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	1.
	Introduction


	1.1
	This guidance supports you, the Provider, by setting out the essential things you need to know and do, in order to meet the expectations of GM Programme Office and ESF, in conjunction with other requirements set out in the Contract between the Authority and the Provider. Compliance with European Social Fund (ESF) requirements – as a key funder of the GMs NEET and Youth Employment Programme – are laid out throughout the relevant sections of this Provider Guidance.


	1.2
	This guidance is for providers of both Lot 1 and Lot 2 of the ESF NEETs and Youth Employment Programme. Where an element of guidance relates only to one Lot this is clearly highlighted. 


	1.3
	The Provider Guidance is a contractual document and should be read in conjunction with the GMs NEET and Youth Employment Programme contract. Changes to the Provider Guidance will be undertaken periodically, with details of changes notified to you and recorded within the change log.





	2.
	ESF GM NEETs & Youth Employment Programme Overview



	2.1
	The GM NEETs and Youth Employment Programme has two core strands which will deliver against the objectives of the ESF priority 1.2: Sustainable Integration of Young People, on which further information can be found here on the government’s ESF Operational Programme 2014-2020 webpages.  
 

	2.2
	Greater Manchester Combined Authority (GMCA) has secured £10m European Social Fund (ESF) to procure two lead organisations to deliver an innovative engagement and mentoring programme for young people aged 15-24 who are affected by missed education, and/or are disengaged from mainstream skills support offers, and/or are not in employment or training. Both national and regional research indicates several challenges in engaging and supporting this group of young people, which has been addressed in the specification document. 


	2.3
	The main aim of the programme is to mitigate the impacts on those young people most affected by the covid-19 pandemic, experiencing disadvantage, and not engaged with other provision, through a comprehensive engagement and transition offer that will enable these young people to successfully engage in a positive learning or work destination and develop the skills and confidence to continue into a sustainable career pathway.







	2.4
	This programme has been procured as two separate lots 

Lot 1 - Engaging young people aged 15-19 years who are at risk of NEET, or NEET into strong and positive transitions 
 
Lot 2 - Engaging and supporting young people aged 18-24 years into further education, training or employment

This is in recognition of the different needs of these cohorts, and the context in which the existing system currently engages and supports these age groups through NEET prevention/engagement activity and employment and skills support. 


	2.5
	The Providers of the two Lots must work closely together to offer a seamless and coordinated package of support to young people.  Providers are expected to manage this relationship and associated systems closely on an ongoing basis. This will be overseen through governance arrangements for the programme


	2.6
	Through this overall programme GMCA is looking to support more than 6,000 young people with a minimum of 45% of these moving into a positive outcome. The minimum number of individuals to be supported through each lot are:

Lot 1 (15-19 year olds): 3,000
Lot 2 (18-24 year olds): 3,000


	2.7
	Delivery is expected to start no later than 31st January 2022 and the final date for all outcomes will be 30th September 2023. The date for the final claim is 31st October 2023. There will be no extension to this funding period.

The table below sets out the key milestones for the programme for both lot 1 and lot 2. 
	Milestone
	Date

	Delivery to start
	31st January 2022

	Final date for new participants to be enrolled onto the programme
	30th April 2023

	Final date for participants to undertake an exit interview linked to a completion
	30th September 2023

	Final date for progression outcomes (the 28-day period must be completed by this date)
	30th September 2023

	Date for final claim via GMIT
	31st October 2023








	3. European Social Fund (ESF) – Requirements


	3.1
	This chapter sets out your responsibilities as a Provider delivering the project to meet the evidence and information requirements for ESF. Failure to meet the requirements set out in this chapter may result in your organisation being liable for any fines incurred by any audit including the European Commission (EC). 


	3.2           
	Background

	3.2.1
	The ESF requirements outlined in this chapter apply to you and your whole supply chain throughout delivery. It is your responsibility to adhere to these requirements and to ensure your supply chain does the same. You are ultimately accountable for the ESF compliance of your contract, including your subcontracts.


	3.3        
	ESF 2014 – 2020 Programme eligibility and evidence requirements

	3.3.1
	To be eligible for ESF 2014 - 2020, all participants must be legally resident and have the right to take paid employment in the UK. Participants must also be aged 15 to 24 for the purpose of this project.

Proof must be obtained to evidence that the participant:
· Is NEET or at risk of NEET (aged 15 to 19).
· Is Unemployed or Economically Inactive (or has a zero-hour contract but is not working at the start of the programme and any outcome or completion points) (aged 18 to 24).
· Is legally able to reside and work in the UK during the period of ESF support.  For the purpose of ESF NEETs and Youth Employment the individual must live within Greater Manchester

It should be noted that education law requires all young people in England continue in education or training until at least their 18th birthday.  So young people under the age of 18 who are NEET or at risk of NEET, do not need to provide separate proof of a right to live and work in the UK in order to join ESF. However, evidence in the form of a school, National Careers Service or Local Authority referral (plus a letter from local authority confirming that the individual is at risk of being NEET where appropriate) will be required.


