LSC London East

European Social Fund Objective 3

Co-Financing Programme

Tender Proposal Form

8 JUNE 2005

Closing date for receipt of tenders: 5pm, Friday 8 July 2005
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HOW TO COMPLETE THIS PROPOSAL FORM

This proposal form is intended to enable a fair and informed decision to be made on whether or not to fund your proposed project. 

Your proposal must be word-processed. All sections must be completed. Do not leave a section blank. You may increase the size of sections as necessary, but the overall proposal form must not exceed 25 pages (measured from Section 1B, up to and including Section 8, but excluding the questionnaires at the end of the proposal form). Any additional pages will not be assessed.

When completing your form, you will need to refer to the points awarded for each question in order to ensure that you give appropriate emphasis to each question.

It is essential that you read the LSC London East Programme Prospectus and the Guidance Note on Completing the Tender Proposal Form to enable you to complete the tender proposal form, as there is very limited guidance on the form itself. These are available from 
http://www.lsc.gov.uk/londoneast or directly from LSC London East – please see address below.
Please ensure that before submitting your proposal you have read the proposal’s terms and conditions (certification – Section 8), enclosed all relevant documents and signed your proposal form. 

Documentation Checklist
Please ensure that copies or proof of the following documentation accompanies your application:

	Letters of commitment from three main partners identified in Section 4A 
(if applicable to your project)

	 FORMCHECKBOX 


	Completed Equal Opportunities Policy Questionnaire - copy at end of Proposal Form
	 FORMCHECKBOX 


	Completed Sustainable Development Questionnaire – copy at end of Proposal Form
	 FORMCHECKBOX 


	Completed Health and Safety Questionnaire (HSQ1) - copy at end of Proposal Form

	 FORMCHECKBOX 


	Copy of latest signed Audited Accounts
(where you are not required to have audited financial statements, please supply accounts as submitted to the Inland Revenue, other regulatory body or your bank)
	 FORMCHECKBOX 


	Current Public and Employers Liability Insurance Certificates
	 FORMCHECKBOX 


	Copy of latest ALI/OFSTED or TSC report, if applicable
	 FORMCHECKBOX 



NB If you do not send all the required documentation with your application, your proposal will fail eligibility. If any do not apply to your proposal, you must explain why in a covering letter.

ONE original copy of the tender proposal form, together with THREE photocopies must be submitted, along with one copy of all the additional documentation required, to:

ESF Tendering Application

LSC London East 

Boardman House

64 Broadway

Stratford

London 

E15 1NT

Tenders must be received by LSC London East no later than 5pm on Friday  8 July 2005.  European Commission guidelines on Open and Competitive Tendering state that tenders received after this deadline cannot be accepted.

	SECTION 1: PROJECT SUMMARY & APPLICANT DETAILS 

Please refer to the Guidance Notes on how to complete this section

Section 1A: PROJECT SUMMARY
Information/Eligibility

	Applicant Organisation Name:      

	Project Title:      

	Tender specification addressed:      
	Project Start Date (dd/MM/yy):      

	
	Project End Date (dd/MM/yy):      

	Project Summary (in no more than 100 words):      

	Three main partners:

1.      

	2.      

	3.      

	Financial Summary – these figures will be entered automatically when you complete section 5B

	Funding

Requested: 
	£0.00
	Employer contribution: 

If applicable ONLY – see Guidance Notes
	£     
	Total 

Project Cost: 
	£0.00


	Key Outputs, Outcomes and Beneficiaries: 


	Overall number of beneficiaries
	     

	And/or Number of beneficiary organisations
	     


Unprotected section follows

Press Enter in a cell to add an extra line in the cell
	Summary table: Outputs/ Outcomes/ Milestones
	Volume

	Beneficiaries gaining Basic Skills/ESOL/Skills for Life qualifications entry level 1/2/3
	

	Beneficiaries gaining Basic Skills/ESOL/Skills for Life qualifications level 1&2
	

	Beneficiaries gaining Basic Skills/ESOL/Skills for Life qualifications level 3
	

	Beneficiaries gaining units towards NVQ (state level): 
	

	Beneficiaries gaining NVQ level 1 or equivalent (state subject(s) of qualification): 
	

	Beneficiaries gaining NVQ level 2 or equivalent (state subject(s) of qualification): 
	

