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I n e e d The Learning Trust's
Procurement Process
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PART II: YOUR RESPONSE














	If you are applying for funding for more than one Adult Learning Service Course or for courses across different ALS subjects, you only need to complete sections A – E once.

	Remember that an incomplete application may not be considered.


	
	Sections F & G must be completed for each application unique course



	You are only required to return Part II – Your Response as your application submission



Section A: GENERAL INFORMATION

     Your response:

 





                                                Guidance:   
	A1
	Name of organisation:

	Contact Andy Mills of the Supplier Relations Team on 020 8820 7117 if you require clarification of any Section A questions

	
	
	Your registered organisation name and/or your trading name associated whit this application. (please note we check this against official Statutory Companies House registered details).



	A2
	Company VAT 

Registration No:


	Your organisations official VAT No. is required for invoicing purposes and should also feature on official audited accounts of the organisation.

	A3
	Address:


	This should be the main HQ and postal address of the organisation but could be different from the organisation’s registered address.

	A4


	Is this your registered office?         ___Yes
___No

If no, please provider registered office address if different from above:


	As A3 if different from main HQ & Postal address.  The registered address should correspond with the Companies House registered details.

	A5
	Telephone No:
	The main point of contact into the organisation as detailed in A1.

	A6
	Name and position in organisation of person dealing with this bid:


	We require the name of the principal person making the application to ensure there is appropriate capacity to engage in a contract.

	A7
	Contact Details:

Address:

Telephone/Fax no:

Mobile:

E-Mail:


	The principal person making the application is required to provide their contact details here. This is to facilitate easy communication during & after the tender process.

	A8
	Give the full name and address of every Director or Partner and the Company Secretary: (if necessary use additional sheets, clearly marking question number A8):

	We require this detail as we check thoroughly as part of our compliancy checks.  The names here will also be compared to the organisations financial records and Companies House registered Directors details.


	A9
	Please also supply an organisational chart of your organisation that clearly indicates where the above named individuals are placed. please attach chart details and mark clearly question A9).

	We need to understand your organisation’s structure and staff roles and responsibilities, to ensure appropriate capacity for the awarding of a contract.


	A10
	Please state names of any companies or organisations with which the bidding organisation is connected by way of group or holding companies or subsidiaries:


	We require this detail as part of our compliancy checks to ensure all connections to other possible bidding organisations are stated and recorded. This is to ensure there is no double funding & public money is used appropriately.

	A11
	What type of service does your organisation provide:


	Some organisations bid for ALS funds that may fall outside of their normal trading operations, & we need confirmation of operational ability.

	A12
	Is the organisation registered with any official bodies?:(If yes, please attach details and mark clearly question A12).

	This relates to any Quality Assurance or statutory government bodies associated with your organisations business sector.


	A13
	Have any of the Directors, Partners or Associates been involved in any company that has been liquidated or gone into receivership? (If yes, please attach details and mark clearly question A13).

	This is for compliancy checks around suitability of your employees and ability to trade.

	A14
	Are or have any of the Directors/Partners/Proprietors/Associates or their relative(s) been employees of the Trust or are any of their relatives or close friends employees of the Trust?   If so, please state name, position and relationship. (Please note that failure to disclose this information may constitute a material breach of contract - see also Section L “Declaration”).

	This is for compliancy checks to establish if any individuals at your organisation are connected to employees or have worked at The Learning Trust. This will not necessarily disqualify you but any omission will.

	A15
	Is your company registered under the Data Protection Act 1998? 
                                                      ___YES       ___NO

If so, what is your DPA registration number:


	This is a statutory standard required by the Learning Trust & therefore of all contractors.

	A16
	Does your company or individual directors hold membership of any professional body?  If so, please supply details (If necessary please attach additional sheets, clearly marking question number A16.)

	This relates to any trade or professional bodies associated with organisations business sector, as it affects compliancy.


	A17
	Has your company received any certificates or awards from any recognised body?

                                                       ___YES       ___NO

If so, please supply details and copies of certificates (If necessary please attach additional sheets, clearly marking question number A17.)

	As with A12 & A16 Guidance above.



Section B: INSURANCE COMPLIANCY













     Your response:

 



    

                                                Guidance:   
	B1
	State name and address of your Insurance Brokers:

(N.B. we would you to state this detail and provide more detailed information – see B2, B3 & B4)

	Contact Munir Yoozooph, Insurance Officer, 020 8820 7112 if you require clarification of any Section B questions

	
	
	We insist that all contractors in receipt of Learning Trust Funds are adequately insured.
Failure to have adequate insurance cover will disqualify you.