	3.3.2
	For further guidance and the preferred list of evidence please see The ESF Data Evidence Requirements – Eligibility and Results which can be found on the link below.
ESF Data Evidence Requirements v3 (publishing.service.gov.uk)


	3.3.3
	The ESF requirements include but are not limited to the following: 

· Adequate evidence must be kept at all stages for participants who have started on provision.
· A complete audit trail of key documents and electronic information must be captured, maintained, and retained at all stages throughout the process.
· The EU regulations in connection with marketing and publicising ESF must be met.
· EU requirements relating to sustainable development, equality, diversity, and equal opportunities must be met.
· All required documentation for each participant must be made available to GMCA and EU auditors if required.

[bookmark: _Hlk54873040]It is an ESF requirement that all participants are informed about the support they are getting from ESF via the ESF2020 “How the ESF Social Fund is Helping You” leaflet at their initial meeting and that ESF documentation is completed. Further information can be found in the National Eligibility Rules for the ESF programme for England 2014-20. 

	3.4       
	Evidence of Results

	3.4.1
	You must ensure you have robust systems in place to assure that the information you are providing is correct. Evidence to show participants have received outcomes as specified in Section 5.3 must be collected in line with ESF Data Evidence Requirements, as outlined in https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/519597/ESF_Data_Evidence_Requirements.pdf and must show that the result was achieved within 4 weeks of completing the provision.  


	3.5     
	Generic ESF Requirements

	3.5.1
	For, all other ESF requirements e.g. marketing and publicity, Document Retention, Cross Cutting Themes, Evaluation etc. please see 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/832417/ESF_Cross_Cutting_Themes_guidance.pdf
for further information.





	4.
	Greater Manchester Individual Tracker (GMIT)


	4.1
	As part of the wider programme GMCA has recently designed and procured an individual tracker system which the provider will be required to use to manage their claims and performance submissions monthly to the GMCA Performance Office.

GMIT system is a bespoke built system commissioned for the purpose of ESF programme delivery.

The system has been built using a cloud-based AWS server hosting the database. For security, the server will be fully encrypted, password and user protected with automated alerts to identify unauthorised system access.  

The system is a centralised database that collects provider data relating to each individual participant accessing the programme and will be the primary vehicle for providers to submit participant level management information and funding claims to GMCA for the programme.  The system has been designed to work with providers existing client tracking systems to avoid the duplication of inputting into multiple systems

The GMIT system will be the key reporting mechanism used for performance monitoring of Critical Success Factors and MSDS, including compliance and evaluation.

Providers will be expected to work with GMCA and GMIT developers during the implementation stage to ensure they system is embedded in time for go-live.  A draft copy of the data set can be found in the programme specification documents. This is subject to requirements as per GMCA and ESF regulations, the provider will be notified in this instance. This is an example of the minimum data we will require but is not the definitive list.
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	Funding Model, Claims, Validation & Compliance


	5.1
	The ESF GM NEETs & Youth Employment funding model is a combination of Service Fee and Payment by Results as set out below:

· Service Fee – 40% of total Contract Value
· Activity and Results Payment – 60% of total Contract Value
This section details the funding model, claims processes and validation requirement for the contract.



	5.2
	Service Fee

	5.2.1
	The Service Fee is designed to support the provider in delivering its service to participants and will be paid as follows:
· First payment will cover six months of delivery and will be made in advance following the signing of contracts.  GMCA will issue the provider with a Purchase Order number to enable them to raise an invoice, all invoices will be subject to GMCA’s 30-day payment terms.
· A further four quarterly Service Fee payments will be made subject to the satisfactory claims submissions and the delivery of the Minimum Service Delivery Standards (MSDS) directly related to the Service Fee as set out below. 


	5.2.2
	Payment of the Service Fee will be subject to meeting three or more of the six Service Fee related MSDS set out below.  Failure to meet three or more in a rolling three-month period may result in the Service Fee being withheld.
	Standards directly related to Service Fee
	Target 

	1. Make initial contact within 2 working days of referral/ initial outreach engagement 
	 100% 

	2. Initial appointment to take place within 5 working days of initial contact 
	 90% 

	3. High level action plan to be agreed with participant within 10 working days of start date 
	 95% 

	4. Projected length of support (level of intensity) to be agreed within 10 working days of start date 
	95%

	5. Minimum weekly engagement with Keyworker for first 30% of planned intervention period (based on level on of intensity) or Participants who are live on the programme to be in contact with their keyworker on a minimum of fortnightly basis (Provider to confirm)
	95%

