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Subcontracting - Contract Management Plan
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SECTION 1  
1.1 Purpose of the contract management plan  
The purpose of this plan is to outline the expectations the College has when entering into a subcontract agreement for the whole life of the contract. Ensuring all partners meet the exacting standards set out in this guide. Any subcontracted provision should ensure a high-quality learner experience, delivering outstanding teaching, learning and assessment, stretching and challenging learners to succeed and progress onto higher learning or employment.  


 Excellence through Learning
Petroc is committed to driving forward educational success in further and higher education. We are extremely passionate about raising the aspirations, knowledge and skills of individuals, communities and businesses in Devon and beyond.
Excellence through learning is at the heart of what the college does. Excellence is what we do and is what we support others to attain. Petroc will enable the highest levels of learner achievement and the highest levels of career and life fulfilment, through learning that will stretch and challenge. Excellence is what customers, businesses and other organisations can expect to achieve themselves through working with the college.

The college's aims and objectives are to:
· Create outstanding learner achievement in all areas.
· Transform life chances and employment prospects for all.
· Build community and prosperity within northern and Mid Devon and the wider south-west of England
· Boost productivity, innovation and agility of businesses and organisations
· Tackle the climate emergency.

 
 



1.2 Contract management - Roles & Responsibilities  
 
	Role / Contact 
	Area of responsibility  
	Specific responsibilities in relation to subcontracting  

	Governing Body
	Responsibility for the overall College group
	Approval of Subcontractors Strategic relationships

	Chief Executive Officer 
	Overall responsibility for the College Group   
	Approval of Subcontractors Strategic relationships 

	Vice Principal Finance, Resources and Regional Affairs

	Budgets and financial compliance  
	Oversight of finance and budgets, including overall Contract Management 

	Deputy Principal – Education and Learners
	Operations of Petroc’s curriculum
	Overall performance of college provision 

	Director of Finance
	Finance
	Accounts, payments

	Head of Business Engagement
	Business Development activities
	Relationship management (apprenticeships)

	Director of Quality Improvement
	Quality  
	Observation of teaching, learning   assessment and learner experience

	Head of Data and Funding

	Apprenticeships, Adult and 16 to 19 provisions
	Apprenticeship, AEB and 16-19 funding management, contracts, compliance, quality, data management and audit, due diligence

	Apprenticeship Admin Manager
	Compliance checks 
	Enrolment / eligibility compliance checks, Audit compliance, contract management, due diligence 

	Procurement Co-ordinator
	Procurement/Tenders
	Procurement and Tender decisions

	Quality Coordinator Assurance
	Quality
	Administration support for Quality control

	Curriculum Directors
	Quality, oversight
	Quality, oversight

	Programme Managers
	Programme Management/Internal Verification
	Programme Management/Internal Verification where applicable

	Head of Safeguarding and Wellbeing
	Safeguarding including Prevent
	Safeguarding Policies including prevent and extremism, plus supporting on any training requirements


 	 	 
 


Section 2 – Contract transition -  Selecting and approving subcontracting Subcontractors 
2.1 Selecting a Subcontractor  
 
The College recognises that delivery Subcontractor provision can play an important role in providing a broad and flexible mix of provision for learners, employers and the wider community. Subcontractors can benefit the College by accessing learners in different settings and communities who may not normally attend provision at an FE College. They can also provide clear progression routes into college provision and provide learners with a stepping stone qualification.  
 
The key principles of selecting a new Subcontractor are whether they fit with the aims and goals of the College in relation to at least one or more of the following: 
 
· Enhancing the opportunities available to learners (including attracting learners who would not normally attend College) 
· Fill gaps in niche or expert provision or provide better access to training facilities.
· The added value the subcontractor will bring to the College, enabling the 
· College to capacity build in specialist sectors  
· Support better geographical access for learners  
· Support an entry point for disadvantaged groups   
· Support individuals who share protected characteristics, where there might otherwise be gaps
 
In order to approve the selection of a new subcontractor, the College will review: 
 
· The quality of provision from delivery Subcontractors and their ability to achieve outstanding success. 
· Past performance of delivery Subcontractors and a track record of high success  
· The sound financial health of delivery Subcontractors. 
· Compliance to Government and funding agency targets, priorities, and regulations.  

Currently Subcontractors may not further sub-contract provision. (This is referred to as 2nd Tier Sub Contracting, which the College will not enter into) 
 
2.2 Contract Due Diligence 
To comply with the Education and Skills Funding Agency funding rules, the College will need to be reassured that Subcontractors satisfy the following key elements of which are: 
 
· The College is able to ensure that learners are enrolled (or rejected if applicable) on appropriate programmes in the name of the College not the Subcontractor(s) 
· The College is satisfied (through a direct observation where possible) that the quality of provision is of the highest standard 
· The College has measures in place to ensure it is not funding higher risk organisations or organisations involved in extremist activities 
· The provider has the capability and capacity to deliver to the tender specification  
· There is a written learning agreement, entered into at the time of enrolment which is prepared and agreed with each learner and that reflects the outcome of the learner’s initial guidance and assessment, and any learning support to be provided
· A learning programme and its means of delivery have been clearly specified by the College 
· There are arrangements for assessing the progress of individual learners 
· Adequate measures are in place to ensure the health and safety of learners  
· Procedures exist for the College to regularly monitor the quality and delivery of programmes  
· The subcontractor complies with the Modern Slavery Act 2015 and has in place throughout the Agreement Period policies and procedures to ensure full compliance 
 
To ensure compliance with these elements the Pre-Qualified Questionnaire Stage One are key sources of information for new Subcontractors (See Appendix 1a) for entering into a subcontracting arrangement with a new Subcontractor.   For existing Subcontractors see Appendix 1b for the annual Due Diligence check requirements.  Where the duration of the provision could cover multiple years this is specified in the Request for Quotation information, where multiple years occur there might not be a requirement for the subcontractor to provide a Pre-Qualified Questionnaire annually.   Where the contract still exists with the subcontractor, previous versions of the Pre-Qualified Questionnaire will be retained, data will also be retained in line with the Data Retention and Disposal policy.

If 16-19 provision ensure Whole Programme Subcontracting approval sought from the ESFA in advance of contracting.

The College ensures it remains below the 25% threshold for subcontracting per funding model.
 
Other Independent sources of information about potential providers include: 
 
· Ofsted inspection reports  (www.gov.uk/find-ofsted-inspection-report ) 
· Download the apprenticeship provider and assessment register (APAR) (education.gov.uk)
· UKPRN (https://www.ukrlp.co.uk/)
· Companies House Companies House - GOV.UK (www.gov.uk)



1 
 
1 
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2.3 Selecting a Subcontractor/Due Diligence process Flowchart

Business Need Established


 
 Request for Quotation advertised
Contracts Issued once approved prior to delivery start, signature to take place prior to start
Vice Principal Director of Finance, Resource and Regional Affairs approval process, consideration of RFQ/Tender scoring
Complete Due Diligence Questionnaire (Qualified) Stage 2
Complete Due Diligence Questionnaire (DDQ) – Pre-Qualified stage 1
Expression of Interest Received

Tender opportunity advertised on Contract Finder
PASS
FAIL
NO
YES
New Supplier/New Provision  



Procurement - Petroc College

Petroc has an obligation to ensure value for money from its external expenditure therefore the decision to award contracts will usually be based upon the most economically advantageous tender which will take into account a number of factors including price, quality, sustainability, social value and running costs to establish the full life cycle costs. Tenders will usually advise what criteria will be used when selecting a supplier.
Petroc will advise all those who have quoted the outcome of a tender process on the basis of the Stage 1 due diligence form and Request for Quotation. Prior to submitting a quote, it is important that you read all of the tender documentation to ensure that you fully understand our requirements, the specification for the goods or services and the timescales involved. We will endeavour to publish contract opportunities on these pages including where possible any pre-qualification requirements.
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This Due Diligence questionnaire will be reviewed by the Vice Principal Finance, Resources and Regional Affairs who will decide whether to issue contracts, the scoring from Request to Quotation and Tender is also considered at this point.

The scoring criteria for tender approvals is: 

·  Price dependent on actual cost - 20%
· Maintain Quality of provision to ensure high quality and low risk to public funds - 65%
· Timescales for Completion 15%

The engagement and management of delivery Subcontractors will be carried out by the Subcontracting Management Group, contract managers, Directors, Programme Managers and the Quality Team.




Contract Compliance  
3.1 Audit & Data compliance  
A key element of the audit trail is the process undertaken to sub contract with a new Subcontractor.  To this end the following evidence is required: 
· Details of sub-contract, which includes the:
· What is the nature of the provision and the contractual relationship 
· Data sharing protocols 
· Ensuring the College, the appointed auditors and the Education Skills Funding Agency have access to all information  
· What is the rationale behind the College’s decision to appoint a sub- contractor  

The Education and Skills Funding Agency have the right to audit all documentation in relation to the subcontracted provision.  A satisfactory audit is essential to avoid loss of funding through claw back or termination of contracts. The College’s audit principles include: 
 
· All paperwork from Subcontractors must be originals 
· PDSATS will be used to test integrity of data submitted by the Subcontractor  

Controls to ensure no double funding include: 	 
· Gaining information on other prime contractors at due diligence stage  
· Personal Learner Record checks/Regular PDSATS testing  

The Head of Data and Funding and the Administration Manager for Apprenticeships will ensure the relevant teams undertake the audit compliance and funding checks required throughout the life of the contract and at key ILR submission dates.
3.2 Contract Compliance

Apprenticeships:

In order to ensure we have up-to-date contracts each year we obtain the latest AOC Subcontracting contract issued as follows which indicates the terms and conditions required.

 https://www.aoc.co.uk/policy/education-policy/apprenticeship-employer-engagement
16-19 Provision/Adult Skills Funding:
Solicitors are commissioned to provide an up-to-date subcontracting contract for our 16-19/Adult Skills Funding.  Originals of all subcontractor contracts will be held centrally in the Executive Office.
 