	Beneficiaries gaining NVQ level 3 or equivalent (state subject(s) of qualification): 
	

	Beneficiaries gaining NVQ level 4 or above or equivalent (state subject(s)of qualification): 
	

	Beneficiaries gaining non-accredited qualifications (state subject(s) of qualification)
	

	Other key output/ outcome of your project (insert):
	

	Other key output/ outcome of your project (insert):
	

	Other key output/ outcome of your project (insert):
	


Beginning of protected section

Section 1B: APPLICANT DETAILS
Eligibility
Applicant Organisation Name – brought forward from Section 1A

	     


Name of Contact for Applicant Organisation                     Position within Organisation

	     
	     


Address  (including postcode)



     Registered Address  (if different)

	     
	     


Telephone





     Fax 
	     
	     


Email






     Website
	     
	     


Type of Organisation

Which of the following best describes your organisation? Mark a cross in one box only.

Adult & Community Learning College                       


 FORMCHECKBOX 

FE College or Institution





 FORMCHECKBOX 

Formally Constituted Voluntary Organisation, Association or Trust
 FORMCHECKBOX 

HE Institution







 FORMCHECKBOX 

Information, Advice & Guidance Partnership



 FORMCHECKBOX 

Local Authority 






 FORMCHECKBOX 

Other Public Sector Statutory Body




 FORMCHECKBOX 

Private Sector Company or Business




 FORMCHECKBOX 

Private Sector Training Supplier/Consultant



 FORMCHECKBOX 

School or 6th Form Centre





 FORMCHECKBOX 

Sector Skills Council or National Training Organisation

 FORMCHECKBOX 

Work Based Learning Supplier




 FORMCHECKBOX 

	Other
(Please specify)
	     


Is your organisation’s management committee composed of a majority (51%) of members from any of the following groups? Mark a cross in one box only.
People from BME groups
 FORMCHECKBOX 

People with disabilities
 FORMCHECKBOX 

Women
 FORMCHECKBOX 

Is your organisation incorporated as a company with limited liability?     

 FORMDROPDOWN 

	Please enter company number, if applicable
	     


Is your organisation registered for VAT? 

 FORMDROPDOWN 

	If yes, please provide VAT number
	     


Is your organisation a registered charity? 
 FORMDROPDOWN 

	If yes, please provide charity number
	     


How long has your organisation been in existence? 

	      Years
	   Months


Has your organisation delivered for the LSC in the past 2 years?

 FORMDROPDOWN 

If yes, please state which local LSC(s) below:

	     


	Section 1C: TRACK RECORD
Assessed

	
	

	Please refer to the Guidance Notes on how to complete this section
	Maximum Points 8

	     


SECTION 2: THE PROJECT                                                                          Assessed

	Section 2A:
PROJECT OBJECTIVES AND FIT WITH TENDER SPECIFICATION 

	
	

	Please refer to the Guidance Notes on how to complete this section
	Maximum Points 16

	

	     


	Section 2B: PROPOSED ACTIVITY, WORKPLAN AND TARGET GROUPS

	
	

	Please refer to the Guidance Notes on how to complete this section
	Maximum Points 12

	

	     


	
	Oct-Dec 2005
	Jan-Mar 2006
	Apr-Jun 2006
	Jul-Sep 2006
	Oct-Dec 2006
	Jan-Mar 2007
	Apr-Jun 2007
	Jul- Sep 2007
	Oct-Dec 2007
	Jan-Mar 2008
	Apr-May 2008
	Total

	Activity
	Planned Delivery (volume)
	Planned Delivery (volume)
	Planned Delivery (volume)
	Planned Delivery (volume)
	Planned Delivery (volume)
	Planned Delivery (volume)
	Planned Delivery (volume)
	Planned Delivery (volume)
	Planned Delivery (volume)
	Planned Delivery (volume)
	Planned Delivery (volume)
	Planned Delivery (volume)

	Result of activity undertaken (Outputs, Outcomes, and Milestones)

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     


Section 3: TARGET GROUPS
Eligibility/Assessed as part of proposed
activity/work plan/target groups section

Section 3A: Participation

Note: Totals in the Gender, Employment Status, Age and Ethnicity tables should be identical. 

