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Introduction
South Tyneside Council operates under the brand 
South Tyneside Works and delivers ESFA funded post-16 
education and training as a Prime Contractor in partnership 
with our-subcontracted training providers.

The service also delivers training 

This document sets out the main features of 
commissioning, contract management and quality 
assurance for the 2022/23 academic year with the intention 
to give you, the training provider, key information that will 
help you plan and meet South Tyneside Works’ compliance 
and quality assurance requirements.

This is one important document which is part of our wider 
quality framework. You need to understand this manual 
and other documentation made available to you, ensuring 
that you adhere to the expectations within.  We have 
used process charts to develop your understanding of the 
processes linked to certain processes or activities. 

All policies and additional documents can also be  
found on the Provider section of the website  
www.southtyneside.gov.uk/southtynesideworks  

https://www.southtyneside.gov.uk/skillspaperwork
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Commissioning
Purpose
This section sets out and explains our commissioning cycle.

South Tyneside Works commissions education and training 
provision via open and competitive tendering. This allows 
the Council to fill gaps in provision, address market failure, 
drive up quality and ensure that high quality learning 
providers not currently engaged in post-16 education, 
learning and training activity have an opportunity to 
secure contracts.

The Service has developed a commissioning approach to 
reflect best practice, to respond to legislative requirements 
and to take account of requirements set out in the Local 
Authority’s Constitution. Our commissioning priorities 
are set out in the Post-16 Education and Training Local 
Strategic Commissioning Statement.

Robust commissioning ensures that the intended 
curriculum offers learners the knowledge and skills that 
reflect the needs of the local and regional context and 
takes into account the needs of learners, employers, and 
the local, regional and national economy, as necessary.

 

Phases of Commissioning
The commissioning process is managed in two phases, a 
Selection Questionnaire to establish a provider framework 
followed by a Further Competition application issued to 
successful Selection Questionnaire applicants. Both stages 
are managed via the North East Procurement Organisation 
(NEPO).

NEPO Registration
The NEPO portal is the facility through which South 
Tyneside Works procures all education and training 
delivery. All Selection Questionnaires, Further Competition 
applications and queries in relation to these must be 
submitted via NEPO. All prospective providers must 
be registered on the NEPO portal in order to access 
opportunities by registering at www.nepo.org.

Review
• Sanctions

• Reconciliation

Development
• Guidance

• Specification

• Commissioning 
Statement

Analysis
Growth  

Employment  
Sectors

Procurement
• NEPO

• Selection Questionnaire

• Further Competition

Delivery
• Subcontractors

• Performance

• Quality

• Continuous  
Improvement

South Tyneside 
Works 

Commissioning 
Process
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Invitation to Tender
An Invitation to Tender (ITT) is issued to the NEPO portal 
for bidders to view and consider. The ITT contains a 
pack of documentation to guide and support bidding 
organisations through the commissioning process, service 
specification, application forms and scoring criteria for the 
Selection Questionnaire (SQ) stage and sample application 
forms and scoring criteria for the Further Competition 
stage.

The Invitation to Tender is 
created for:
• �Prospective providers who are required to go through 

a pre- qualification Standard Questionnaire stage to 
become an approved provider listed on the Council’s 
framework; and

• �Providers who have passed the Selection Questionnaire 
stage who are required to pass the Further Competition 
in order to access funding where providers can bid into a 
number of categories.

The Commissioning Packs are issued via the  
North East Procurement Organisation (NEPO) web portal 
www.nepo.org.

The Service will determine how frequently the NEPO 
portal will open to receive Selection Questionnaires and/or 
Further Competition Applications subject to availability of 
funding and the mix and balance of existing provision. 

Selection Questionnaire (SQ)
All prospective providers are required to complete a 
Selection Questionnaire (SQ). The aim of the Selection 
Questionnaire is to determine provider capability to deliver 
against set criteria:

• Grounds for Exclusion

• Economic and Financial Standing

• Compliance with the Modern Slavery Act 2015

• Technical and professional Ability :

• UK Register of Learning Providers Registration

• Ofsted Rating

• Curriculum Offer

• Learner Recruitment

• Provision and Track Record

• Teaching Staff

• Quality Assurance

• Progression and Impact

• Information, Advice and Guidance

• Social Added Value

Bidders must indicate which Categories they wish to be 
included in should they pass the Selection Questionnaire 
stage. Any queries in relation to the process must be 
submitted to the Council via the NEPO portal.

https://www.southtyneside.gov.uk/skillspaperwork
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Selection Questionnaire 
Evaluation
The Council will oversee the scoring of Selection 
Questionnaires to determine the capacity and capability of 
bidders in relation to the Selection Questionnaire scoring 
criteria.  

South Tyneside Council corporate finance will undertake 
scoring of the Financial Information element of the SQ.

Selection Questionnaire Pass/
Fail Notification
Notifications are issued to each bidder via the NEPO portal 
in the form of a notification letter and completed Selection 
Questionnaire evaluation.  

When a Selection Questionnaire passes, bidders will be 
invited to submit a Further Competition application for 
their respective categories at the next opening of the NEPO 
portal for further competition.  

When a Selection Questionnaire fails, bidders may re-
submit at a future opening of the NEPO portal.  

It is the responsibility of bidders to maintain up-to-date 
contact details on the NEPO portal.  

Further Competition 
Bidders who are successful at the Selection Questionnaire 
stage will be invited to submit a Further Competition 
Application for any categories they have indicated an 
interest in during the Selection Questionnaire stage.

Within the further competition bidders must respond to 
questions in relation to the following: 

• Organisational Profile
• Course Information
• Delivery Profile
• Description of Provision
• Programme Demand
• Geography
• Learner Profile
• Outcomes for Learners and Progression

Bidders must upload fully completed Further Competition 
Applications to the NEPO Portal and into the relevant 
category.  Late submissions and submissions to the 
incorrect category will be rejected.

Further Competition 
Evaluation
South Tyneside Works evaluates Further Competition 
Applications in accordance with the published evaluation 
matrix and timetables. Feedback is produced on the 
Further Competition evaluation sheet confirming any 
contract award and additional feedback in relation to the 
submission.

Further Competition Pass/Fail 
Notification
Notifications are issued to each bidder via the NEPO 
portal in the form of a notification letter and completed 
Evaluation sheet. 

Query Resolution
In the interest of fairness, openness and transparency, 
all queries relating to the Selection Questionnaire / 
Further Competition process must be submitted to South 
Tyneside Works via the NEPO portal. Providers must not 
canvass or request information pertaining to the bidding 
process directly from any member, Director, employee, 
representative or adviser of the Council.

Commissioning Process Pg20

https://www.southtyneside.gov.uk/skillspaperwork
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Performance Management

Purpose
Performance management is key to ensuring that providers 
demonstrate a clear and ambitious vision for providing 
high- quality, inclusive education and training to all. This 
section sets out the expectations and requirements of 
providers who have been awarded a contract to deliver 
education and skills on behalf of South Tyneside Works.