All subcontracts will need to ensure that they: 
· Meet the agreed educational needs 
· Are achievable and affordable 
· Address the desired outcome(s) of the subcontract, the possible alternatives, including existing contracts, the risks including the extent and where they may fall, 
· Identify any contingent needs and ramifications of proceeding 
· Meet the Data Protection Laws to maintain the security of processing and storing data

& follow the requirements of the relevant funding rules.

The sub-contractor management group will ensure all contracts are monitored regularly throughout the whole life of the contract during their scheduled monthly meetings.

3.3 Contract Fees & payment 
 
As part of the College’s funding agreement with the Agency, the College is required to submit details of sub-contracting arrangements by submitting a returning the ‘Subcontractor Declaration’ on the Skills Funding Service website. 
 
All Subcontractors will have a standard profile of payments throughout the term of the contract, all invoices will be paid within 30 days.   Payments are signed off by the Apprenticeship Compliance Manager or the Head of Data and Funding.
	
3.3.1 Management Costs Breakdown
       	          
As per specific Subcontractor
       	

3.4 Funding rules compliance  
 
Apprenticeships:  The college will continue to deliver a substantial proportion of the apprenticeship programme and will continue to maintain the employer relationship at all times  

All funding models: We reserve the right to take appropriate action in line with the funding higher risk organisations policy, not only if we deem it is necessary, but also where ESFA requires us to take appropriate action  
 
Management fees will be set according to the level of risk associated with the Subcontractor.  All contracts will include a list of all services we will provide and the associated costs for doing so. This will include a list of individually itemised, specific costs for managing the subcontractor, specific costs for quality monitoring activities and specific costs for any other support activities offered.  
 
Management fees cover the costs of the below: 
 
· The College provides a Contract Manager to manage the relationship with the subcontractor. 
 
· The College provide as Quality Lead to ensure that the quality of subcontractor’s delivery meets its expectations and to support the continuous improvement of the subcontractor’s provision. 
 
· The College provides administration support to ensure the timely recording of learner information on the College’s ILR. 
 
· The College undertakes a regular and substantial programme of quality assurance checks on the education and training provided by subcontractors, including visits at short or no notice and face-to-face interviews with staff and learners. These checks include whether the learners exist and are eligible, and involve direct observation of initial guidance, assessment and delivery of learning programmes. Where required arrangements are implemented to provide internal verification support to the subcontractor.
 
· The College ensures that all of the subcontractor’s delivery meets the Education & Skills 
Funding Agency’s Funding Rules. 
 
· The College ensures that any Apprenticeship provision delivered by subcontractors meets all of the required standards and specific ESFA funding rules. 
 
Also included in the contract is a description of how each specific cost is reasonable and proportionate to the delivery of the subcontracted teaching or learning and how each cost contributes to delivering high quality learning.  

The subcontracting fees and charges policy is available via the following link:

Subcontracted Provision - Petroc College
 
3.5 Policies

Subcontractors will be asked to supply a copy of their policies as listed in the due diligence form.   These will be checked by qualified staff within the organisation to ensure current and up-to-date.  This will include but not limited to, Health and Safety, Safeguarding including prevent/extremism, Equality & Diversity, Complaints, Quality Assurance, GDPR, Business Continuity, Modern Slavery Act 2015.

Subcontracting partners  need to ensure they are up-to-date with and have read Keeping Children Safe in Education where 16-19 learners are studying with them.  As well as ensuring learners have information about and access to 16-19 Bursary and other student support funding, information, advice and guidance and access to learning support if required.

Keeping children safe in education - GOV.UK (www.gov.uk)

3.6 Communication Strategy  
 
The main principles of communicating with Subcontractors are in line with Relationship Charter: 
 
· Regular scheduled meetings set up 
· Subcontractor provides a named contact to the College  
· Notes / minutes of meetings kept on file and shared with Subcontractor  
· Records of e-mails, correspondence etc kept on file  
· Data provided on request/or as and when required for audit monitoring/funding reporting purposes in regular meetings.



.


Section 4 – Contract management of performance   
4.1 Contract Quality Assurance Process


[image: ]
1. PIR Performance Improvement Reviews 
Faculty led termly reviews of performance. This cycle of PIRs scrutinises attendance, achievement, retention benchmark statistics and the quality around teaching, learning and assessment. Subcontracting provision is covered within relevant faculties.

b) Lesson Visits 
    Lesson visits for subcontracting provision covers both announced, arranged lesson visits of teaching, learning and assessment along with observations of IAG and unannounced lesson visits. The template is the same form used across college for non-subcontracted provision:



c) Subcontracting monitoring plans
Scheduling/records of observations/lesson visits, records of discussions, QA/QI notes
d) Awarding body standardisation 
IV plans, IQA sampling, reports
e) SoL/PfL reviews
Longer term plans: schemes of learning and lesson plans reviews during visits, discussions around curriculum planning to ensure a coherent well-structured curriculum that builds knowledge/skills in a logical order.
f) SAR/QIP
Cross college Self-Assessment Reviews and Quality Improvement plans identify areas for improvement with both non-subcontracting and subcontracting provision. SAR/QIP are fed by PIRs, departmental reflection, attendance, achievement and retention data analysis along with platforms to capture student feedback through the whole life of the contract. 


Section 5 – Contract Termination and dispute resolution   
5.1 Termination of sub-contracting provision & managing disputes  
5.1.1 Disputes and problem resolution  
Provision for resolving disputes is contained within the contract. This sets out how disputes will be resolved and the escalation procedures followed.
In the event of a compliant by the subcontracting partner they can submit via the following link:
Petroc-Complaints-Form-2022.docx (live.com)
5.1.2 Termination: 

Provision for termination of a contract is contained within the contract
 
5.1.3 Continuity of contract and delivery  
The college will undertake all reasonable steps to ensure the viability and continuation of any contractual arrangements with sub-contractors’ provision. Due diligence undertaken is robust enough to ensure the risk of failure of a sub-contractor’s ability to deliver under its original contract terms is low and mitigated as far as possible through regular quality audits, annual financial review and regular contact with the account manager. In the unlikely event of a subcontractor failing to deliver the college will either pick up delivery through its own means or facilitate transfer to another provider. 

5.1.4 Contractual changes   
All contract variations during the whole lifespan of the contract will only be authorised by the principal or delegated authority following discussion and approval from the Vice Principal Director of Finance, Resources and Regional Affairs.  Copies of signed contract variation agreements will be kept on file in the Executive Office.
5.1.5 Whole life oversight   
The definition of whole life / whole programme oversight is deemed to include all aspects of a learners programme as detailed in their enrolment/learning agreement and/or Training Plan if an apprentice including End Point Assessment.
  
Subcontractors delivering apprenticeship provision are not permitted to deliver the entire programme and an agreement as to the elements that make up the subcontract will be agreed in advance and outlined in the contract schedule.   
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a. Pre-Qualification Questionnaire Stage One
b. Due diligence Questionnaire Stage Two
2. Due diligence checklist 
3. Observation forms
4. Performance Management Framework
5. Contingency Plan for continuity of delivery  
6. ESFA Guidance on sub-contracting
7.  Enrolment forms/Learning Agreement





 	 
TABLE 1: Data Deadline Schedule 2024/2025 

Each month data is sent to the ESFA in order to provide up-to-date funding data, it is the requirement of the subcontractor to ensure they provide any updates to data in a timely manner and ensure their registers are kept up-to-date in order for us to monitor the learners effectively and to ensure funding is claimed accurately.  When the final ILR is submitted this is the final opportunity to ensure the data is correct.  It is essential the data remains up-to-date in order to ensure the ESFA Declarations are accurate.

	ILR Submission Information 2023/24 & 2024/25    

	
	
	
	
	

	ILR 
	Academic Year
	Deadline for Enrolments to Registry &
 LSF LAP
	Submit Test File
	Submission Date

	R12
	23/24
	23/07/2024
	*29/07/2024
	02/08/2024

	R01
	24/25
	21/08/2024
	29/08/2024
	03/09/2024

	R13
	23/24
	N/A
	06/09/2024
	12/09/2024

	R02
	24/25
	20/09/2024
	27/09/2024
	02/10/2024

	R14
	23/24
	N/A
	09/10/2024
	15/10/2024

	R03
	24/25
	23/10/2024
	30/10/2024
	04/11/2024

	R04
	24/25
	21/11/2024
	28/11/2024
	03/12/2024

	R05
	24/25
	13/12/2024
	17/12/2024
	20/12/2024
03/01/2025

	R06
	24/25
	23/01/2025
	30/01/2025
	04/02/2025

	R07
	24/25
	20/02/2025
	27/02/2025
	04/03/2025

	R08
	24/25
	21/03/2025
	28/03/2025
	02/04/2025

	R09
	24/25
	22/04/2025
	28/04/2025
	02/05/2025

	R10
	24/25
	21/05/2025
	29/05/2025
	03/06/2025

	R11
	24/25
	20/06/2025
	27/06/2025
	02/07/2025

	R12
	24/25
	23/07/2025
	*30/07/2025
	04/08/2025

	R13
	24/25
	N/A
	05/09/2025
	10/09/2025

	R14
	24/25
	N/A
	16/10/2025
	21/10/2025

	
	
	
	
	

	* Close WES
	
	
	


 
 
 
 
 
 
 
 
 
 
Appendix 1A

Stage One – Pre-qualified questionnaire 
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Petroc’s Subcontractor Framework

STAGE ONE: PRE-QUALIFIED QUESTIONAIRE (PQQ)

DUE DILIGENCE
Notes for completing your PQQ

Before you begin completing this PQQ, please ensure you have thoroughly read the Subcontracting Fees and Charges Policy.  Please ensure you read any subsequent communications, including, but not limited to, amendments to the process.

