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To ensure that providers
have access to information,
Adult Education Budget advice and guidance To be retained by the .
e Documentation Guidance regarding the paperwork suite | provider for guidance Support providers N/A
provided by Skills South
Tyneside
Are the learner names listed?
Confirm data submitted by Is the course code
To confirm to Skills South With every batch of provider matches data completed?
21001 Provider Submission Form Tyneside which paperwork a erworrz e.q. enrolments received by Skills South Are all mandatory documents
has been submitted and for pap 9 ' Tyneside and that all included?
> PLPs o . . .
which learner (s)/course documentation is compliance | Has the provider confirmed
checked that the documents have
been compliance checked?
Are all tutor and course
details completed and
correct? Including LARS and
Z codes.
Safeguard learners . .
; . Have you supplied copies of
Risk assess the learning r
: tutor qualifications?
To establish/set up a new e_nwronment . Have you supplied a venue
21002 Course Approval . Timetable Quality Assurance/ | .
course 14 days prior to course start N, . risk assessment?
OTLA monitoring visits ;
dates ) . Have you included any dates
Check compliance against ,
when classes won't be
contracts ;
running?
Have you included the correct
code for remote or distance
learning? (2299 927)
Monitor and record Do front page details match
18t copy with enrolment forms | attendance on programme. course approval?
To track learner attendance and with progress trackers. Monitor and record learner Have all learner destination
21003 Course Register - RN Original to be handed in 14 destinations. codes been recorded?
withdrawals and destinations - :
days following course end Calculate provider payments. | Has learner actual GLH been
date Legally comply with SFA recorded?
audit requirements.

V1.0 2021/2022

&

Education & Skills
Funding Agency

: Qatrix"

