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LAUNCH FEBRUARY 2010
Welcome to The Learning Trust’s Adult Learning Services ACL Commissioning Tender!

We now need you to complete the attached documents. The pages which follow are very important and should be read carefully prior to you completing the submission.
Guidance Notes for Completion

1.  Please ensure that you read this document very carefully and answer all questions fully.  An incomplete application may result in your application being rejected. 

2.  Your response must adopt the same format as given below.

3.  Your response should be submitted to The Learning Trust either in wholly paper form or wholly in electronic* form.  Please note, when submitting electronically, we will also require one soft copy on a CD.  For tenders sent in paper form, a copy of your application’s finance section is required electronically.   If you wish to submit your tender electronically but you feel this may prove difficult for you, the Trust may be able to make available facilities to allow you to complete the form using the Trust’s offices and computers (please let us know at your earliest convenience if you will need this facility).  *We strongly encourage ALL applications to be submitted electronically. The complete tender pack is available electronically.  You can either request a copy by sending an email to andy.mills@learningtrust.co.uk or you can download it from our website at: www.learningtrust.co.uk (go to the Adult Learning section and click on Applying to be

a contracted provider under Adult and Community Learning).

4.  The Tender response documentation whether sent in paper form or electronically is to arrive at the address/e-mail address below by midday on the closing date indicated in the timetable below (2010), for the attention of: -

Contact/s:
Andy Mills
Department:
Supplier Relations


Address:
The Learning Trust, Hackney & Technology Learning Centre, 1 Reading Lane, London, E8 1GQ

Telephone:
020 8820 7117
Fax:
020 8820 7001

E-mail:                 Andy.Mills@learningtrust.co.uk
Please feel free to contact Andy Mills if you have any questions relating to this process

Please ensure that you mark the envelope or entitle your e-mailed submission with “Adult Learning Services Tender Submission 2010/11”
Important Notice: It is the responsibility of the applicant to ensure that the completed application arrives at the given address by the stated deadline.  The Learning Trust accepts no responsibility for applications that do not arrive (for example, if they are ‘lost in the post’ or if the e-mail address is typed incorrectly). 

Disclaimer:  This Application is not a contract or an offer to enter into a contract but a request for a proposal for the provision of such services as are outlined within.  Following consideration of a correctly completed application and the submission of any subsequent clarifications requested by The Learning Trust, The Learning Trust may enter into a contract with the Provider.   The decision to award or not to award a contract to a Provider is made at the sole discretion of The Learning Trust, whose decision is final.
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PART 1: INFORMATION FOR APPLICANTS

Introduction
The Learning Trust and ALS are running only one round of applications for funding from September 2010– July 2011.  All providers wishing to apply for funding for this period must apply in this round (Spring Term 2010).  Should your application be successful, ALS and The Learning Trust will place your organisation on a list of preferred suppliers.  You will then potentially be offered courses based on the costings/details provided.  However, there is no guarantee that ALS/TLT will approach you to deliver the course(s) applied for.  
The Learning Trust is looking to purchase services that can then be offered as best value/affordable and of the highest quality.

1. What Timescales should I expect?
The process will be undertaken according to the following timetable:

	Action
	Date to be completed by

	Deadline for return of ALS Invitation to Tender “Response”
	Monday 15th March 2010 @ 12 noon

	Award Decision
	17th May 2010 onwards

	Contract Award Date
	21st June 2010 onwards

	Implementation
	1st September 2010

	Contract End Date
	16th July 2011


Please note: Courses will not be able to commence until the implementation visit outlined in the ‘When will I be paid?’ section has been undertaken by ALS Quality Assurance and Supplier Relations Team.  

