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1 Introduction
The Provider Handbook is designed to help providers and their staff to identify the key responsibilities they have in the delivery of Adult and Community Learning Service (ACLS) funded courses. For the purpose of this document the term “provider” refers to any organisation that applies to ACLS for funding, is issued with a funding agreement and delivers courses for ACLS.

 Although the handbook is applicable to all providers there are some elements that will only be relevant to providers who apply for funding through the ACLS grants process. Where appropriate, other documents that provide more in depth information will be referred to. These include:
· Application for Funding Guidance Notes August 2010-July 2011
· Guidance for Completion and Submission of Forms August 2010-July 2011 

· Adult and Community Learning Service Funding Agreement 2010/2011
· Quality Improvement Framework

· Tutor Handbook
2 Content
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3 Grant Application

(For full details please see Application for Funding Guidance Notes August 2010-July 2011)
3.1 The provider should complete the grant application form as fully as possible as detailed in the guidance notes. 
3.2 Providers must ensure that tutors are appropriately qualified and experienced (and where necessary have a current CRB check and registered with the Independent Safeguarding Authority) to deliver the learning that funding is requested for. ACLS to be supplied with this information on a Tutor Personal Information Record TPIR).
3.3 The completed application form should be sent to ACLS to arrive at least one week before the grant panel meeting.

3.4 The provider will submit any additional information requested by ACLS either before or after the grant panel meeting that considers the grant application.
3.5 Once a grant has been approved the provider will sign and return the Funding Agreement within 21 days.
3.6 Providers are required to submit a course schedule to ACLS providing final details of courses to be delivered.

3.7 New providers will receive a pre-course visit to support them with ACLS systems and procedures.
4 Quality
4.1 Staff support

(For full details please see Adult and Community Learning Service Funding Agreement 2010/2011 and Tutor Handbook)
4.1a 
The provider will induct all its staff involved in the delivery of ACLS courses into the Services’ processes and procedures. It is recommended that the “ACLS Tutor Induction” powerpoint presentation available on Honeycomb is used to support this process.
4.1b 
All tutors will be issued with a Tutor Handbook.
4.1c 
Providers will ensure that tutors are kept informed about the ACLS website -Honeycomb, tutor email group, curriculum workshops and tutor conferences. 
4.1d All new tutors will complete the Tutor Induction Quiz on Honeycomb.
4.1e 
Providers will ensure that tutors hold, or are working towards an appropriate teaching qualification and have registered with the Institute for Learning.
4.1f Providers will ensure that tutors are familiar with the 5 stages of RARPA (Recognising and Recording Progress and Achievement) and they are incorporated on to all courses. 
4.2 Observation of Teaching and Learning (OTL)/Class visits
(For full details please see Quality Improvement Framework)
4.2a 
ACLS will identify tutors requiring a lesson observation using the guidelines in section 3.1 of the Quality Improvement Framework.

4.2b 
Once a date for the observation has been agreed between ACLS and the provider, the provider will notify the tutor as soon as possible, passing on information and documentation supplied by ACLS.

4.2c 
When the observation report is received the provider will discuss the content of the report with the tutor and agree timescales for any action points. The OTL Action Confirmation Record should be signed by the provider and tutor and returned to ACLS within 1 month of receiving the observation report.
4.2d Where providers have their own lesson observation teams and carryout their own observations of ACLS tutors, reports from these observations will be submitted to ACLS within one month of the observation taking place.
4.2e 
ACLS will identify tutors requiring a class visit using the guidelines in section 3.4 of the Quality Improvement Framework.

4.2f
When the class visit report is received the provider will discuss the content of the report with the tutor particularly if any areas of concern are highlighted.
4.3 Self Assessment Report

(For full details please see Quality Improvement Framework)
4.3a 
Providers will be expected to contribute to ACLS’s Self Assessment Report by attending a self assessment event for providers at the end of each academic year. 
4.4 Health and Safety

(For full details please see Application for Funding Guidance Notes August 2010-July 2011, Adult and Community Learning Service Funding Agreement 2010/2011 and Quality Improvement Framework)
4.4a 
Providers are required to complete a Venue Health and Safety assessment prior to the start of any courses at that venue. These should be submitted to ACLS with any grant application forms.

4.4b 
Providers will ensure that tutors have completed an activity risk assessment for activities that learners will undertake during a course. Copies of this document must be kept in the ACLS Course File.
4.4c
Appropriate health and safety posters must be displayed where activities require e.g. manual handling, computer posture.
4.4d 
Providers must be fully insured against all insurable liability with public liability insurance to a minimum of £5 million.

4.4e 
Providers must notify ACLS of any Health and Safety matters relating to the delivery of ACLS courses, including accidents, injuries, diseases and dangerous occurrences.

4.4f If a course involves physical activity, providers must ensure that learners complete a medical questionnaire. These should be kept in the course file.
4.5 Equality and Diversity

(For full details please see Application for Funding Guidance Notes August 2010-July 2011, Adult and Community Learning Service Funding Agreement 2010/2011 and Quality Improvement Framework)
4.5a 
Providers must comply with all equalities legislation in delivering courses for ACLS.

4.5b 
Providers must ensure that Equality and Diversity issues are addressed during course inductions.