Do not leave your response to the last minutes/hours before any stated deadlines.  If you experience problems and are unable to submit your response by the stated deadline, your response will not be considered in respect of any Invitations to Tender (ITTs) relating to the deadline, and you may not be invited to tender.

Petroc will only subcontract to a legal entity.  Please ensure that at all times, all information provided relates to the entire legal entity that is responding to this PQQ.

The PQQ process includes verifying your organizational details.  Please take care when entering your organizational details and ensure that all information is reflective of the entity that is applying.  If we are unable to verify your details, there is a risk that your application will not be evaluated.

When responding to a question, please ensure that your answer only includes the information requested.  Additional information is not reviewed.  If any questions are not applicable, please type or select ‘NA’ in the box provided.

Where the duration of the provision could cover multiple years this is specified in the Request for Quotation information, where multiple years occur there might not be a requirement for the subcontractor to provide a Pre-Qualified Questionnaire annually. Where the contract still exists with the subcontractor, previous versions of the Pre-Qualified Questionnaire will be retained, data will also be retained in line with the Data Retention and Disposal policy.

Any questions relating to this PQQ should be sent to Graham Greatorex via graham.greatorex@petroc.ac.uk


Do not contact any individual member of Petroc staff about this PQQ by telephone or email.

Frequently asked questions may be published on the Procurement page of our website:  https://www.petroc.ac.uk/college-information/about-the-college/procurement 

	Reference
	Declaration
	Response

	1.1.1
	I/We confirm that we have read, understood and accept all of the above requirements and notes
	Choose an item.


	Reference
	Organization Details
	Response

	2.1.1
	Full legal name of the entity completing the PQQ
	

	2.1.2
	Please state your trading name if applicable
	

	2.1.3
	Please provide your UK Provider Reference Number (UKPRN) supplied by UK Register of Learning Providers (UKRLP).  Please do not enter any other reference number or the UKPRN of your lead provider if you are a subcontractor.  If you do not have a UKPRN, please type ‘NA’.
	

	2.1.4
	Registered Company Number
	

	2.1.5
	Registered Charity Number
	

	2.1.6
	Registered VAT Number
	

	2.1.7
	If your organization is not incorporated in the UK, BUT is incorporated or registered overseas, then please give the country in which it is incorporated or registered and the registration number
	

	2.1.8
	If your organization is part of a group of companies incorporated or registered outside the UK, please state:
The registered name of your parent company;
The organization with which it is registered;
The country in which it is registered and the registration number.
	

	2.1.9
	Please select the relevant option to indicate your trading status:
a) a public limited company;
b) a limited company;
c) a limited liability partnership;
d) other partnership;
e) sole trader;
f) Community Interest Company (CIC);
g) Statutory Corporation eg Further Education College;
h) Charitable Incorporated Organization (CIO);
i) Other (please specify)
	Choose an item.
	2.1.10
	If you have selected ‘other’, please specify here:
	

	2.1.11
	Please indicate your organization type from the list below:
a) General Further Education (GFE) College;
b) Training organization (excluding those that are either an ATA or a GTA);
c) Local Authority;
d) Sixth Form College;
e) University funded by OFS;
f) A GTA or an ATA
g) An Academy;
h) Other.
	Choose an item.
	2.1.12
	If you have selected ‘other’ please specify here:
	

	2.1.13
	Please select the relevant boxes to indicate whether any of the following classifications apply to your organization:
a) Voluntary, Community and Social Enterprise (VCSE) or third sector organization;
b) Small or Medium-sized Enterprise (SME);
c) Sheltered Workshop;
d) Public Service Mutual;
e) None of the above;

Definition of SME:  
BEIS small and medium enterprises (SMEs) action plan: 2022 to 2025 (accessible webpage) - GOV.UK (www.gov.uk)
	Choose an item.
	2.1.14
	Please give the name of the individual who has responsibility for the overall executive management of your organization and details of positions this individual holds with other organizations
	

	2.1.15
	Please name all company directors of the organization making this application along with their individual shareholding in the organization (if any).
Your response must include the following for each director:
First Name;
Last Name;
Date of Birth (DD/MM/YYY);
The percentage of shares the director holds within the organization (numerical value between 0 and 100).
If your organization does not have company directors, please type ‘NA’.
	

	2.1.16
	Please give the details of any other shares or assets these individual(s) hold in other organizations.  You should include:
First Name and Last Name;
Percentage of shares the individual holds within other organization(s);
The name of the company/ies;
The Companies House number(s).
	

	2.1.17
	Please list the first name, last name and job title of senior management personnel in your organization.
	

	2.1.18
	Is your organization a direct contract holder, or subcontractor to an organization that receives funding from, the Education Skills Funding Agency (ESFA), Department for Work and Pensions (DWP) or Office for Students (OFS)

Please list all applicable options:
a) ESFA – Prime Contractor;
b) ESFA – Subcontractor;
c) DWP – Prime Contractor;
d) DWP – Subcontractor;
e) OFS – Prime Contractor;
f) OFS – Subcontractor;
g) Other government department;
h) Not applicable as my organization does not directly or indirectly receive funding from the departments listed above.
	















	Reference
	Grounds for Mandatory Exclusion
	Response

	3.1.1
	You will be excluded from the procurement process if there is evidence of convictions relating to specific criminal offences including, but not limited to, bribery, corruption, conspiracy, terrorism, fraud, money laundering, or if you have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security obligations (except where this is disproportionate eg only minor amounts involved)
	

	3.1.2
	Within the past five years, has your organization, Directors or partner or any other person who has powers of representation, decision or control been convicted of any of the following offences:

a) Conspiracy within the meaning of section 1 or 1A of the Criminal Law Act 1977 or article 9 or 9A of the Criminal Attempts and Conspiracy (Northern Ireland) Order 1983 where that conspiracy relates to participation in a criminal organization as defined in Article 2 of Council Framework Decision 2008/841/JHA on the fight against organized crime;
b) Corruption within the meaning of section 1(2) of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906;
c) The common lay offence of bribery;
d) Bribery within the meaning of sections 1, 2 or 6 of the Bribery Act 2010; or section 113 of the Representation of the People Act 1983;
e) Any of the following offences, where the offence relates to Fraud Act 2006
f) Any offence listed in the Counter Terrorism and Security Act 2015
g) Money laundering within the meaning of sections 340(11) and 415 of the Proceeds of Crime Act 2002;
h) An offence in connection with the Criminal Justice Act 2003
i) An offence under section 4 of the Asylum and Immigration (Treatment of Claimants etc) Act 2004;
j) An offence under section 59A of the Sexual Offences Act 2003;
k) An offence under section 71 of the Coroners and Justice Act 2009;
l) An offence in connection with the proceeds of drug trafficking within the meaning of section 49,50 or 51 of the Drug Trafficking Act 1994

	Choose an item.
	3.1.3
	If you have answered yes to any of the above, please provide supplementary information which should include:
· Dates;
· A brief Summary;
· Any outstanding judgements or legal proceedings.
	

	3.1.4
	Has it been established by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which your organization is established (if outside the UK), that your organization is in breach of obligations related to the payment of tax or social security contributions?
	Choose an item.
	3.1.5
	If you have answered Yes to question 3.1.4, please confirm whether you have paid, or have entered into a binding arrangement with a view to paying, including, where applicable, any accrued interest and/or fines?
	



	Reference
	Grounds for Discretionary Exclusion
	Response

	4.1.1
	Petroc may exclude organizations who answer ‘Yes’ in any of the following situations set out below:
	

	4.1.2
	Within the past three years, please indicate if any of the following situations have applied, or currently apply, to your organization:
a) Your organization has violated applicable obligations referred to in regulation 56 (2) of the Public Contracts Regulations 2015 in the fields of environmental, social and labour law established by EU law, national law, collective agreements or by the international environmental, social and labour law provisions listed in Annex X to the Public Contracts Directive as amended from time to time;
b) Your organization is bankrupt or is the subject of insolvency or winding-up proceedings, where your assets are being administered by a liquidator or by the court, where it is an arrangement with creditors, where its business activities are suspended or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State;
c) Your organization is guilty of grave professional misconduct, which renders its integrity questionable;
d) Your organization has entered into agreements with other economic operators aimed at distorting competition;
e) Your organization has a conflict of interest within the meaning of regulation 24 of the Public Contracts Regulations 2015 that cannot be effectively remedied by other, less intrusive measures;
f) The prior involvement of your organization in the preparation of the procurement procedure has resulted in a distortion of competition, as referred to in regulation 41, that cannot be remedied by other, less intrusive measures;
g) Your organization has shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions;
h) Your organization:
i. Has been guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria; or
ii. Has withheld such information or is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015; or
i) Your organization has undertaken to
i. Unduly influence the decision-making process of the contracting authority; or
ii. Obtain confidential information that may confer upon your organization undue advantages in the procurement procedure;
iii. Your organization has negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	Choose an item.
	4.1.3
	Petroc reserves the right to use its discretion to exclude an organization where it can demonstrate the organization’s non-payment of taxes/social security contributions where no binding legal decision has been taken.  Please provide details of any occasion of Tax Non-Compliance, or type ‘NA’ if not applicable.

“Occasion of Tax Non-Compliance” means:

Any tax return of the organization submitted to a Relevant Tax Authority on or after 1 October 2012 is found to be incorrect as a result of:
1. Relevant Tax Authority successfully challenging the organization under the General Anti-Abuse Rule or the Halifax Abuse Principle or under any tax rules or legislation that have an effect equivalent or similar to the General Anti-Abuse Rule or the Halifax Abuse Principle;
2. The failure of an avoidance scheme which the organization was involved in, and which was, or should have been, notified to a Relevant Tax Authority under the Disclosure of Tax Avoidance Scheme (DOTAS) or any equivalent or similar regime; and/or
3. The organization’s tax affairs give rise on or after 1 April 2013 to a criminal conviction in any jurisdiction for tax related offences which is not spent at the Effective Date or to a penalty for civil fraud or evasion.
	