	6. Minimum monthly review of progress with participant to identify distance travelled and explore ambitions, barriers and ongoing support for mental health and wellbeing 
	 95%




	5.2.3
	Providers will submit monthly claims to GMCA via the GMIT system outlined in Section 4.  GMCA will use these claims to assess Providers’ performance and compliance against the six MSDS above. The basic principles whereby the Service fee may be withheld are as follows:

· Failure to meet three or more of the six MSDS set out above, in one or more in-month period, when viewed across a rolling three-month window, may result in the next quarterly Service fee being withheld until the failure is remedied.
· Withholding of the Service would continue until such a time that within a three-month rolling period, there no more than two individual MSDS failures across the six.
· Once performance has returned to satisfactory level, the Service Fee would be placed back into payment and any withheld fees will be paid to the provider at the earliest opportunity.
· If the provider is unable to return performance to a satisfactory level, the provider will no longer be entitled to the Service Fee and GMCA shall be relieved of any obligation to pay the withheld Service Fee.


	5.3
	Activity and Results Payments

	5.3.1
	Activity and results payments will be paid for each participant on the programme meeting the following stages:
· Start on Programme
· Progression into a Positive Outcome
· Programme Completion
Providers will submit monthly claims to GMCA via the GMIT system outlined in Section 4.  GMCA will undertake a verification exercise of the activity and outcomes claimed to ensure the validity of the claim, which will include reviewing individual participants records, prior to agreeing the monthly Activity and Results payments.  Once the monthly payment has been agreed the provider should submit an invoice to GMCA for payment within their payment terms.
To enable a Provider to claim any of the above they must assure themselves that they have the relevant evidence to support the validity of the claim, the details of which is set out below and also in the Customer Journey/Claim Point flowchart attached at appendix 4.


	5.4
	Start on Programme

	5.4.1
	Prior to a claiming a start on the programme it is the providers responsibility to ensure that all participants meet the eligibility criteria for both the contractual eligibility of the programme and ESF eligibility requirement and retain evidence to support this.  Failure to do so could result in the claims being rejected or clawback of any funds already paid.  Further details of the eligibility criteria and evidence is set out at Section 3 above.

The start date is the point at which the participant begins to engage with the programme.  This is initiated by a face to face or virtual meeting between the provider and the participant.  Evidence of the start date will be supported by the completion of an ESF1420 initial form (Appendix 1). 

At the initial meeting the participant must be made aware of the support they will receive from ESF. You must also advise of ESF support and issue an ESF2020 leaflet to the participant. How the European Social Fund is helping you (publishing.service.gov.uk)

The fully completed ESF1420 initial form should be signed by the participant: in doing this they declare that they understand the provision is ESF funded, and that they are aware their information will be stored and used for ESF purposes. In the event an individual cannot or refuses to sign the ESF1420 form you must inform GMCA Programme Office.

You must retain the completed forms within the participant’s record for inspection by GMCA Programme Office.
 
It is essential that you retain evidence of the initial face to face or virtual meeting. This evidence will be subject to validation and audit and the evidence must be retained in line with ESF document retention requirements, further information is available at: https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/832230/ESF_Document_Retention_Guidance.pdf 


	5.5
	Progression into a Positive Outcome

	5.5.1
	A positive outcome for a participant includes the following:
· Entering employment
· Enrolled onto an accredited training or skills course
· Entering education 
· Starting an Apprenticeship, Traineeship, or Supported Internship
· Moving into self-employment
The participant must have been in the positive outcome for 28 days before this can be claimed. The provider will need to obtain evidence of the start date of the outcome and evidence that the participant is actively continuing to engage at the 28-day point.   Details of acceptable evidence can be found at: ESF Data Evidence Requirements v3 (publishing.service.gov.uk)


	5.6
	Programme Completion


	5.6.1
	When a participant’s time on the programme comes to an end the provider must carry out with the participant a programme exit discussion and complete a Programme Completion Form.  The form with be developed with GMCA during the implementation period and will include the fields in the attached ESF 1420 end form.  In order to claim a programme completion it is essential that the Programme Completion form is completed for all participants.  

A programme completion can be claimed at the following points: (see Appendix 4):
· At the same time that a positive outcome is being claimed (i.e. the person has been in a positive outcome for 28 days as required)
· Where an outcome is not being claimed and the participant is exiting the programme 

Where a participant leaves the programme and cannot be contacted to carry out the Completion/ Exit discussion, the exit form must be submitted to indicate that they have left the programme. No Completion fee can be claimed.


	5.7
	Compliance Monitoring 

	5.7.1
	
The GMCA Programme Office will undertake regular verification and compliance visits to test systems, processes and delivery model compliance against both contractual and ESF requirements.  