Providers awarded a contract are allocated to an 
Employment and Skills Officer (ESO) who oversees the 
operational relationship, performance management 
arrangements and implementation of any remedial action.

Contract Clarification
Following a successful Further Competition Application, 
providers will be contacted by their designated 
Employment and Skills Officer to arrange a contract 
clarification meeting. Included with the invite will be a 
Provider Checklist which details the documentation that 
providers are required to supply in advance of, or during, 
the meeting. This list includes:

• �Full staff details including qualifications and confirmation 
of DBS checks

• Delivery profiles

• Evidence of Awarding Body registration

• Evidence of staff training

• Policies

• ESF compliance evidence

Contract Clarification Process Pg 21

Data Validation  
and Payments

Performance  
Review and Monthly 

Meetings

Course Approval  
and Delivery

Contract  
Closure

Contract  
Clarification

Contract 
Monitoring and 

Performance 
Management 

Automatic  
Reconciliation and  

Growth
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Contract Issued
Providers must read and check the contract provided 
to them. Any queries must be raised at the contract 
clarification stage. Two copies are issued and both copies 
must be signed and returned to South Tyneside Works.
Employment and Skills Officers will arrange for counter 
signature and return providers final copy to them.

Contracts with an initial value of up to £250,000 will be 
signed off by the Head of Legal Services. Contracts with 
an initial value that exceeds £250,000 will be submitted 
to Cabinet for approval. The Strategic Commissioning 
Manager will witness contracts on behalf of South Tyneside 
Works.

Delivery Profiles
Delivery profiles show when learners associated with a 
schedule are planned to start, complete, and achieve. This 
information is to be used by both providers, and South 
Tyneside Works, to track performance of the schedule.

Any changes to the planned delivery profile can be 
discussed and agreed at the contract clarification meeting. 
Any changes must reflect a realistic pattern of delivery 
and avoid back-loading of starts towards the end of the 
academic year. If providers are commissioned to deliver 
as part of the North of Tyne Combined Authority contract, 
delivery should be split as follows:

August 2021 – March 31st 2022 April – July 31st 2021

62% 38%

Performance Targets
In line with contractual obligations, providers will be 
measured against key elements in line with contractual 
obligations. During contract review meetings, ESO’s will 
discuss standard performance indicators as well as South 
Tyneside Works’s targets for expected delivery. Area’s of 
performance measurement includes:

• Learner demographic

• Success rates

• In borough numbers

• Timeliness and accuracy of paperwork

• Learner destinations

• Learner satisfaction

• Year to date funding profile

• Observation grades

Risk Management and 
Sanctions
Providers are expected to meet the performance targets 
agreed for each schedule as set out in the contract. 
Repeated failure to meet targets or contractual obligations 
may result in the application of sanctions. These may 
include but are not limited to:

• �Course rejection for incomplete or late course code 
request.

• �Payment suspended where paperwork submissions are 
consistently outside of prescribed timescales.

• �Payment or contract suspension where course 
amendments are not suitably notified.

• Data rejection due to high error rating.

• �Notice of concern or notice of withdrawal where success 
rates are consistently low.

• �Payment suspended where poor or /no destination 
tracking data is submitted.

• �Contract suspension or withdrawal where learning checks 
are undertaken, and findings cause concern.

• �Contract suspension or withdrawal for failure to meet 
or address safeguarding and/or health and safety 
responsibilities.

Any performance deemed by South Tyneside Works to be a 
serious non-conformance will result in a Notice of Concern 
being issued to providers. This will be accompanied by 
intensive monitoring and short-term action planning for 
immediate improvement.

Once a Notice of Concern is issued, the council has the 
right to require providers to suspend recruitment until the 
Notice has been lifted. This will happen only when actions 
within timescales have been addressed to the satisfaction 
of South Tyneside Works.

If actions are not addressed, a Notice of Withdrawal of 
Funding will be issued.

ESF Compliance
As part of the contractual obligations to the Education 
Skills Funding Agency, South Tyneside Works must ensure 
compliance to European Social Fund (ESF) requirements 
as it may have been used as match funding. To do this the 
Service needs to provide information to comply with the 
ESF requirements and adhere to certain criteria. Providers 
must supply South Tyneside Works with a copy of their 
Environmental Sustainability Policy, Equal Opportunities 
Policy, photographic evidence of an ESF plaque displayed 
in their building and evidence that the ESF logo is on their 
website.

An ESF Compliance checklist will be issued as part of 
contract clarification.

https://www.southtyneside.gov.uk/skillspaperwork
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Tutor and Venue Delivery 
Information
Before any delivery will be approved, providers are required 
to supply evidence confirming all tutors are appropriately 
qualified to the standards set by South Tyneside Works, 
suitable for delivery of provision and that all venues have 
been assessed and deemed suitable and safe for delivery.

It is imperative that those responsible for delivery of South 
Tyneside Works provision have expert knowledge of the 
subjects that they teach. It is important to ensure that 
where learners are working online, led by a tutor, that the 
learning environment is safe and appropriate to ensure 
effective learning can take place.

At the contract clarification meeting providers are required 
to supply a completed Provider Staff Details form which 
confirms the following for each tutor:
• �Relevant qualifications/training details including 

safeguarding and Prevent
• A brief description of their duties
• A GDPR Communication Opt-In
• �Sight of an enhanced DBS  (all staff working on South 

Tyneside Works contracts must be sighted by Employment 
and Skills Officers/Safeguarding Team)

Tutors are required to meet the following qualification 
standards as a minimum:
• �Minimum Level 4 Teaching Qualification or Level 3 

Assessors qualification
• �Vocational specialism at the level higher than being 

taught or;
• Significant relevant occupational competency
• Level 2 in maths and English

Finally, for every delivery venue: 
• �A Venue Risk Assessment completed within the last 12 

months
Additional Risk Assessments or COVID-19 compliance 
documentation are the responsibility of the provider and 
may be reviewed during the academic year. 

Tutor and Delivery Information Pg 22

Contract Monitoring
The contract monitoring process is undertaken by 
Employment and Skills Officers when providers begin delivery 
of training and education. These arrangements are in place to 
track delivery, maximise outcomes for learners and to support 
providers to meet quality standards specified by the Service. 
The four stages of contract monitoring are as follows:

Course Approval
Providers must submit a fully completed Course code 
request to their Employment and Skills Officer at least 14 
days prior to the course start date ensuring the correct 
schedule number is used. South Tyneside Works uses the 
Course code request to validate that the venue is safe for 
learners as well as confirming that the tutor is suitably 
qualified, and DBS checked.

For any schedules that are approved for funding in-year 
planning documentation must be submitted at least 14 
days before the planned course start date.

Upon approval, Employment and Skills Officers will forward 
a course code to providers. This code must be used on all 
paperwork relating to the course in question to assist with 
course tracking.

South Tyneside Works reserves the right to withhold 
course approval until all evidence is received and meets 
requirements.

