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Foreword

Dear Provider

This Good Practice Manual has been developed to support those engaged in
Alternative Provision.

The purpose of the Programme is to widen learner choice, raise learner aspirations
and to provide young people with transferable skills that will enable them to play an
active part in the local economy. In some cases, it may also support learners’
continued engagement with their formal education.

The manual is a toolkit for Providers, to support you to deliver programmes to a
guality consistent with that provided in schools. It also represents a developmental
opportunity for all involved in the partnership to raise the standards of the
programmes that we offer to young people.

We will regularly update this manual and continue with our programme of supplier
development.

We invite your comments to help us improve it.

Dee Desgranges

Assistant Director
Lifelong Learning Skills and Communities.
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Section 1: Alternative Provision (AP) — Introduction

What is Alternative Provision?

Alternative provision is education arranged by local authorities for learners who,
because of exclusion, illness or other reasons, would not otherwise receive suitable
education; education arranged by schools for learners on a fixed period exclusion;
and learners being directed by schools to off-site provision to improve their behavior
(DFE 2013).

Sheffield takes a citywide approach to delivering alternative provision and
vocational pathways linked to local industry sectors in Sheffield.

Key features of all provision are:
» Delivery in partnership with multi-agency services
* A named key worker
* A SMART Individual Learning Plan focused on next steps
» A personalised curriculum appropriate to learner need, agreed with school
prior to start
» A personalised timetable ensuring a broad and balanced curriculum

Sheffield has a strong and well recognised network of Alternative Provision across
the city who can offer vocational based provision to learners.

14-25 Progressions Team

The 14-25 Progressions Team staff work with Sheffield schools in matching students
with alternative provision from within our Alternative Provision Network. The team
are able to meet with learners, school staff and parent/carers to ensure that the
learners are given information and guidance relating to the provision on offer and
progression routes post-16.

The officers work closely with a variety of approved providers and multi-agency
workers to support the young people, monitor attendance and achievements and
help solve any day-to-day problems that may arise. The team also monitor
contractual compliance and Quality Assurance of provision across the network.

Themes

Primary Alternative Provision

Delivered by a small group of Alternative Provision Network Providers, these
courses are suitable for learners who are at risk of exclusion and who are not
responding to the schools’ early help strategies. Placements are part time, short

term.

Access: Referral via the Primary Inclusion Panel.



Reengagement Programmes (Key Stage 3 & 4)

Delivered by the Alternative Provision Network Providers, these courses are
suitable for learners demonstrating exclusion risk factors that despite the schools
usual multi agency strategies are not showing improvement. Placements are part
time, short term.

Access: School refer to the 14-25 Progressions Team

Progression Programmes ( Key Stage 4)

Delivered by the Alternative Provision Network Providers, these courses are
suitable for learners who are at risk of disengaging from the mainstream school
curriculum and becoming NEET. Placements are part time and last up to 2 years.
School will work with a Placement Support Officer from the 14-25 Progressions
Team to match learners to placements throughout the school year. This
programme can be tailored to meet the needs of individual learners and schools
and more flexible packages can be negotiated.

Target group - Key Stage 4 (and, in exceptional circumstances, Y9) learners who
would benefit from usually one or two days off site, the remainder of the time
typically spent in school.

Programme duration: Ongoing (minimum half term blocks). Some courses offer
GCSE equivalent qualifications accessed across 2 years.

Support: Support needs must be met by referring school.

New Arrival Support (Key Stage 4)

A programme of full-time equivalent provision for young people newly arrived in
the city, who require extended induction support before attending a mainstream
school.

Access: Referral via Fair Access arrangements and through the Children Missing
Education Team.



Section 2 Referral Process:

All referrals for Alternative Provision are managed by the 14-25 Progressions
Team. A School will work with a Placement Support Officer from the 14-25
Progressions Team to match learners to placements. Learners cannot
commence a course until a fully completed Referral Form and signed
parental consent form is in place.

Referral requirements

Schools, in conjunction with parents, are asked to take great care in referring
learners to appropriate courses. All learners will have been assessed as likely to
benefit from off-site, additional work-based or re-engagement provision. Careful
guidance will have demonstrated some interest in the vocational area by the learner.