European Union
European Social Fund
Investing in jobs and skills



. 8%
% South Tyneside Council Sk Ils

O SOUTH TYNESIDE

Shet

Adult Education Budget Documentation Guidance

Document Reference: 21000

Have learners been involved
in and agreed their targets?
Have learners recorded the
Monitor progress against impact of their programme on
o9 .
To record and monitor plan of course objectives. completlor]. .
Short Course Personal . Record Have destination and IAG
21004 L : learning, progress and _ . i .
earning Plan . Within 14 days following achievement/completion of been recorded?
achievement -
course end date course. Have you (tutor) indicated
that the learner has achieved
their learning goals?
Is the PLP signed by both the
learner and the tutor?
21005 Long Course Personal Do Initial Assessment results
Learning Plan (Part 1) inform the PLP?
Have learners been involved
. in and agreed their targets?
Monitor learner progress Are targets reviewed
Long Course Personal against targets during
21006 . | Part 2 OTLAS regularly by both tutor and
Learning Plan (Part 2) > learner, with developmental
Quality assures assessment feedback?
on programme via the use of ' .
T d and . ; d feedback Do learners understand their
Long Course Personal To record and monitor an reviews and feedback. progression towards targets?
L Learning Plan (Part 3 individualised plan of Record Have learners recorded the .
ng ( ) learning, progress and Within 14 days following achievement/completion of . ;
. . ; impact of their programme on
achievement course end date course in accordance with letion?
A SFA requirements comp etlor_l. .
21008 Multi-Aim Personal quirements. Have destination and IAG
Learning Plan (Part 1) Record destination/impact been recorded?
data and inform progression. .
. Have all parts been signed by
Monitor IAG referral and
A . . both the tutor and the
Multi-Aim Personal signposting.
21009 L ina Pl Part 2 learner?
earning Plan (Part 2) Has a maths or English need
— been identified? If so, has
21010 I-Multl-,_éumPPlers(opnalt 5 learner been signposted?
earning Plan (Par
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Are the course codes
i i ?
. _ To prov@e payment When data is confirmed as Identify payment method and | correct? Is the schedule
21011 Project Claim Form information prior to complete amount to be invoiced for by number correct?
submission of invoice P schedule and course codes. Are the payment details up to
date?
To record a learner who has Evidence progression into
Early Withdrawal into - . As soon as possible on employment. Non-completion, therefore,
21012 left accredited provision early | . e . A -
Employment Form . identification of a change Evidence towards provider unable to claim 10%
to go into employment . .
achievement payment. achievement.
Have you included full
address including postcode?
Have you filled in national
insurance number?
Evidence learners’ existence | Has the provider and the
Adult Education Budget To enrol learners onto a Within 14 days of course start and eI_|g|b|I|ty SFA funding learner signed the form? ,
21013 course and ensure compliance. Have you checked learners
Enrolment Form - date S
compliance Ensure target learners are benefit evidence for those
being engaged in learning claiming a free course? And
signed to show that benefits
have been seen?
Have you completed ‘length
of time at addresses?
Ensure any staff member
. Workln_g on Skills South Does the form hold all
To ensure the appropriate . I Tyneside contracts are e
. During contract clarification ) o relevant qualifications and
. . details are held by all staff . appropriately qualified and : )
21014 Provider Staff Details Form | . . . and where appropriate ; . . experience? Has this been
involved in Skills South . experienced in their role. : .
X . throughout the academic year . - . counter signed by a line
Tyneside contract delivery Provide an overview of duties manager?
and confirm GDPR opt in for ger:
communications.
To inform Skills South . Ensure all course information
. As soon as possible on ; . Do changes affect the GLH of
21015 Course Amendment Form Tyneside of any change to : PR is accurate in accordance e
. identification of a change . ; the provision?
the course details with SFA requirements.
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Evaluate the evidence How has the need been
h . . o,
Additional Learner Support For.lgarners to request Within 7 days of a support provided in order to gllocate identified? .
21016 Request additional support where need being identified learner support funding. Has all of the evidence e.qg.
q appropriate 9 Evidence use of learner Initial Assessment been
support funding. provided?
Confirm achievement of non-
qualfcation s not certicatea | D0 the dates reflect he
g . information included on the
through an awarding body. It enrolment and PLP?
21017 Non-Accredited Certificate | To demonstrate achievement | 14 days following course end | is not mandatory for providers Does the name refléct the