	4.1.4
	From 1 April 2013 onwards, have any of your organization’s tax returns submitted on or after 1 October 2012 given rise to a criminal conviction for tax related offences which is unspent, or to a civil penalty for fraud or evasion?
	Choose an item.
	4.1.5
	From 1 April 2013 onwards, have any of your organization’s tax returns submitted on or after 1 October 2012 been found to be incorrect as a result of:
· HMRC successfully challenging it under the General Anti-Abuse Rule (GAAR) or the “Halifax” abuse principle; or
· A Tax Authority in a jurisdiction in which the legal entity is established successfully challenging it under any tax rules or legislation that have an effect equivalent or similar to the GAAR of the “Halifax” abuse principle; or
· The failure of an avoidance scheme which the organization was involved in and which was, or should have been, notified under the Disclosure of Tax Avoidance Scheme (DOTAS) or any equivalent or similar regime jurisdiction in which the organization is established.
	Choose an item.
	4.1.6
	If you have answered “Yes” to either 4.1.4 or 4.1.5 above, please provide details of any mitigating factors that you consider relevant.  This could include for example:
· Corrective action undertaken to date;
· Planned corrective action to be taken;
· Changes in personnel or ownership since the Occasion of Non-Compliance (OONC);
· Changes in financial, accounting, audit or management procedures since the OONC;
· A brief description of the occasion, the tax to which it applied, and the type of “non-compliance” eg whether HMRC of the foreign Tax Authority has challenged pursuant to GAAR, the “Halifax” abuse principles etc;
· Where the OONC relates to a DOTAS, the number of the relevant scheme;
· The date of the original “non-compliance” and the date of any judgement against the organization, or the date when the return was amended;
· The level of any penalty or criminal conviction applied.
	




	Reference
	Financial Health Assessment
	Response

	5.1.1
	Please provide a copy of the final (audited, if applicable) accounts for your organization for the last 3 years
	Choose an item.
	5.1.2
	Please provide a copy of the current management accounts for your organization
	Choose an item.



	Reference
	Technical & Professional Ability (Compliance)
	Response

	6.1.1
	In the last three years, has any finding of unlawful discrimination been made against your organization by an Employment Tribunal, an Employment Appeal Tribunal or any other court (or in comparable proceedings in any jurisdiction other than the UK)?
	Choose an item.
	6.1.2
	In the last three years, has your organization had a complaint upheld following an investigation by the Equality and Human Rights Commission or its predecessor (or a comparable body in any jurisdiction other than the UK), on grounds of alleged unlawful discrimination?
	Choose an item.
	6.1.3
	If you have answered “yes” to either 6.1.1 or 6.1.2, please provide a summary of the nature of the investigation and an explanation of the outcome of the investigation to date.

If the investigation upheld the complaint against your organization, please explain what action (if any) you have taken to prevent unlawful discrimination from reoccurring.  You may be excluded if you are unable to demonstrate to Petroc’s satisfaction that appropriate remedial action has been taken to prevent similar unlawful discrimination reoccurring.

If you did not answer “yes” to either 6.1.1 or 6.1.2, please type “NA”.
	

	6.1.4
	Is your organization in a state of insolvency, voluntary administration, company voluntary arrangement, compulsory winding up, receivership, composition with creditors or subject to equivalent proceedings?
	Choose an item.
	6.1.5
	If you have selected “yes” to 6.1.4, please provide further details, including the type of proceedings and the dates, and if repaying debts, how you are repaying the debt as well as the date the debt will be cleared.

If you did not answer “yes” to 6.1.4, please type “NA”.
	

	6.1.6
	Has any member or trustee of your organization been investigated or removed by the Charities Commission or appear on the Register of Removed Trustees?
	Choose an item.
	6.1.7
	If you have selected “yes” to 6.1.6, please provide details together with the name(s) of those involved and the dates.

If you did not answer “yes” to 6.1.6, please type “NA”.
	

	6.1.8
	Are any of the individual directors of your organization or any other person who has powers of representation, decision or control of the organization in a state of un-discharged bankruptcy or composition with creditors, or subject to any such proceedings, or in any form of dispute?
	Choose an item.
	6.1.9
	If you have selected “yes” to 6.1.8, please provide supplementary information, which should include:
· Dates;
· A brief summary;
· Any outstanding judgements or legal proceedings.

If you did not answer “yes” to 6.1.8, please type “NA”.
	

	6.1.10
	Please identify from the list below what applies to your organization, any of its directors or any other person who is a shareholder, senior employee or has powers of representation, decision or control of your organization:

a) Previous activities have resulted in repayment of £100,000 or 5 per cent of contract value, whichever is the higher, to a public body, this includes funding paid to a subcontractor for the delivery of services;
b) Failure to repay funding due to a public body;
c) Failure to repay funding due under a subcontract to deliver services funded by a public body;
d) Two or more instances where a public body’s staff have audited provision of the provider and identified issues of non-compliance with conditions of funding;
e) Ongoing investigation relating to suspicion of fraud or irregularity, or possible failure to comply with conditions of funding under an existing funding agreement or subcontract;
f) Termination of a funding agreement or a subcontract to deliver services funded by a public body;
g) Withdrawal of funding following the failure to comply with a Notice of Withdrawal of Funding or failure to remedy a serious breach of contract;
h) None of these.
	

	6.1.11
	If you have selected any option other than H as your response to question 6.1.10, you will need to provide supplementary information to support your selection.

Please type “NA” if this does not apply to your organization.
	

	6.1.12
	Has your organization had any contract from a public body withdrawn in the last three financial years?
	Choose an item.
	6.1.13
	If you have selected “yes” to question 6.1.12, please provide brief details including:
· The public body involved;
· The contract type;
· The date(s) the contract(s) was/were withdrawn;
· The value(s) of the contract(s);
· The reason(s) the contract(s) was/were withdrawn.

If you did not answer “yes” to 6.1.12, please type “NA”.
	

	6.1.14
	Have you withdrawn early from a contract within the last three years?
	Choose an item.
	6.1.15
	If you have selected “yes” to question 6.1.14, please provide brief details, including:
· The name of the organization from whose contract you have withdrawn;
· The contract type;
· The date you withdrew;
· The value(s) of the contract(s);
· The reason you withdrew.

If you did not answer “yes” to 6.1.14, please type “NA”.
	

	6.1.16
	If you have had to repay public money, can you confirm you have repaid or have an agreement to repay that funding:

(a) I can confirm we have repaid any outstanding public money;
(b) I can confirm we have an agreement to repay outstanding public money and are currently making payments;
(c) We have outstanding public money which we have not yet repaid;
(d) This question is not applicable to my organization as there is no public money to be repaid.
	

	6.1.17
	If you have selected (a) or (b) to question 6.1.16, please state the amount you have repaid/are repaying, the reason for repayment, the date of repayment, and whether or not the debt has been cleared.

If you have answered (c) to question 6.1.16, please state the amount to be repaid, the reason for repayment and whether or not the debt will be cleared.

If you have answered (d) to question 6.1.16, please type “NA”.
	

	6.1.18
	Does your organization have any outstanding or ongoing legal disputes that could prevent you from delivering a contract for us?
	Choose an item.
	6.1.19
	If you have answered “yes” to question 6.1.18, please provide brief details including dates.

If you did not answer “yes” to 6.1.18, please type “NA”.
	

	6.1.20
	It is a legal requirement that all companies hold Employer’s (Compulsory) Liability Insurance of £10 million as a minimum.  Please note this requirement is not applicable to Sole Traders.  Do you hold Employer’s (Compulsory) Liability Insurance of £10 million as a minimum?
	Choose an item.



	Reference
	Technical & Professional Ability (Delivery)
	Response

	7.1.1
	It is a funding requirement that your organization is registered with the Information Commissioner’s Office (ico.org.uk) for the processing of personal data for delivering education and training.  Do you hold this registration?

(a) Yes – we hold this registration;
(b) No – we do not hold this registration;
(c) Not applicable – my organization does not deliver education and training and will not do so in the future.
	Choose an item.
	7.1.2
	If you have selected “a” to question 7.1.1, please provide your ICO registration number.

Please type “NA” if this does not apply to your organization.
	

	7.1.3
	It is a requirement that all the provision we subcontract takes place in safe, healthy and supportive environments, which fully meet the needs of participants, including those participants who require additional support.  Where subcontracted activity takes place in an environment outside our direct control, we are required to ensure the health and safety of participants.  Can you confirm you have suitable policies and procedures in place?  As a minimum, this should include the following, policies compliant with current legislative requirements as applicable:  Health & Safety Policy; Safeguarding Policy; Equal Opportunities Policy; Quality Assurance Policy; Environmental Sustainability Policy.

(a) Yes
(b) No
(c) Not applicable – my organization does not deliver provision to participants and will not do so in the future.
	Choose an item.




	7.1.3.1
	Please provide a copy of your Health & Safety Policy.


	Choose an item.

	7.1.3.2
	Please provide a copy of your Safeguarding & Prevent Policy.


	Choose an item.

	7.1.3.3
	Please provide a copy of your Equal Opportunities Policy.


	Choose an item.

	7.1.3.4
	Please provide a copy of your Quality Assurance Policy.


	Choose an item.

	7.1.3.5
	Please provide a copy of your Environmental Sustainability Policy.


	Choose an item.

	7.1.4
	Is your organization currently under any sanctions from an awarding organization?

(a) Yes
(b) No
	Choose an item.
	7.1.5
	If you have answered “yes” to question 7.1.4, please provide the following information:

· The name of the awarding organization;
· The qualification, level and skills affected;
· Information on the sanction, including the reason for sanction;
· If the sanction has been lifted, please provide the date it was lifted;
· If your organization remains under sanction, please include the date the sanction was applied and how it impacts your ability to deliver a contract for education and training;

If there is more than one sanction, you need to provide the above information for each sanction.

If you did not answer “yes” to question 7.1.4, please type “NA”.
	