Additionally, schools should be aware of any literacy and/or numeracy requirements
that are associated with the level of course applied for and take these into account
when advising and referring learners. Some suppliers may use an initial assessment,
perhaps at a pre course induction session, to check suitability. A few courses may
involve a probationary period: in such cases this will be made clear to learners and
their schools.

The Referral Process
The 14-25 Progressions Team deals with all referrals to Alternative Provision
Guidance for schools regarding the Alternative Provision (AP) referral process -

o Areferral form including the parental consent form must be completed for each
learner wishing to access the AP. Schools must use the correct legal name for
learners; this name will appear on the Awarding Body certificate at the end of the
course

o All parts of the form must be completed.

« Incomplete forms may be returned to the school and result in a delayed start date

o Personal information regarding the learner will be disclosed to the training
provider to ensure the learner receives the necessary support

« Information given on the referral form must be accurate and based on
professional opinion or fact, not hearsay or assumption. Misrepresenting a
learner is not in the interest of any of the parties

e Schools need to identify the aspirations for the learners attending AP

« Where a learner has an entitlement to extra time, readers/writers on
assessments, or one-to-one support, it is the school’s responsibility to inform
training providers and make arrangements for any additional needs to be met

e All forms must be clearly handwritten or typed

o Referral forms will be forwarded to potential providers by the Progressions Team.
Schools will then be expected to arrange a preliminary visit to each potential
providers and accompany the learner on these visits

« Only when all stages of the referral process have been successfully undertaken
will a start date be allocated



Induction

It is the responsibility of the provider to ensure that all young people participate in an
induction, to cover as a minimum -

e Health and Safety

e Rights and responsibilities

e Attendance procedures

e Review procedures

e Disciplinary procedures

e Prohibited areas and equipment

All young people will sign to acknowledge participation in the induction, a copy of
which will be kept in the learner file.

Further advice on good practice for induction is available from the Contract Manager.
Inappropriate Referrals

If at induction or during the first few weeks of starting the course, the Provider forms
the view that the course is unsuitable for the referred young person, the concerns
must be discussed with 14-25 Progressions Team without delay. Should a return to
school be necessary this will need to take place as early as possible.

Course Transfers (half termly blocks)

Should any learner express dissatisfaction with their chosen course, schools should
in the first instance work with their Placement Support Officer to address the issues.
If the school believes that some part of the problem highlighted by learner
dissatisfaction lies with supplier quality, this should also be raised with the Authority’s
Officer responsible for Quality Audit. (See Section 13), via the 14-25 Progressions
Team

If the difficulties cannot be resolved so that the learner can remain on the course, it
may be possible to arrange a transfer. This must be done through the 14-25
Progressions Team; schools should not arrange any changes directly with the
suppliers. Where schools remove a learner midway through a half term, placements
on the AP Flexible programme will be charged until the end of that half term

Changes may be arranged informally on the telephone with your Placement Support
Officer, but confirmation in writing, either by means of the additional form (paper or
electronically), must be provided to authorise your school’s payments. A withdrawal
form should be sent or emailed to the 14-25 Progressions Team

(Mbox.ECT @sheffield.gov.uk). In some cases this may also accompany an Incident
Form.

Cancellation of Course

Where learners have been allocated to a course that is cancelled at short notice, the
school is responsible for informing the affected learners but will not be responsible
for the remaining half-termly charge.


mailto:Mbox.ECT@sheffield.gov.uk

Section 3 Learner Support:

Learner Support

It is vital that appropriate levels of support be offered to learners when they
participate in activities that take place away from school premises. All Partners have
a responsibility to contribute to that support and the following procedures are
designed to ensure that this does happen:

« essential information about learners must be passed to the 14-25 Progressions
Team for forwarding to the Providers. This ensures that staff who work with and
support learners are aware of any factors that might influence the support
process

« the referral form provides an opportunity for information to be shared but it may
also be necessary for schools to have direct discussions with Providers in certain
circumstances.