This will include the sampling of the individual records (paper or electronic). The checks include eligibility, action plans etc are being completed, evidence of follow ups, supporting evidence to verify outputs and outcomes and all other delivery standards required to ensure compliance across all aspects of the contract as well as completion of the ESF1420 initial and end forms (Appendices 1 & 2).

As the Programme is part-funded by ESF, GMCA Programme Office will also check that the ESF Regulatory Requirements, in terms of Marketing and Publicity; Sustainable Development; Equality and Diversity; Document Retention are being adhered to.

The sample of records will be selected randomly using a method chosen by GMCA Programme Office.  The frequency and size of the samples may change throughout the contract period. All issues arising from compliance checks will be reported to the Provider. Contract review meetings with GMCA Programme Office will include discussions around compliance issues.

The Providers are expected to have the necessary remote IT equipment, which the Provider can bring to the compliance location to enable GMCA to carry out centralised checks of the Provider’s systems.

The Provider must permit access to all relevant documentation (paper or electronic) in relation to the provision for inspection and audit by GMCA Programme Office Team, DWP ESF Managing Authority, Government Internal Audit & Assurance and EC Auditors upon request, at a location specified by the relevant organisation.

GMCA Programme Office may undertake their own checks to complement those listed above by looking more in depth at individual cases. The checks focus on the Participant journey, seeking assurances that the Provider is addressing the Participant barriers to employment, and to test that the approach is in line with the Contract.

The checks may also include a ‘go-look-see’ approach which will observe a range of activities, including initial engagement meetings. These will not only be with the prime Provider, but also end-to-end delivery partners and sub-contractors (if appropriate). GMCA Programme Office may also undertake “deep dives” into specific areas to understand where there are specific areas of weakness. It may also ask to attend sub-contractor end-to-end delivery and supply chain meetings, and accompany your Performance Managers on their meetings/visits to your sub-contractor and supply chain partners. The findings from the checks will feed into a Provider’s CPR meeting.






	6.
	Performance Management, Monitoring & Evaluation


	6.1
	Performance Management 


	6.1.1
	GMCA Programme Office operates a robust performance management regime to hold Providers to account for performance offers within their contract. This Performance Management Framework (PMF) has been developed to support the delivery of Provision, and underpin your contract.

The aim is to ensure you meet the performance levels and Minimum Service Delivery Standards (MSDS) stipulated in your contract and where required take formal action against you, where you do not meet such performance levels and MSDS.


	6.1.2
	GMCA will manage performance at the headline contract and MSDS level and may take performance improvement action should any area of performance fall below the levels stipulated in the contract. There are four levels of this Framework: 
· Level 1: Performance Management - GM Programme Office.
· Level 2: Informal action - GM Programme Office.
· Level 3: Informal action – GM Programme Office Works and Skills Executive
· Level 4: Formal action (Performance Improvement Notice).


	6.1.2
	Level 1:  Performance Management – GM Programme Office 
GM Programme Office will hold regular Contract Performance Review (CPR) meetings with you which will focus on achieving contractual performance levels and MSDS’s.  Performance will be managed on both the quantitative and qualitative aspects of your contract

You will be required to provide monthly Management Information via the GMIT system. The date of monthly submission will be confirmed by Programme Office upon the award of the contract. 


	6.1.3
	Level 2: Informal action – GMCA Programme Office
If Level 1 shows that you may not achieve the performance levels, GM Programme Office may, but is not obliged to, undertake informal action, by setting up a Performance Action Plan. The Performance Action Plan will be used to capture all agreed actions for performance improvement including incremental performance and pipeline data that may lead to outcomes, review dates and the management information to improve the achievement of the performance levels and MSDS in line with the Contract. 

The Action Plan is to be populated by the Provider and must fully address all concerns. The actions must be specific about the required improvement, and the improvements must be specific, measurable, achievable, realistic, and time bound.


	6.1.4
	Level 3: Informal action – GM Programme Office Works and Skills Executive

If the remedial actions captured on the Provider Action Plan are unable to lift performance in order to meet the performance and MSDS levels in the Contract, the GM Programme Office can escalate this to the GMCA Work and Skills Executive, (who have accountability for the delivery of this contract) to enable GMCA to undertake further informal action from a central point within GM Programme Office.

The Provider will be invited to a meeting to discuss performance and receive a Management letter to request that performance improves. At this stage the Provider will be informed that formal action could be taken if performance doesn’t improve.





	6.1.5
	Level 4: Formal action (Performance Improvement Notice)

At this stage GM Programme Office will take formal action by issuing a Performance Improvement Notice (PIN) in accordance with the contract, to address failure to meet the performance levels and MSDS in the Contract. 

GM Programme Office will work with you to support the completion of a Performance Improvement Plan (PIP) and agree the forecasted Management Information you are asked to supply. 