	7.1.6
	Has an awarding body identified significant irregularities resulting in action in the last 3 academic years in the award of a qualification?

(a) Yes
(b) No
	Choose an item.
	7.1.7
	If you have answered “yes” to question 7.1.6, please provide the following information:

· The name of the awarding organization;
· The qualification, level and skills affected;
· Information on the irregularities identified including an explanation;
· If this resulted in a sanction and it was lifted, please provide the date it was lifted;
· If this resulted in a sanction and it is outstanding, please include the date the sanction was applied and how it impacts your ability to deliver a contract for education and training;

If there is more than one irregularity, you need to provide the above information for each sanction.

If you did not answer “yes” to question 7.1.6, please type “NA”.
	

	7.1.8
	Has your organization’s awarding organization(s) approval(s) status been suspended or withdrawn within the last 3 academic years?

(a) Yes
(b) No
	Choose an item.
	7.1.9
	If you have answered “yes” to question 7.1.8, please provide the following information:

· The name of the awarding organization;
· The qualification, level and skills affected;
· Information on the suspension or withdrawal including an explanation;
· If this resulted in a sanction and it was lifted, please provide the date it was lifted;
· If this resulted in a sanction and it is outstanding, please include the date the sanction was applied and how it impacts your ability to deliver a contract for education and training;

If there is more than one irregularity, you need to provide the above information for each sanction.

If you did not answer “yes” to question 7.1.8, please type “NA”.
	




	Reference
	Capacity & Capability - Generic
	Response

	8.1.1
	Describe how you would performance manage your contract to ensure that you successfully deliver a contract with Petroc.  If you do not have a performance management framework, describe the steps you would take to implement one, and how it would work.
Your response must address/include the points below as a minimum:
· Describe the key indicators that you use to manage performance, how these would be applied and at what intervals;
· How you address underperformance;
· How you identify and mitigate against any risks that may affect the delivery of a contract.
(Max 2,000 characters)
	

	8.1.2
	Please identify from the list below the statement(s) that best describe how your quality assurance systems and processes are used to inform and underpin improvement in the delivery and management of your services OR the services you offer:

A – The quality assurance systems and processes used by the organization inform any decision made regarding our performance of programme management and delivery;
B – The quality assurance systems and processes used by the organization to measure the programme management and delivery performance are those recognised by the awarding of an appropriate British Standard (or equivalent);
C – The quality assurance systems and processes for the management and delivery of a funded programme are embedded into the organizations own quality systems;
D – Although the organization seeks to measure its programme management and delivery performance with the intention of improving as required, it does so outside of the rigour of formal quality assurance systems and processes;
E – The organization is in the process of adopting formal quality assurance and processes in order to measure where and how and, indeed, if its programme management and delivery performance require improvement;
F – The organization does not currently have nor intends to have formal quality assurance systems and processes in place in the foreseeable future.
	

	8.1.3
	Please identify from the list below the statement(s) that best describe how your quality assurance systems and processes are used to inform and underpin improvement in the delivery and management of your services OR the services you offer – from a user perspective:

A – Our quality assurance systems and processes require us to meet regularly with user forums as well as individuals in order to seek out when, where and how our performance from a programme management and delivery perspective can be improved;
B – Under the remit of the British Standard (or equivalent) Quality assurance systems we have adopted we are required to regularly carry out internal audits on all aspects of programme management and delivery and take appropriate corrective action which arises as a result;
C – Using our embedded continuous improvement process we are always seeking to challenge the methodology used and outcomes derived from our programme management and delivery performance particularly from a user’s perspective with a view to taking required steps to improve;
D – We regularly assess user’s performance and outcomes and any that fall below our accepted benchmarks are investigated to see if it is due to our programme management and delivery performance and any corrective action necessary is taken at the earliest convenient opportunity;
E – Although we do not currently have a formal quality assurance process in place, nevertheless, we have quarterly meetings to assess delivery performance and programme management with a view to introducing any required changes at the earliest opportunity;
F – Should we be successful in securing a subcontract, we will then introduce the requisite quality assurance system to ensure that from a user’s perspective, we can measure where, when and how improvements are required;
G – We do not feel it is necessary to have formal quality assurance systems in place, as we put the user’s needs first.
	

	8.1.4
	I/We understand that it is a condition of any contract that we ensure equality of opportunity is built into all aspects of our services, business planning processes and self-assessment processes.
	Choose an item.
	8.1.5
	I/We understand that it is a condition of any contract that we monitor equality and diversity data and review this information to inform future planning within our organization.
	Choose an item.
	8.1.6
	In order to receive funding from us, it is a funding requirement that your organization has all appropriate insurances.  Please indicate you fully understand this.
	Choose an item.
	8.1.7
	Does your organization currently have Matrix Standard accreditation?

A – Yes
B – No, but we will take the necessary steps to obtain Matrix Standard accreditation within the first six months of receiving a contract if one of the main objectives is to deliver information and advice.  If the information and advice is embedded as part of the delivery of provision, we will take the necessary steps to obtain Matrix Standard accreditation with the first twelve months of receiving contract;
C – No, we do not have intentions of achieving Matrix Standard accreditation.

Please refer to the following link for further information:
https://www.gov.uk/government/publications/sfa-the-matrix-standard
	Choose an item.
	8.1.8
	Do you have a Business Continuity Plan?  (We may ask for this document at a later stage of the procurement process)

A – we have a Business Continuity Plan and regularly review and test this;
B – We are in the process of developing a Business Continuity Plan which will be reviewed and tested;
C – We do not have a Business Continuity Plan and will not be developing one.
	Choose an item.

	8.1.9
	I/We declare that we are aware of our organization’s responsibilities under the Safeguarding Vulnerable Groups Act 2006 [and its succeeding legislation].  I/We are also aware of customer organizations’ responsibilities under the Safeguarding Vulnerable Groups Act 2006 [and its succeeding legislation] and will take all necessary steps to comply with this legislation.

A – Yes;
B – No;
C – Not applicable – I/We do not wish to deliver to the groups/individuals provided for under the Safeguarding Vulnerable Groups Act 2006 [and its succeeding legislation].
	Choose an item.
	8.1.10
	Please describe the geographical areas in which you are interested in delivering a contract.
	




	Reference
	Quality
	Response

	9.1.1
	Has your organization had a full inspection or re-inspection by Ofsted?

The Inspection must relate specifically to your organization; it does not include delivering as a subcontractor to an organization that has had an Ofsted Inspection and using their grade.

A – Yes, and I am currently a direct contract holder to the Education and Skills Funding Agency (ESFA), 
B – Yes, but I am not currently a direct contract holder to either the ESFA;
C – No.
	Choose an item.
	9.1.2
	If you have answered “A” or “B” to question 9.1.1, you must provide a link to your Ofsted inspection report, which will be listed on the Ofsted website:

http://reports.ofsted.gov.uk/

Please type “NA” if this question is not applicable.
	

	9.1.3
	Please indicate the grade that was awarded for ‘Quality of teaching, learning and assessment’ at your last full inspection or re-inspection.  If you do not have a grade under this category but were assessed prior to September 2012 and have a grade for ‘Quality of Provision’, please use this:

A) Grade 1 – Outstanding
B) Grade 2 – Good
C) Grade 3 – Requires Improvement (previously Satisfactory)
D) Grade 4 – Inadequate
E) Have not been inspected by Ofsted or not applicable
	Choose an item.
	9.1.4
	Please indicate the grade that was awarded for ‘Overall Effectiveness’ at your last full inspection or re-inspection:

A) Grade 1 – Outstanding
B) Grade 2 – Good
C) Grade 3 – Requires Improvement (previously Satisfactory)
D) Grade 4 – Inadequate
E) Have not been inspected by Ofsted or not applicable

NB If you have been awarded a Grade 4 for Overall Effectiveness, your organization may be placed on PSF (subject to satisfactory completion of all other sections of the PQQ), but is unlikely to be invited to tender at stage two until a minimum of Grade 3 has been achieved. 
	Choose an item.
	9.1.5
	Please indicate the grade that was awarded for ‘Leadership & Management’ at your last full inspection or re-inspection:

A) Grade 1 – Outstanding
B) Grade 2 – Good
C) Grade 3 – Requires Improvement (previously Satisfactory)
D) Grade 4 – Inadequate
E) Have not been inspected by Ofsted or not applicable
	Choose an item.



	Reference
	Information Technology
	Response

	10.1.1
	The question below is for organizations interested in the delivery of education and training as well as the delivery of information, advice and guidance:
	

	10.1.2
	Please select the option that best describes your organization’s readiness to meet the Skills Funding Agency’s data and information requirements.

A – Fully meet – ILR compliant MI system;
B – Fully meet – ILR Learner Entry Tool (please note this is only supported for up to 500 learners);
C – New to Agency-funded activity – will purchase ILR compliant MI system;
D – New to Agency-funded activity – will use ILR Learner Entry Tool (please note this is only supported for up to 500 learners)
E – Not applicable.
	Choose an item.
	10.1.3
	An ILR Learner Entry tool is available for download which supports returns for up to 500 learners.  This software is supplied free of charge to organizations who will submit ILR data to the Education Skills Funding Agency in the funding year 2024 to 2025 but who do not have access to a data management system.

You can download the ILR Learner Entry tool via the following site: Submit learner data (submit-learner-data.service.gov.uk)
	

	10.1.4
	If you have selected A, B or C for question 10.1.2, please state the name of your MI system.

If this question is not applicable to your organization, please type “NA”.
	




	Reference
	Delivery of Services
	Response

	11.1.1
	Please identify from the list provided all of the areas of activity in which you are interested in being considered for delivery:

(a) 16-18 Apprenticeships
(b) 19+ Apprenticeships
(c) 16-19 Funding
(d) Adult Skills Funding
(e) Community Learning
(f) ESOL
(g) 24+ Advanced Learning Loans
(h) Other;
(i) None of the above.
	

