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Please note: The question numbers in this guidance refer to the relevant question number(s) on the application form.
Ideally you are already in touch with a Community Learning Officer and active in a Community Operations Group. If not we ask you to contact the Community Learning Officer for your area who can support you in preparing your application. For Family Learning bids please contact the Family Learning Development Worker
	Maxine Murray, CLO
	Mobile:
07976 231564
	Ashfield/Mansfield

	Richard Sample, CLO
	Mobile:
07989 855928
	GreaterNotts

	Karen Bonsall, CLO
	Work:
01909 535567
Mobile:
07736 117923
	Newark and Sherwood/
Bassetlaw/Mansfield

	Caroline Ball, CLO
	Work: 01909 535399
	Newark and Sherwood

	Alison Sisson, Family Learning DW
	Work:   0115 9772155

Mobile: 07946258282
	County wide


Please submit your application in plenty of time before the proposed start date to allow for processing and for any queries to be addressed.

	Proposed dates for ACLS Grant Panel Meetings 2011- 2012: 


	Cut off date for Bids
	Panel Meeting date

	18.8.11
	25.8.11

	22.9.11
	29.9.11

	20.10.11
	27.10.11

	17.11.11
	24.11.11

	15.12.11
	22.12.11


Before proceeding with the application please note the following:
1. For applications to run several different courses;

· Please complete Sections 2 – 6 for each course

· You need only complete Section 1 ‘About your organisation’ for one of the courses. However, please ensure you have completed the ‘Cover Page’ ‘Applicant details’ for each course and submit all the applications together

2. To run the same course on a number of different occasions you may submit a single application form
Cover Page – Applicant details
Please enter the relevant details. 
Wider Family Learning courses are those in which mothers/fathers/grandparents/carers and in some cases their children take part in learning activities together or where the course is aimed at improving parenting skills. If this is the case with the course/s in your application please tick the box headed ‘Is this a Wider Family Course?’, if not please put a tick against ‘Personal Community Development Course’. 
SECTION ONE – About Your Organisation

Questions 1 to 7
These provide the service with your contact details and background information about your organisation.
Question 3
This allows you to tell us whether your organisation has received funding through ACLS before. This will make it easier for us to find your details and see how we have supported you previously.

Question 5

We need to rule out the possibility that funding gained from ACLS could be double funding, due to other funds that you already receive. We also need to ensure that the funding will be used in a complementary way
Question 6

A health and safety assessment must be carried out for the venue being used prior to the course and a risk assessment must be carried out for all learning activities. We have a health & safety assessment template for all venues used by ACLS providers. The Generic Location Health and Safety Assessment Record can be found at
www.nottsaclsmoodle.net/course/view.php?id=45
You will need to submit with your application copies of the following for your organisation:

· Equality and Diversity Statement

· Health and Safety Policy

· Safeguarding Policy

· Evidence of Public Liability and Employer Liability Insurance to the required level

· Due Diligence - The Skills Funding Agency have introduced the Approved College and Training Organisation Register (ACTOR) as its online e tendering application process. Sub contracting organisations like ACLS must also provide assurance that they have undertaken due diligence checks on their delivery partners. In response to this new requirement, ACLS will require prospective providers to declare if they are already registered on the ACTOR and are on the SFA list of accepted providers. If you are not already on the SFA's accepted list of providers then you will need to complete a Due Diligence form before approval. ACLS Community Learning Officers can support you with this. 
and for Community and Voluntary organisations:
· Evidence of your organisations management structure

· A copy of your organisations constitution
SECTION TWO – About the Course
Question 8 
This gives ACLS basic details about the course, such as the name of the course, the start and end dates, venue address, the number of sessions , hours per session and time of course and details of any qualifications to be gained. It allows us to see if the type of provision fits ACLS priorities & helps plan local provision and prevent duplication. 
Where you are applying to run the same course on a number of different occasions please give details i.e., total sessions, hours per session and total course hours for a single course. Then enter the number of times you plan to run the course. 
Question 9 

You need to make it clear to the panel how the project came about, that it is demand led and fits with ACLS priorities. This is a key factor in the decision making process so please do answer fully. Copies of surveys or evidence of consultation would help support your bid.
Please demonstrate how the course will support the ACLS Curriculum strategy – the strategy can be found on the ACLS website, www.nottsaclsmoodle.net  ACLS Documentation, policies and procedures (ACLS policies) or contact Julie Dye on 0115 9773082.
Question 10.