of Completion of the course or qualification date to use Skills South Tyneside . C
information included on the
template, but should be used enrolment and PLP?
where the provider does not '
use their own internal
certificate.
. -crt?afrlwrgl:]ic;urltyl'rh?ntg t:é&?ﬂd 14 days following course end | Inform improvements to Please ensure that you
21018 Tutor Evaluation . . . . complete and return to the
course or do anything date service and provider delivery. . .
: Skills South Tyneside
differently
. . Inform self-assessment and . .
21019 Learner Voice To gain anonymous feedback | Set points throughout the business improvement Details of the pr_owder of the
from learners academic year planning course not provided.
Evidence that providers are
accommodating the varying Have the results of a VARK
21020 VARK Questionnaire To |dgnt|fy the learning style Not required to be submitted need§ of the_ learners and questlonnalre been r_ecorded
of their learners offering a tailored and in the personal learning plan
individualised programme of where applicable?
learning.
. ) . Evaluate the effectiveness of
- To get learner feedback on Includ_ed In the final evidence the learner support on the Have all learners who have
Additional Learner Support o submitted to the Learner . -
21021 any additional learner support - learning outcome. received learner support
Feedback - Support Officer > .
they have received Inform improvements to completed this form?
service delivery.
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Is the learner withdrawing
from learning, if so, why?
Is the learner transferring to
To inform Skills South As s00N as possible on Ensure all learner information | another course? If it is
21022 Learner Amendment Form Tyneside of any change to identificationpof a chanae is accurate in accordance withdrawal into employment,
learner details 9 with SFA requirements. ensure that 21012 Error!
Reference source not
found.al into Employment
Form is used)
Provide kev information for Have all learners received a
. Not to be submitted- learners | learners inc):lluding funding learner handboqk, asthisis a
21023 Learner Handbook To inform learners to retain a co information and points of mandatory requirement for all
by referral P learners accessing Skills
) South Tyneside provision.
Provide contact details and gfaggn?gé;egﬁggz ?; tp'?;nts
21024 Directory of Services To inform learners and staff Not required to be submitted appropriate points of contact .
learner been recorded in the
to support learners and staff :
personal learning plan?
Does the SOW promote
personalisation, equality &
diversity and safeguarding?
To be submitted during Check compliance against Are opportunities for th?
e promotion and embedding of
contract clarification for all contracts maths and Enalish skills
Scheme of Work (SOW) To define the structure and courses commissioned. Skills | Ensure a quality learning ; 9
21025 . ) planned into the SOW?
Template content of a course South Tyneside will ask to programme for learners .
. . Are assessment techniques
see the SOW at quality Monitor course and learner L
i : and opportunities for self-
reviews and OTLAs progression . h
directed learning planned?
Does the SOW show
logical building of skills &
knowledge?
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Offer feedback and grading in
relation to information
provided during
commissioning, via self-
assessment, through quality
. assurance activities Has all documentation been
To record provider throughout the academic reviewed?
21026 Learner Work Product performance and compliance | Completed by Skills South ear 9 Have an .actions been added
Review Template against quality assurance Tyneside Quality Team year. to the r?)/vi der action plan?
measures throughout the academic year P plan:
Does the lesson plan account
for personalisation, equality &
diversity and safeguarding?
2y LESSEN Rl Ve plais Ensure a quality learning Are opportunities for the
Lesson plans do not need to programme for learners promotion and embedding of
To show how the tutor plans be subrrﬁtted to vour ESO Assess course and learner maths and English skills
to deliver teaching and . 0y ! progression linked to SOW planned?
. . but will be reviewed by the .
learning, mapped against the . and PLPs Are assessment techniques
Quality Assurance team : . "
scheme of work. . Evidence personalised and opportunities for
. throughout the academic year . .
21028 5 Minute Lesson Plan approach to teaching and extended and self-directed
Template learning learning planned?
Is there demonstration of
logical building on skills as
well as knowledge?
* * %
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Are LLDD details consistent
with enrolment forms?
Monitor personalisation on Are initial assessment results
To present an overview of programme and identification | consistent?