	11.1.2
	If you have answered “Other” to question 11.1.1 above, please provide brief details here:
	

	11.1.3
	In order to receive Education Skills Funding Agency funding from Petroc for the delivery of education and training services, it is a funding requirement that an organization has the required awarding organization (AO) status to deliver the qualifications they are contracted to deliver.  Please confirm that you understand that if your status changes and/or you are subject to any AO sanctions in the future you must inform us.
	Choose an item.
	11.1.4
	We will only contract with those organizations that have suitably qualified staff to deliver the services we have procured; this includes compliance to the relevant awarding organization and other authority requirements.  Can you confirm that you understand and accept this & provide an organizational chart including professional/commercial affiliations?

Please also provide supporting information regarding experience and track record including subcontracting approach past and present.
	Choose an item.



	Reference
	Declarations
	Response

	12.1.1
	I/We certify that the information within this questionnaire is accurate to the best of my knowledge and accept the conditions and undertakings requested in this questionnaire
	Choose an item.
	12.1.2
	I/We understand that Petroc may reject our submission if there is a failure to answer all relevant questions fully or if I/we provide false/misleading information.  It is understood that false information may result in exclusion from future exercises, may result in the withdrawal of any existing subcontracting agreement(s), and result in civil or criminal proceedings.
	Choose an item.
	12.1.3
	I/We understand that information cannot be amended or submitted in support of my application after any relevant deadlines.  I/We also accept that Petroc may at its sole discretion use information it already holds, obtains from Government Bodies or which is already in the public domain to validate part or all of any answer we have given in this submission.
	Choose an item.
	12.1.4
	I/We understand that any organization that directly or indirectly attempts to influence any member of staff or governor of Petroc may be disqualified from the procurement process and result in civil or criminal proceedings.  This also includes the influence of financial or legal advisors concerning the award of a contract to which this PQQ relates, or who engage in a corrupt practice involving a member of staff or governor of Petroc or their advisors.
	Choose an item.


	12.1.5
	I/We also understand that it is a criminal offence, punishable by imprisonment to give or offer any gift or consideration whatsoever as an inducement or reward to any servant of a public body, and that any such action will empower Petroc to cancel any contract currently in force and will result in my/our exclusion from this tendering exercise.
	Choose an item.



	Reference
	Authorisation of Submission
	Response

	13.1.1
	Please include the name and job title of the person named as authoriser.  This must be the Chief Executive, your Principal or the person who is authorised by your organization to sign the declarations on your behalf.
	

	13.1.2
	Due Diligence Questionnaire completed by:

Name;
Role in Organization;
Date.
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Due Diligence Questionnaire 2024/25






DUE DILIGENCE QUESTIONNAIRE FOR ***
(“the Organisation”)
For a potential subcontract of the provision of further education to the Organisation (the “proposed transaction”), please supply the following information to Kate Moore in respect of the Organisation. We suggest that you retain photocopies of the documents you send us.
Where the information to be supplied may constitute “personal data” or “sensitive personal data” pursuant to the Data Protection Act 2018 General Data Protection Regulation (GDPR), please ensure that, unless appropriate consent has been obtained from the data subject, the data is anonymised prior to its supply.
	1
	Your Organisation 

	1.1
	Please confirm your legal constitution:
	

	1.2
	Is your organisation incorporated under the Companies Act in the UK?  If so, please confirm the Company Registration Number and name (with Companies House).  If registered in another country please confirm the country & registration number.

Please provide your UK Provider Reference Number (UKPRN)
	

	1.3
	Is your organisation a registered charity? If so, please also provide the Registered Charity Number and name.
	

	1.4
	Is your organisation part of a group of companies?
	

	
	If yes, please supply a summary of the Organisation Group Structure (if applicable) showing parent & subsidiaries & any holdings/interests in other companies & businesses
	

	1.5
	Is your organisation a joint-venture company for the purpose of providing training provision?
	

	
	If yes, please detail the names & registration numbers for all relevant organisations in the joint venture.  If they are not incorporated through Companies House please provide their legal constitution – please note further details may be required.
	

	1.6
	Please confirm the number of employees/volunteers in your organisation:
	

	1.7
	Please confirm how many years actively trading, and if trading in a different name.
	

	1.8
	Please confirm that the Organisation has the power, capacity & capability to enter into the proposed transaction?
	

	1.9
	Please confirm your registration number with the Information Commissioner’s Office (ICO):
	

	1.10
	Are you approved for delivery on the Apprenticeship Provider and Assessment Register (APAR)
	

	
	If yes, please confirm status & start date:
	

	1.11
	Please confirm that there are no matters that could negatively affect the reputation of Petroc if it enters the proposed transaction with the Organisation?
	

	
	If yes, please provide details:

	


	

	2.
	Your Leaders & Managers

	2.1
	Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the UK of any of the offences:

a) Participation in a criminal organisation
b) Corruption
c) Fraud
d) Terrorist offences or offences linked to terrorist activities
e) Money laundering or terrorist financing
f) Child labour and other form of trafficking human beings
g) None of the above
	

	
	If you have confirmed anything please provide further supplementary information to confirm dates, a summary & any outstanding judgements or legal proceedings.
	

	2.2
	Please provide a management hierarchy/chart for the proposed delivery:
	

	2.3
	Please confirm the details of the staff within the following roles relating to the proposed delivery:
	

	
	Principal/CEO
	Name
	
	Position
	

	
	
	Time in role
	
	Who report to?
	

	
	
	Email
	
	Phone
	

	
	Senior Manager
	Name
	
	Position
	

	
	
	Time in role
	
	Who report to?
	

	
	
	Email
	
	Phone
	

	
	Operational /
Delivery Manager
	Name
	
	Position
	

	
	
	Email
	
	Phone
	

	
	Administration
	Name
	
	Position
	

	
	
	Email
	
	Phone
	

	
	Other Key Staff
	Name
	
	Position
	

	
	
	Email
	
	Phone
	

	2.4
	Conflicts of Interest

	
	Please confirm to the best of your knowledge and belief any actual, perceived or potential conflicts between private and/or business interests have been fully disclosed in this form with Petroc:


	
	

	3.
	Please supply a copy of the relevant policies/procedures relating to the following

	3.1
	Business Code of Ethics
	

	3.2
	Business Continuity Plan
	

	3.3
	Complaints Procedure
	

	3.4
	Data Protection 
	

	3.5
	Disciplinary & Grievance
	

	3.6
	Environmental / Sustainability
	

	3.7
	Equality / Equal Opportunities
	

	3.8
	Fraud Prevention
	

	3.9
	Health & Safety
	

	3.10
	Modern Slavery Act 2015 and Slavery & Human Trafficking Statement
	

	3.11
	Safeguarding including the PREVENT duty
	

	3.12
	Quality Assurance & Monitoring
	

	3.13
	Safer Recruitment 
	

	3.14
	Staff Code of Conduct 
Whistleblowing Policy 
	

	3.15
	In the last 5 years has your organisation been prosecuted under the Health & Safety legislation or been served prohibition or improvement notices by an Enforcing Agency such as the Health & Safety Executive?

	
	If yes, please provide details
	

	3.16
	Have you had any grievances or complaints made by learners and/or your employees (including volunteers) relating to a discrimination claim on the grounds of gender, race, disability, age, sexual orientation and religion or belief?

	
	If yes, please provide details
	



	4.
	Financial Health & Insurances

	4.1
	Please supply a copy of the last three years audited accounts in line with the ESFA Financial Health guidance below:
Financial health guidance for organisations contracting with or applying to ESFA - GOV.UK (www.gov.uk)
	

	4.2
	Please supply a copy of the management accounts (or equivalent records) since the end of the last accounting period.
	

	4.3
	Please confirm that the Organisation is solvent:
	

	4.4
	Please provide details of all mortgages, charges or other security documentation affecting the Organisation and copies of any documentation which may affect the transaction.
	

	4.5
	Please confirm the tax status of the Organisation.
	

	4.6
	Details of the financing arrangements of the Organisation including particulars of all overdrafts, loans and other indebtedness and facilities affecting the Organisation (this includes any liabilities which are relevant to the Organisation or the proposed transaction).
	

	4.7
	Details of all relevant grants, subsidies, payments or allowances taken out by or granted to the Organisation in relation to the proposed transaction (this includes any state or public sector funding including the ESFA).
	

	4.8
	Details of all third party rights in relation to the Organisation relevant to the proposed transaction.
	

	4.9
	Please supply a copy of the insurance arrangements for the Organisation relating to the proposed transaction - Employer Liability, Public Liability and Professional Indemnity.
	

	4.10
	Confirmation no resolution has been passed (or court has made an order) to wind up or liquidate the company, or administrators have been appointed or company accounts are overdue.
	

	4.11
	Confirmation provided by the subcontracting partner they are defined as high quality and low risk to public funds and confirm do not fall into any of the mandatory or discretionary exclusions (4 & 5 via the link below)?
https://www.gov.uk/government/publications/esfa-policy-on-funding-higher-risk-organisations-and-subcontractors/funding-higher-risk-organisations-and-subcontractors-policy
	


			
	5.
	Property

	5.1
	Confirmation that the Organisation owns all its own real property (and that there have been no environmental issues or hazards) which may affect the proposed transaction.
	



	6.
	Intellectual Property

	6.1
	Confirmation that the Organisation owns all intellectual property rights of its staff and employees which may affect the proposed transaction.
	



