Appendix 1 – service specification 

THE ROYAL BOROUGH OF KENSINGTON AND CHELSEA
PROVISION OF APPRENTICESHIP TRAINING AND 
ASSESSMENT DELIVERY

APPENDIX 1 - SERVICE SPECIFICATION
1. INTRODUCTION

1.1 With the introduction of the apprenticeship levy, and new public sector targets, the Royal Borough of Kensington and Chelsea (RBKC) will be required to deliver apprenticeship opportunities to around 88 apprentices employed by the Council per year.

1.2 The Council employs approximately 1800 staff and offers a wide range of services that include adult social care, children services, environment and planning services. Services can be delivered independently or in Shared Services with the neighbouring boroughs of Westminster City Council and Hammersmith & Fulham. 

1.3 To support the Council in meeting these targets we are seeking to award a contract/or contracts to an apprenticeship training provider/or providers for the delivery of Apprenticeship Training and assessment in a range of subject areas, listed in Appendix 1 of this service specification.

1.4 The Council’s scheme will be locally focussed, providing opportunities mainly to residents that live within the borough. The change to apprenticeship funding means that the Council will also offer apprenticeship training opportunities to existing staff who are not necessarily local residents.  

1.5 Our aim is to ensure that all apprenticeship opportunities are as inclusive as possible. Apprenticeship training provided to RBKC apprentices should be highly supportive to both learners and managers. We aim to provide our residents access to all apprenticeship opportunities wherever possible. We are particularly interested in engaging support to enable disadvantaged groups to access our apprenticeship programmes.

1.6 As local authority, we have the responsibility to work with local training providers when possible. 

1.7 The contract(s) will be managed by the Human Resource Apprenticeship Team. Our apprenticeships training and assessment should provide an enhanced learning environment for all Council apprentices. Full details of the works requirements are set out in this service specification. 


2 SERVICE SPECIFICATION
2.1 We are specifically seeking providers who are registered as an approved supplier on the DAS with a proven track record of successful delivery of apprenticeships, providing work-based and classroom training. 
2.2 Key considerations in the selection of training providers to deliver our apprenticeship training are:
2.2.1	Quality – The council is seeking a high standard of training provision where all learners and managers of learners are properly supported throughout the duration of the training. We are interested in any additional support that can be provided to learners with disabilities and learners from other disadvantaged groups. 
2.2.2	Communication – Assessors and other key staff employed by the training providers must have strong proactive communication with the learner, manager, and other key support staff in Kensington and Chelsea. Training providers must be able to provide regular detailed learner progress reports and other management information and respond quickly to any queries from Council staff. 
2.2.3	Price – A firm price must be given. The amount charged for each apprenticeship delivered must not exceed the relevant funding cap for that qualification. Providers will need to itemise their prices following the details contained in Table 1, Section 4 below. 
2.3	The number of apprenticeship training courses required in specific areas is not fully determined at this stage. Providers should note that there is no guarantee of work for any training provider that is successful in this process. 
2.4	Apprenticeship opportunities will be identified as demand dictates and a majority of our apprenticeships will be delivered on a rolling basis. The council will also seek to deliver apprenticeship programmes for cohorts of apprentices dependent on demand.
2.5	The chosen provider(s) will use a variety of training methods and techniques to engage apprentices for each subject area taking into consideration learning styles and current experience.
2.6	Providers on contract with RBKC will have the first opportunity to provide any additional apprenticeships required as long as they are already offering this qualification at the appropriate level.


3. [bookmark: _Toc488679584]ROLES AND RESPONSIBILITIES

3.1	Section 3 outlines the ways in which RBKC in-house Apprenticeship Scheme will be delivered.  It sets out the roles, responsibilities and relationships between the Human Resources Apprenticeship Team and the Training Provider.  
3.2	Human Resources will hold key responsibilities for:
· Identifying and creating Apprenticeship opportunities amongst the existing workforce. 
· Supporting managers to identify relevant work for the apprentice to meet apprenticeship standards.
· Supporting managers for newly recruited apprentices to provide suitable work based induction.  
· Providing links with workplace managers to support ongoing progress of learners once they have commenced the programme. 
· Referring potential candidates to the training provider for consideration to be enrolled onto apprenticeships 

3.3	The Training Provider will hold key responsibilities for:
	
· Promoting externally and particularly within the local community vacant Council Apprenticeship posts and supporting management in facilitating a selection process.
· Delivering all elements of the apprenticeship qualification
· Monitoring and managing progress of all apprentice
· Reporting progress of all learners to Workforce Development and learners’ managers
· Conducting all pre-enrolment activity relating selection and enrolment 