Gender

	Male
	Female
	Total

	     
	     
	0


Employment Status

	Employed
	Unemployed
	Still at school or in FE
	Total

	     
	     
	     
	0


Check: Is total the same as in the Gender table: OK 
Age

	Young People
(13-15)
	Young People
(16-19)
	Young People
(20-24)
	Adults 
(25-49)
	Adults
50+
	Total

	     
	     
	     
	     
	     
	0


Check: Is total the same as in the Gender table: OK
	Ethnicity
	

	White – British 
	     

	White – Irish
	     

	White – Other 
	     

	Mixed – white and black Caribbean
	     

	Mixed – white and black African
	     

	Mixed – white and Asian
	     

	Mixed – other
	     

	Asian or Asian British – Indian 
	     

	Asian or Asian British – Pakistani
	     

	Asian or Asian British – Bangladeshi
	     

	Asian or Asian British – Other 
	     

	Black or Black British – Caribbean
	     

	Black or Black British – African
	     

	Black or Black British – Other
	     

	Chinese
	     

	Other
	     

	Not known
	     

	Total
	0





	Target Groups
	

	People with disabilities
	     

	People in need of ESOL training
	     

	People with basic skills needs
	     

	People made redundant
	     

	Ex offenders
	     

	Homeless people
	     

	Ethnic minorities
	     

	13-17 year olds in danger of exclusion
	     

	Returners to the labour market
	     

	Refugees and/or asylum seekers
	     

	Drug and alcohol misusers
	     

	Lone parents
	     

	Workers threatened with unemployment or redundancy
	     

	Long term unemployed
	     

	0 Check: Is every entry in this table equal to or less than the total number of beneficiaries OK


Check: Is total the same as in the Gender table: OK
Sector Focus (please insert % figures)
	Biotechnology and Life Sciences
	     

	Construction
	     

	Cultural and Creative Industries
	     

	Education
	     

	Finance and Business Services
	     

	Green Economy
	     

	Information and Communications Technology
	     

	Manufacturing: Chemicals
	     

	Manufacturing: Engineering
	     

	Manufacturing: Food, Drink and Tobacco
	     

	Manufacturing: Textiles and Clothing
	     





	Manufacturing: Other
	     

	Personal Care (inc. childcare) and Health Sector (non-public sector)
	     

	Public Administration and Defence
	     

	Services: Professional Services
	     

	Services: Other
	     

	Services: Retail
	     

	Tourism and Allied Industries (inc. hospitality)
	     

	Transport and Logistics
	     

	Utilities
	     

	Voluntary and Community
	     

	Other
	     


Business Size

	Micro Business (up to 10 employees)
	Small Business (10 to 250 employees)

	     
	     


Geographical Coverage (Please note that a minimum of 80% of project beneficiaries must live, work or learn within the catchment area of the local LSC to which the application for funds is made) 

	London Central: Total 0%  

	Camden %
	     
	Islington %
	     
	Kensington & Chelsea %
	     

	Lambeth %
	     
	Southwark %
	     
	Wandsworth %
	     

	Westminster %
	     
	


	London East: Total 0%  

	

	Barking & Dagenham %
	     
	Bexley %
	     
	Greenwich %
	     

	Hackney %
	     
	Havering %
	     
	Lewisham %
	     

	Newham %
	     
	Redbridge %
	     
	Tower Hamlets %
	     

	City %
	     
	


	London North: Total 0%  

	Barnet %
	     
	Enfield %
	     
	Haringey %
	     

	Waltham Forest %
	     
	


	London South: Total 0% 

	Bromley %
	     
	Croydon %
	     
	Sutton %
	     

	Merton %
	     
	Kingston Upon Thames %
	     
	Richmond Upon Thames %
	     


	London West: Total 0%  

	Brent %
	     
	Ealing % 
	     
	Hammersmith & Fulham %
	     

	Harrow %
	     
	Hounslow %
	     
	   Hillingdon %
	     


	Section 3B Beneficiary Progression routes

	

	     


Section 3C Non Beneficiary Outputs


You should count each output once only. For example, if you produce one new study you should count this as one and not multiply it by the number of copies produced.
	Output
	Expected Numbers

	New or improved promotional methodologies (individuals and employers)
	     

	New empowerment or capacity building methodologies (individuals and organisations)
	     