	7.
	Regulatory

	7.1
	Copies of all permits, authorities, registrations, licences, approvals and consents (whether granted by public or private authorities or otherwise) held by the Organisation and necessary to carry on both the Organisation or the proposed transaction.  Please list relevant items being provided below:
	

	
	
	



	8.
	Litigation

	8.1
	Please provide details of any of the following which is current, or which is known to be pending, threatened or possible in relation to the Organisation or the proposed transaction:
	

	
	any litigation or arbitration proceedings (whether as claimant or defendant) (this includes any ongoing grievances, disciplinary cases and existing or potential employment tribunal claims with any of the Organisation’s employees)
	

	
	any prosecution
	

	
	any investigation or inquiry by a governmental or official body
	



	9.
	Quality Assurance

	9.1
	Please provide details below of which awarding body & qualifications you plan to use within the proposed transaction:

	
	Award Body
	Qualification
	Learning Aim
	Claim Status

	
	
	
	
	

	
	
	
	
	

	9.2
	Please provide details below of any awarding body sanctions you have been issued: 

	
	Award Body
	Qualification
	Sanction
	Timescale

	
	
	
	
	

	
	
	
	
	

	9.3
	OFSTED

	
	Please enclose the latest copy of your SAR/QIP/quality improvement documents

	
	Date of last visit:
	Grade awarded:

	
	
	

	9.4
	Quality Certificates

	
	If you have any other quality accreditation please list and enclose a copy such as Matrix/STEM

	
	



	10.
	Other Contracts

	10.1
	Please provide details below of any other relevant contracts that you currently hold:

	
	Contract Party
	Contracted Provision
	Value
	Contract Dates

	
	
	
	
	

	
	
	
	
	

	10.2
	Have you had any contract from a public body for education & vocational training products and/or services withdrawn in the last three years?

	
	If yes, please provide details
	










	11.
	Delivery Staff

	11.1
	Please provide the following details for staff that are involved in the delivery of the contract identified above. Please provide CVs and certificates for each staff member.

	
	Name
	Position
	DBS Completed (date)
	Safeguarding Training including PREVENT  Completed (date)
	Qualifications Held

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	






	12.
	Declarations

	12.1
	I confirm that the information provided within this questionnaire is accurate to the best of my knowledge.
	

	12.2
	I confirm that the named staff in section 11 are in the direct employment of the organisation & subject to a contract of employment.
	

	12.3
	I confirm that the organisation makes necessary NI contributions & pays income tax on behalf of the named staff in section 11.
	

	12.4
	I understand that any contract entered into on the basis of this information will be terminated and any funds paid would be due back to Petroc should any information supplied be found to be inaccurate.
	

	12.5 
	I confirm ESFA funding will not be used to make bids, or claims from any European funding on our own behalf or on behalf of the ESFA or use ESFA funding as matching funding for ESF projects
	

	12.6
	I confirm our safeguarding policies and practices complies with all sections of the most up-to-date “Keeping Children Safe in Education Policy
	

	12.7 
	I confirm that all our staff at our setting have read the safeguarding policy and fully observe its expectations
	

	12.8 
	I confirm that our setting complies with the PREVENT duty and all staff have received training input around their responsibilities
	

	12.9
	I confirm no second level contracting will take place
	

	12.10
	I can confirm in line with the ESFA Safeguarding guidelines we do not use any financial allocation in any way to, knowingly or inadvertently fund extremist activities or ideologies
	

	12.1
1
	I confirm that I am duly authorised to confirm the information supplied in this questionnaire.
	

	
	Petroc will, as part of its due diligence checks seek assurances from those who we subcontract to that they have appropriate Safeguarding and child protection policies in place which will be inspected prior to any contract being agreed. We will need agreement with those we subcontract, will liaise with the Petroc Safeguarding team on matters relating to a child protection concern for any learner whether they are on our college roll or not. 

	

	
	Name
	

	
	Position
	

	
	Contact Number
	

	
	Email Address
	

	
	Signature
	




Summary of Documents to return:
· 1.4: Organisation Group Structure if relevant
· 2.2: Management Hierarchy/Chart
· 3 : Copies of all relevant policies
· 4.1: Audited Accounts for last three years
· 4.2: Latest Management Accounts
· 4.9: Insurance Policies
· 7: Copies of any relevant documents (permits/registrations/licences etc)
· 9.3: Copy of latest SAR/QIP
· 9.4: Copy of any relevant Quality Accreditations
11: Copies of Staff CVs &


















Appendix 2: Due Diligence Checklist

	Due Diligence Checklist 2024/2025

	
	
	
	

	Subcontractor:
	 

	Company Number:
	 

	Charity Number:
	 

	UKPRN:
	 

	Funding Stream:
	 

	
	
	
	

	Organisation Checks
	Status
	Links  / Actions
	Comments

	Has the Due Diligence Questionnaire been completed?
	 
	 
	 

	Legal constitution
	 
	
	 

	Organisation Structure Chart
	 
	 
	 

	Active on Companies House
	N/A - Charity
	 
	 

	Company Snapshot Report (Companies House)
	 
	 
	 

	Charity Snapshot Report (Charities Commission)
	 
	 
	 

	Are the statutory accounts overdue?
	No
	 
	 

	Are any listed directors disqualified?
	n/a
	 
	 

	Is there a resolution to wind up the company?
	n/a
	 
	 

	Are there any matters declared to be considered?
	n/a
	 
	 

	 
	
	
	 

	Are they listed on the UKLRP
	 
	 
	 

	Listed on APAR
	N/A
	 
	 

	Listed on ROTO
	N/A
	 
	 

	 
	
	
	 

	Have all Organisational Checks been completed & requirements met?
	FALSE
	Confirmed By
	 

	
	
	
	

	Insurances
	 
	 
	 

	Employer Liability Insurance (minimum cover £10 million)
	FALSE
	 
	 

	Public Liability Insurance (minimum cover £10 million)
	FALSE
	 
	 

	Professional Indemnity Insurance (minimum cover £5 million)
	FALSE
	 
	 

	Trustee Indemnity Insurance
	FALSE
	 
	 

	 
	
	
	 

	Have all insurance checks been completed & requirements met?
	FALSE
	Confirmed By
	 

	
	
	
	

	Policies (where policy not held or not sufficient must sign statement to comply with Petroc)
	 
	 

	Equality Act 2010
	FALSE
	 
	 

	Health & Safety
	FALSE
	 
	 

	Data Protection
	FALSE
	 
	 

	ICO Registered
	FALSE
	 
	 

	Environmental/Sustainability
	FALSE
	 
	 

	Safeguarding
	FALSE
	 
	 

	Prevent
	FALSE
	 
	  

	Quality Assurance and Monitoring
	FALSE
	 
	 

	Modern Slavery Act 2015 (Slavery & Human Trafficking Statement)
	FALSE
	 
	 

	Fraud Prevention
	FALSE
	 
	 

	Business Code of Ethics
	FALSE
	 
	 

	Disciplinary & Grievance
	FALSE
	 
	 

	Complaints Procedure
	FALSE
	 
	 

	Business Continuity
	FALSE
	 
	 

	Have all policies been checked & requirements met?
	FALSE
	Confirmed by
	 

	
	
	
	

	Financial
	 
	 
	 

	Full Audited Accounts
	FALSE
	 
	 

	Financial Health Rating / Credit Rating
	FALSE
	 
	 

	Latest Copy of Management Accounts
	FALSE
	 
	 

	 
	
	
	 

	Has the organisation met all Financial Health requirements?
	FALSE
	Confirmed by
	 

	
	
	
	

	Quality
	 
	 
	 

	Quality Assurance Policy / Procedures
	 
	 
	 

	Have they received an Ofsted Grade?
	Not applicable 
	 
	 

	Are they Matrix Accredited?
	Not applicable 
	 
	 

	Is there a Track Record for their delivery?
	 
	 
	 

	Do they have any Award Body Sanctions?
	Not applicable 
	 
	 

	Staffing Declaration provided
	 
	 
	 

	Copies of Staff CVs provided
	 
	 
	 

	 
	
	
	 

	Have all quality requirements been checked & met?
	FALSE
	Confirmed by
	 

	
	
	
	

	Has all due diligence been completed & approved?
	FALSE
	 
	 

	Is the Organisation approved to act as a subcontractor?
	 
	
	 

	Confirmed by:
	 
	
	 

	Date:
	 