The Scheme of Work should be a fully detailed account of what the course entails and 
should include details of induction, course aims, objectives, the delivery method, the content of each of the sessions, learning outcomes, the resources needed, and the initial and on-going assessment methods. Details of possible progression routes should also be included. For short courses with a nationally predetermined syllabus e.g. Food Safety, it is acceptable to enclose the syllabus in lieu of a Scheme of Work, providing there is a clear indication of how the syllabus will be delivered. 
Question 11.
This question enables you to tell us about the added value that learners on the course could gain, e.g. increased confidence.
Question 12 
Please note that where you answer ‘yes’, ACLS will gather evidence from the Learner Evaluation forms and Tutor Report forms that ‘Information and Advice’ about how effectively information around possible next steps has been delivered.  
Question 13 

Please demonstrate how your provision will advance equality and diversity – how is it embedded in the course content/delivery  and how will you promote E&D? 
As a contracted-out service we require all our providers to comply with equalities legislation in their interactions with our learners.
SECTION THREE – About the Tutor
Questions 14, 15 & 16
To ensure that our learners receive a high quality learning experience, it is expected that the tutor is suitably qualified and experienced to teach the subject.  Please answer the questions, listing whatever qualifications they have relevant to the subject to be taught and enclose a completed ‘Tutor Personal Information Record’ (TPIR) form.
All tutors need to be registered with the Institute for Learning (IfL) for details and to register please visit http://www.ifl.ac.uk/membership
Tutors must be familiar with the Common Inspection Framework and its requirements, and with RARPA (Recognising and Recording Progress and Achievement) a leaflet on RARPA is available at http://www.archive.niace.org.uk/Projects/RARPA/Default.htm
It is preferable that all tutors are CRB checked, however where classes include children or vulnerable adults, it is essential that tutors have undergone the appropriate and recent CRB check( within the last three years).  Further information on CRB checks can be found at www.crb.gov.uk 
Registration details need to be recorded on the TPIR

SECTION Four – About the learners
Questions 17 – 18 
Please provide information about the priority groups and areas you intend to recruit learners from. ACLS Community Learning Officers can advise you on our priority areas (see page 2 for contact details).
Question 20
In ACLS we count Learners for our targets. In estimating the number of learners who will enrol on your courses, the following should be noted;

Learners

=
the total number of individual learners who enrol on course
Enrolments
=
the total number enrolling on courses
So where one person enrols on 2 courses they are counted as 1 learner and 2 enrolments.

Where you are applying for funding for several different courses it is important to provide estimated total numbers of learners as well as the number of learners per course, as learners may enrol on more than one course.
Question 21
Fees – If you wish to apply for remission of fees then please state briefly the case for consideration and attach a Remission Application form. A copy of the Fees and Remission policy and the Remission Application form can be found on the ACLS webpages:
www.nottsaclsmoodle.net ACLS Documentation, policies and procedures (ACLS policies)
SECTION Five – Health and Safety
Questions 22 - 26
The Health and Safety of learners is a priority for ACLS. Venue and Activity Risk Assessments must be carried out.
It is expected that the person undertaking these assessments is competent to do so.  The minimum standard required to demonstrate competency is to possess or to be working towards the achievement of the National Training Organisation for Employment Unit D: Review Health & Safety Procedures in Workplaces. 
Copies of Health and Safety documentation and Risk Assessments are available by visiting www.nottsaclsmoodle.net       
ACLS Documentation, policies and procedures (Health and Safety)
SECTION Six – How Much Will The Course Cost?
Please give as much detail as possible, evaluation of your application may be delayed if you do not complete this section fully.
Where you are applying for the same course to be repeated, and the costs are the same for each course please enter the total costs relating to all courses. Where the costs of the courses are different please copy Section Six and enter the costs for each course.
Level of Grant Available