	New equal opportunity or positive-action measures (individuals and employers)
	     

	New sustainable development measures
	     

	New information and guidance services
	     

	New learning/training materials and toolkits
	     

	New learning or training programmes and curricula
	     

	New qualifications
	     

	New quality assurance methodologies
	     

	New quality assurance awards
	     

	New databases
	     

	New websites
	     

	New ICT and multimedia applications (excluding databases and websites)
	     

	New networks created/supported
	     

	New seminars/events
	     

	New studies, policy and research reports
	     

	New jobs
	Created
	     

	
	Protected
	     

	New business start ups
	     

	Other (please specify below)
	     


	Other
(please specify)
	     


Section 4: 
KEY PARTNERS, PARTNERSHIP WORKING, PROJECT MANAGEMENT AND RISK ASSESSMENT






         Assessed
	Please refer to the Guidance Notes on how to complete this section
	Maximum Points 12


Unprotected section follows

Press tab in last cell of table to add additional rows when required
Section 4A: Key Partners
	Key Partner Name
	Type of

Organisation
	Role
	Letter of commitment (for 3 main partners) attached?
Please type an ‘X’ in the box

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Beginning of protected section

	Section 4B: Partnership Working


	
	

	Please refer to the Guidance Notes on how to complete this section

	

	     


	Section 4C: Project Management


	
	

	Please refer to the Guidance Notes on how to complete this section

	

	     


	Section 4D: Risk Assessment


	
	

	Please refer to the Guidance Notes on how to complete this section

	

	     


Unprotected section follows

Press tab in last cell of table to add additional rows when required
SECTION 5: FINANCE

Section 5A: COSTS
Assessed as part of value for money section
Please refer to the Guidance Notes on how to complete this section.

When you have entered the figures in each table, double click where indicated at the bottom of the table to calculate the Total and forward it to the Financial Summary section. If you change any of the figures, double click the button again to re-calculate and forward the new Total.

Staff Costs

	Job title & No of posts
	Employment Status
	% of time
	£ Funding

Requested

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Total Staff Costs - double click  MACROBUTTON CalcStaff Here  to calculate & forward
	0.00


Beneficiary Costs

	Description of cost
	Average cost per beneficiary
	Estimated No. of beneficiaries
	£ Funding Requested

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Total Beneficiary Costs - double click  MACROBUTTON CalcBen Here  to calculate & forward
	0.00


Other Costs

	Description of cost
	% of total cost charged to budget
	£ Funding requested

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Total Other Costs - double click  MACROBUTTON CalcOther Here  to calculate & forward
	0.00


Beginning of protected section

Section 5B: FINANCIAL SUMMARY 

Assessed as part of value for money section
Please refer to the Guidance Notes on how to complete this section.

Calculating the Total Staff Costs, Total Beneficiary Costs, or Total Other Costs in Section 5A, will cause the figures to be brought forward to this table. Pressing Tab after you enter or change the Employer Contribution below will calculate the LSC Funding Contribution.

The Total Project Cost, Employer Contribution & LSC  Funding Contribution figures are also entered automatically into Section 1.

	(a) Staff Costs – brought forward from 5A
	£0.0 FORMTEXT 

0.00


	(b) Beneficiary Costs - brought forward from 5A
	£0.0 FORMTEXT 

0.00


	(c) Other Costs - brought forward from 5A
	£0.0 FORMTEXT 

0.00


	(d) TOTAL PROJECT COST (a)+(b)+(c)
	££0.00 FORMTEXT 

0.00


	(e) Employer Contribution (Applicant to insert this figure and press Tab)
	£     

	(f)   LSC FUNDING CONTRIBUTION (d) – (e)
	££0.00 FORMTEXT 

0.00



Unprotected section follows

Press tab in last cell of table to add additional rows when required
Please list details of any leverage you will bring to the project.

When you have entered the amounts in the table, double click where indicated at the bottom of the table to calculate the Total. If you change any of the amounts, double click the button again to re-calculate the new Total.