« you should ensure that you have considered the needs of individual learners and
that sufficient support has been allocated to help them gain a positive experience
with support for the most vulnerable learners being provided by a member of the
school staff

« collaboration across all Partners can ensure sufficient support for all participants
and schools will be encouraged to contribute where possible

In order to support Partners, networking and training will be facilitated for the broad
range of workers who might be required to offer learner support.

Transport

Any learner allocated to their catchment school who travels more than three miles
from home to school may be eligible for a free bus pass, which school should help
organise. A zero fare pass may have a supplement added to enable travel to
another place of learning.

For those learners who are not eligible for free transport even though they may travel
more than three miles to Work Related Programmes, it is the responsibility of the
school to ensure that they have the support to do so where financial hardship may
present a barrier to participation.

Learners should be encouraged to apply for and use a reduced fare pass that can be
used to travel to AP Providers.

Special Education Needs & Disabilities (SEND)

Where young people have identified SEND, this should be discussed with the
proposed Provider. Where a learner requires additional help, either for learning or
assessment or both, it is the school’s responsibility to make suitable provision,
especially where this is a provision within the learner’s Statement of Special
Educational Needs or Education, Health and Care Plan.



School monitoring visits

Best practice based on learner feedback would indicate that monitoring visits are
best done as a matter of routine and as a positive support mechanism, rather than
as a crisis response when there are difficulties. Providers welcome interest shown
by school staff members as supportive of their work

No single visits frequency is appropriate for all situations. However, recent Ofsted
survey assessments of the use of AP by Sheffield schools, and the Ofsted report of
AP from July 2014 both make reference to the importance of schools visiting and
remaining in touch with learners placed with alternative Providers. Whilst no
frequency of visits is prescribed, it is important that monitoring of learners placed
with alternative Providers is given the same importance by schools as the internal
monitoring of learner progress within school.

Breaks and Lunchtimes

It should be the aim of Providers to supervise the learners at all times whilst on their
premises. However, it is acknowledged that, at lunchtimes, it is not always possible
to provide the staff to do this. Parents/guardians are aware that learners may be
unsupervised for certain periods of time. This permission does not, of course,
remove responsibility for acting responsibly with regard to adults’ Duty of Care.

During the training hours it is important that the learners are with a responsible adult
at all times. This is especially crucial where there are adult trainees, who probably
will not have been DBS cleared, on the premises at the same time. Where this is the
case and pre-16 trainees leave the building, for example at break times, a
responsible adult must be in close proximity at all times. (It is recommended that
adult trainees who may come into contact with pre-16 learners be DBS checked,; this
is free for ‘volunteers’).
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Section 4a: Tendering and Contracting

General Guidance for Alternative Provision (AP) Provider/Sub-Contractor
Background — Why the Council uses Tendering to buy services

e The City Council, has strict rules which govern how it buys the services it needs
to deliver its aims and objectives

e This means that under normal circumstances it will go out to tender to procure (or
“buy”) services. The reason for adopting this approach is that it ensures:
“Best Value” is achieved
— The process is seen to be fair, transparent and capable of withstanding
challenge.
— The Council’'s Standing Orders and relevant public procurement legislation is
adhered to

Please note that Sheffield City Council together with all other Local Authorities in the
Yorkshire & Humber region uses the YORtender online procurement management
system to advertise and conduct tenders for goods and services. Providers should
register with YORtender (www.yortender.co.uk) in order to receive notification of
opportunities which correspond with their stated areas of interest. Registration is free
of charge.

11
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Section 4b: Payments and Invoicing Procedures

Invoices for AP delivery should be submitted as per the procedures and
schedules included in the contract or as amended subsequently by the 14-25
Progressions Team or Grant Administration Unit. Procedures relevant to the
current academic year are circulated and available from GAU at Crookesmoor

Payments for AP delivery will be made to Providers in 11 monthly installments.
The monthly payments will be equal to 1/11 of the total contract.

Letter confirmation of the amount to be invoiced for each of the 11 monthly
installments will be provided. Included in the letter will be a Purchase Order
number to cover the period Sep — Mar (invoices 1-7). In April (new financial year)
a second Purchase Order number will be provided for the period Apr — Jul
(invoices 8-11).