GM Programme Office will work with you to undertake activities to monitor and support improvement to your performance.

In the event that performance does not improve to meet the performance levels as required by the PIN, GM Programme Office may take action to terminate your Contract. For the avoidance of doubt, GM Programme Office will still be entitled to take action at Level 4 whether it has taken all the steps outlined at Levels 1, 2 and/or 3, above. 


	6.2
	Monitoring Contract Profiles


	6.2.1
	As part of the claims and monitoring process providers are required to submit monthly claims/MI via the GMIT system on a fixed date each month to be agree during programme implementation.  This data will be used to agree monthly payment, quarterly Service Fee payments.  It will also be used to measure your performance against the monthly contract profiles you provided as part of your tender submission and have been incorporated into your contract and the Programme MSDS.  

This information will form the basis of the Contract Review Meeting, but GMCA may request additional information/data returns that cannot be captured in GMIT to support the performance monitoring of MSDS and evaluation interest, including but not limited to:

· the number of supplier and end-to-end supply chain staff working on this contract (including data on absences) and in what roles, including a full-time equivalent (FTE) breakdown;
· caseload sizes per adviser; (including the average and maximum caseload size each of your, and your end-to-end supply chain, advisers will be expected to manage);
· supplier performance against the MSDS standards agreed in your Contract;
· participant and service focused case studies; and
· the performance and management of the supply chain (if any); 
· supply chain audit or compliance activity undertaken 
· the performance and management from each Local Authority Area and of the supply chain, including information on what commercial action you are taking on your supply partners;
· the management and delivery of Social Value activities and outcomes.




	6.3
	Social Value Monitoring 

The achievement of social, economic and environmental objectives from Public Sector procurement is a key objective for Greater Manchester Combined Authority, and its member Local Authorities. The Provider is expected to manage and monitor social value commitments, working to achieve the Key Performance Indicators included in the bid submission, in line with the Social Value Act 2012. The Social Value Key Performance Indicators will form a key ongoing element of the performance management and monitoring.


	6.4
	Evaluation

	6.4.1
	The Research Team within GMCA will be leading on an evaluation of the programme in its entirety. The aim of the evaluation is to assess the overall success of the programme in meeting its objectives and helping young people into the ‘right’ pathway - whether that is education, training or work. As with other programmes, evaluation also provides a means of understanding ‘what works’ with programme delivery more generally. The service evaluation will be used to inform and influence decisions made by policy makers and commissioners when funding, designing and delivering similar programmes and services both in GM and nationally.


	6.4.2
	The evaluation will operate through a mixed-methods approach: quantitative data in respect of clients, processes and progress, and extracted from the GMIT system, will be one important strand of the evaluation. However, to enable insight and understanding interviews with providers, caseworkers and young people will also be crucial. The term ‘evaluation’ will cover both these aspects and the Evaluation Lead will be tasked with undertaking both strands. 


	6.4.3
	There will be data collection and data sharing requirements for Providers of both lots associated with supporting the evaluation activities. The Providers will be expected to gain individuals consent to be contacted by the Evaluation Lead for reasons outlined below.


	6.4.4
	The evaluation is crucial element of the programme.  The Providers will be required to share qualitative and quantitative performance monitoring and evaluation date (including individual data, case studies and completed evaluation questionnaires) on an agreed based with both GMCA Programme Office and GMCA evaluation lead.  This will form a requirement of the Programme Contract and Providers will be expected to implement the require transparency process as provided by the GMCA Programme Office to support this.

	6.4.5
	The Providers will be expected to have data protection legislation compliant systems and processes in place to support this. A detailed specification of data requirements will be provided by the Evaluation Lead. The broader quantitative performance management framework requirements will also include the monitoring and reporting of the agreed Social Value performance measures. The schedule for submission will be decided upon contract award.


	6.4.6
	The Providers will be expected to work closely with the Evaluation Lead and input management and staff time into data collection to support evaluation activities intended to capture lessons learned from the project.  The Evaluation Lead may wish to interview the Providers, their sub-contractors/supply chain, and the individuals involved in the service provision, where the Providers may be asked to provide the relevant contact details. In order to facilitate this process, the Providers should seek advance agreement from delivery staff, sub-contractors and individuals to take part in evaluation activities. Advance notice will be given where the Provider’s co-operation is required.  The Provider will also be expected to record where individuals have agreed to be part of the evaluation and to implement the transparency process as provided in relation to the evaluation.


	6.4.7
	The Providers will be required to take part in regular reviews with the Evaluation Lead to identify whether the existing performance monitoring and evaluation procedures are meeting the relevant objectives, and to implement any changes recommended as a result of this review process.


	6.4.8
	The Providers are required to have flexible systems and processes for performance monitoring that will for more data fields to be added should such requirements arise as the project matures.