2.  What terms do I need to understand to complete this document?

PCDL:  Personal and Community Development Learning

ALS: Adult Learning Service

Community Group: any provision that offers multiple facilities, public amenities and extends training or learning opportunities to individuals from the immediate area or a particular ethnic minority group in order to improve people’s quality of life and build stronger communities

Course:   A unit of work or studies supported by a curriculum

CRB check: Criminal Records Bureau check

ESOL: English for Speakers of Other Languages

IAG: Information Advice and Guidance

Learner: Any Adult aged 19+ years, or 18+ years in the case of those with mental health difficulties, 90% of whom are resident in the London Borough of Hackney
LSC: Learning and Skills Council

EMET:  External Monitoring Evaluation Team
Programme:  The suite of courses offered by the Service Provider, and or the overarching ACL strategy of the Service Provider

3.  What is the role of The Learning Trust’s ALS department?

The Adult Learning Service aims to ensure that adult residents in Hackney can access a good range of courses and learning opportunities to increase their skill levels, improve employment prospects and enhance their quality of life.

The key priorities for TLT’s Adult Learning Service are:

· To widen participation and increase accessibility to quality teaching and learning in Hackney through a broad curriculum, particularly for under represented and disengaged groups, raising achievement levels and helping adults to gain recognised qualifications

· To raise achievement levels and help adults to gain recognised qualifications

· To raise basic skills levels and widen access to ESOL provision.

4.  What sections of the community does ALS wish to target in this tender?

There are several areas of the community that ALS wishes to target their training courses to, including: 

· Adults with low or no qualifications

· Adults for whom English is a second language

· Adults aged 50+

· Adults with disabilities or learning difficulties

· Adults from ethnic minority communities, specifically Turkish or Kurdish communities

· Refugees and asylum seekers

· Ex-offenders

Providers need to ensure that they are targeting one or more of these groups.  Target groups should be listed against the specific courses in Part II Section F – Your Response.  

5.  What type of Providers will the Trust fund?

We have following principle criteria for providers:

· Providers must be based in, or have facilities within or be able to establish facilities within the London Borough of Hackney.

· Providers may be from either the voluntary or for-profit sectors, however providers will, in all cases, need to demonstrate that the service they can offer demonstrates value for money.

· Providers will need to show that they can offer a high quality, results led service to Hackney learners. 

· Providers must meet the criteria outlined in this tender

6.  What Courses are the Trust looking to fund through this process?

In addition to the targeted groups, we wish to focus on certain key course types.  Please refer to the ALS Scoping Document   2010 –11 attached to this tender - see Appendix 1.  Service Providers are invited to submit applications to The Learning Trust for funding to deliver Adult Learning courses that meet the outlined requirements in the ALS Scoping Document 2010- 11.  This list is not exhaustive and ALS will consider courses outside of this, providing they represent value for money and meet the criteria listed in Section 8.

7.  How can courses be delivered?

You will be asked to stipulate which type of provision you are bidding for in Part II, Section F4.  Course providers may wish to bid for partial provision if ALS or the Service Provider feels the provider is not going to be able to meet the minimum requirements.  

	
	Teaching
	Location/Venue
	Advertising

	Full service Provision
	Service Provider
	Service Provider
	Service Provider

	Partial Provision
	TLT
	Service Provider
	Service Provider


The Learning Trust reserves the right, at any time during the contract period, to place one of their own qualified tutors into any course running on a full service provision, where quality assessments deem the teaching standard to be below acceptable.  Where this is necessary The Learning Trust will charge the provider, at the rate per hour awarded in your original contract, in order to cover costs.  

8.  How will The Learning Trust evaluate your service provision?

All responses will be evaluated on the basis of the information contained within the response document.

The criteria to be used in evaluating your application are outlined below.  You are strongly advised to take note of these criteria in completing your response. 

	Criteria

	Overall completion and quality of the application

	Does the programme support the published ACL Scoping Document

	Suitability of course/training programme

	Geographical location

	Named co-ordinator for developing and monitoring the programme

	Quality of teaching staff and/or prepared for TLT to provide own tutors

	Evidence of outreach work which attracts and involves hard to reach learners and underachieving groups

	Suitable accommodation for adult learning

	Commitment to attending meetings and training sessions

	Clear Progression Routes for Adults

	Commitment to supplying essential compliance, monitoring and evaluation documents

	Maintaining clear records of expenditure, which are available for scrutiny by the Trust’s Contract Management Team or relevant funding bodies on request

	Clear value for money


All responses will be evaluated on the basis of the information contained within the response document. Once tenders are submitted all applications will be assessed by a panel of Adult Learning Service Staff & Supplier Relations Team Members. The ALS members of the panel will be drawn upon from a number of different areas that make up ALS as a whole including Adult & Community Learning & Family Learning. 
The criteria to be used in evaluating your tender application are outlined below. 