[bookmark: _Toc488679585]3.4	SCREENING AND PREPARATION

3.4.1	Human Resources will work with line managers to identify opportunities for apprenticeships for existing staff in support of career progression and continuing professional development (CPD) or where opportunities can be linked to recruitment.  
3.4.2		The Human Resources apprenticeship lead will obtain all relevant information from candidates that will enable the Training Provider to conduct initial eligibility checks.  This may include: 
1. A job description to check alignment to the programme content.
1. Residency checks 
1. Literacy and Numeracy assessments 
1. Evidence of accredited prior learning
1. Any further documents provided or completed by the candidate, e.g. application forms. 

3.4.3	The training provider is then required to confirm whether candidates are:

0. Eligible to be funded by the apprenticeship levy
0. In a suitable role to support the requested qualification 

Once this has been confirmed, the HR Apprenticeship Lead will then work with the line manager to conduct a full application and selection process.   

3.4.4	The Training Provider will ensure all applicants:
· Have a contract of employment with the Royal Borough of Kensington and Chelsea for the duration of the apprenticeship
· Must start their apprenticeship after the last Friday in June of the academic year in which they have their 16th birthday
· Be able to complete the apprenticeship within the time they have available; where an individual is unable to complete the apprenticeship in the time they have available, they must not start an apprenticeship programme.
· Must not be enrolled on another apprenticeship, or another DfE funding FE/HE programme, at the same time as a new apprenticeship start.
· Must not be asked to contribute financially to the direct cost of learning or assessment.
· Do not use a student loan to pay for their apprenticeship
· Must spend at least 50% of their working hours in England over the duration of the apprenticeship
· Must have the legal right to work in England.

3.5 [bookmark: _Toc488679586]ENROLMENT AND INDUCTION 

3.5.1	The training provider will be responsible for putting in place all of the documentation that is required in order to be compliant with ESFA funding, unless where otherwise specified by RBKC.  

3.5.2	The training provider will store and record all of this documentation

3.5.3	Any remaining elements of the induction will be arranged by the provider directly with the candidate and their manager.  The HR Apprenticeship Lead may assist with this and it is preferred that it takes place at RBKC offices

3.5.4 The provider will send out joining instructions to the applicant and their manager advising where and when this will be, what will be included and what documents they must bring. 

3.5.5 All enrolment information will be provided to the HR Apprenticeship Lead in order that RBKC can update the Digital Apprenticeship Account.  

3.5.6	RBKC is looking for a provider that offers roll-on / roll-off programme in order to avoid the need to co-ordinate starts in line with the academic year.  
[bookmark: _Toc488679587]
3.6 ON-PROGRAMME SUPPORT
The Training Provider must:

3.6.1 Allocate suitable dedicated support personnel to the learner that include a workplace assessor, a mentor and a tutor.  These roles may be fulfilled by the same person but a distinction should be made between the roles. 

3.6.2 Implement a three-way support process between Learners, Managers and the Training Provider

3.6.3 Apply for any additional payments that are due in relation to such factors as Additional Learning Needs, Care Leavers and Disabilities. 

3.7 [bookmark: _Toc488679588]THE DELIVERY PROGRAM	

The program must include:

3.7.1 Learning delivered via an online portfolio system which can be accessed by the manager and the HR Apprenticeship Lead

3.7.2 All components of the framework or standard including any necessary Functional Skill and all exams and end point assessments

3.7.3 The Training provider will manage and pay all contractor and EPA providers. 

3.7.4 The Training Provider will provide Schemes of Work and Learning Plan prior to enrolment, the content of which shall be agreed by RBKC.  

3.8 [bookmark: _Toc488679589]MANAGEMENT INFORMATION 

A monthly contract management process lead by a dedicated single point of contact (an account manager) should be put in place that includes but is not limited to:
3.8.1 A summary of all learners comprising 

1. Learners’ names
1. Qualification
1. Original planned end date
1. Revised planned end date
1. Actual end date (where completion has been achieved) and status of claim for final certificate
1. Where a learner is 20% or more behind their planned target, a narrative including proposed action.  
1. Issues: reporting on any additional pastoral care required or behaviour that needs addressing
1. Update on claims for addition payments for additional learning needs etc. that show if these payments have been received. 
1. If End Point Assessor has been appointed (and who) 
1. Attendance records that confirm attendance to scheduled off the job workshops that have been arranged by the Training Provider.  