Course Approval Pg 23

https://www.southtyneside.gov.uk/skillspaperwork
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PICS Learner Enrolments
Following contract clarification Employment and Skills 
Officer will require a maximum of two named individuals 
per provider who will manage the PICS process for their 
organisation. The named individuals will be invited to 
attend PICS training following which a PICS log-in and 
user manual will be issued. Once this has taken place all 
enrolments, as directed by Employment and Skills Officers, 
should be uploaded directly to PICS.

SharePoint Documentation 
Submissions
Following contract clarification providers will be given 
access to the SharePoint system. Access will be granted 
to the email addresses provided to the service, but the 
access can’t be shared between users and will need 
to be requested from South Tyneside Works directly. 
Employment and Skills Officers will create a folder for 
documentation uploads with clearly labelled sub-folders 
so that all submissions are easily identifiable and organised 
effectively.

Data Validation
Providers must submit paperwork to evidence the 
existence of the learner, eligibility for funding, recorded 
attendance, and successful completion of courses. Key 
evidence includes:

• Learner Enrolments – via PICS

• �Course register - the first copy submitted no later than 14 
days after course start date and the final copy submitted 
14 days after the course end date

• �Personal Learning Plans - submitted no later than 14 days 
after the course end date

• Awarding Body Certificates (for accredited provision)

• Certificates of Completion (for non-accredited provision)

Providers are expected to submit accurate data to inform 
funding claims. Poor data quality may result in payments 
being delayed or data being rejected.

Providers should respond to queries within 7 days of the 
query being raised with them by Employment and Skills 
Officers.

Performance Review and 
Monthly Meetings
Where providers are delivering learning, South Tyneside 
Works requires regular performance meetings with the 
Employment and Skills Officer. The meeting will discuss the 
following points:

• Delivery against profile and any changes

• Performance Targets

• Automatic Reconciliation

• Paperwork Audit

• Learners Passed End Dates

• Learner Progress

• Safeguarding and H&S issues or concerns

• Learner Case Studies

Providers must comply with the targets set within the 
agreed timescales and agree new targets when necessary. 
The provider action plan allows the Service to build a 
picture of overall performance against provider’s contracts.

Employment and Skills Officers will maintain a record of 
performance related discussions and provide regular

updates at South Tyneside Works weekly team meetings 
and, if required, more frequent discussions with the 
Strategic Commissioning Manager.

A quarterly formal reconciliation process takes place as set 
out in the Automatic Reconciliation section. A review of 
starts and outcomes against the profile informs decisions 
concerning growth and reconciliation. This is reviewed at 
monthly contract meetings.

Providers’ performance will be a contributing factor 
when considering growth requests and future funding 
allocations.

Performance Review and Monthly Meeting Process Pg 24

https://www.southtyneside.gov.uk/skillspaperwork
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Effective Delivery
South Tyneside Works wants all learners to have the 
best possible experience. To achieve this, teaching and 
assessment methods and resources must inspire and 
challenge all learners and meet their different needs, 
including the most able and the most disadvantaged.
Providers must be able to demonstrate the impact that 
they are having on learning and evidence the extent to 
which:
• �Tutors have relevant teaching qualifications and sector 

subject specialism as required by South Tyneside Works.
• �A comprehensive approach to Continuous Professional 

Development is in place for all staff.
• The planning of learning is effective.
• �Records of observations of teaching, learning and 

assessment or support, information and advice sessions 
are maintained.

• �Arrangements for observing teaching, learning and 
assessments and reviewing learners’ work at employer 
premises are maintained, where appropriate.

• Learning materials are evaluated and used by learners.
• Technology is used to deliver and assess learning.
• �Teaching impacts on learning, skills development and 

behaviours.
South Tyneside Works requires that all learning undertaken, 
whether it be accredited or non-accredited, allows learners 
to use knowledge fluently, to develop their understanding, 
and to gain, extend and improve their skills and not simply 
memorise disconnected facts. It is imperative that the 
curriculum is sequenced so that new knowledge and skills 
build on what learners know and can do and learners can 
work towards defined end points.

Verification, Assessment and 
Achievement
For regulated programmes, providers must demonstrate 
awarding body approval and compliance with their audit 
requirements.

For non-regulated programmes, providers must treat non- 
regulated provision with the same rigour as accredited 
provision. Providers must demonstrate procedures to 
ensure that the outcomes, achievement and delivery of 
non- regulation provision are in line with both national 
inspection requirements and key local commissioning 
priorities.

Contract Closure
Providers’ contracts will be deemed closed when the term 
of the contract has come to an end or at the end of the 
Academic Year, which is 31st July.
To confirm contract closure and release any final payments 
providers must ensure the following deadlines for data 
submissions are met:
• learner enrolments no later than 31st July
• �Completion and Achievement documentation no later 

than 30th September

Automatic Reconciliation
The purpose of the automatic reconciliation process is 
to take remedial action against underperformance, and 
provide funding growth to providers who demonstrate
strong performance - subject to activity aligning with 
South Tyneside Works priorities and affordability. This 
evidence-based approach helps ensure best use of public 
funding allocations by redirecting Education Skills Funding 
Agency (ESFA) funding to provision which is demonstrating 
strong performance and continues to align to the Council’s 
commissioning priorities.
The Service uses census points to monitor the performance 
of contracts against the delivery profile. Reconciliation will 
occur against the year-to-date delivery profile for learner 
starts in line with the following thresholds and timescales:

Minimum delivery against 
profiled starts Census Point

90% End of October

95% End of January

97% End of April

Any difference in allocated funding and volumes where 
delivery does not meet these minimum thresholds will 
be reconciled and reduced to reflect the true pattern of 
delivery.

Where performance falls below the minimum delivery 
against profiled starts for a second time, South Tyneside 
Works will reconcile any difference in allocated funding 
and volumes and extrapolate this difference across the 
remainder of the academic year.

https://www.southtyneside.gov.uk/skillspaperwork
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Payments

Purpose
This section explains the payments for services, and the 
financial support funds potentially available to learners and 
providers.

Payment for Services
Once accurate and valid data submissions have been made 
to South Tyneside Works providers can raise an invoice 
indicating the amount of the claim quoting the relevant 
schedule number, course code, and what the payment is 
for i.e. starts, completions, achievements.

Providers must send the invoice for this amount to 
their Employment and Skills Officer, along with relevant 
information and documents to support their claim.

This should include:

• �The invoice with the relevant purchase order number as 
supplied by South Tyneside Council’s finance team

• �A fully completed Project Claim Form. All claim 
documentation must contain the relevant course code 
supplied by South Tyneside Works

• �An accurately completed register to evidence learner 
starts, attendance and completion

• Certificates of achievement

• �Invoices must not be sent directly to Finance but must 
come directly to Employment and Skills Officers

Payment of the invoice will be in line with the terms set 
out in the agreed payment terms within providers’ contract 
with South Tyneside Works. Payments will only be made 
once claims have been fully validated by Employment and 
Skills Officers.