	B2
	Please give details of the Company’s Public Liability Insurance cover and include a copy as an additional document.   

Insurer: 

Policy number:

Level of cover:

Expiry Date:



	As with B1 Guidance above.
Public Liability Insurance - minimum of 5 million pounds required. 
Please supply a copy with your application.

	B3
	Please give details of the Company’s Employers Liability Insurance cover and include a copy as an additional document. 
Insurer: 

Policy number:

Level of cover:

Expiry Date:



	As with B1 Guidance above.
Employers Liability Insurance - minimum of 5 million pounds required. 
Please supply a copy with your application.

	B4
	Please give details of the Company’s Professional Indemnity Insurance cover (if applicable) and include a copy as an additional document.  

Insurer: 

Policy number:

Level of cover:

Expiry Date:



	As with B1 Guidance above 

Professional Indemnity Insurance - minimum of 1 million pounds required. 
Please supply a copy with your application.


Section B(i)  INSURANCE COVER DETAILS OF OWNER OF THE SITE FROM WHICH THE SERVICE WILL BE PROVIDED
	B(i)
	Name of owner(s) of the building: 

State name and address of your Insurance Brokers:

(N.B. we would you to state this detail and provide more detailed information – see B2, B3 & B4)

	Contact Munir Yoozooph, Insurance Officer, 020 8820 7112 if you require clarification of any Section B questions

	
	
	Section B(i) 
We require the name of the owner of the building and their insurance details.
We require the insurance details of the owners of the building.  This should be the same building from which service(s) will be provided.

	B(ii)
	Please give details of the Company’s Public Liability Insurance cover and include a copy as an additional document.   

Insurer: 

Policy number:

Level of cover:

Expiry Date:



	As with B1 Guidance above.
Public Liability Insurance - minimum of 5 million pounds required. 
Please supply a copy with your application.

	B(iii)
	Please give details of the Company’s Employers Liability Insurance cover and include a copy as an additional document. 
Insurer: 

Policy number:

Level of cover:

Expiry Date:



	As with B1 Guidance above.
Employers Liability Insurance - minimum of 5 million pounds required. 
Please supply a copy with your application.

	B(iv)
	Please give details of the Company’s Professional Indemnity Insurance cover (if applicable) and include a copy as an additional document.  

Insurer: 

Policy number:

Level of cover:

Expiry Date:



	As with B1 Guidance above 

Professional Indemnity Insurance - minimum of 1 million pounds required. 
Please supply a copy with your application.


Section C: ORGANISATIONAL POLICIES













(Please note that non-disclosure to supply answers/statements will lead to disqualification)
     Your response:

 



    

                                                   Guidance:   
	C1 H&S
	Does your organisation have a clear Health and Safety policy?: 

                                                  ___YES     ___NO

Please provide a copy as an additional document.

	Contact David Norwich of the Capital Development Team on 020 8820 7338 if you require clarification of any Section C H&S questions

	
	
	This is a statutory standard Policy required by the Learning Trust & therefore all contractors.

Please supply a copy with your application.

	C2 H&S
	Are you prepared to make your previous safety performance records, including accident details and type of work involved, available for inspection?:

                                                   ___YES     ___NO


	We must be able to inspect your records at any time & are required by the Learning Trust’s Board to report any serious incidents concerning our contracts to the Health & Safety Executive.

	C3 H&S
	How are your health and safety policies and procedures conveyed to your staff?:


	This must be carried out statutorily by organisations that we fund.  Failure to demonstrate this will lead to disqualification.

	C4 H&S
	Do employees receive induction and/or safety training before actually undertaking work tasks?

                                                    ___YES     ___NO

If yes, we may require details of the training. Please indicate whether you are able to provide these. 

                                                     ___YES     ___NO


	This is for you to demonstrate how your organisation uses its Health and Safety policy.  We are looking for properly embedded policies that have a positive impact on the workplace.


	C5 H&S
	Do you agree to allow Trust officers all reasonable access to your premises, plant and equipment for purposes of inspection in connection with defined activities?
                                                      ___YES     ___NO


	This is a statutory Learning Trust requirement and is linked to our compliancy standards

	C6 H&S
	Please supply a list of any reportable incidents that have occurred in your Organisation over the last 3 years.  (If necessary please use additional sheet and mark clearly as C6 H&S) 


	As with C2 H&S Guidance above.
Supplying this information will not automatically disqualify your organisation but omission of any relevant information will.