All to be updated and delivered to the HR Apprenticeship Lead by the 22nd of each month
3.9 [bookmark: _Toc488679590]PROVISION OF FINANCIAL INFORMATION 

3.9.1 RBKC will not pay above the maximum capped value of the apprenticeship qualification as stated by the ESFA, and so all payments will be processed via the Government Gateway Digital Apprenticeship Account.  

3.9.2 The Training Provider will ensure that RBKC is aware of expected payment via this portal by notifying in advance any deviation to regular payments that are due.  In this way queries and delays to payments being authorised will be avoided.  

3.10 [bookmark: _Toc488679591]CONTRACT MANAGEMENT 

3.10.1 Account Management:  RBKC will appoint a single point of contact within HR Apprenticeship Team with whom the training provider can liaise.  This person will be the dedicated contract manager for that provider.

3.10.2 Programme Management and Review Meetings: The training provider will send the agreed Management Information (see no. 3.8) by the 22nd of each month for review by the HR Apprenticeship Team Lead and the learners’ line manager/s.  

3.10.3 Meetings to review progress of learners may be requested to address specific issues or concerns but will not be scheduled routinely.  These arrangements will not affect or replace the regular review meetings between the Training Providers’ delivery staff and the learners/their line managers.  


3.11 PROGRAMME REQUIREMENTS

The successful provider will:

· Produce all materials including certificates for attendees
· Use training methods that are proven to support and convey theory and practice
· Allow for applied and reflective learning during the training period
· The provider must ensure all learning materials can be adapted to ensure those with visual and or hearing impairments can benefit from the programmes
· Any training will be delivered within the premises of RBKC, where practical; and
· [bookmark: _GoBack]Providers will need to bring their own equipment such as laptop, projector and connection leads. 

4. 

4. APPRENTICESHIP TRAINING AND ASSESSMENT SPECIFICATIONS
	LOT #
	APPRENTICESHIP QUALIFICATION
	LEVELS
	Estimated Lot Value
	TYPE

	1
	SOCIAL CARE
Adult Care Worker: Link to standard
Lead Adult Care Worker: Link to Standard
	

2
3
	
£36,000
	
Standards
Standards

	2 *
	BUSINESS DELIVERY 
Business Administration: Link to framework 
Business administration: Link to framework 
Operational delivery officer: Link to standard
	
2
3
3
	

£46,500
	
Framework**
Framework**
Standard

	3
	PROJECT MANAGEMENT 
Associate Project Manager: Link to standard
	
4
	
£90,000
	

Standards

	4
	LEADERSHIP AND MANAGEMENT
Team Leader/Supervisor: Link to standard
Operations / Departmental Manager: Link to standard
	
3
5
	
£272,000
	
Standards
Standards

	5
	FINANCE/ACCOUNTING
Assistant Accountant: Link to standard
Professional accountant / taxation technician: Link to standard
	
3
4
	
£126,000
	
Standards
Standards

	6
	COMMERCIAL 
Public sector commercial professional: Link to standard ***
	
4
	
£54,000
	
Standards

	7
	DIGITAL (DEGREE LEVEL)
Digital and technology solutions professional: Link to standard
	
6
	
£54,000
	
Standards

	8 *
	DIGITAL 
Data analyst: Link to standard
Cyber security intrusion analyst: Link to standard
Cyber security technologist: Link to standard
Unified communication technician: Link to standard
Unified communication trouble shooter: Link to standard
Software development technician: Link to standard
Software developer: Link to standard
Software tester: Link to standard
Network engineer: Link to standard
	
4
4
4
3

4

3
4
4
4
	
£405,000
	
Standards
Standards
Standards

Standards
Standards
Standards
Standards



* For Lot 2 and Lot 8 we will consider training providers delivering 80% of the apprenticeships standards requested immediately, with the expectation that 100% would be delivered by 1st April 2018. This is due to the limited number of training providers delivering the operational delivery officer standard and the digital apprenticeship standards. 
** We expect training providers to move from delivering frameworks to delivering standards within 30 days since the latter become available for delivery on the government website. 
*** We expect training providers to move from delivering the public sector commercial professional standard to delivering the commercial procurement and supply standard within 30 days since the latter become available for delivery on the government website. 
At its absolute discretion the Council may, following a review, extend the contract for a further period of up to 12 months and may do so again to make a maximum contract length of 36 months.
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