16-19 Bursary Fund
The 16-19 Bursary Fund is money given by the government 
to South Tyneside Works to support learners to stay in 
learning. Learners must be aged 16-18 on 31st August and 
on a programme of learning funded by the Service to be 
eligible to receive the bursary.

There are two types of bursaries; the vulnerable bursary 
pays up to £1,200 a year for young people in a defined 
group identified by government and secondly the 
discretionary bursary is awarded by South Tyneside 
Works to individuals depending on specific personal 
circumstances. 

Only students aged 19-24 who are subject to an 
Education Health and Care Plan (EHC Plan) may apply for 
a discretionary bursary. Only students aged 19-24 who are 
subject to an Education Health and Care Plan (EHC Plan) 
may apply for a discretionary bursary.

Free Meals for Disadvantaged 
Learners
South Tyneside Works provide free meals to disadvantaged 
students who are aged over 16 and enrolled on one of our 
16-18  study programmes. ‘Disadvantaged’ is defined as the 
students being in receipt of or having parents/guardian 
who are in receipt of a specified state benefit.

The Guide to Free Meals clarifies the eligible benefits. The 
application form for free meals is included in the 16-19 
Bursary Fund application form.

Application forms for 16-19 Bursary or free meals and 
accompanying evidence of entitlement should be received 
by South Tyneside Works within four weeks of the learner’s 
start date. Failure to submit application forms and relevant 
evidence within this timescale may result in any payments 
awarded not being backdated.

Additional Learner Support 
(ALS)
South Tyneside Works is committed to actively promoting 
equality of opportunity ensuring that all learners reach 
their learning potential and achieve success on an 
appropriate course of study. The Service aims to provide 
sensitive advice and guidance to all learners prior to entry 
to raise

aspiration and to assess any additional needs in a timely 
and comprehensive manner. Learners are to be encouraged 
to disclose their needs confidentially at all stages of the 
learner journey.

There are limited amounts of funding available for 
Additional Learner Support (ALS) therefore the impact of 
its interventions is reviewed annually to ensure that the 
funding is used to the best effect and impacts positively on 
learner achievement.

Application forms, eligibility and guidance notes  
for bursaries, free meals and learner support are available 
on the Hub

https://www.southtyneside.gov.uk/skillspaperwork
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Quality Assurance
Purpose
This section sets out procedures for quality assuring 
delivery as well as the expectations on providers for quality 
assuring their own provision.

Values
The four pillars of Quality Assurance within South Tyneside 
Works are:

• co-investment

• problem solving

• creativity and innovation

• shared responsibilities and ownership

Self-Assessment
Self-assessment is an integral part of quality assurance 
within South Tyneside Works.
The primary purpose of self-assessment is to:
• Review performance against standards and expectations
• �Compare performance against previous years and 

national benchmarks
• Recognise strengths and areas for improvement
• �Identify and respond to the needs of learners and 

subcontractors
• Prepare for external assessment including inspection
Self-assessment is mapped to the Ofsted Education 
Inspection Framework   and enables providers to give 
factual, evidence-based data to support their judgements. 
Self-assessment will take place annually, between 
September and December and all providers are expected 
to be involved and contribute.
Self-Assessment Process Chart Pg 25
 

https://www.southtyneside.gov.uk/skillspaperwork
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Service Improvement 
Planning
Actions arising from the self-assessment process and other 
ongoing quality activities including but not limited to 
Matrix inspections, Senior Management team meetings 
and South Tyneside Works team meetings, will be included 
in the Service Improvement Plan (SIP). The SIP will identify:

• Actions to be taken
• Persons responsible for acting
• Impact
• Timescales
• Success criteria
• Progress
A review of South Tyneside Works’ progress against the SIP 
will form part of ongoing strategic management review 
through our Senior Management team meetings and 
performance clinics. Any specific actions for the provider 
will be taken forward via the Provider Action Plan.

The Service recommends that all providers create their own 
improvement plan and build the development and regular 
review of it into every aspect of their organisation to create 
a culture of continuous improvement.

The Quality team within South Tyneside Works can support 
providers in establishing this as a process if this is not 
already in place.

Quality Reviews
South Tyneside Works undertakes A Quality Review with 
each provider commissioned by the service on a three-
year cycle in line with commissioning. The purpose of a 
quality review is to ensure that provider’s organisational 
procedures, practices and delivery of training and 
education meet the expectations of South Tyneside Works, 
as well as their contractual obligations. The process is 
intended to be collaborative with the aim of supporting 
providers to continuously improve and demonstrate 
outstanding performance.

The reviews will focus on validating statements made 
at commissioning and will review progress against any 
actions set at previous quality reviews with an additional 
focus on any topical areas of importance.  

The visit will be carried out by a representative from the 
Quality Team within South Tyneside Works, and relevant 
provider staff. The findings and grades against criteria from 
the visit will be provided, with any actions fed into the 
provider action plan. Progress against the identified actions 
will be reviewed at the regular contract meetings.

Quality reviews will be RAG rated which will inform 
frequency of future activities, as per the Quality Sample 
Plan

Quality Review Process Chart Pg 26

Observation of Teaching, 
Learning, Assessment (OTLA) 
Validation 
South Tyneside Will quality assure the delivery of teaching, 
learning and assessment through development of 
providers observation of teaching, learning and assessment 
policies and practices. 

The service will drive high standards of teaching, learning 
and assessment across all provision and identify where 
further support and development is required. Regular 
interactions will identify and share best practice across the 
supply chain. 

OTLA Policy Deep Dive  

This activity is designed to quality assure the providers 
overarching OTLA policy against their current OTLA 
practices.

A date is mutually agreed between the provider and 
South Tyneside Works QA representative, and a range 
of documentation is requested to be made available 
during the visit including OTLA policy, strategy, records of 
completed OTLA’s and OTLA sample plans.

The activity tests how robust the policy and sample plans 
are and reviews the effectiveness of the providers OTLA’s 
in ensure learners have access to high quality teaching, 
learning and assessment. This includes the way in which 
the provider shares best practice and makes rapid 
improvements.

Providers are RAG rated as a direct result of the activity, 
which informs frequency of future OTLA Policy Deep Dive 
activities. Any developmental actions are agreed and 
added to the Provider Improvement Plan to be revisited 
during the next OTLA Deep Dive activity

OTLA Practice Deep Dive

This activity is designed to ensure appropriate 
standardisation of OTLA grades and feedback between 
the provider and South Tyneside Works. A date is mutually 
agreed between the provider and South Tyneside Works 
QA representative, where a course will be visited.

The provider will undertake their OTLA using their 
preferred documentation and a South Tyneside Works 
QA representative will gather their own findings. This will 
then be discussed and standardised to ensure that grades 
awarded by the provider are in line with the expectations 
of South Tyneside Works. The activity includes both tutor 
and learner voice to triangulate findings.

Providers are RAG rated as a direct result of the activity, 
which informs frequency of future OTLA Practice Deep 
Dive activities. Any developmental actions are agreed and 
added to the Provider Improvement Plan to be revisited 
during the next OTLA Practice Dive activity.