	65
	Open Book Accounting 


	6.5.1
	GMCA reserves the right to use Open Book Accounting to review the financial operations of the successful provider in delivering the service.

As part of the Cabinet Office Guidance on Open Book Contract Management in Public Sector Contracts, there will be an Annual Contract Review between the supplier and GMCA Finance and Operational leads.

Open Book Contract Management is a structured process for the sharing and management of costs and operational and performance data between the Provider and GMCA. The aim is to promote collaborative sharing of data between parties as part of financial transparency. The outcomes should be a fair price for the Provider, value for money for GMCA and performance improvement for both parties over the life of the Contract





	7
	Marketing and Communications 


	7.1
	The Provider will be responsible for the production of all marketing and communications materials. These must adhere to the branding guidelines which will be supplied to the Provider, with particular importance on the ESF branding. There will be a requirement for all marketing materials to be signed off by the GM Programme Office prior to them being used.
ESIF Branding and Publicity Requirements v6 (publishing.service.gov.uk)


	7.2
	The Provider will be expected to engage in regular campaigns with GMCA and other providers delivering in this programme, this will involve producing case studies and marketing materials upon request to promote the wider programme.


	7.3
	The Provider will be required to produce hard copies of relevant materials (e.g. leaflets, flyers advertising the project and others as required).


	7.4
	The GM Programme Office should immediately be notified of any media enquires relating to the programme. The GM Programme Office will take the lead in coordinating responses, however, the Provider will be required to input into these responses where required by the GM Programme Office.




	8.
	Governance and Reporting 


	8.1
	The accountability for the contracts under Lot 1 and Lot 2 will be the responsibility of the GMCA Executive, and will also report to the GM Employment and Skills Advisory Panel. Performance and evaluation reports will also be shared with the European Social Fund Managing Authority.   Providers of both Lots may be requested to attend GMCA governance meetings to present and update on the programme, this may include Committee meetings and other formal governance meetings.  


	8.2
	A separate monthly performance review for the Lead Provider of each Lot will be established between the GMCA Programme Office and the Provider with the purpose being to review delivery, performance, issues and risks. The performance review meetings will be arranged in line with the monthly reporting requirements.


	8.3
	A quarterly NEETs and Youth Employment provider forum will be established by GMCA for all providers, including sub-contractors, delivering both Lots of the programme. The objective of this forum will be for providers to share updates on their delivery, for GMCA to update on wider activity, and to create an environment where best practice and learning can be shared.


	8.4
	Providers of both Lots will also be required to attend two key GM Local Authority groups on a regular basis to share updates on the programme and discuss opportunities or issues. These are the GM Careers and Participation Group, and the GM Work and Skills Local Leads Group.  The Providers of both Lots may be requested to attend other partnership meetings as appropriate.  




	9.
	Record Keeping


	9.1
	To assist the Authority with its record keeping and monitoring requirements, including auditing and National Audit office requirements, the Provider shall keep and maintain records in line with the periods specified within ESF document retention requirements (or any longer period of time in accordance with specific legislation) after the Contract has been completed, full and accurate records of the Contract including the Services supplied under it and all payments made by the Authority.  The Provider shall on request allow the Authority such access to (and copies of) those records as may be required by the Authority in connection with the Contract.


	9.2
	The Provider will at its own cost, provide any information that may be required by the Authority to comply with the Authority’s procedures for monitoring of the Contract.




	10.
	Change Management


	10.1
	GMCA will utilise the change management process (Appendix 3) to manage Substantial, Contractual Changes or Operational Changes to GM’s NEET & Youth Employment Programme.

The attached form is to be sent to ESFGMNEETs@greatermanchester-ca.gov.uk  after discussion with the Programme Manager.

The changes will then be discussed at the operations board and decisions made will be formally fed back to the Provider.








Appendixes 
1. ESF1420 Initial Form
2. ESF1420 End Form 
3. ESF Change Request Form
4. Customer Journey/claim points
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		ESF1420: European Social Fund – ESF Participant Referral Form (Initial)
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		Part 1: 

		Participant Details (to be completed by the provider).



		



		

		Participant name

		

		



		



		

		Letters

		 Numbers

		 Letter

		



		

		NI number

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		Day

		Month

		Year

		



		

		Telephone number

		

		Date of Birth

		

		

		

		

		

		

		



		



		

		Email address

		

		



		



		

		Participant address

		

		



		

		

		

		



		

		

		

		



		



		

		Participant Post Code

		

		



		



		

		Contract ID

		

		



		



		

		Provider Name

		

		



		



		

		Category of Region

		

		



		



		

		Postcode where the Participant Engagement Meeting will be held

		

		



		

		

		

		



		Part 2: 

		Participant Characteristics (to be completed by the provider).



		

		



		1

		What is the person’s gender?