Help for you to achieve the best results:
· Each question has a designated named contact person detailed in the right hand margin who can help explain how to answer it. You will be able to contact this person between the 15th February – 15th March 2010 (upto the deadline of 12 noon for submission of your tender).
9.  Is it my responsibility to advertise and promote my courses?

Not on your own.  You are required to work with the Adult Learning Service to inform and update their database with correct information about your courses and activities.  The Trust will then ensure that suitable students are made aware of your course.  

In addition to this you are advised to undertake your own advertising and marketing to ensure that a wide range of people in your own community or local area are aware of your courses.  You need also to be willing to participate in national events, such as Adult Learners’ Week.
The Trust will allocate a small amount of money to support marketing if this forms part of your bid.

10.  Where should I deliver my course?

This is the location where you are intending to deliver the course.  Please note that a safe and healthy environment is essential for effective teaching, training and learning.  Service Providers need to ensure there is suitable accommodation for adult learners.  This includes 

· Providing tables and chairs suitable for adult learners, allowing space for all to be able to spread books and papers.
· Learning may be delivered for example, through workshops or as community based activities. 

· Depending on the nature of the course, items such as television and video/DVD recorder, OHP, laminator, computer, are also extremely helpful in enhancing the quality of teaching and learning.

· Electrical apparatus must be safe and within legal requirements.
· Toilets must be clean, accessible, well lit and ventilated.

· Hot and cold running water must be available

· Room temperature must be able to be controlled to ensure conditions that are conducive to learning, i.e. warm in winter, cool in summer.

· Access ways must be clear and exits clearly marked

· Classrooms must be big enough for 8 - 15 learners – learners should not be cramped and must have adequate room to work and participate. 

· There must be whiteboard/blackboards on one or more walls and basic classroom resources in place

Service Providers are responsible for ensuring that the venue meets all legislative requirements, including those outlined in HSE, Environmental Health and Disability Discrimination legislation. If your location does not meet these requirements you may be in breach of contract. Please feel free to contact us for any further information on this matter.  For “new” providers to the programme, a venue compliancy check will be carried out by officers of the Trust’s Supplier Relations team.
Please note: Should the venue not meet the standards required (for example, if there is not enough space) The Learning Trust will reserve the right to withdraw any offer.  
11.  What qualifications must my tutors have?

Providers must ensure that qualified staff deliver the courses and that they are recruited and managed through appropriate employment policy and procedures. The Learning Trust expects Course Providers to deliver a high quality of teaching to its learners.  Tutors are required to meet the minimum qualification requirements.  These should be stated in Part II – Your Response, Section F6.

For specific details of teaching qualifications – see Guidance as detailed in Part II Section F6 – Your Response
All adults that are working with individuals with severe disabilities must also have the appropriate Criminal Records Bureau (CRB) checks to an enhanced level .
12.  How long does my course need to be?

See Guidance as detailed in Part II Section F2 – Your Response
13.  What sizes should my classes be?

See Guidance as detailed in Part II Section F3 – Your Response.

14.  Should I be reviewing the progress of my learners?

Yes.  You will be required to operate an effective system of review (including ILP’s, learners’ feedback and classroom observation, with evidence of these observations) providing, to the Trust, the information and documents when requested.

The Project Manager and Tutors must be willing to consult the guidelines documented in the Providers’ Handbook (which will be provided upon contract award).

15.  How will my contract be monitored?

If your bid is successful you will be required by ALS and The Learning Trust to meet certain standards that will form part of a continuous cycle of monitoring and evaluation.  There will also need to be a commitment from the Project Manager and Tutors to attending Induction, Training, Professional Development Opportunities and other appropriate Contract Management meetings. 

Monitoring and evaluation will form a critical part of the agreement.  Failure to comply with the monitoring and evaluation requirements will be seen as a contract breech and may result in the delay of payments or termination of contract.