Providers must quote the relevant order number on their invoices; failure to do so
may result in a delay in payment. Invoices should be sent to Sheffield City
Council on or after the last day of each calendar month from September to July,
and not more than 2 calendar months after the end of the period to which they
apply. Invoices must refer to the type of Alternative Provision (AP) programme
and the month the invoice relates to. Without this information the invoice cannot
be processed. In order to satisfy audit requirements please ensure that invoices
are not sent directly to Capita but are sent to the address below (from where they
will be processed and forwarded to Capita for payment).

Invoices will be processed according to Sheffield City Council financial policies
and procedures

Where payments are subject to attendance or other supporting evidence, they
will not be processed until all relevant information has been completed and
submitted to the satisfaction of the 14-25 Progressions Team or the Grants
Administration Unit

Where it has been agreed that a Provider will be reimbursed for exam entry costs
or any other costs in addition to delivery, an invoice should be submitted to the
Grant Administration Unit. A payment will only be made when satisfactory
evidence of the original cost has been provided and verified. See below also for
information on exam entry cost reclaim procedure

Providers should retain copies of all financial documentation or other evidence
relevant to payments until 31 December 2020 for possible audit purposes

Any examination entry fees for Alternative Provision learners for Ofqual Approved
gualifications incurred (but not any costs of registering as a Centre) may be
reclaimed from the Grants Administration Unit by sending an itemised invoice.
This must include names of candidates, their owning schools and the
qgualification(s) entered with dates: without this information the invoice will be
returned unpaid.
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e Where training has not been deliverable as planned due to unforeseen and
unavoidable circumstances that are the responsibility of the Provider, invoices
must be reduced to reflect any missed days. In addition, the Authority and the
affected schools must be informed of planned non-delivery with as much notice
as possible. Frequent or unjustified failure to deliver may result in a Breach of
Contract: Providers should ensure that their contingency staffing arrangements
are robust, and that buildings are fit for purpose in all weather conditions

Provider Payments
Please refer to your contract for current payment details.
Registration, Certification and Exam Fees

For all courses any applicable awarding body fees should be invoiced to the Grant
Administration Unit (GAU) who will in turn invoice the school. Training organisations
should send clearly itemised requests for reimbursement, with evidence of the
expense incurred (normally the Awarding Body’s receipted accounts) to the Grants
Administration Team at the Crookesmoor Building. Providers are asked to take care
that only entry costs for AP learners, those referred through CYPF are claimed. All
other requests will be declined and may result in payment delays.

Personal Protective Equipment Charges

Where this is applicable an additional 0.50 p daily rate will be charged to the school
and paid to the provider. There may also be a further additional charge in highly
resourced areas such as Beauty Therapy and Catering.

AP Programme — Half Termly Blocking

Schools and learners are asked to commit to a placement until the end of the half
term (exceptions will be discussed on an individual case basis). Schools who would
like to end a placement will be required to fund the placement until the end of the half
term. Schools should liaise with their placement support officer in the usual way to
set up a new placement.

The programme will still retain a rolling starts process for new referrals ensuring no
learner is left without provision to attend.

Exceptions - Where a placement becomes untenable e.g. as a result of a significant
incident the placement will be ended. These circumstances must be agreed with the
Operations Manager who will ensure all parties are fully informed.

Free school meals
Learners eligible for Free School Meals, through arrangement with the 14-25
Progressions Team, will have a meal provided at the training premises or the cash

amount given where there is no catering. Other learners may take their own lunch or
purchase one onsite or near the training placement.
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Upon confirmation of a AP placement, 14-25 Progressions Team sends the Learner
Referral Form to the Provider. This informs the Provider of the eligibility for Free
School Meals (FSM) and the current period of eligibility.

The Provider gives all eligible learners a meal (or cash equivalent at the current
rate), for each day they attend.

The Provider submits a monthly claim form, listing all AP learners who have received

FSM to:

e School Food Service at Floor 7, Moorfoot Building.

e Grants Admin Unit, if they have provided FSM to eligible learners from schools
that have opted out of the Central Catering Contract. The invoice should include:
name(s), school(s), dates monies given, total claimed and evidence of receipt by
the learners for example a signed claim form.
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Section 5: Reporting attendance and absence

Attendance and absence reporting

Learners following Work Related Programmes are likely to be out of school and on
other premises for at least some of the school week, however the legal requirement
to keep a check on their attendance still remains.

