Management Structure
Please provide details of your management structure, systems and processes.
Your response should:

e Include an organisation chart and describe your proposed management structure

e Provide a clear explanation of your capacity to manage this provision alongside
existing and any potential future commitments

e Clearly describe the systems and processes that will be used to provide a robust
audit trail of evidence to support payment validation, prevent fraud and meet ESF
requirements. This should include but not be limited to: attendance records/action
plans, participant consent, evidence to support claims for outcome payments and
evidence to prove participants’ eligibility.

Insert your response in the pre-set, shaded space on the following pages. Your
response MUST be limited to 2 sides of A4.




Reed in Partnership’s (Reed) management structure for this service provides clear
lines of responsibility & accountability, extending from our Board through to local
delivery by Reed & our partners F1 Training & College of West Anglia (CWA):

REDACTED

The Reed Board: Our Managing Director (MD), REDACTED has operational
oversight of Reed, chairs the Reed Board & will be the ultimate accountable decision
maker for this provision. Our Operations Director (OD), REDACTED, reports to the
MD & is responsible for operational delivery. She will have strategic oversight of the
programme & will report performance, quality & risk to the Board. Programme
Management: Our Operations Manager (OM), based in our Peterborough office, will
be responsible for the overall quality & performance of the contract (including both
Reed & subcontractor delivery) & will report to the OD. They will be the point of
contact for DWP & will lead our delivery & stakeholder engagement strategy. Reed/
partner Team Managers (TMs) will report to the OM & be responsible for driving &
monitoring performance of individual teams. This will include: evaluating & managing
individual Keyworker performance; providing development support for Keyworkers; &
monitoring referrals & starts. TMs will be based in our Peterborough, Cambridge,
Bury St Edmunds & Kings Lynn offices. Delivery Team: Keyworkers will provide
individualised work-focused employment support to participants & report to
Reed/partner TMs. Our Recruitment Manager (RM), will be responsible for driving
our employer engagement strategy & sourcing job vacancies. They will report to the
OM. Support Functions: Reed/partner delivery will be assisted by our specialised
support functions who will be managed by the following staff (all reporting to the
board): our Head of HR, REDACTED, manages HR & Learning & Development
functions; our Head of Assurance & Quality (A&Q), REDACTED, manages Quality
Assurance, Risk Management & ICT/Systems functions; our Marketing Manager,
REDACTED, will manage our marketing & publicity strategy; our Financial Controller,
REDACTED, manages our finance & accounting teams; & our Innovation & Change
(I&C) Associate Director, REDACTED, manages Continuous Improvement,
Implementation & Curriculum & Training Development functions.

Capacity: We currently deliver contracts across multiple geographies & over the
next year expect to expand our services by bidding for further DWP ESF contracts,
SFA & Council ESF programmes & the new Health & Work Programme. Our central
I&C Team (with four Project Managers) provides capacity to implement multiple
contracts at the same time. We have modelled a rapid build-up of frontline project
staff (4 Keyworkers by go-live/8.8.16) to enable quick transfer to business as usual
operations (releasing the 1&C Team for other tasks) & ensuring we do not need to
use staff from existing contracts. TMs & Keyworkers will be dedicated to this contract
supported by an experienced OM (a structure successfully used on previous
contracts). Our sister company Reed Specialist Recruitment is contracted to
maintain a shortlist of pre-screened candidates allowing us to fully resource new
contracts with dedicated delivery teams quickly without impacting existing delivery.
We also utilise the Property team, IT services & payroll processes of the wider Reed
Group who can respond flexibly to increased demand from future contracts.
Systems & Processes: Reed is experienced at delivering DWP & ESF
programmes. Our systems & processes provide a robust audit trail that meets ESF &
DWP requirements & will be applied across Reed & partner delivery. For example:
Participant Management System: All Reed & partner staff will be trained & tested in
the use of our Orion system. Orion records every customer interaction (e.g. action




plans, assessments & appointment notes), attendance records to ensure participants
receive regular support; any permissions (e.g. consent forms); & evidence (e.g. job
start information to support claims for outcome payments). Orion provides a
complete audit trail of all inputs, evidence & outcomes allowing system activity to be
tracked. Reed's systems (also to be used by partners) have 1ISO9001, ISO27001 &
Cyber Essentials accreditations & comply with the Data Protection Act 1998. Orion is
accessed via our encrypted web-accessible Citrix system which is password-
protected, with staff gaining access only upon completing Orion & data protection
training. Financial Management: All claims to DWP (made within 8wks following the
outcome qualifying period) & payments to partners will be handled by our central
Finance Team. Reed's Financial Controller will oversee the financial claims process
(including establishing payment processes with partners), cost management,
financial audits & will take overall responsibility for programme financial management
& accounting. We will maintain separate accounting records for the programme,
making records & supporting information readily available to DWP. Programme
finances will be reviewed by our Board at monthly meetings. Quality Assurance &
Validation Processes: Reed/ partner TMs will follow our file check processes (at least
five files per Keyworker every quarter) to ensure completeness & compliance. Our
A&Q team separately monitor contract compliance via bi-annual A&Q audits &
unannounced spot-checks (e.g. checking action plans & outcome evidence). Our
claims processes are built on clear segregation of duties to mitigate against any risk
of fraud & ensure the validity of all claims. Reed & partner Keyworkers will be
responsible for collecting (& uploading to Orion) short/sustained job outcome
evidence & will be trained on all requirements at induction by our A&Q team.
Outcomes submitted for payment by Reed/partners will be checked by our A&Q
Team for compliance & validated by our Finance Team prior to being submitted to
DWP. Our Documentation Retention Policy will be submitted within 4wks of service
start & all documentation will be stored until 31/12/2026 (as per DWP/ESF
guidance). Supply Chain Management Framework (SCMF): We have developed a
robust SCMF that outlines all processes the OM will use to manage partners. This
includes ensuring partner staff are fully prepared for delivery (e.g. IT, systems &
process training is completed), processes established for audits of compliance,
performance management structures are in place, & communication lines with Reed
support functions (e.g. finance & A&Q) are set up.