21029 Group Profile learners in a group, detailing of additional learner support Are barriers to learning
individual learning styles, 14 days following course end | needs during consistent with Personal
ability and need. date Ensure a quality learning Learning Plans?

programme for learners. Does planning reflect
individual needs of learners
within the group?
Are all course details
To record and monitor entered?
To record attendance and attendance for Igarner $tudy Have guthorised absence
. . Programme, Traineeships activities been entered?
21030 Learner Timesheet hours for learners on Weekly whilst on programme d Eunctional Skills t Are attendance hours tallied
Functional Skills provision and Functiona sto € afte
ensure GLH is met, and correctly?
bursary payment compliance | Has this been submitted
weekly for the learners?
Ensure learners are aware of
To ensure learners are who is funding the
Learner Induction provided with the appropriate programme, key points of
21031 . : L ; . N/A - N/A
Presentation information in relation their contact, support available to
course. them and progression
opportunities
Has a venue risk assessment
been completed by the
To keep learners safe in and Ensure that learner safety is provider within the academic
. around the venue where 14 days prior to course start prioritised. year?
L VEIS [R5 A EsEmeEn learning is taking place dates Legally comply with Health & | All sections completed and
Safety procedures. there is no risk to the learner
or tutor during the course.
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To keep learners safe by Srsizfi;zetgat ieamer safetys The tutor risk assessment is
. o S . ; . a LIVE document - have any
21033 Tutor Risk Assessment |<.jenlt|fy|ng and minimising 14 days following course end Erjs.urt.e necessary risks are changes to the environment
risk in the learning date minimised. or activity been recorded and
environment Legally comply with Health & O e
risks identified?
Safety procedures.
To ensure that employers:
e Have Employer/Public
Employer/Work Placement Ensure the safety and welfare As required L:Ztc)g'ty Insurance in Not signed or dated.
21034 Health and Safety of learners. q ’ . a iate Health
Declaration ave appropriaté rea Incomplete information.
and Safety regulations
Understand their
responsibilities
. . . Have you recorded names
. . To report any accident . To comply with accident
21035 AT EE REp oI (e occurring within the learning As soon as possible once an reporting legislation including ar_1d addresses of 2
(AR3) - accident has been reported witnesses?
environment RIDDOR.
Have you completed the
To report a near miss within As soon as possible once the To comply with accident rating?
21036 Near Miss Form port . - P reporting legislation including | Have you completed date
the learning environment near miss has been reported ! ;
RIDDOR. Employee advised of action
taken?
If the incident/injury/damage
was reportable under
To report a threat of violence | As soon as possible once the | To comply with accident RIDDOR has the name and
21037 Violence Report Form within the learning threat of violence has been reporting legislation including | date of the person who
environment reported RIDDOR. reported it been recorded?
Have dates and times been
recorded accurately?
Record information and
21038 GDPR Data Breach Form To record information if there | As required. \_Nhere necessary send the_ Have all sections been
has been a data breach information to the Information | completed?
Commissioner’s Office
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Facilitate a subject receiving Have all sections been
a copy of any completed?
21039 GDPR Subject Access Provide information to a As required data/information that is held Has broof (‘)f identity been
Request subject who has requested it q ) about them or authorise incluge d?
somebody else to act on their Is the doé:ument sianed?
behalf. gnedr
Support providers to
accurately grade themselves
. in relation to their Are statements factual and
21056 Provider Self-Assessment ;—gslglzweﬁreg!:selgr the Typically Oct-Nov, specific to | performance throughout the not opinion based?
Template service and t%e rovider each provider academic year and inform Is there backing evidence to
P overall self-assessment support the grade awarded.
grades and business
improvement planning.
Offer feedback and grading in
. relat!on to |nf_ormat|on Has all documentation been
To record provider provided during -
. . S . reviewed?
21057 Quality Review Template performance and compliance | Completed by Skills South commissioning, via self- Have anv actions been added
y P against quality assurance Tyneside Quality Team assessment, through quality ya .
. L to the provider action plan?
measures throughout the academic year | assurance activities
throughout the academic
year.
To record provider Offer feedback and grading in | Has feedback been offered
. P . Completed by Skills South relation to observation of by both the observer and the
Lesson Observation performance and compliance . ; . .
21058 . . Tyneside Quality Team planning and learning, and a | tutor?
(OTLA) Template against quality assurance . . .
throughout the academic year | review of paperwork and Have the actions been added
measures . ; . X
planning documentation to the provider action plan?
To ensure that key _
. . communication and training is Ensure open communication
21059 Designated Sa_lfeguardmg offered to the most ' channels are in place for Details incomplete
Lead Declaration . - As required. partners across the supply - :
appropriate person within an chain No training details entered
organisation
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To nform Sk Sour
Tyneside of any safeguarding Ensure learners are o ’
Safeguarding concerns following a . safeguarded appropriately Have you f‘°“f'e°' the
Y Incident/Concerns Form disclosure of information or As soon as possible after a and a record kept of actions Safeguarding Lead?
identification of a concern has been identified taken when andpb whom Have you had any follow ups
safeguarding issue y ' about the incident and
recorded it?
To ensure external speakers Ig dr:r(igrkde:lht?ycgiﬁlc()\sli der
21062 EXte”‘"?" Speeleers SE are approprlate_ when given N/A- This is a template only when inviting an external N/A- This is a template only
Checklist access to sessions provided ker ion behalf of Skill
by Skills South Tyneside Speaer ion behalt ot Skills
South Tyneside
To record the checks
To ensure external speakers undertaken by a provider
External Speakers are appropriate when given CThic N CThic
21063 Approval access to sessions provided N/A- This is a template only when inviting an externa_l N/A- This is a template only
by Skills South Tvneside speaker ion behalf of Skills
y Y South Tyneside
To ensure external speakers To record the checks
External Speakers are appropriate wherf)given o undert.ak(.e.n by a provider L
21064 : . N/A- This is a template only when inviting an external N/A- This is a template only
Agreement access to sessions provided . .
. ) speaker ion behalf of Skills
by Skills South Tyneside -
South Tyneside
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