	C7 H&S
	Please confirm that your company is aware of and complies with:
(i) Use of Work Equipment Regulations 1998



___YES
___NO


(ii) Management of Health and Safety at Work Regulations 1999   


___YES     
 ___NO

(iii) Health and Safety at Work Act 1974




___YES 
 ___NO


	This is for you to show commitment to current Health & Safety legislation and is linked to our statutory compliancy standards. 


	C8 EO
	Is it your policy as an employer to comply with your Statutory Obligations under the Race Relations Act 1976, Race Relations (Amendment) Act 2000, Sex Discrimination Act 1975, the Disability Discrimination Act 1995, Disabled Persons Employment Act 1994,  the Equal Pay Act 1970 (amended 1984) and any other applicable legislation and therefore not to treat one group of people less favourably than others because of their race, colour, nationality, ethnic origin, gender or sexual orientation in relation to decisions to recruit, train or promote employees?


___YES
___NO


	Contact Amani A Robinson, Learning Trust Equalities Officer,  on 020 8820 7293 if you require clarification of any Section C EO questions

	
	
	This is a statutory Learning Trust requirement and is linked to our compliancy & trust policy standards. 

	C9 EO
	Please include a copy of your Equal Opportunities Policy as an additional document.


	Please supply a copy with your application.

	C10 EO
	Please give an example of how your organisation actively works towards eliminating (all) discrimination in its service delivery. 

In the last three years, has your organisation been the subject of formal or informal investigations by the Commission for Racial Equality or any other investigating body on grounds of alleged unlawful discrimination?


___YES
___NO

If yes and the body made a finding adverse to your Company, what steps did you take in consequence of that finding? (If necessary use additional sheet and mark with question number C10 EO). 

	We must be able to be able to inspect your records and interview you at any time & are required by the Learning Trust’s Board to report any serious incidents concerning our contracts.

	C11 EO
	In the last three years has a Court or Employment Tribunal made any finding of unlawful discrimination against your Company?




 ___YES
___NO

If yes please supply details (if necessary use additional sheets and mark clearly as C11 EO)


	As with C10 EO.  We must be able to collect this information as it is a statutory Learning Trust requirement and is linked to our compliancy & trust policy standards.

	C12 EO
	Do you comply with the following additional legislation & 

regulations? (If necessary please attach additional sheets, clearly marking question C12 EO and number)
1. The Equal Pay Act 1970                                __YES /__NO

2. Rehabilitation of Offenders Act 1974             __YES /__NO

3. The Sex Discrimination Act 1975                  __YES /__NO

4. The Disability Discrimination Act 1995          __YES /__NO

5. The Human Rights Act 1998                         __YES /__NO 

6. The Freedom to Information Act 2000           __YES /__NO

7. Employment Equality Regulations 2003        __YES /__NO

           
	This is for you to show commitment to current Equal Opportunities and Diversity Legislation and is linked to our statutory compliancy trust policy standards. 


	C13 EO
	Please supply details of your experience in working under the equivalent material legislation, which is designed to eliminate discrimination (especially racial discrimination) and promote equality of opportunity:


	This is a statutory Learning Trust requirement & and is linked to our compliancy & policy standards.  


	C14 EO
	How often are staff who have managerial responsibilities required to receive training on equal opportunities? :                                                                    
 

How is this reviewed? :


	This is a statutory Learning Trust requirement & and is linked to our compliancy & policy standards.  



Section D: QUALITY ASSURANCE, RISK ASSESSMENT, SAFEGUARDING & CRIMINAL RECORD BUREAU CHECKS











                Your response:

 



    

                                                   Guidance:   
	D1

D2

D3
	Service Providers are required to undergo no fewer than three Quality Assurance monitoring visits per annual contract period.  The ALS QA team and their own Contract Management Team carry out these visits with or without prior arrangement.  Providers may be visited on site or be asked to attend The Learning Trust’s premises by the Supplier Relations Team at any point during the duration of the contract to ensure standards and or targets are continuously met.  All other relevant information associated with the contracted programme must be also made available to the relevant Trust officers upon request.

