planned/implemented? Are the linkages working? Is the membership appropriate? Any changes requested?
· Quality - Learner satisfaction - Discuss feedback and how the issues identified will be addressed? 

· Quality – Complaints - Any complaints made?  Discuss the outcomes.

· Quality – Self Assessment - Preparations for self assessment/ALI inspection.
· Equality and Diversity - Is the monitoring system in place? What are the findings?   What action is being taken to deal with variances?  
· Health and Safety - Any incidents to report or actions taken?
· Sustainability - what steps are being taken to ensure limitations of environmental damage and sustainability of the project?
· Learner Support - How are the participants supported on provision and obstacles to participation outcomes (eg, mentor, personal tutor,  childcare)
· Employer Contributions (if applicable) - have the Company Questionnaires been completed appropriately?  Has the income been collected & recorded?  Are the summary sheets being maintained?

· Soft Outcomes - are any being monitored and how?

· Future Events (if applicable) – any training / dissemination dates to be aware of?
· Any Other Issues Affecting the Delivery of this Contract – eg, local / demographic or economic issues?

	Action to be undertaken
	By whom
By when
(Initials & Date)

	
	


	Performance Rating


	(
	Red
	- At Risk of not delivering (more than 25% behind profile)

	

	(
	Amber
	- Some Concerns (10%-25% behind profile)

	

	(
	Green
	- No Concerns (within 10% of profile)


	Signed on behalf of Provider
	
	Date
	

	Print Name
	
	Position
	

	
	
	
	

	Signed on behalf of LSC
	
	Date
	

	Print Name
	
	Position
	


	For LSC use only
Signed for by ESF Area Manager
	

	(only applicable in instances where actions refer to alterations to the contract)
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