All Providers of education & training are contracted to complete the online
attendance register twice daily, however it is also vital that schools take responsibility
for informing the 14-25 Progressions Team and the Providers as soon as they are
aware that a learners will not be attending provision.

Schools are also requested to inform the 14-25 Progressions Team, with notice, of
any training days or other school closures that would affect the attendance of their
learners.

Procedures for monitoring absence
The following procedure has been designed to ensure that legal responsibilities are
satisfied and that relevant staff are informed of any absence, authorised or not.

« Each school will identify a named person to deal with information about
absentees. This contact will inform the appropriate provider of training as soon as
they are aware of a learner absence and will receive information, via the online
register, if a learner fails to attend an activity as planned

e Where learners are leaving for training from school, a register should be taken
before they leave

« Providers will receive notification of all young people who are expected to attend
a course

o Registers will be taken at the start of each session by the delivery staff at each
provider

o Providers are required to submit morning attendance via the web-based system
within 30 minutes of the agreed start time for that provision, either the morning or
afternoon session (for example where provision is scheduled to start at 9.30am
the register must be completed by 10am). All registers must be complete by
10.30 am and afternoon data by 1.30 pm. Providers are asked to finalise the
day’s data by 3.00 pm

o If alearner leaves provision mid-session without authorisation, the Provider is
contracted to notify school immediately

e Schools may check their learners’ morning absences on the online register from
10.30am, and it is suggested that the transfer of attendance information to the
school’s internal system is carried out after 4pm

First day absence calling

« The family of any learner who is expected to attend but is not present must be
contacted by the Provider within 30 minutes of the register closing. This should
be done of the first day of absence within a week unless school staff have
already notified the Provider of a planned absence.

e Itis important that Providers maintain an up to date contact list for parents of
learners placed with them so that a standard text can be sent to notify parents of
non-attendance. Schools must support Providers to maintain these contacts.

15



« Providers can either telephone the family of a learner or text the family to inform
them that the learner has not arrived as expected.

Suggested wording for the text:
“Please be aware that NAME has not arrived at their education provision today
and has been marked absent. Please contact the school/Children Missing

Education Team

"delete as appropriate jymediately to either confirm the reasons for this

absence or to discuss further.”

« Providers should not retrospectively change learner’'s marks on the system
without notifying the school.

e School Training days - wherever possible, learners should continue to attend
their off-site placement when the school has a training day. There should always
be a person available at the school for emergency contact if necessary

Attendance Codes

The following codes are available for use by Providers:

P Present

X Absent

I lliness — to be used when a parent / guardian or school has informed
the provider that the learner is ill.

L Late — to be used when a learner arrived 30 minutes after the session
start time

TSC | Not expected at The Sheffield College

Providers using the illness mark must keep a log within their own systems
naming the person who rang, time and reason for absence.

Providers using the late mark must keep a log within their own systems of the
time the learner arrived and the reason given for lateness.

Schools are asked to contact Providers directly if they require this detailed
information.

It is the schools decision how to transpose the Providers register information into
their register systems.

Learners Leaving Providers’ Premises During Sessions

Leaving with permission, where a non-emergency illness or appointment
means that the learner wants to or is required to leave during a session, the
Provider should contact the school directly to seek permission for the trainee
to go home. The provider should, if at all possible, supervise the learner
whilst waiting for a response from school

Without permission, if a learner leaves your site before a session ends, the
provider must inform school immediately If a learner is persistently leaving
provision without permission an Incident Form should be completed using the
incident reporting process

16



Unplanned non-delivery

Where a provider, due to unforeseen and unavoidable circumstances, is unable to
accommodate learners as planned, 14-25 Progressions Team and the affected
schools should be informed as a matter of urgency and with as much notice as
possible. Payment for such suspensions, will of course, not be available.

Frequent and/or unjustified interruptions to delivery may be deemed a Breach of
Contract.

Providers are required to be available for work on all the delivery weeks as specified
in the Alternative Provision (AP) Calendar which forms part of the Contract with the
SCC.