		Male



Female

Participant chose not  to say

		



		

		



		2

		Which of the following statements best describes the person’s Labour Market Status?



		Unemployed (short term) (CO01) 


Long term unemployed (CO02)


Inactive (in education or training) (CO03)


Inactive (not in education or training) (CO04)


Employed including self - employed (CO05) 

		



		

		

		

		

		

		

		



		3

		Does the person have basic skills?

		Yes



No

Participant chose not  to say

		



		

		

		

		

		



		4

		What is the person’s highest educational attainment?



		Below Primary education (ISCED level 0) – Other disadvantaged

Primary education or equivalent (ISCED 1)


Lower secondary education or equivalent (ISCED 2)



Upper secondary education or equivalent (ISCED 3)



Post-secondary (non-tertiary) education or equivalent (ISCED 4)


Tertiary education or equivalent  (ISCED 5-8)

		



		

		

		

		

		



		5

		Is the person engaged in education or training?

		Yes



No


		



		

		



		6

		Is the person living in a Jobless Household?

		Yes



No


Participant chose not  to say

		



		

		

		

		

		



		7

		Is the person living in a Jobless Household with dependant children?

		Yes



No



Participant chose not  to say

		



		

		

		

		

		

		



		8

		Is the person living in a single adult household with dependant children?

		Yes


No


Participant chose not  to say

		



		

		

		

		

		

		



		9

		What is the person’s ethnicity?

		White - English/Welsh/Scottish/Northern Irish/British  

White – Irish


White - Roma, gypsy or Irish traveller


White – other


Mixed/Multiple - White and Black Caribbean


Mixed/Multiple - White and Black African


Mixed/Multiple - White and Asian


Mixed/Multiple – Other


Asian/Asian British – Indian


Asian/Asian British – Pakistani


Asian/Asian British – Bangladeshi


Asian/Asian British – Chinese


Asian/Asian British – Other


Black/African/Caribbean/Black British – African


Black/African/Caribbean/Black British – Caribbean


Black/African/Caribbean/Black British – Other

Other ethnic group – Arab


Other ethnic group - Other



Participant chose not to say

		



		

		

		

		



		10

		Does the person consider themselves disabled?

		Yes


No


Participant chose not  to say

		



		

		

		

		

		



		11

		Is the person an ex-offender?

		Yes


No


Participant chose not  to say

		



		

		

		

		

		



		12

		Is the person homeless?

		Yes


No


Participant chose not  to say

		



		





		Part 3: 

		Participant Eligibility (to be completed by the provider)



		



		

		Please detail in the space provided below (max 80 characters) what evidence you have seen to confirm the individual named in Part 1:


· is legally resident;

· has the right to take paid employment in the UK; and

· is aged over 16.



		

		



		

		

		



		Please detail in the space provided below (max 80 characters) what evidence you have seen and retained to confirm the individual named in Part 1 is;



		· Unemployed* or


· Inactive






		

		

		



		



		



		

		Please detail in the space provided below (max 80 characters) the eligibility category (as detailed in provider guidance) for which the individual named in Part 1 is being referred:



		



		

		

		



		

		Please detail in the space provided below (max 150 characters) what evidence** you have seen and retained to confirm eligibility, including a self-declaration (where appropriate).



		

		



		

		

		



		*/** DWP will confirm the unemployed status, periods of unemployment or receipt of any qualifying benefits if appropriate.





		



		Part 4: 

		How we collect, use and store information 



		



		To find out more about how DWP use information, read the DWP Personal information charter: https://www.gov.uk/government/organisations/department-for-work-pensions/about/personal-information-charter or contact any DWP office.

This charter includes the process for participants to make Right to Access Requests through their ESF 14/20 provider.  


To find out more about how DWP store and retain information read the following, ESF Guidance on document retention.





		



		DWP may use the information you give us to:


· Report and research how well European Social Fund (ESF) programmes work* 

· Link with other information we hold about you, if you are in receipt of a DWP working age benefit. 

* We may contact you again in the future to ask if you might participate in further research. If you are re-contacted, you will still be able to decline to participate if you wish. For additional information on research and evaluation please see the following Gov.uk link, and select ‘Guidance on ESF and YEI Participant Contact Details’.  



		



		Part 5: 

		Participant Declaration (to be completed after the participant has read Part 1, 2 and 3)



		The responses on this form accurately reflect those given to the provider.


The information I have provided is current and correct to the best of my knowledge and will be used by the provider named on this form to register me.


By signing this form, you:


· Understand the Department for Work and Pensions (DWP) will store your basic personal information, included on this form, to make referral to the Provider


· Understand that some information may be given to other government bodies as permitted by law.


· Understand DWP may also share your personal information with the European Commission and Auditors (individual records may be requested to ensure that ESF programmes are being delivered appropriately).