Please confirm that you are happy to comply with this provision:

                                            ___YES        ___NO               
We also require details of your current Risk Assessments as part of our Safeguarding processes, ie:

· Evidence of Risk Assessment recently carried out connected to an ACL course run
· Programme or timetable of current Risk Assessments carried out at the training venue
· Named Risk Assessor based at your organisation
Please confirm that you have complied with this provision :


                                            ___YES        ___NO             
Further to the area of Safeguarding, in order for the trust to enter into contract with your organisation to deliver Adult & Community Learning Programmes, we need to be sure that your organisation is compliant with necessary Criminal Record Bureau checks at the enhanced level. Statutory safeguarding legislation now means that there is an emphasis on the contracting body (The Trust) to make sure CRB checks relating to sub-contractors (your staff) are recorded and up to date.  

This is also a key requirement under the Common Inspection Framework for Further Education 2009 - ie; OFSTED for the inspection of ACL contracts/programmes.

This means that as a sub-contracted provider you are required to provide evidence of compliance under safeguarding legislation.  So we will need from you a list of all relevant officers/tutors connected with the proposed ACL programme and the following details for each officer/tutor, ie:
· Name of person
· Position of named person

· CRB issue ref Number

· Type of CRB

· Date of CRB check

· Expiry date of CRB 

· Any reported instances that the Trust should be concerned with

	Contact Nene Mburu, ALS Quality Assurance Manager, on 020 8820 7149 if you require clarification of any Section D question.


	
	
	This requirement is a statutory requirement for all contracts. Failure to agree to this would lead to disqualification.  
This is also a key area linked to the requirements of the standards of the Learning and Skills Council & OfSTED.
Organisations must provide the specified Risk Assessment information when submitting an application to the Learning Trust
Organisations must provide the specified CRB information when submitting an application to the Learning Trust. 

If some of this information is not available at the time of submitting your application, (ie; as in some cases where key staff, such as tutors have yet to be appointed), applicants are required to state the reason for this as this will be considered by the awarding panel. 

For any future ACL funds being approved to a successful applicant, any missing CRB information will and must be supplied to the Trust in order for a contract to be issued.  Failure to adhere to this condition will result in no contract being issued.  



Section E: REFERENCES

     Your response:

 



    

                                                   Guidance:   
	E1
	Please list below the full name, address, telephone number and contact details including job title of two other Organisations (Public or Private Sector) to whom you currently supply services to. 


	Contact Andy Mills of the Supplier Relations Team on 020 8820 7117 if you require clarification of any Section E questions

	
	
	This requirement is a statutory requirement for all contracts. Failure to agree to this would lead to disqualification.  However if you are a new organisation with no previous contracts we will take this into consideration at tender assessment stage. 
Please note that current Learning Trust employees are not to be used as a source for references.

	E2
	Please confirm these Organisations may be approached to provide references: 

                                                       ___YES        ___NO                     

	This requirement is a statutory requirement for all contracts. Failure to agree to this would lead to disqualification




Section F: COURSE DETAILS

(Please note that changes to course title, course venue and start date are not permitted after submission unless 

approved by the Trust.  This is to ensure that the information in the ALS prospectus is as accurate as possible.)















        Your response:

 



    

                                        Guidance:   
	F1

	Course Title:
Course Priority Code: 

(see relevant scoping document)

Is the course accredited?   ____YES  /  ____ NO

If Yes Please state the title of the qualification:

Course Venue:
Please confirm that this venue meets all the statutory requirements to allow it to be used for this purpose:    ____YES  /  ____ NO

	Contact Nene Mburu, ALS Quality Assurance Manager, on 020 8820 7149 if you require clarification of Section F questions.

	
	
	This area is 100% statutory & is the nuts and bolts of your proposed programme.  This is where you must make direct links to what has been published in the ALS scoping document.  Failure to do this will result in long delays with us querying your proposals and ultimately could lead to disqualification.  Accuracy of detail for Section F is very important as the detail (if approved) will be published in the 2010/11 ALS course prospectus.
If technical questions are to be clarified for any section F questions, please contact the ALS service direct before the required tender submission deadline. See tender letter for this date.


	F2
	Please note: As we are looking to commission services for the entire academic year you are only required to state the learning hours for the course you are bidding for.  Should your application be accepted a start date will be agreed between The Learning Trust and the successful applicant. 