 OTLA Validation Process Chart Pg 27

https://www.southtyneside.gov.uk/skillspaperwork
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Learner Work Product Deep Dive
Where a compliance concern is identified, Learner 
Work Product Deep Dives will be undertaken to further 
interrogate the learning journey.  Grades provided 
will mirror OTLA gradings of exceptional, beneficial, or 
unsupportive as agreed by the supply chain. All funding 
streams are in scope including 16-19 Study Programme, 
Adult Education Budget, and Non- Regulated Adult 
Education. 

Learner Work Product Deep Dives will use information 
provided in the PLP, learner voice and a review of 
completed work product to undertake this deep dive 
activity

Learner Work Product Deep Dives will be RAG rated which 
will inform frequency of future activities, as per the Quality 
Sample Plan 

Learner Voice
Throughout the academic year, South Tyneside Works 
will contact learners to gain feedback in relation to their 
learning experience. Learner voice questions are set in line 
with the Education Inspection Framework and incorporate 
elements of the Career Development Framework. 

Learner Voice activities will be RAG rated which will inform 
frequency of future activities, as per the Quality Sample 
Plan. If the enquiry identifies a risk to delivery or learners, 
delivery may be paused until remedial action is taken 
which is sufficient to allow delivery to recommence. 

Visit to Learning
South Tyneside Works will regularly attend sessions being 
delivered in line with the details provided during the 
course code request process. 

These visits will be unannounced in line with ESFA 
regulations and are designed to ensure that high quality 
provision is being offered across all provision. This activity 
also ensures that all details held by the service accurately 
reflect active provision.

Visits to Learning will be RAG rated which will inform 
frequency of future activities, as per the Quality Sample 
Plan. If the enquiry identifies a risk to delivery or learners, 
delivery may be paused until remedial action is taken 
which is sufficient to allow delivery to recommence. 

It should be evident that all learning builds towards an end 
point and that learners are being prepared for their next 
stage of education, training or employment at each stage 
of their learning. 

Themed Deep Dives
Throughout the academic year, South Tyneside Works will 
undertake a series of themed deep dives across the supply 
chain to review provider performance against key elements 
of The Education Inspection Framework.  

The service will review policy against practice in areas such as:

• Planning

• English and Maths

• Attendance Monitoring

• Governance

The findings from deep dive activities will inform CPD 
activities and inform self-assessment. 

Themed Deep Dives will be RAG rated which will inform 
frequency of future activities, as per the Quality Sample 
Plan. If the enquiry identifies a risk to delivery or learners, 
delivery may be paused until remedial action is taken 
which is sufficient to allow delivery to recommence. 

Continuous Professional 
Development
South Tyneside Works strongly believes that continuous 
professional development gives tutors the chance to 
reinforce their existing skills and allow them to build new 
ones, which in turn helps learners to achieve their full 
potential. South Tyneside Works aims to ensure that there is 
a strong focus on improving staff’s knowledge to enhance 
the teaching of the curriculum and the appropriate use of 
assessment. This, in turn should ensure that the practice 
and subject knowledge of staff are built up and improve 
over time. The Service recommends that all providers have 
their own robust CPD policy in place for staff to support 
them with the time needed to undertake this.

South Tyneside Works is committed to supporting 
provider’s staff and delivery, as well as promoting best 
practice within the region. To support this, the Service 
offers monthly CPD workshops on a range of different 
topics. These sessions offer attendees the opportunities 
to explore practical ways to improve their provision, 
performance, and learner outcomes.

Previous CPD events have included Embedding Key 
Themes and Effective Planning, Ofsted Readiness, Self-
Assessment, and the Learner Journey. At each session, the 
aim is to offer advice and guidance but also encourage 
collaboration between providers by actively promoting 
sharing of best practice as well as facilitating a networking 
session after each event.

The Service invites guest speakers to attend to share their 
experiences and ask that providers bring along any areas 
for discussion, so that rather than the events being about 
simply imparting information they become meaningful 
and interactive professional development.

https://www.southtyneside.gov.uk/skillspaperwork


South Tyneside Works Provider Manual  |  16

Embedding Key Themes
The Key Themes are maths, English, ICT, Equality, Diversity 
and Inclusion, Safeguarding, Prevent, Climate, Health and 
Safety and the British Values.

Improving the core skills of learners is a key priority for 
South Tyneside Works and providers must demonstrate 
that the curriculum extends beyond the academic, 
technical

or vocational. It must provide for learners’ broader 
development, enabling them to develop and discover their 
interests and talents.

The Service recognises that low attainment in maths, 
English and ICT skills can lead to barriers to further 
education and employment so all providers must make it

a strategic priority to give learners the opportunity within 
every course they undertake to improve these basic skills.

Understanding the key themes can enrich the lives of 
learners by improving their wider knowledge and

understanding beyond the course they are undertaking 
so the Service sends out monthly resources that tutors can 
use in the form of our Embedding Key Themes documents. 
These resources are articles on topical subjects with a 
range of activities or questions for learners included and 
are designed to fit seamlessly within any session.

These resources aim to prepare learners for life in modern 
Britain by equipping them to be responsible, respectful, 
active citizens who contribute positively to society and 
develop their understanding and appreciation of diversity.

By ensuring that the key themes are reflected within 
planning documentation, personal learning plans, 
displayed within classrooms and by using the resources 
supplied by South Tyneside Works with learners it will 
evidence how providers fully embed these key themes 
within their ethos and values.

The Service also uploads the monthly resources to the 
provider section of our website so there is a bank of 
resources that providers can access at any time.

 

Schemes of Work & Lesson 
Plan Validation
Effective schemes of work and lesson plans support tutors 
to plan and deliver learning appropriate for learners of 
all abilities, reflects good industry practice and helps to 
embed key themes within sessions supporting learners to 
gain the most they can from their learning.

Planning documentation is used to demonstrate that the 
provider has planned and sequenced the curriculum so 
that learners can build on previous teaching and learning 
and develop the new knowledge and skills they need. 
Curriculum planning should allow learners to benefit 
from high academic, technical and vocational ambitions. 
This means that the curriculum should be ambitious for 
disadvantaged learners or those with SEND, including 
those who have high needs, and should meet those needs.

South Tyneside Works provides templates for schemes 
of work and lesson plans. The content of scheme of 
works and lesson plans should match the standard 
documentation; however, providers may submit their own 
in-house documentation provided it meets the Service’s 
expectations and have sought approval to do so through 
Employment and Skills Officers.

The Service requests that all providers quality assure and 
approve the schemes of work and lesson plans submitted 
as part of their own quality assurance arrangements. 
Schemes of work must be submitted for each schedule 
that providers are approved to deliver either at contract 
clarification or 14 days in advance of delivery for any 
schedules that have been awarded in-year.

At the start of the academic year a planning deep dive 
enquiry will be undertaken to review the effectiveness of 
planning and discuss the providers internal processes for 
generating and quality assuring planning documentation. 