For the ALS programmes to succeed the Service Provider must work closely with both the Adult Learning Service and Supplier Relations team at the Trust.  The Trust requires a Service Provider who will offer innovative support solutions whilst working to the Trust’s agenda.  The Learning Trust reserves the right to audit service providers at any time, without notice, to ensure that all elements of the services are meeting agreed requirements and standards. 

By applying for the funding you confirm that you will allow Trust Staff access to relevant documentation regarding spending of funding and service provision, and allow Trust staff on site to view teaching, learning and associated activities, when requested.  The Trust will undertake annually at least 3 Quality Assurance /ALS Contract Management visits during the period of the contract.  

The Trust also reserves the right to request an increase in learner numbers at the agreement of the provider, accompanied by a pro rata increase in funding.  

16.  What terms and conditions will apply to any contract awarded?

The terms and conditions that will apply to this contract are attached to this document for your review - see Appendix 2.
17.  When will I be paid?
Pre contract requirements
Following an initial assessment of the application submitted there will be a short-listing process.  Short-listed applicants will be visited by the ALS Quality Assurance team.  At this visit the premises will be inspected for suitability and applicants will need to provide:

· Tutors CVs and qualifications

· 1st Term Timetable

· Sample Scheme/s of Work (SOW) & Sample Lesson Plans (LP) associated with the course programmes applied for

· Suitable room & resources

· Centre Accredited evidence

· Risk assessments and CRB’s

*Once these pre contract requirements have been met a Contract may be issued for signature.

Payments

Annually, upto four payments will be made during the period of the contract.  These will be dependent on providing information and documentation as set out below.  This process will be monitored by the ALS Quality Assurance Team, in conjunction with the Trust’s Supplier Relations Team.  Please note, this payment schedule may be revised dependent on the length of the course you intend to offer and can be finalised prior to signing of the contract.  For example: this may mean collapsing payments into 2 or 3 amounts, however the Trust will always retain a percentage of the final payment for any outstanding information or documentation.  

Each payment represents a maximum value.  That is, if you exceed the targets stated you will not receive more money for that payment period.  Rather, the achievement will be rolled in to the next payment period.  
Payment TERMS

Subject to the provisions of the Agreement, Fees will be paid in the instalment amounts and on the dates stated below:
	Payment stage
	% of total contract value
	Payment  amount 
	Trust P/O No.
	Invoice date
	Payment date (within 30 days of invoice date)
	Contractor’s outputs upon which payment is conditional
	Required evidence of Contractor’s outputs

	1st
	   20%
	£XX,XXX
	00000
	17/09/10
	16/10/10
	(i)  Contract managers, co-ordinators and tutors attend full one-day Induction workshop organised by the Trust and held at The Learning Trust’s office.

(ii) Full Schemes of Work for each course

(iii) Sample Lesson Plans for each course

(iv) Full course timetable

(v) Full course information

(vi) Qualified tutor(s)


	(i) Attendance register for Induction workshops

(ii) Full Schemes of Work available for QA inspection & submitted 

(iii) Sample Lesson Plan available for QA inspection & submitted

(iv) Full course timetable completed and submitted

(v) Course details form completed and submitted

(vi) Tutor’s CV & teaching certificates

(vii) Provide copies of all marketing and publicity materials used by the Contractor for courses including LSC logos

	2nd
	   20%
	£XX,XXX

	00000
	17/11/10
	16/12/10
	At least 30% of total annual contracted learners enrolled on the programme

At least 80% Retention for all  Learners enrolled.


	(i) Enrolment forms for every Learner on the course(s)

(ii) Monthly update of course Register(s)

(iii)Initial Assessment (& Diagnostics Assessment) carried out

(iv) Individual Learning Plans for every Learner on non-accredited course(s) and sample of Learners’ work. Sample ILPs for accredited courses

 (v)Learners End of Course Surveys (for any completed courses)

(vi)Copies of Learners’ Certificates – (for accredited courses) or status confirmation from examination body

(vii) Specific scheme of work for each Course

(viii) Completed registers for completed Courses 

	3rd
	    30%
	£XX,XXX

	00000
	17/03/11
	15/04/11
	At least 70% of total annual contracted Learners enrolled

At least 80% Retention for all Learners  enrolled.
	(i)Enrolment forms for every Learner on the Course(s)

(ii)Monthly update of course Register(s)

(iii)  Initial Assessment (& Diagnostics Assessment) carried out

(iv) Updated Individual Learning Plans for every learner on non-accredited course(s) and sample of Learners’ work. Sample ILPs for accredited courses

 (v)Learners End of Course Surveys (for all completed courses).