The maximum grant available is normally £10,000 except in cases when activity covers a wide geographic or client base. If you wish to bid in excess of this amount please seek further advice from Helen Goldsbrough, Tel 01909 535397
email: helen.goldsbrough@nottscc.gov.uk
Management costs
Enter here any costs that relate to the overall management of the courses within your application.
Tutor Costs

We will normally pay up to £25 per hour including on costs.   These should be the actual costs of employing the tutor. You should include on-costs relating to employing a tutor such as National Insurance and Pensions contributions, where applicable. 
If the tutor is supplied by another organisation or is self-employed and a daily rate is charged please make this clear on the application form.
Course Development Costs
You may incur costs such as research, developing course materials, applying for accreditation etc. We class these as development costs and we will contribute to the cost provided that you are not already being paid to do this (i.e. you are employed as a development worker or you draw a salary from your organisation to develop projects). As a rule we would contribute up to 8% of the total project cost if you were developing a NEW course (we would not pay for a developing a course such as CLAIT, etc as these sorts of courses are fully developed).

We require valid invoices and/or timesheets showing how much time you spent on each activity if you claim this cost.
Administration costs
We recognise that there may be costs associated with administering the course and would pay up to £10 per hour for administrative time, including on costs. 
We would not pay for administrative time when an administrator is already employed by your organisation unless it was above and beyond their normal duties.

We will expect to see a realistic relationship between the length of the course and the amount of administration time claimed.

Exam Costs

These costs differ according to the awarding body. For example, for a student on an Open College Network course the charge is per learner, based on intended credit target (based on 10 hr credits).  For a learner expected to achieve 1 - 3 credits, the cost is around £9; other course registration costs may be much higher. 

Exam fees are usually payable to the examaning body shortly after the student is registered. You will need to include evidence of this expenditure when you claim.
Materials for delivery
You may require access to items of equipment to deliver the course. We would view each proposal on its merit. This does not include the purchase of computers or other capital items.
Advertising/Marketing
Any costs in this section should relate to the methods listed in Question 19 about how you plan to attract people onto the course. Any literature should include the County Council logo and mention support from ACLS
Childcare Costs

Childcare costs tend to average £11 - £13 per hour per crèche worker. Cost of the courses we fund are on average 2 hours per session or less.  Costs are normally based on the number of hours x number of sessions x number of workers.  For example, the cost of a typical crèche for a 5 week course needing 2 workers might be:

2hrs x 5 sessions x £22 (2 workers @ £11 per hr) = 220
Childcare is a complex area and there are strict regulations governing provision with which you must comply. If you need to arrange childcare please talk to your Community Learning Officer about how you might go about this.  

Venue Hire
The rate differs according to premises, evidence will be required to support your bid and claim. Most of the courses we fund are in Community Centres, Schools or other community spaces. The building/room you are planning to use will need to comply with the Disability Discrimination Act (DDA) and SEND Health and Safety Legislation.  If you need help in making this assessment or require further information please contact Simon Howes tel:0115 9772136 or email simon.howes@nottscc.gov.uk
Additional learner support
Where it is known or anticipated that a learner or learners will need additional learner support, please enter the anticipated cost. Any amount asked for will need to be supported by completing the appropriate ‘Additional Support Form’, available at www.nottsaclsmoodle.net
ACLS Documentation, policies and procedures (Additional support)  - do we need this?
Anyone used to provide support will need to be CRB checked and evidence of this provided to ACLS.
Additional information

What we cannot fund
· Core running costs of an organisation

· We cannot provide matched funding to existing SFA contracts

· Activity which does not contribute to the overall aims of ACLS

· Training for staff employed by your organisation
· Capital items, e.g. ICT equipment
Support

If you need help filling in the form do not hesitate to contact your local Community Learning Officer or Family Learning Development Worker (details can be found on page 2) who will be able to help.