Improving Attendance

Where patterns of absences occur in particular where these are unauthorised,
school staff members, as part of their support, are urged to work with the Provider
and family, where relevant, to raise attendance. The 14-25 Progressions Team
Placement Support Officer may also be able to help.

School Training Days

Where a school is not teaching due to training days or other interruptions on days
when AP training is delivering, schools are asked to encourage attendance by their
learners.

Fixed-term Exclusions

Headteachers are asked to make their intentions clear regarding a learner’s
continued attendance, or otherwise of alternatives, when imposing a Fixed
Exclusion.

Work Experience

Schools are asked to inform their 14-25 Progressions Team Placement Support
Officer when their learners will be unable to attend their training because of block
work experience.

Planned or Known Non-Attendances

Schools are asked to inform 14-25 Progressions Team, as far in advance as
possible where they are aware that individuals or groups of their learners will not be
attending scheduled off-site training. This might apply to school trips, sports days,
and possibly to training days.

Where there will be unplanned non-attendance, perhaps due to school closure

caused by weather or industrial action, please notify the 14-25 Progressions Team
as soon as possible.

17



Cancellation of Sessions

Where a provider is forced to cancel provision, for example due to fire, flood, staff
illness, etc, the 14-25 Progressions Team will inform the schools concerned with as
much notice as possible. It is then the schools responsibility to inform parents
as appropriate. This cannot be done learner by learner by LA staff.

Adverse weather policy

In the event of adverse weather conditions causing provision to remain closed, it is
the Provider’s responsibility to inform the Progressions Team as soon as this is
known, by telephone. The Progressions Team will then forward this information onto
schools.

In the event of adverse weather conditions developing during the day when learners
are in attendance, it is the responsibility of the provider to make a judgement about
whether to remain open based on information from weather forecasters and from the
Sheffield Travel website. Providers should exercise caution when weather
conditions deteriorate and prioritise the safe homeward journey of learners in their
care. Again, the Progressions Team should be contacted as soon as any decision to
send learners home is made so that schools can be informed.

18



IlYSS Work Based Learning Portal-User Login

Accessing the System - You can gain access to the 1YSS registration system via
the URL:
https://iyss.careervision.co.uk/IlYSS WBL Portal Sheffield/User/Login

Logging on

Each Provider has their own unique username and password. These should have
been given to you by the 14-25 Progressions Team. If you do not have your logon
details please contact the 14-25 Progressions Team who will be able to advise and
support you. It is very important that the deadlines are complied with because
schools must have absence/attendance data.

Day view

L
1oz

Vart Ba:

e The day view, which is not the default view setting, is accessed via the “day
view” icon in the top L/H corner. It quickly enables you to see learners who
should be attending each session for the chosen date and give registration
marks for the learners for each session.

e By clicking in to the AM or PM area it will present you a drop down menu. To
place marks in the section click the desired mark. You must select “save”
(bottom R/H of page) before navigating away from the page.

e By default, the day view shows all learners that should be attending on that
day. By accessing the forward/backward icons, either side of the date icon
(top L/H of page) you can navigate to a particular day and access attendance
for that day.

19


https://iyss.careervision.co.uk/IYSS_WBL_Portal_Sheffield/User/Login

Week View

Wser Mammve: £ ALE WU sevac) Schoot HRVALY
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e The week view is the default setting view when accessing the attendance
portal and it shows all learners who should be attending at some point during
that week. This list can be quite long and it is recommended that if you have a
lot of learners on register you use the day view.

e By default, the week view shows all learners that should be attending that
week. By accessing the forward/backward icons, either side of the date icon
(top L/H of page) you can navigate to a particular week and access
attendance for that week

e Only learners, who are “live”; placed at a Provider, can be seen on the
attendance portal. When a learner has been removed from the Provider the
facility to see previous attendance data/marks is not accessible through the
portal. This can be accessed via requesting the historical data through the 14-
25 Progressions Team.

e There is a facility to print the attendance data off as an Excel page using the
“Download CSV” tab (bottom L/H corner). See screen print below.
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e “Download CSV” tab (bottom L/H corner). See screen print below.