(vi)Copies of Learners’ Certificates – (for accredited courses) or status confirmation from examination body

	4th
	    30%
	£XX,XXX
	00000
	17/07/11
	15/08/11
	Recruitment of 100% of contractual target .

Achievement Rate of at least 80%.

At least 80% Retention for all Learners enrolled.

Completed Self Assessment Review

Provision of any outstanding information or documentation.

If Recruitment, Achievement and Retention are below the target stipulated, the final payment policy may apply.  This is calculated as follows:  % of Recruitment target minus (Achievement Rate x rate for Retention divided by the target rate of 100%)
	(i)New enrolment forms for every Learner on the course(s)

(ii)Monthly updated Register and final completed Register(s)

(iii)Any new Initial Assessment (& Diagnostics Assessment) carried out

(iv)Individual Learning Plans for every Learner on non-accredited course(s) and sample of Learners’ work. (v)Updated sample ILPs for accredited courses showing reviews and final progression

(vi)Learners’ End of Course Survey (for all completed Courses)

 (vii)Copies of Learners’ Certificates – (for accredited courses) or status confirmation from examination body

(viii)Self Assessment Report submitted for learning provision

(ix) Final registers for all completed Courses




TOTAL CONTRACT VALUE (FEES) £XX,XXX.XX
**Invoices submitted without a PO Number as a reference will not be paid
18.  Where do you go if you have questions or concerns about this process?

This application process is being managed on behalf of ALS by the Trust’s Supplier Relations Team.  

If you have any queries or questions relating to this application process then please do not hesitate to contact Andy Mills using the contact details as seen on page 2. 

To ensure all suppliers are treated fairly and ethically, all communications regarding this tender must be directed to Andy Mills, unless otherwise authorised.  Failure to comply with this may result in disqualification from the process.

Any attempt to approach members of the Trust other than the nominated contact below will be regarded as a breach of the terms of the tender process and may lead to exclusion from consideration.
19.  What are your rights and duties around confidentiality in completing this application form?

All information contained in the Tender is the property of and is confidential to The Learning Trust. All information and rights to the information shall be held in confidence by the Service Provider.  By its receiving and using this document, the recipient (potential Service Provider) agrees to these conditions and will protect the document and the information it contains from loss, theft and misuse.

Information contained in this document may only be disclosed to the employees of the Service Provider who have a need to know for the preparation of the tender response and where, prior to disclosure. 

The Service Provider’s response will be held in the strictest confidence, and all decisions regarding the selection of a supplier and all negotiations will be final and confidential.

20. Feedback: 
If your setting is not successful in securing a contract with us, we will be more than willing to advise where your application failed and the reasoning behind our decision.  You will be asked to make an appointment and come to The Learning Trust offices for the meeting to review your application.




The Learning Trust was established in 2002 at the direction of the Secretary of State for Education and Skills.  Operating under a 10 year agreement with the London Borough of Hackney, it manages the entire education service on behalf of the Borough.  The Learning Trust is the first private sector, not for profit organisation to run a council’s complete education service.  It delivers education services to adult learners and over 27,000 pupils in more than 70 schools, nurseries and play centres across the Borough.  





More information on the work of The Learning Trust can be found on their website at �HYPERLINK "http://www.learningtrust.co.uk"�www.learningtrust.co.uk�























K:\Supplier relations\Category Areas\ACL FL SUPP SCHOOLS T2G PBP\10-11 ALS COMMISSIONING\10-11 ALS COMMISSIONING\ACL TENDER PACK 2010-11\Final Docs In Word 2003 Format / ALS Commissioning Tender Part 1 








page 1 of 17