Total hours per week:

Total weeks:

Total learner hours:


	As with F1 Guidance above.  
Academic Year for 2010-11
Some courses may be short and focused, whilst some may be spread across a more extended period, whereby sessions are held regularly. Course duration should accurately reflect the nature of the course you are bidding to provide.  We cannot support one-off stand-alone activities with the exception of programmes designed to coincide with well-established events such as Adult Learners’ Week. ‘Taster’ courses (i.e.  9 – 13 hours) can be supported only where they are part of a suite of activities to encourage participation or form part of that wider plan.


	F3
	How many learners are you hoping to engage:
(Please indicate the number of learner per course)
How many learners per class?:

What and how many accreditations (if applicable) will be awarded?:


	As with F1 Guidance above.  
For ESOL, Literacy & Numeracy classes, class size should be no smaller than 8 and a maximum of 15 learners. For ICT classes, class size should be no smaller than 8 & a maximum of 12 learners. For other classes a minimum of 8 learners per class & a maximum that suitably reflects the nature of the course.


	F4
	Type of Provision:

Please indicate whether or not you are bidding for a full service: provision or a partial provision:


	As with F1 Guidance above.  
Courses can be delivered in two ways. Through a full service provision, where the Service Provider supplies a suitably qualified tutor & venue; or through a partial provision, where the Learning Trust provide the tutor, however the Service Provider provides the venue.  In both cases the Service Provider is responsible for undertaking some of the advertising & learner recruitment.  Course details will form part of the ALS handbook.  

	F5
	Who will co-ordinate your course?:
Please give contact details for this person if different from Section A6:

Contact Details:

Address:

Telephone/Fax no:

Mobile:

E-Mail: 
	As with F1 Guidance above.  
We require the name of the principal person who will be managing the programme on a day to day basis and is essential to us for to ensure contact is consistent. 
Only fill this in if the named person is different from A6.  

	F6
	Who will Tutor this course (Please provide name)?:

Tutor Qualifications (including specialisation or relevant work experience):

Please include their CVs as appendices.

(we will also collect these documents during ALS Quality Assurance visits as part of Pre-Contract Requirements but only if they differ from what is submitted)

	As with F1 Guidance above.  
Suitable teaching staff must be qualified to a minimum Diploma in Teaching in the Lifelong Learning Sector (DTLLS) + Subject Specialism.
Organisations must provide this information.  Copies of the tutor’s CV’s are required at this stage.  
Please note that we may also require copies of tutor’s actual certificated qualifications. This will form part of our Quality Assurance process & they will be assessed ALS at the Trust.  
The Learning Trust has a statutory duty to ensure that all funded programmes are taught at the relevant required teaching qualification Standard.  Therefore funded organisations must employ teachers/tutors with required teaching qualifications.  Failure to show commitment to teach at these standards will lead to disqualification.


	F7
	Course overview: 


	As with F1 Guidance above.  
Please provide brief description of course to include target group, name of course, level of accreditation, any progression and so on.  Again please bear in mind that this may be used in the ALS 2010/11 Course Prospectus.

	F8
	Who is the course targeted towards?

How will you recruit and retain your learners, ensuring that you attract hard to reach learners?:

(expand as required)

	As with F1 Guidance above.  
This is for a more detailed look at the targeted group or groups you are hoping to attract onto the programme.


NB: You need to complete a Section F for each course you wish to bid for.  Please copy and paste as required.
Section G: AIMS OF THE PROGRAMME

        Your response:

 



    

                                        Guidance:   
	G1 
	Please outline the objectives you hope to achieve in offering the programme:


	Contact Nene Mburu, ALS Quality Assurance Manager, on 020 8820 7149 if you require clarification of Section G questions.

	
	
	Brief description to be provided of the final outcome of your intended programme.

	G2
	Outline of programme delivery, detailing progression routes upon completion:


	Please detail the scope and route of how the intended programme is to follow.  This will include the initial assessments period, enrolment period, course start levels, progression and so on. 


Section H: FINANCE/BREAKDOWN OF COSTS

(Please note – you are required to use this excel format for calculating and displaying the costs for the funding you are requesting against your proposed programme in this tender.  Please contact the Supplier Relations Team for an electronic copy of this table for you to complete and include in your tender) - Please list each class separately (even where more than one class of the course is being offered)
	H1


	Contact Andy Mills of the Supplier Relations Team on 020 8820 7117 if you require clarification of any area for Section H 


	In completing this section please bear in mind that the Trust usually receives more bids than it can fund.  When we evaluate bids we award against the value for money offered by the bid. High bids are therefore likely to fair less well than those that are reasonable estimates of cost. The Trust reserves the right to offer a contract on the basis of only part of the funding originally requested if the application is not deemed to represent value for money.