Quality of Teaching and Learning
All provision funded by ACLS is subject to inspection by Ofsted (the Office of Standards in Education, Children’s Services and Skills) and as such your provision must meet the requirements outlined in the Common Inspection Framework. This is available on the Ofsted website at www.ofsted.gov.uk
ACLS will provide copies of Individual Learning Plans to enable you to work with the learner, following the RARPA (Recognising and Recording Progress and achievement) framework to:

· Record for each learner any previous experience or knowledge they already have of the subject they wish to study, or of any previous courses they have already undertaken.
· Record any additional support they require to fully participate in the course.

· Record individual learning outcomes and learners’ progress towards achieving them.
· Record any advice given about the different progression opportunities that are available.
Tutors will also be expected as part of induction to:

· Welcome all learners to the group, especially new ones

· Break down barriers to individuals, e.g. lack of confidence within the group

· Establish a safe and non-threatening environment which encourages learner participation and contributions as individuals and as a group

· Agree ground rules, and display during each session

· Ensure learners know about practical issues, such as car parking, refreshments and toilet facilities 

Details of Tutor responsibilities are outlined in the ACLS Tutor Handbook, which will be made available to all tutors delivering ACLS courses.

Providers will also receive a ‘Provider Handbook’ which outlines their responsibilities.

If there are any aspects relating to quality you feel you will need advice or support with, please contact Andy Ashley at ACLS, by telephone on 0115 977 3594 or by email andy.ashley@nottscc.gov.uk
As part of our quality assurance procedures, we have set targets for key areas, details of which will be in your funding agreement, e.g. number of learners, % success rates, retention rates, attendance rates etc.  These targets will apply to any activity approved through your application.
Your course may also be visited by a member of our Observation team to gauge the effectiveness of teaching and learning or as a general monitoring visit.  At the end of the course the tutor will be required to submit a tutor end of course report/evaluation form.
Equality and Diversity
ACLS has a duty to advance equality and diversity and has the expectation that E&D will be embedded in all aspects of provision so that all learners can fully achieve, feel respected and safe.
The Service has funding to support learners who have additional needs. The Additional Learning Support application forms are available on the ACLS website,www.nottsaclsmoodle.net ACLS Documentation, policies and procedures (Additional support)
 If you need any help with this form please contact Karen Bonsall on 01909 535396, or email karen.bonsall@nottscc.gov.uk
Every learner will receive a learner handbook, or for short courses a Learner Entitlement Statement, containing important information, relating to Equality and Diversity. 

Minor Works

There is also a small budget to fund minor works activity that can improve the quality of teaching and learning for the learner. Each application is judged on its own merits but please be aware that the quality of the environment in which you plan to deliver your activity will have an impact on the quality of the provision.
Please contact the ACLS office on 0115 977 2185 should you require support for the above.
Payment
Payment is normally made at the end of the course and cannot be processed by ACLS until all paperwork, claim forms and the tutor end of course report/evaluation form are completed and submitted.  The tutor end of course report/evaluation form is vital as it will be used to inform our Self Assessment Report (SAR).
To ensure prompt payment, please submit all paperwork as soon as the course finishes.  Please allow 30 days for processing of your claim.
Please do ensure a clear audit trail is kept of all expenditure claimed. Samples audits will be undertaken from time to time. 

If there are any changes to your proposal after submission and/or issuing of a funding agreement, for example if a course does not run, is cancelled or the venue or start and end dates need to be changed, please inform ACLS immediately so that our records can be updated.
Successful applicant organisations will receive a ‘Funding Agreement’ which will detail the terms and conditions of the grant awarded.
Please return your completed application and supporting documentation to:

Adult & Community Learning Service
4th Floor
County Hall
West Bridgford
Nottinghamshire
NG2 7QP
Fax: 0115 9772807

E:mail acls@nottscc.gov.uk
Adult and Community�Learning Service   
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