The Planning Deep Dive will be RAG rated which will inform 
frequency of future activities, as per the Quality Sample 
Plan

If the enquiry identifies a risk to delivery or learners, 
delivery may be paused until remedial action is taken 
which is sufficient to allow delivery to recommence. 

Scheme of Work and Lesson Plan Process Chart Pg 28

https://www.southtyneside.gov.uk/skillspaperwork
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Recruitment
All existing and prospective learners must receive current, 
accurate and impartial information advice and guidance 
(IAG) regarding all aspects of their learning programme.

Providers are expected to answer learner queries and 
support learners to select the most suitable course.

Where necessary, learners must be signposted to other 
organisations where more in depth guidance is needed. 
The outcome of this IAG should be included on the 
submitted Initial Assessment.

When ascertaining the relevance of a course of study for 
learners, it must be clear what the programme is preparing 
learners for. It must also be clear what learners will need 
to be able to know and do at the end of their learning or 
training.

To support learners and providers South Tyneside Works 
also offer a free interactive assessment tool and career 
explorer, Career Coach which helps individuals to discover 
courses available to them and in-demand careers based on 
their interests and aptitudes. Encouraging learners to make 
use of Career Coach demonstrates that providers are giving 
learners accurate, timely and impartial careers guidance 
which enables them to make informed choices about their 
learning programme.

Deep Dive activities will focus on the extent to which 
learners received thorough and impartial careers guidance 
to enable them to make informed choices about their 
current learning and future career plans. Providers must 
record IAG in the Personal Learning Plan and provide 
supporting evidence where necessary.

It should be evident that all learning builds towards an end 
point and that learners are being prepared for their next 
stage of education, training or employment at each stage 
of their learning.

Employer Engagement
The Post-16 Education and Training Local Commissioning 
Statement indicates South Tyneside Works’s ambition 
to host a learning offer that is capable of engaging 
individuals, no matter their starting point, and provide a 
route to a sustainable employment outcome.

The service will be hosting Labour Market Information 
Briefing Sessions throughout the academic year. These 
sessions will provide an update on the labour market of 
South Tyneside and wider region to help inform curriculum 
development and provide an outline of where local jobs 
are available for learners. Each session will shine a spotlight 
on a key growth/in-demand sector with input from training 
providers and key employers. The sessions will also provide 
the opportunity for networking.

Providers must ensure that on relevant programmes 
learners are provided with access to employers and 
working environments, through work experience 
opportunities, which aim to enrich their understanding of 
industry expectations and procedures.

Quality interventions as well as regular contract meetings 
with Employment and Skills Officers will determine the 
extent to which:

• �Providers collaborate with employers and other partners 
to ensure that the range and content of the provision is 
aligned to local and regional priorities (this may include 
inviting local employers to sit on their governing or 
supervisory board)

• �Employers are involved in the design and implementation 
of programmes.

• Employer feedback informs programme development.

• �Learner outcomes are aligned with the occupational area 
of study and intended destinations match those identified 
on the course code request.

IAG and Careers
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Initial Assessment
Initial assessment should be used to inform learners’ 
starting points and to plan learning. All initial assessment 
findings must be recorded in the Personal Learning Plan.

This includes an assessment of the learners starting points 
in relation to the Career Development Institute (CDI) 
Framework which is revisited at the end of their course to 
determine distance travelled and the positive impact that 
the course may have had.

Initial assessment should identify a learner’s level, allowing 
for the right learning programme to be selected. 

Deep Dive enquiries will focus on the extent to which staff 
identify learners’ additional support and learning needs 
quickly and accurately through effective initial assessment, 
leading to the provision of high quality and effective 
support to help learners achieve as well as they can.

Additional learner support requirements must be referred 
to Employment and Skills Officers.

Induction
All learners must receive a comprehensive induction. To 
support this South Tyneside Works provide a PowerPoint 
presentation for tutors to use with learners which touches 
on each of the main areas that should be covered within 
an induction. This includes having been provided with the 
Learner Handbook, a full understanding of what they can 
expect from the programme, impartial pre-course IAG, a 
thorough understanding of their responsibilities towards 
Safeguarding, Equality and Diversity, Prevent, the British 
Values and Health and Safety amongst other topics.

The learners are then required to indicate which areas 
have been covered within their induction in the Personal 
Learning Plan. Rather than this being a simple tick-list of 
activities that the learner completes they are also required 
to give a fuller description of their understanding of 
Safeguarding, Prevent, the British Values and Equality and 
Diversity to evidence that this has been fully embedded 
within their long-term memory and learning.

A course directory is published within the South Tyneside 
Works website to  support potential learners and referral 
partners. Course overview documents will be issued as part 
of the contract clarification process. It is important that a 
robust course overview is completed by providers which 
give insight into course content, progression potential and 
delivery details and this will be added to the website.

Alongside the website, courses are promoted on our social 
media sites which also post a range of information, events, 
and opportunities. The aim of these sites is to:
• �Engage/recruit new learners to South Tyneside Works 

provision
• Engage with current learners across the provision
• �Support and signpost current learners with employment 

and wellbeing resources
• �Signpost previous learners into employment or further 

learning

It is encouraged that providers promote the social media 
pages to learners as part of the induction process as well  
as including the pages in their own marketing and 
promotion activity.

        www.facebook.com/STynesideWorks/ 

        www.twitter.com/STyneWorks

        www.instagram.com/SouthTynesideWorks 

        www.linkedin.com/company/SouthTynesideWorks    

Progress Tracking
Progress tracking should enable providers and South 
Tyneside Works to evaluate learners’ progress compared 
with their starting points, based on their rate of learning, 
acquisition of knowledge, skills and behaviours and 
whether they have achieved their individualised, 
challenging targets.

The Service requires providers work with learners to ensure 
that teaching, learning and assessment are tailored to 
enable all learners to make good progress and prepare 
for their next steps. Assessments and reviews need to be 
timely, frequent, fair, informative and reliable.

The Personal Learning Plan must be used to record 
personal progress of learners. Specifically, it must:

• Review and agree learners’ individual learning goals.

• �Evidence the individual support and developmental 
feedback being offered to learners

• �Demonstrate relevant and impartial IAG being offered 
throughout the learning journey

Additionally, for learners on longer programmes, providers 
must complete and return the progress tracker upon 
request to Employment and Skills Officers.

Progression and  Destinations
Aligned to the impact element of the Education Inspection 
Framework, South Tyneside Works aims to ensure that all 
learners gain qualifications that allow them to go on to 
destinations that meet their interests, aspirations and the 
intention of their course of study.

Following completion of their course it is important to 
demonstrate that learners are ready for the next stage and 
are going to appropriate, high-quality destinations such as 
higher-level learning and/or into sustained employment or 
gain promotion at work.

Providers must evidence the extent to which they monitor 
the progression and destinations of learners (including 
whether learners enter secure and sustained employment) 
and use this information to improve provision.