4.5c 
Equality and Diversity should be promoted throughout all courses and ACLS Equality and Diversity posters displayed in classrooms.
4.6 Safeguarding

(For full details please see Application for Funding Guidance Notes August 2010-July 2011, Adult and Community Learning Service Funding Agreement 2010/2011 and Quality Improvement Framework)
4.6a 
Providers must comply with all safeguarding legislation in delivering courses for ACLS.

4.6b Providers must have a named “designated person” for safeguarding issues. ACLS must be informed of the name of that person.
4.6c From 1st November 2010 any new workers or those moving position must have applied for ISA registration before starting in that role if the activity is regulated and involves contact with children or vulnerable adults.
4.6d Providers must notify ACLS of any safeguarding issues relating to the delivery of ACLS courses.
4.7 Contract Monitoring

(For full details please see Adult and Community Learning Service Funding Agreement 2010/2011
4.7a Providers will monitor success, retention and attendance figures for each course delivered and compare with contract targets. Where targets are not being met follow up action should be taken.
4.7b Providers will notify ACLS of the results of any accredited courses.

4.7c Providers will notify ACLS if a complaint relating to an ACLS course is received from either a learner or tutor.
5 Course Delivery

(For full details please see Adult and Community Learning Service Funding Agreement 2010/2011 and Tutor Handbook)
5.1 
Providers will ensure that individual learners needs are met including, where appropriate, any literacy, numeracy or other special needs of learners.
5.2 
Unless otherwise arranged through ACLS, providers will ensure that all learners receive Information and Advice regarding other learning opportunities that they may wish to progress on to.
5.3 
Providers will ensure that all learners on Wider Family Learning programmes are signposted to Family Literacy, Language and Numeracy or Skills for Life programmes if they have a literacy or numeracy need.
5.4 
Providers will notify ACLS of any significant changes to the course delivery as detailed in the original grant application and funding agreement including change of course locations and times.
5.5  
Providers will monitor learners’ attendance and follow up any absences as set out in ACLS’s Absence and Withdrawal procedure. ACLS will be notified of any learners who withdraw from a course.
5.6 
Providers will notify ACLS when courses are cancelled.  If a provider is considering closing a course after it has started e.g. if numbers have dropped, ACLS must be notified prior to closure.
6 Paperwork

(For full details please see Guidance for Completion and Submission of Forms August 2010-July 2011)
6.1 
Providers will issue any relevant ACLS paperwork to the tutor prior to the start of the course. Tutors must be given an induction regarding the use of the paperwork and referred to the Guidance for Completion and Submission of Forms August 2010-July 2011 document and the Tutor Handbook.
6.2 
Providers should check that paperwork has been completed correctly and fully prior to its submission to ACLS. Where necessary any supporting evidence linked to the paperwork should be seen by the provider e.g. fee remission evidence.

6.3 
Completed paperwork should be submitted to ACLS within the timescales identified in the Guidance for Completion and Submission of Forms August 2010-July 2011 document.
7 Finance

(For full details please see Adult and Community Learning Service Funding Agreement 2010/2011)
7.1 
Providers are responsible for ensuring that, where necessary, ACLS’s Fees Policy is implemented and any fees are collected from learners who are required to pay.

7.2 
Any fees received from learners should be deducted from the final claim for funding submitted to ACLS.

7.3 
After a course has finished providers should submit any remaining paperwork, a signed claim form and an invoice to ACLS. Internal organisations to Nottinghamshire County Council will submit departmental transfer forms rather than invoices.
7.4 
Providers must retain an audit trail linking actual expenditure for courses to the funding received from ACLS for a period of 7 years. Copies of receipts need to be submitted to ACLS on request to support financial claims being made.
8 Key contacts at ACLS
The table below details key contacts within ACLS who have responsibility for the areas detailed in this handbook:

	Area
	Contact
	Telephone
	Email

	Contracts
	Sue Green
	0115 9772875
	sue.green@nottscc.gov.uk

	Grant applications
	Helen Goldsbrough
	01909 474029
	helen.goldsbrough@nottscc.gov.uk

	Quality
	Andy Ashley
	0115 9773594
	andy.ashley@nottscc.gov.uk

	Health & Safety
	Kath Burgess
	01909 474029
	kath.burgess@nottscc.gov.uk

	Equality & Diversity
	Helen Goldsbrough
	01909 474029
	helen.goldsbrough@nottscc.gov.uk

	Safeguarding
	Andy Ashley
	0115 9773594
	andy.ashley@nottscc.gov.uk

	Finance
	Karen Gomersall
	0115 9772014
	karen.gomersall@nottscc.gov.uk

	Family Learning
	Susannah Chambers
	0115 9772181
	susannah.chambers@nottscc.gov.uk

	Fee remission query
	Sue Green
	0115 9772875
	sue.green@nottscc.gov.uk

	Management Information Data
	Simon Howes
	0115 9772136
	simon.howes@nottscc.gov.uk

	Information & Learning Technology
	Alan Clark
	0115 9772193
	alan.clark@nottscc.gov.uk

	Local issues/CLGs
	Helen Goldsbrough
	01909 474029
	helen.goldsbrough@nottscc.gov.uk

	Paperwork requests
	Karen Gomersall
	0115 9772014
	karen.gomersall@nottscc.gov.uk


ACLS website/Virtual Learning Environment:

http://www.nottsaclsmoodle.net/
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