Support
Queries of a technical nature should be made to the Data Team on 0114 2736151



Section 6: Planning and Recording Learner Learning and Achievement

Course planning

All organisations, whatever level of qualification is being taught, are expected to
have clear schemes of work, based on the expected outcomes, and setting out
activities, resources, assessment opportunities, arrangements for inclusion of slower
learners and challenging the more able with an approximate schedule

Arising from the broad scheme of work, Session Plans, customised to the individuals
in the group, are also important, providing a flexible structure to guide activities.

Individual Learning Plans (ILP)

e Itis a contractual requirement and good practice that all learners will have been
involved in a planning exercise that will be recorded. This will include, amongst
other things, the agreed aims of the trainee, the qualifications to be aimed for and
the steps along the way. Progress reviews in relation to the ILP should be made
and recorded at intervals depending on the learners’ attendance pattern

e The 14-25 Progressions Team provides a standard ILP template with linked
Review Form that should be used by contracted Providers.

Half termly tutor reporting of learner progress

e These are to be completed through the tutor report spreadsheet by the Provider
for every learner by the dates stated on the AP Calendar once every half term
times each year. This is a contractual requirement. A Tutor Report is needed
if the learner has been on roll for at least four weeks by the report deadline date

e Timely and thorough reporting is essential for learners to have their learning
confirmed and problems identified, for schools to incorporate off-site learning
evidence in their reporting and for parents to have some information to
encourage them to support their child

e Please note that the half-termly Tutor Report is different from the ILP Review,
this document is for the learner and trainer only, the Tutor Report is for the
learner, school and parent.

e A standard tutor report template will be sent to providers to use. These should be
completed by the deadline and returned directly to the referring school. A copy
should be sent to the 14-25 Progressions Team.

Recording and reporting a learner’s views of their course

e The learner should complete an online learner survey once each year by the
deadline stated, this can be done alone or with the help of the Provider or school
support, but it should reflect the learner’'s own views. It is not satisfactory for the
views expressed on the form to be those of the Provider staff. An online”
Feedback” submission should be made by each learner who has been on roll for
four weeks or more at the time of the Feedback Window
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Achievements and Qualifications

It is a priority for the Authority that as much of the learning that takes place with AP
Providers as possible is recognised by means of externally validated qualifications /
accreditation.

Informing the Local Authority of Achievements and Qualifications

One of the benefits for schools who purchase placements on Alternative Provision is
the achievement of a qualification.

It is a contractual requirement that all certificates relating to accredited qualifications
for learners should be submitted to the 14-25 Progressions Team by 31°% July each
academic year at the latest and before this date if possible.

e original external certificates will be sent to the 14-25 Progressions Team as
soon as they are available. These will be scanned and an image uploaded for
schools to use, before being sent to schools for issue to learners

e a copy can be handed to the learner if that is the wish of the Provider

e |tis very important that results of all external accreditation for AP learners are
reported to the Authority as soon as they are known, even if certificates have not
yet been issued

e each year, beginning in December, the Progressions Team will begin the process
of collecting expected accreditation outcomes on behalf of schools. Providers will
be contacted for predictions at various points up until the final verification of
achieved qualifications

Success Stories

To help us celebrate learners’ achievements, support funding requests and so that
trainers’ successes can be properly recognised, the CYPF asks Providers to send to
the 14-25 Progressions Team ‘mini case-studies’ to include an outline of the
background and the achievements. This is useful where a young person has
achieved ‘against the odds’, has overcome barriers to learning or is performing
markedly better than their school expected.
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Section 7: Behaviour Management

Learner behaviour and expectations

In its guidance to contracted suppliers, SCC repeatedly emphasises the importance
of positive behaviour management. This is essential to secure a productive learning
environment and the safety of learners. It is the responsibility of all parties to
promote and strive for positive behaviour.

All providers have individual behaviour/anti-bullying/health & safety/equal
opportunities policies or similar which will set out reasonable expectations of safe
and positive behaviours to which learners are expected to comply. These should be
shared with learners as part of induction and copies should be made available to
schools and the contract management section at the Progressions Team.