	Provider:



	Course name & Course Priority code (a):


	Number Adults (1)
	Number Weeks (2)
	Hrs week (3)
	Total Hrs 

(4)
	Tutor Cost/hr (5)
	Room Cost/Hr (6)
	Sub Total (7)
	Admin (8)
	Marketing 

(9)   
	Accreditation (10)
	Other

(11)
	Sub Total (12)
	Total  (13)

	
	
	
	 
	
	
	
	
	
	
	
	 
	
	

	
	
	
	 
	
	
	
	
	
	
	
	 
	
	

	
	
	
	 
	
	
	
	
	
	
	
	 
	
	

	
	
	
	 
	
	
	
	
	
	
	
	 
	
	

	Etc……..
	
	
	 
	
	
	
	
	
	
	
	 
	
	

	 totals
	 
	 
	 
	
	
	
	0
	 
	 
	
	 
	0
	0


	Other Costs
	

	Course name & Course Priority code:
	Cost Description:
	Value:

	 
	
	 

	 
	
	 

	 
	
	 

	 
	
	 

	Total
	0

	The total of these costs must be entered against the relevant course above (11).
	


Guidance to this section
· Please state the total number of learners (1) for the Course detailed in (a)

· Please state the total number of weeks for the course (2)

· Please state the total number of hours per week for the course (3)

· Please state the total number of hours over the lifetime of the course (4) this should be a simple calculation of (2) times (3)

· Tutor hourly pay is the actual per hour amount it costs you to employ the tutor including any on-costs (e.g. NI etc) (5). The Adult Learning Service has set minimum per hour rates for courses that they fund, this will be monitored during the lifetime of any successfully awarded contract

· The Trust will pay a contribution to the rent of the space in which the course is to be delivered.  This is to cover rent costs, utilities (electricity etc) and other elements.  You may be required to show how you arrived at the total given. Please express this as an hourly charge (6)

· The subtotal is the tutor pay plus the room hire multiplied by the course length (7)

· The Trust may make a contribution towards the costs of enrolling and administering the course, preparation of lesson plans etc.  This is a single cost per course (8)

· A contribution towards the Marketing of the course may be payable where the Service Provider intends to advertise.  Proof of costs incurred may be required (9)

· Where the course is accredited give any costs associated with accreditation (10)

· If there are other costs the total should be entered here and details of the costs must be given below (11)

· Sub-total is the total of Administration, Marketing, accreditation and Other (12) 

· Total is the sum of the two subtotals and is the total amount you are requesting to run this course (13)
Section I: MONITORING AND EVALUATION













        Your response:

 



    

                                        Guidance:   
	I1
	Please indicate that you are committed to completing all relevant paperwork in order to release payments as set out in Question 17 ‘When will I be paid?”.

                                                                       ___YES        ___NO                                           
	Contact Nene Mburu, ALS Quality Assurance Manager, on 020 8820 7149 or Andy Mills of the Supplier Relations Team on 020 8820 7117 if you require clarification of any Section I questions

	
	
	This requirement is a statutory requirement for all contracts and is linked to our compliancy standards. Failure to agree to this would lead to disqualification

	I2
	Please demonstrate how you will ensure that you comply with these requirements at all times:


	We need to know and be sure that all contractors are able to produce all required documents. Payments are conditional upon the provider achieving outputs at each and every payment stage.

	I3
	Please indicate that you are committed to:
All tutors attending induction training (1 Day) with ALS prior to course commencement:

                                                                      ___YES        ___NO                     
All tutors attending PDN’s (6 days per year) as conducted by ALS
                                                                       ___YES        ___NO                 

	These sessions are designed to inform, help and equip all tutors employed across the range of contract we fund.  We feel that these sessions are essential and therefore statutory with raising achievement & quality standards in this learning sector.
Payments are conditional upon the provider achieving outputs at each and every payment stage.

	Please note: 
Failure to comply with the minimum requirements of Quality and Monitoring and Evaluation during the Implementation Period could result in the withdrawal of contract offer.
Failure to comply with the requirements of monitoring and evaluation following contract award could be deemed a breach of contract and result in withdrawal of funding / termination of contract.