· Have been informed and understand that the activity delivered by the provider named on this form is funded by ESF, and have received leaflet ESF2020.

· Understand that someone may contact you in the future to ask if you might participate in further ESF research.

· Understand that where you receive benefit you must promptly tell the office that pays your benefit of anything that may affect your entitlement to that benefit, or the amount of that benefit you receive.

· Understand that this ESF Provision is voluntary.

· Agree to participate in this ESF Provision.



		

		

		

		

		

		

		



		

		Print Name

		

		



		

		Date



		

		Participant Signature

		

		

		

		



		





		Part 6: 

		Provider Details and Declaration (to be completed by the provider)



		



		

		I certify the information given on this form is correct to my knowledge:



		

		Date



		

		Name of advisor/ tutor: 

		

		

		

		



		



		

		Signature:

		

		



		



		

		Email address of 


advisor/tutor:

		

		



		

		

		

		



		



		

		Provider name:

		

		Contact Phone:

		

		



		



		Please retain the original of this form 
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		Part 1: 

		Participant Details (to be completed by the provider).



		



		

		Participant name

		

		



		



		

		Letters

		Numbers

		 Letter

		



		

		NI number

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		Day

		Month

		Year

		



		

		Telephone number

		

		Date of Birth

		

		

		

		

		

		

		



		



		

		Email address

		

		



		



		

		Participant address

		

		



		

		

		

		



		

		

		

		



		



		

		Post Code

		

		



		



		

		Provider Name

		

		



		



		

		Contract ID

		

		



		



		

		Date of leaving provision

		

		



		

		

		

		



		Part 2: 

		Participant Characteristics at end of provision (to be completed by the provider).



		

		



		1

		Which of the following statements best describes the person’s Labour Market Status on leaving?

		Unemployed, excluding long-term unemployed (CO01)


Long-term unemployed (CO02)


Inactive (in education or training) (CO03)

Inactive (not in education or training) (CO04)


Employed including self-employed (CO05)

		



		

		

		

		

		

		

		



		2

		Is the person engaged in education or training on leaving the provision?

		Yes



No

		



		

		

		

		

		



		3

		Has the person gained a qualification from this provision before leaving?

		Yes


No

		



		

		

		

		

		



		4

		Did the person have basic skills on leaving the provision?

		Yes



No

		



		



		5

		What is the person’s highest educational attainment on leaving?

		Below Primary education (ISCED level 0) – Other disadvantaged


Primary education or equivalent (ISCED 1)


Lower secondary education or equivalent (ISCED 2)


Upper secondary education or equivalent (ISCED 3)


Post-secondary (non-tertiary) education or equivalent (ISCED 4)


Tertiary education or equivalent  (ISCED 5-8)

		



		






		Part 3: 

		Provider Details and Declaration (to be completed by the provider)



		



		

		I certify the information given on this form is correct to my knowledge:



		

		Date



		

		Name of advisor/ tutor: 

		

		

		

		



		



		

		Signature:

		

		



		



		

		Email address of 


advisor/tutor:

		

		



		

		

		

		



		



		

		Provider name:

		

		Contact Phone:

		

		



		



		Please retain the original of this form 
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Appendix 3 - ESF Change Request Form.docx
		

		

		







[image: ]					[image: ]







		ESF NEETs and Youth Employment	Comment by Ashton, Barbara: Is the title correct? - logos added

Change Request Form (Provider)



		Ref. Number (P.O. to complete)

		

		



		1. Contact Details of Requesting Change Owner:

		





		2. Date of request

		



		3. Full Description of Requested Change (including proposed changes to wording of the contract):



		





























		4. Proposed Change Implementation Date



		 





		5. Reasons for and Benefits of Requested Change:



		   



 









		6. Level

		P.O. Comments:



		Substantial               |_|

		



		[bookmark: Check1]Operational              |_|

		



		Contractual              |_|

		



		7. Signature of Requesting Change Owner:
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Appendix 4 - Customer Journey claims point.docx
Customer journey / claim points



Engagement (via referral or outreach activity)









Start?



No



End process (individual details not recorded on GMIT, but provider to retain)

Yes







Complete 1420 – Claim start











Deliver and record interventions

Complete action plan











D:

Participant disengages/support ends prior to Completion or Outcome

B:

Outcome sustained for 28 days and exit template completed



Complete 1420 - Claim Outcome & Completion 

A:



Outcome started but not reached 28 days



Supported to end of agreed duration and exit template completed



Complete 1420 - Claim completion



Obtain evidence within 28 days to claim Outcome



















C:

Full period of support delivered and exit template completed, formal outcome not achieved



Complete 1420 - Claim Completion





















Track sustained engagement in outcome/support for 2 months after completion – Close record on GMIT



Close record on GMIT













End process
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