Learner destinations must be tracked, recorded and 
submitted in line with the prescribed deadlines provided 
during contract clarification.  

https://www.southtyneside.gov.uk/skillspaperwork
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Safeguarding
South Tyneside Works is committed to ensuring that all 
learners are safe and protected from all forms of abuse and 
neglect and will promote the welfare of children, young 
people and vulnerable adults within our service area. Where 
a commissioned provider or a member of their staff has a 
concern about a learner because of something they have 
observed or heard about from a third party a South Tyneside 
Works Safeguarding Incident/Concerns Form must be 
completed and returned to South Tyneside Works using the 
following email address – skillsconcerns@southtyneside.gov.uk.

Completion of this form must not delay any consultation with 
Children/Adult Services or police over concerns of a serious 
nature.

All disclosures/concerns should be discussed with the 
designated safeguarding lead in an individual’s organisation 
who will follow their own Prevent policy and/or safeguarding 
policies and procedures which must complement South 
Tyneside Safeguarding Children Board procedures for 
children and young people aged 0-18.

South Tyneside Works Safeguarding Policy is available on the 
South Tyneside Works provider section of the website

Safeguarding Incident/Concerns Processes Pg 29 and Pg 30

Safeguarding and  
Prevent Reviews
The purpose of Safeguarding and Prevent reviews are to 
ensure that provider’s organisational procedures, practices 
and delivery of training and education meet their legal and 
contractual obligations

to ensure learners are safe and protected from all forms of 
abuse. The process is intended to be collaborative with the 
aim of supporting providers to continuously improve and 
demonstrate outstanding performance.

The reviews will focus on validating statements made at 
commissioning and the Safeguarding and Prevent self- 
assessments.

In advance of the Safeguarding and Prevent review providers 
will be asked to prepare evidence for the visit. If any of the 
information requested cannot be provided this will be added 
to the provider action plan.

The visit will be carried out by a representative from the 
Safeguarding Team within South Tyneside Works and relevant 
provider staff. The findings from the visit will be provided, 
with any actions fed into the provider action plan. Progress 
against the identified actions will be reviewed at the regular 
contract meetings.

Safeguarding and Prevent Review Process Map 31

https://www.southtyneside.gov.uk/skillspaperwork
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Process Flow Charts  
& Key Documents

Commissioning Process 

Stage 1

Prospective providers must register on the NEPO portal in order to access 
opportunities by registering at www.nepo.org.  

An invitiation to tender (ITT) is issued to registered providers with a suite of 
guidance documentation to support them through the commissioning process

Stage 2

Prospective providers must complete a Selection Questionnaire (SQ) to determine 
capability to deliver against set criteria

Providers, or  bidders, must at this stage indicate which Categories they wish to be 
included in should they pass the SQ stage

Stage 3

Once South Tyneside Council has evaluated and scored the SQ, notifications are 
issued to each bidder in the form of a notification letter and completed Selection 
Questionnaire evaluation.  

When a SQ fails, bidders may re-submit at a future opening of the NEPO portal.  

Stage 4

When a SQ passes, bidders will be invited to submit a Further Competition 
application for their respective categories at the next opening of the NEPO portal

Bidders must upload fully completed Further Competition Applications to the NEPO 
Portal and into the relevant category.  Late submissions and submissions to the 
incorrect category will be rejected.

Stage 5

Once the Further Competition Applications are evaluated using the published 
Evaluation matrix and timetables feedback is produced and confims any  
contract award. 

Notifications are issued to each bidder via the NEPO 

https://www.southtyneside.gov.uk/skillspaperwork
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Contract Clarification Process Chart

Stage 1

If providers have a contract awarded following the commissioning process they 
will be invited to attend a Contract Clarification Meeting with their designated 
Employment and Skills Officer (ESO). 

This invitation will include a detailed list of information for providers to provide in 
advance of, or at, the meeting. 

Stage 2

Delivery profiles will be confirmed at the contract clarification meeting. 

ESOs will confirm  providers performance targets, expectations for delivery  and 
describe the sanctions in place for non-conformance or breach of contract.

Stage 3
The contract will be issues and providers will be presented with copies in  
duplicate to sign

Stage 4
Once all of the information requested in advance of the meeting has been received 
and validated, and the contract has been issued delivery can commence.

Key Documents
Provider Staff Details Form 

Specific Point of Contact Form 

Designated Safeguarding Lead Form

Safer Recruitment Policy External Speakers Policy

https://www.southtyneside.gov.uk/skillspaperwork
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Tutor and Venue Delivery Information Process

Stage 1

All evidence of tutor and venue documents listed above are to be submitted to 
Employment and Skills Officers (ESO), via email, in advance of Contract Clarification 
Meeting or immediately after via the Staff Input Form

Any missing information will be added to provider action plans with an agreed 
timescale for return

Stage 2

A completed Course Approval should be submitted at least 2 weeks in advance of 
courses starting to ESOs by email

If all information is correct providers will by notified of approval to deliver  
by email

Stage 3

If any information was missing from the Course Approval providers will be 
requested to resubmit

Once all outstanding approval documents are received ESOs will update  the 
provider action plan as action closed

Once re-submitted refer to Stage 2

Stage 4

Staff details and additional evidence required for any new tutors and additional 
venues during the academic year

Submit required approval documents to ESOs via email

Refer to stages 2 and 3

https://www.southtyneside.gov.uk/skillspaperwork
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Course Approval Process

Stage 1
Provider to complete Course code request Form from South Tyneside Works and 
any relevant supporting documents and send by email to Employment and Skills 
Officers (ESO) at least 14 days in advance of course start date.

Stage 2

ESOs will confirm receipt and complete review.

If any information is missing this will be requested and providers will be required to 
resubmit.

Stage 3

Once all documentation is validated then ESOs will send the course code.  This 
code must be used on all documentation related to the course.

Providers are now approved to commence delivery with learners

Key Documents
Course Code Request Form Scheme of Work 

Venue Risk Assessment 

Provider Staff Details Form 

Tutor Qualifications

Tutor DBS

https://www.southtyneside.gov.uk/skillspaperwork
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Performance Review and Monthly Meetings Process

Stage 1
Providers Employment and Skills Officer (ESO) will arrange a monthly meeting with 
the designated contract manager from each organisation. 

Stage 2

Stage 3
The meeting will take place and any actions will be recorded on the provider 
improvement plan. ESOs will update the improvement plan and send to providers 
detailing timescales for completion

ESOs will send providers a meeting agenda in advance of the meeting.

This should be used by providers to prepare for the meeting discussion.

https://www.southtyneside.gov.uk/skillspaperwork
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Self-Assessment Process

Stage 1

Mandatory CPD Training to be attended by relevant Quality representative from 
Provider in preparation for undertaking self-assessment (dates confirmed at 
Contract Clarification).

Providers will be given access to data from previous academic year to undertake 
self-assessment of performance. A two-week deadline is set.

Stage 2

Completion of South Tyneside Works self-assessment template by provider with 
evidential data supporting judgements to allow for feedback to be prepared. 