	Confirmed by
	 



1 
 
1 
 

 
APPENDIX 3 – Observation forms
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Appendix 4 Performance Review Framework
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The subcontracting framework for Performance Management 
1. Introduction 
2. Performance Management: 
2.1 Lesson Observations (initial guidance, assessment and delivery of learning programmes, training/and or direct observation of assessment 
2.2 Lesson planning 
2.3 Awarding bodies standardisation 
2.4 Recording files/folders for quality assurance 
3. Quality contacts 
Quality@petroc.ac.uk - 
1
1. Introduction 
As Petroc is the lead provider with direct contractual and compliance obligations with ESFA, we have provided an overview of our expectations and performance management to ensure we identify internal and external processes to meet Petroc and external quality standards. This will require documentation to support the performance management throughout the delivery of the qualifications. 
Please refer to subcontracting standard (“the standard”) 
https://assets.publishing.service.gov.uk/government/uploads/system/uploa ds/attachment_data/file/1007581/subcontracting_standard_guidance.pdf 
2. Performance Management/Contract Management Plan 2.1 Lesson Observations 
As per our internal policy Learning and Teaching Observation/Coaching Policy under the Quality directive, lesson observations will be carried out to observe teaching and assessment. 
Please refer to our internal policy for further information regarding support and development of pedagogical practice. 
Scheduling of observations will be carried throughout the academic year. Two observations will be carried out for subcontractors, one announced and one unannounced. Petroc will require a list of the full timetables for all teaching staff to enable the scheduling to take place. Please note that support meetings will take place in addition to the observations if and when required. Any meetings held will be minuted and shared with the subcontractor providing actions if required and monitored internally to evaluate if further training for staff is required. 
Lesson observations may be conducted by the Faculty Manager or another senior member of staff from within the same industry/subject area, and/or the Director of Quality and Performance. 
The following criteria will be recorded on the subcontractors learning observation report form which will be shared with the staff member being 
2
observed. This provides constructive and supportive feedback with an action plan for improvement or actions for further training/CPD if required. 
The observation criteria to include evidence to be observed and recorded: 
● Observation of initial guidance to learners 
● Assessment and delivery of learning programmes in process ● Observation of learning (announced) 
● Observation of learning (unannounced observation) 
● Observation of scheme of works and lesson plans 
● Interviews with staff including feedback and training requirements if applicable to support their delivery and development of the courses ● Interviews with learners which will provide feedback on their experience of the course delivery to support any further action required for improvements 
2.2 Lesson planning 
Quality requirements for ensuring delivery of the qualification to include the following evidence at the beginning of the academic year: 
● Scheme of work and lesson plans 
● Qualifications of assessors delivering the courses to meet the quality standards internally and externally 
● Register of all students including their updated profile for disadvantaged students where adaptations may be appropriate 
2.3 Awarding bodies 
Where subcontractors are delivering qualifications with an award board, Petroc will be responsible for registering the students. All students should be enrolled on our Petroc systems with identification. Once students have been confirmed the exams department is responsible for updating the external award board with the registrations for the correct academic year. 
● All new qualifications will need to approved via our business development board to support the rationale for delivery (this should be submitted/discussed with the relevant Petroc Faculty Manager/Director for the area/industry required) 
● Subcontractor to provide the registers to the exam board at the beginning of the academic year 
3
● The quality department will provide information to the relevant internal departments of Petroc regarding course specification/links to the external bodies quality assurance 
● Petroc will require a list of all staff in relation to their role in delivery of the qualification before the start of the academic year. Staff will need to be qualified and comply with internal and external quality assurance. An internal lead IV will need to be identified along with the assessing team. 
● Petroc will be the contact for all external award boards for the qualifications being delivered. Communication will be provided from quality@petroc.ac.uk 
● External verification will be supported by the quality team regarding reviews/reports/actions. Quality will work with the relevant departments/subcontractors to provide support and follow up on any actions. 
● Additional coaching is available to all subcontractors to support the assessment process. If required, an action plan will be provided with clear outcomes of expectations and deadlines. 
● Standardisation meetings will take place with the lead internal verifier and assessors and minutes provided with actions 
2.4 Recording files/folders for quality assurance 
Continuous monitoring will take place throughout the academic year. A central filing system is in place to record and evaluate the quality of delivery. Quality review meetings (Performance Improvement Reviews - PIRs )are held internally each term and will capture the action points from minutes of meetings and the external exam boards. Any actions required will be shared with the subcontractors including the external exam report. Our central system for quality assurance includes: 
● Records of learners 
● All correspondence internal/external 
● Links to the relevant award boards covering quality 
assurance/specifications/forms 
● Minutes of meetings internally and externally 
● Standardisation meeting minutes 
● Risk assessment/recommendations 
● Action plans internal/external 
● Organisational charts for verification purposes 
● Improvement action plans to evidence activities relating to wider government initiatives, for example, on sustainability, LSE disability employment issues, use of SMEs (Small and Medium Sized Enterprises) and BMEs (Black Minority Ethnic suppliers).
4
● Documented review meetings 
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Subcontractor Contingency Plan – 2024/2025

In the event that Petroc needs to withdraw from the subcontract arrangement, the subcontractor withdraws from the arrangement, or the subcontractor goes into liquidation or administration, the steps that Petroc will undertake to ensure provision is made to preserve the continuity of the provision & learners involved are able to complete their qualifications the contingency plan below outlines how we will seek to continue the provision - in order of priority:

1. To seek to deliver the provision directly

2. To seek to deliver the provision through an existing subcontracting arrangement

3. To seek to deliver the provision through a new subcontracting arrangement

4. To seek an alternative provider to transfer the provision to

The steps to outline the & manage the implementation of the contingency plan are as follows:

	Action
	Responsibility

	Review Specific Learner Progress 
	Assistant Principal

	Identify the necessary staff to form a Contingency Implementation Group (CIG)
	Subcontractor Management Group (SMG)

	Consider the contingencies outlined above & identify appropriate route
	Contingency Implementation Group

	Develop suitable action plan with clear timescales for contingency implementation
	Contingency Implementation Group

	Inform & communicate with learners &/ employers
	Contingency Implementation Group

	Inform Funding Agency of the change to the subcontracting arrangement
	Principal/CEO



The Subcontractor Management Group and Contingency Implementation Group **:
· Vice Principal, Finance, Resources & External Affairs
· Head of Data & Funding
· Director of Quality Improvement & Assurance
· Director of Finance
· Apprenticeship Admin Manager
· Head of Business Development
· Quality Coordinator - Assurance
** Deputy Principal Education and Learners, Principal, Assistant Principal, Faculty Manager and Curriculum lead  – would join where required.


Appendix 6 ESFA Guidance on Sub-Contracting 
 
 
1.1 The College is obliged to provide the Services to the ESFA in accordance with the Funding Requirements.  The Subcontractor shall therefore deliver the Services to the College as the College’s Subcontractor and in accordance with the latest versions of the Funding Requirements:  
1.1.1 	The ESFA’s:  
(a) Subcontracting rules (2024-25)16-19, Adult Skills Funding 
https://www.gov.uk/government/publications/subcontractingfunding-rules-for-esfa-funded-post-16-funding-excludingapprenticeships/subcontracting-funding-rules-for-esfa-fundedpost-16-funding-excluding-apprenticeships 
(b) Apprenticeship funding and performance-management rules for training providers Aug 2024 – July 2025 
Apprenticeship funding rules 2024 to 2025 (publishing.service.gov.uk)
(c) Adult Skills Budget: Funding and Performance management rules, For the 2024-2025 funding year 
Adult skills fund: funding rules 2024 to 2025 - GOV.UK (www.gov.uk)
 
(d) ESFA Subcontracting controls; 		                                            Assurance_reviews_of_the_subcontracting_standard_for_post-16_providers.pdf (publishing.service.gov.uk)
			                           ESFA financial health assessment - GOV.UK (www.gov.uk)             
Subcontracting post-16 education and training for the first time - GOV.UK (www.gov.uk)
Funding higher risk organisations and subcontractors policy - GOV.UK (www.gov.uk)










































Appendix 7 Enrolment form/Learning Agreement
 
College Enrolment form 2045/25
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staf members.In ne with ourGuty o safeguard our communty, e require ll appicants t disclose any ciminal comvictions.
o ongoing polce nvestigatons during the sppication process.

1fyou have not yet discussed this matter during yourinteview, o f new nformation has aisensince your interview, please
ez out 10 ur Ssfequaraing Team at D271 852570 or 3 comfentialdScussion It & mperatve hat you provide e nfr-
[ mation 2 cary as possble 10 id i creating a supportive leaming environment talored t your nesds.

Please understand that this isciosure s ot ntende o pravent potenia earers fom accessing education but s 3 necessary.
step o ensure that we can provide appropriae support and maintain a safe educational environment fo everyone. Non.-
isCiosure ofrelevant nformation may 3ct your placement and our Sty 1o provide necessary Support Sfectvely.

PRIVACY NOTICE 202472025
4 Petoc e do i e can o resectyour rigis o iy and e retecion of your persenal formaten. G

1 informmation we use and where we get tfrom
We collect and proces vaniaws tpes of personal information. Mozt o the informtion will have been provided by you.

o e e your nformation.
We wil oy use your nformation where t s necessary for us to lawfully cary out our business activies.

 shasing yous information ouside petrac
We kegp your information confidental and willanly share your information fr the purposes mentioned in our privacy

secusy
Ve are committed to ensuring that your informstion i secure with us and vith the third parties who act on our behlf

st 1ong we willkeen your information
We wil ony keep your personal information fo a5 long 25 we need i after which it will bs securely destroyed.

For further information, incuding your rights,please read our fulprivacy notice at:

ntos/fww petroc.ac ik about the-collegelstatutory-documentation/privacy-otice:

Other retevant ik include:

Ecucation and Skills Funding Agency (ESFA) Privacy Notice: Explains what learner personal data is collected by the.
Department forEducation, through the Education and Skils Funding Agency, and how it s handied.

o/ govukigovernment/publicationsjesta-privacy-notice

Learning Records Service LR Pivacy Notice: Explains o learners how thlr qualfication data s used.
o/ govukigovernmentpublications/irs-privacy-notices

'NORTH DEVON CAMPUS - Old Sticklepath Hil Barnstaple, EX31 28Q. Tel: 01271 345291,
TIVERTON CAMPUS - Bolham Road, Tiverton, EXI6 65H. Tel: 01884 235200.

‘Website: i petro sc.uk.
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|
Date/ Time: Course Code/level:
Department/Faculty:
bservation type e face to face, digital video.: announced visit with review of aspects of
planning/assessment.
No of students present
Observer: (with lanyard): 0

Focus area for improvement - what area of my practice would I ike to develop and receive

feedback on:

Reflection; Feedback:

Key strengths, which relate to teacher's area of focus with impact on learming (to be reviewed
during the annual appraisal process)

Suggested pedagogical development with impact on learning/actions to be taken/CPD to attend
(o be reviewed at agreed inervals and at annual appraisal).
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PETROC Learning Observation Report 2024-25 subcontractng

e

Date/ Time: Course Code/level: Entry / pre-entry | ORServes

Department/Faculty:

Observation type e.g. unseen, video... In-person.

No of students present
Observer: Moderator: (with lanyard):

Ker:
Learner's knowledge/skill development (K)
Learner's challengeteach to the top and scaffold ()
Learner's attitudes to learning (A)

Description of session:

8.4:2: Involve direct observation of initial guidance, assessment and delivery of learning
~BEOETAmIES, training and/or direct observation of assessment

Observe team giving initial guidance to their learners on the suitability of the course and their
eligibility for this:
Scheme of work? Lesson Plans?

Are there assessors in place - who are the teams assessing? Are they moderating each others
marking with feedback?

Can we check assessing qualifications? Working toward,

Key strengths observed, which relate to teacher’s pedagogical practice (to be reviewed during the
‘annual appraisal process):

Suggested pedagogical development/ CPD to aftend (co bs eviewsd vithin  weeks s atmmual.
sppraieal).
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