	Details
	Amount

	
	

	
	

	
	

	
	


	Total Leverage – double click  MACROBUTTON CalcLev Here to calculate
	£0.00


Beginning of protected section

	Section 5C: value for money







Assessed

	
	

	Please refer to the Guidance Notes on how to complete this section
	Maximum Points 8

	

	     


	SECTION 6: QUALITY ASSURANCE, MONITORING AND EVALUATION









               Assessed

	
	

	Please refer to the Guidance Notes on how to complete this section
	Maximum Points 8

	

	     


SECTION 7: CROSS CUTTING THEMES                                                         

	Section 7A: EQUAL OPPORTUNITIES                                                                                  Assessed

	
	

	Please refer to the Guidance Notes on how to complete this section
	Maximum Points 12

	

	     


	Section 7B: SUSTAINABLE DEVELOPMENT                                                                      Assessed

	
	

	Please refer to the Guidance Notes on how to complete this section
	Maximum Points 6

	

	     


	Section 7C: Information and Communication Technology                           Assessed

	
	

	Please refer to the Guidance Notes on how to complete this section
	Maximum Points 2

	

	     


	Section 7D: Health and Safety                                                                                        Eligibility

	
	

	Please refer to the Guidance Notes on how to complete this section

	

	      


SECTION 8: CERTIFICATION 

· I certify that the information contained in this proposal, and in any documentation submitted in support of this proposal, is truthful and accurate. I understand that any misleading statements (whether deliberate or accidental) given at any stage during the proposal process will render this proposal invalid and may make the organisation named in Section 1B of this proposal ineligible to receive funding.

· I acknowledge that any approach, be it direct or indirect, by the organisation named in Section 1B of this proposal form or its partners (including their officers, servants, contractors, personal or professional representatives or advisers) made to members of the LSC London East Team, the Moderation Panel for the LSC London East Co-financing Programme, officers of any London Learning + Skills Councils which, in the view of the LSC London East Co-financing Team or its advisers, constitutes an attempt in any way to influence the outcome of an proposal, will render the proposal invalid.

· I acknowledge that the grant of any funding in relation to this programme is conditional upon entering into a signed contract with LSC London East, governing the development, planning, operation, management and administration of this proposal.
· I certify that this proposal satisfies one tender specification of the LSC London East ESF Co-financing programme as described in the LSC London East ESF Co-financing Tender Prospectus.

· I certify that if funding is provided it will only be used for the purposes specified in this proposal. 

· I certify that neither the applicant organisation nor any of its partners have received any other funds to deliver the project, apart from those specified in section 5B of this proposal form.

· I will immediately inform the LSC London East Co-financing Team of any significant changes to the proposal or any changes to the applicant or its partners which may affect the proposal. This includes if in the future the applicant organisation or any of its partners receives funding for this project from any other source.

Please note: Data entry is not possible in the Signature and Date areas
	Signed

	
	Date
	


	Name (in BLOCK CAPITALS)
	     

	
	

	Status Within Organisation
	     

	
	

	On behalf of (Applicant’s name)
	     


Please note: Data entry is not possible in the Signature and Date areas
	Signed

	
	Date
	


	Name (in BLOCK CAPITALS)
	     

	
	

	Status Within Organisation
	     

	
	

	On behalf of (Applicant’s name)
	     


EQUALITY OF OPPORTUNITY QUESTIONNAIRE 

The LSC requires all organisations to answer the following questions:
	GENERAL REQUIREMENTS

	1
	Do you have an up to date Equal Opportunities statement and/or policy? (if YES please enclose)
	 FORMDROPDOWN 


	2
	Do you have an up to date Equal Opportunities strategy? (if YES please enclose)
	 FORMDROPDOWN 


	3
	Does your organisation have clear lines of responsibility for Equal Opportunities issues?
	 FORMDROPDOWN 


	4
	Are Equal Opportunities targets for recruitment and learners' successful participation set and monitored at a senior level in your organisation?
	 FORMDROPDOWN 


	5
	Do your organisation's performance levels meet (or exceed) target levels set?
	 FORMDROPDOWN 


	6
	Does your organisation have a recruitment and selection process that promotes equality of opportunity?
	 FORMDROPDOWN 


	7
	Can you provide evidence that the organisation encourages participation from under-represented learner groups?
	 FORMDROPDOWN 


	8
	Does your organisation's promotional material conform to legal requirements and use positive images of people from different backgrounds?
	 FORMDROPDOWN 


	9
	Does your organisation have a Disability Statement? (if YES please enclose)
	 FORMDROPDOWN 


	10
	Do you apply any external quality standards in relation to equality of opportunity? (Please give details)

     
	 FORMDROPDOWN 



You may be required to produce evidence of your Equal Opportunities policy and strategy and other relevant data during a visit by LSC staff to your organisation. 