Provider to attend Validation Panel and confirm grades and agree any improvement 
actions

Any actions identified are added to provider improvement plan and reviewed at 
regular intervals including contract meetings with Employment and Skills Officers.

Findings from self-assessment should be used to inform providers business 
improvement plans.

Key Documents
Provider Self-Assessment Template

Further Education and Skills Handbook

Stage 4

Stage 3

Skills South Tyneside self-assessment report is produced incorporating judgements 
from providers self-assessments and submitted to Ofsted. 

Skills South Tynesides business improvement plan is produced using the areas for 
improvement identified within the self-assessment as its basis on the Mesma platform.

https://www.southtyneside.gov.uk/skillspaperwork
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Quality Review Process 
All providers new to South Tyneside Works are required to undertake a quality 
review.  Quality Reviews undertaken on a 3-year cycle based on RAG ratings. 

The required list of evidence to be reviewed is sent out in advance of review.

A report will be sent following the quality review with any actions recorded on the 
provider improvement plan.

Provider will be RAG rated to determine frequency of next Quality Review

Key Documents
Quality Review Template

Stage 4

Stage 3

Stage 2

Stage 1

Quality Review takes place with South Tyneside Works representatives.

Any actions will be followed up at the regular contract meetings with providers ESO

https://www.southtyneside.gov.uk/skillspaperwork
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Stage 1

Stage 2

All providers subject to an OTLA Practice Deep Dive

Contact is made to organise a joint observation to standardise internal grades

Stage 3

Stage 4
Provider observer offers their feedback and findings to ensure that OTLA grades are 
standardised and align to South Tyneside Works findings

Stage 5

Practice Deep Dive is RAG rated with development actions added to the Provider 
Improvement Plan

Key Documents
Lesson Observation Template

Learner Work Product Review Template

Lesson Observation Policy

Scheme of Work Template

Lesson Plan Template

5 Minute Lesson Plan

Embedding Key Themes

Observation of Teaching, Learning  
and Assessment Validation Process

All providers subject to an OTLA Policy Deep Dive. 

This allows South Tyneside Works to be assured of the policy which informs the practice. 

Policy Deep Dive is RAG rated with development actions added to the Provider 
Improvement Plan

Joint observation is undertaken with South Tyneside Works internal representative and 
the staff member responsible for OTLA’s internal to the provider. 

This includes both tutor and learner voice. 

https://www.southtyneside.gov.uk/skillspaperwork
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Scheme of Work and Lesson Plan Process

Stage 1

Providers to complete schemes of work and lesson plans for all schedules they are 
contracted to deliver.

South Tyneside Works template documentation should be used. If providers wish to 
use their own in-house documentation examples must be provided to Employment 
and Skills Officers who will validate the content is adequate.

Stage 2
Schemes of work to be submitted to Employment and Skills Officer at Contract 
Clarification or 14 days in advance of course start for any courses that have been 
awarded in-year.

Stage 3

All providers subject to a Planning Deep Dive. 

This allows South Tyneside Works to be assured of the structure and content of 
planning and how this aligns to high quality teaching and learning. 

Planning Deep Dive is RAG rated with development actions added to the Provider 
Improvement Plan

Key Documentation
Scheme of Work Template Lesson Plan Template

Internal Mesma Deep Dive Templates 

https://www.southtyneside.gov.uk/skillspaperwork
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Safeguarding Incident/Concerns Processes

Referral of Suspected Abuse or Neglect

If you have a concern about the immediate welfare or safety of a child, young person 
or vulnerable adult call the police on 999 for an immediate referral.

If providers have concerns about a child, young person or vulnerable adult they should first 
speak with the Designated Safeguarding Lead in their own organisation.

All concerns raised, whether considered serious or not, MUST be recorded on  
a South Tyneside Works Safeguarding Incident/Concern form and sent to  

skillsconcerns@southtyneside.gov.uk

Is the concern considered SERIOUS?

If the concern 
involves a CHILD 

the provider should 
consult with the 
Local Authority 

Children and 
Families Social 

Care Team on 0191 
4245010 or if out of 
hours contact the 
Children’s team on 

0191 4562093.

If the concern 
involves an ADULT 
the provider should 

consult with the 
Local Authority 

Adult Safeguarding 
Unit Let's Talk Team 

on 0191 4246000 
or if out of hours 

contact the Adult's 
team on 0191 

4562093.

Providers 
should consult 
with the South 
Tyneside Works  

Safeguarding Lead

Is the concern considered NOT 
SERIOUS?

https://www.southtyneside.gov.uk/skillspaperwork
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Reporting a Prevent Concern for a Vulnerable Person

 

Key Documents
Designated Safeguarding Lead Declaration

Safeguarding Incident Concern Form

Learner Comments Form

Safeguarding Policy

Safeguarding Children Young People and Vulnerable Adults Practice Guidance

Preventing Extremism and Radicalisation Policy

If you have a concern about the immediate welfare or safety of a child, young person 
or vulnerable adult call the police on 999 for an immediate referral.

If there is an IMMEDIATE risk of a terror incident taking place you must call 999 or the 
Anti-Terrorist Hotline on 0800 789321

If a member of staff notices a concern that someone may be on the route of being 
radicalised they should discuss their concern with either their line manager or with their 

agency’s Designated Safeguarding Lead.

The member of staff should then share their Prevent concern according to the perceived 
risk following their agency’s Safeguarding procedure for making a referral.

All concerns raised MUST be recorded on a South Tyneside Works Safeguarding Incident/
Concern form and sent to skillsconcerns@southtyneside.gov.uk

For a concern about a CHILD or 
YOUNG PERSON (aged under 18) 

the member of staff should contact 
South Tyneside ISIT (Integrated 

Safeguarding and Information Team) 
on 0191 4245010 or out of hours on 

01914562093.

Make sure you state that you are 
making a referral under ‘Prevent’ 

(radicalisation).

For concerns about an ADULT the 
member of staff should consult 
with the Local Authority Adult 

Safeguarding Unit Let's Talk Team 
on 0191 4246000 or if out of hours 

contact the Adult's team on  
0191 4562093.

Make sure you state that you are 
making a referral under ‘Prevent’ 

(radicalisation).

https://www.southtyneside.gov.uk/skillspaperwork
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Safeguarding and Prevent Review Process 

Stage 1

Safeguarding and Prevent Self Assessment documents reviewed.

The required list of evidence to be reviewed is sent out in advance of visit.

Stage 2

Available evidence to be collated by providers in preparation for the review with 
any exceptions to the requested list declared and added to provider action plan as 
outstanding actions.

Feedback will be sent following the Safeguarding and Prevent review with any actions 
recorded on the provider action plan. 

Any actions will be followed up at the regular contract meetings with providers ESO.

 

Key Documents
Safeguarding and Prevent Review Template

Stage 4

Stage 3 Safeguarding and Prevent Review takes place with South Tyneside Works representatives.

https://www.southtyneside.gov.uk/skillspaperwork


If you know someone who needs this information in a different format, for example large print, 
Braille or a different language, please call Marketing and Communications on 0191 427 1717.