Section J: ADDITIONAL INFORMATION













        Your response:

 



    

                                        Guidance:   
	J1
	Are there any other considerations you wish to highlight in support of your application? (if necessary use additional sheets, clearly marking question number J1):

	Contact Andy Mills of the Supplier Relations Team on 020 8820 7117 if you require clarification of Section J question.

Please supply as appropriate.


Section K: AGREEMENT
I/we agree that any contract which may result from this application shall be based upon the details and costs provided and shall be based on the Trust’s Conditions of Contract.

I/we understand that the Trust reserves the right to accept such portion of the application as the Trust may decide. The Trust does not bind itself to accept the lowest priced, or any application.

Dated this day of: ….…………..………………………………………….. 2010
Signature: …………........................................................................................

In the Capacity of: ……..………………………………………………………….

Duly authorised to sign application(s) for and on behalf of: ……………………………………………………………… 
Postal Address: .....................................................................................................................………………………………………………………………….
…………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………...

Section L: DECLARATION: 
	Contractor:

	 COMMENTS 


Part A

The Learning Trust, if it enters into a contract with the Contractor, will do so in reliance on the information given by the Contractor in any tender submitted and on the Declaration of Interest below. Accordingly, if the Contractor (or any of its employees or sub-contractors) in response to The Learning Trust’s invitation to tender or in a Declaration of Interest:

(1)
knowingly gives false or misleading information or 

(2)
fails to notify The Learning Trust when it discovers information given is false or misleading or 

(3)
wilfully omits or suppresses any material fact or 

(4)
fails to notify The Learning Trust when it discovers a material fact has been omitted

The Learning Trust may terminate any contract it has entered into with the Contractor.

Part B

All contractors receiving payments from The Learning Trust and their employees and sub-contractors must declare any personal or pecuniary interest in the relevant contract or funding arrangement to The Learning Trust.

The Learning Trust has introduced this requirement as part of its commitment to openness and transparency in all its decision-making. The Learning Trust very much subscribes to the view that the public is entitled to demand conduct of the highest standards from all in receipt of taxpayers’ money.

Contractors have a duty to ensure that there are no conflicts between their other interests (and those of their employees and sub-contractors) and their duty to The Learning Trust, particularly where this could be against the interests of The Learning Trust or could weaken public confidence in the conduct of The Learning Trust’s business.

I/We declare below all interests, activities and relationships which may affect the relationship between The Learning Trust and the Contractor or present a conflict between my/our other interests and the duty of the Contractor to The Learning Trust or which may bring The Learning Trust into disrepute. I/We declare that to the best of my/our knowledge and belief the information I/we have given in this declaration is truthful, accurate and complete and that there are no other interests, activities or relationships that may present a conflict between my/our other interests and the duty of the Contractor to The Learning Trust or which may bring The Learning Trust into disrepute. I/We undertake to inform The Learning Trust of any 
change to the information I/we have given within 28 days of that change occurring. I/we agree that the information I/we have given in this declaration can be made available for public examination.

	Signed
	
	
	Print Name:


	

	
	
	
	
	

	Date:
	             /            /20
	
	Signatory’s position
	


Please give any relevant information below. Key areas to consider are:

· Other contracts with or funding from The Learning Trust

· Any personal relationship with The Learning Trust or any of its employees

· Any personal relationship with Hackney Borough Council or any of its employees

· Any activity or association which might bring The Learning Trust into disrepute 

BUT relevant information must be given even if it does not fall within these categories.

RELEVANT INFORMATION

CONTRACTS:

	Contract  / Funding
	Funding/Contract Value
	Start / End Date
	TLT Contact

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


RELATIONSHIPS:

	 Name of Contractor
	Name of TLT / LBH Contact 
	Nature of Relationship

	
	
	

	
	
	

	
	
	

	
	
	


OTHER RELEVANT INFORMATION:

	


Section M: ACCOMPANYING DOCUMENTATION & FEEDBACK
Please list here any documents that you are attaching to your tender response.  

Indicate:

· the section the document is designed to support,

· the name of the document

· the format it is being supplied in (paper or electronic but not mixed)

	Section No.
	Document name
	Format

	
	
	

	
	
	

	*Add rows as required
	
	


As part of our commitment to continuous improvement we welcome feedback to our forms and processes.

Please give any feedback regarding this process of application and the accompanying documentation:

	Section / Issue
	Feedback

	
	*Expand as required
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