Please note: Data entry is not possible in the Signature and Date areas
	DECLARATION
I hereby confirm the information supplied on this questionnaire is correct and I undertake to inform immediately the LSC of any changes. I understand that if any of the information contained herein is incorrect or false this may result in criminal or civil proceedings 

SIGNED…………………………………………………….

ON BEHALF OF:      
POSITION IN COMPANY:      
DATE: ……………………………..


SUSTAINABLE DEVELOPMENT QUESTIONNAIRE

Please complete this questionnaire and submit it with your application form.  The questions are designed to help you think through the issues relating to sustainable development and how your project may contribute to each of its 3 aspects.  You can give further detail in the relevant question on the tender application form.  Some questions will be more relevant than others to your project due its nature and the type of activities and beneficiaries you propose to support.  The answers you provide may be discussed with you in further detail if your project is successful.

	GENERAL

	1
	Will your project help raise awareness and understanding of what sustainable development is and how it can be used?
	 FORMDROPDOWN 


	2
	Have you used existing sustainable development strategies or consulted with any organisations working within sustainable development to help design and develop your project?
	 FORMDROPDOWN 



	SOCIAL ASPECTS 

	3
	Will your project target and encourage participation of socially excluded and economically inactive groups?
	 FORMDROPDOWN 


	4
	Have you researched and consulted with your target groups to identify their requirements?
	 FORMDROPDOWN 


	5
	Will your project address and help overcome social and economic barriers to participation?
	 FORMDROPDOWN 


	6
	Is your project linked with and complimentary to other similar initiatives in the area?
	 FORMDROPDOWN 



	ECONOMIC ASPECTS

These questions are likely to be relevant to your project if you are equipping individuals and companies with skills and qualifications or you are undertaking research and development activities.

	7
	Have you identified the present and future skill needs of existing local businesses and/or the expected growth sectors in your area?
	 FORMDROPDOWN 


	8
	Have you identified the skill shortages in the local labour market?
	 FORMDROPDOWN 


	9
	Have you identified the skill needs of your target groups?
	 FORMDROPDOWN 



	ENVIRONMENTAL ASPECTS

	10
	Does your organisation have an active environmental statement, policy or management system and will your project be delivered in line with it?
	 FORMDROPDOWN 


	11
	Is your organisation’s environmental performance monitored against it and does this inform a regular review process?
	 FORMDROPDOWN 


	12
	If you answered NO to question 10 is your organisation interested in developing a process to improve its environmental management?
	 FORMDROPDOWN 


	13
	To improve your environmental performance, have you identified actions to reduce your energy and water use, minimise the waste you produce, increase the amount of environmentally friendly goods and supplies that you buy and promote the use of walking, cycling and public transport?
	 FORMDROPDOWN 


	14
	Will your project increase general awareness and understanding of the environmental issues that are relevant to beneficiaries’ home and work lives?
	 FORMDROPDOWN 


	15
	If your project is developing social, practical or team working skills could you do this by delivering a practical environmental enhancement project that improves the quality and appearance of a community space in the area?
	 FORMDROPDOWN 



Please note: Data entry is not possible in the Signature and Date areas
	DECLARATION
I hereby confirm the information supplied on this questionnaire is correct and I undertake to inform immediately the LSC of any changes. I understand that if any of the information contained herein is incorrect or false this may result in criminal or civil proceedings 

SIGNED…………………………………………………….

ON BEHALF OF:      
POSITION IN COMPANY:      
DATE: ………………………………


LSC LEARNER HEALTH & SAFETY QUESTIONNAIRE - HSQ 1

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

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

Purpose of the questionnaire

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

	NAME AND ADDRESS OF ORGANISATION

	     


	GENERAL REQUIREMENTS

	1
	Can you confirm you have in place suitable and sufficient insurance in respect to learners (employers’ liability, public liability and other e.g. driving) and as legally required?
	 FORMDROPDOWN 


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


	3
	Are you aware of, and complying with, relevant health and safety legislation?
	 FORMDROPDOWN 



	YOUR POLICY

	4
	Do you have a health and safety policy (statement, organisation and arrangements)?
	 FORMDROPDOWN 


	5
	Does the policy include a commitment to, and arrangements for, learners/young persons?
	 FORMDROPDOWN 


	6
	Does your policy work in practice and help create a ‘safety culture’ and ‘safe learners’?
	 FORMDROPDOWN 



	ORGANISING EFFECTIVELY

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

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

     
	 FORMDROPDOWN 


	8
	Are health and safety responsibilities made clear for key staff and employees?
	 FORMDROPDOWN 


	9
	Do you have effective arrangements for communicating health and safety matters?
	 FORMDROPDOWN 


	10
	Do you have effective arrangements for the consultation and participation of employees and learners in health and safety matters?
	 FORMDROPDOWN 



	PLANNING AND IMPLEMENTING GOOD HEALTH AND SAFETY

	11
	Have you assessed the risks to the health and safety of your employees and learners?
	 FORMDROPDOWN 


	12
	Have you arrangements in place to review and adjust risk assessments if a learner has special needs, a disability, learning/language difficulty or is a young person?
	 FORMDROPDOWN 


	13
	Have you got effective control measures/precautions as a result of risk assessments?
	 FORMDROPDOWN 


	14
	Do you review risk assessments to take account of changes/accidents/incidents?
	 FORMDROPDOWN 


	15
	Do you have arrangements for ensuring safe plant and equipment and using PPE?
	 FORMDROPDOWN 


	16
	Do you have clear standards/procedures covering who does, what and when?
	 FORMDROPDOWN 



	MEASURING YOUR PERFORMANCE

	17
	Do you regularly check health and safety standards and conditions in practice?
	 FORMDROPDOWN 


	18
	Do you have effective arrangements in place for the identification, investigation, notification and reporting of accidents and ill-health to employees and learners?
	 FORMDROPDOWN 


	19
	Do managers monitor health and safety performance e.g. at management meetings?
	 FORMDROPDOWN 



	REVIEWING AND AUDITING YOUR PERFORMANCE AND IMPROVEMENTS (including self‑assessment)

	20
	Do you periodically audit your health and safety arrangements?
	 FORMDROPDOWN 


	21
	Do senior managers review performance, e.g. annually, and identify improvements?
	 FORMDROPDOWN 


	22
	Do you have an annual health and safety action/development plan?
	 FORMDROPDOWN 


	23
	Is there a commitment to continually raise health and safety standards?
	 FORMDROPDOWN 



	PROMOTING THE ‘SAFE LEARNER’

	24
	Do you ensure learners receive effective information, instruction and training (inc induction)?
	 FORMDROPDOWN 


	25
	Do you evaluate the effectiveness of this information, instruction and training?
	 FORMDROPDOWN 


	26
	Do you ensure the effective supervision of learners?
	 FORMDROPDOWN 


	27
	Do you promote the concept of the ‘safe learner’?
	 FORMDROPDOWN 



	LEARNING IN SAFE, HEALTHY AND SUPPORTIVE ENVIRONMENTS

	28
	Do you have arrangements for ensuring, and monitoring, that learning takes place in safe, healthy and supportive environments?
	 FORMDROPDOWN 


	29
	If learning takes place at other locations e.g. work placements, work experience etc do your arrangements include assessing health and safety suitability prior to the learning taking place?
	 FORMDROPDOWN 



	OVERALL RESPONSIBILITY FOR HEALTH & SAFETY 

Please supply contact details of the senior person within your organisation with overall responsibility for learner health and safety matters.

	NAME:      

	CONTACT ADDRESS:

     

	TELEPHONE NO.      


	E MAIL:      


Please note: Data entry is not possible in the Signature and Date areas
	DECLARATION of NAMED SENIOR PERSON
I hereby confirm the information supplied on this questionnaire is correct and I undertake to inform immediately the LSC of any changes.

SIGNED…………………………………………………….

ON BEHALF OF:      
POSITION:      
DATE: ……………………………..


	LSC Use Only

Action taken to quality assure:

Assured by:
Position:                                                         

Recommendation:

Signed:
Date:


PAGE  

_1177909780.doc
[image: image1.png]M
* o " €SFT
o N
* ok *oy ke

EUROPEAN UNION

European Social Fund