Incident reporting and recording

Any incident which is cause for concern MUST be reported by the Provider directly to
the school as soon as possible, initially by telephone and then on a completed
Incident Form. The incident form should be categorised as ‘Safeguarding Concern’,
‘For Action’ or ‘For Information Only’. The form must be encrypted using a password
and emailed to the named contact within the school. Schools have a responsibility to
ensure that the named contact and his/her contact details are kept up-to-date.

Providers should also complete a behaviour log, summarising all incidents, actions
taken by provider and responses from schools. This log should be sent to the
Progressions Team at the end of each half-term for our records.

Where the school knows about behaviour-related issues and there has been no
Incident Report from the provider, the school is asked to inform their Placement
Support Officer to ensure a coordinated approach and comprehensive SCC data and
records.

Partnership working — school support

The first port of call in seeking support should be from the learner’s named school
support member of staff. Where schools become aware of behaviour problems,
either through incident reports, information through learners or parents, or the
observations of their own visiting staff, it is requested that appropriate action is taken
within school to emphasise the importance of good behaviour in all settings.

Serious or repeated unacceptable behaviours

In extreme cases of unacceptable behaviour (for example, where a learner is
endangering him/herself and/or others; is involved in theft or violence; or there are
repeated serious breaches of the organisation’s policies) the school should be
informed and arrangements made for the individual to be removed from the
premises. Providers have the right to remove a learner temporarily on Health and
Safety grounds or for serious breaches of their Code of Conduct but the owning
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school must be consulted prior to removal in order to ensure the safety and
wellbeing of the learner.

The Progressions Team should be informed and copied into the behaviour log so
that discussions can be arranged between the provider, school, placement officer
and possibly the parent, to seek a resolution and ultimately to decide whether the
learner can return to the placement (perhaps with a revised behaviour contract) or
whether the placement needs to be discontinued. Other agencies (eg YJS; CYT;
social worker etc) may also be involved, as appropriate.

Withdrawal of places

Decisions to withdraw a place permanently, however, should always be made after
an objective consideration of the circumstances and preferably through a discussion
between the school, provider, CYPF Officer and possibly the learner and parent.

Providers are required to inform the school and the Progressions Team where they
are minded to withdraw a place. This enables proper consideration of the case and
a fair outcome.

Where a place is withdrawn, schools are asked to give careful consideration to the
learner’s suitability for further off-site education. In any case, school should update
the referral form to reflect the learner’s recent behaviour. Where the conclusion is
that a further opportunity could usefully be offered, the 14-25 Progressions Team
Placement Support Officer will attempt to identify an appropriate vacancy, subject to
availability, and to the provider’s willingness to accept the new learner.

Physical restraint

Very rarely, it may be necessary to physically restrain a learner. The DfE publication
‘The Use of Force to Control or Restrain Learners’, sets out the limited
circumstances in which school staff members (and by extension responsible provider
staff) can use reasonable and minimum force to prevent damage to persons or
property. Revised guidance on the use of force to control or restrain learners may be
read or downloaded at:
http://www.education.gov.uk/aboutdfe/advice/f0077153/use-of-reasonable-force
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Section 8: Quality Assurance

Quality Assurance & Performance Management Review (PMR)

Reviews will be held with Providers on a regular basis the frequency is determined
by risk banding. The purpose of the PMR visit is to ensure that the performance of
training Providers contracting with the CYPF is quality assured, reviewed and
reported upon in order to reflect upon the quality of the ‘learning experience’ of
learners and to identify possible areas for development that will contribute to
continuous improvement.

PMRs and other reports for all Providers on the Alternative Provision network are
made available to schools through the online School Point system.

All reviews will consider the provider’s performance and will include consideration of
the following areas (where applicable):

o referrals to the programme and the relationship with the 14-25 Progressions
Team

e learner information - to include consideration of the number of learners on

register, the qualifications pursued, issues arising and leaver information

details of any accidents, incidents, safeguarding concerns and equality issues

learner files

tutor audit forms or interviews

claims and administration issues

health & safety including DBS checks and safeguarding training are current and a

review of progress against any action plans currently in force

impact of any organisational changes since the last review

e any changes to the arrangements for the delivery of the training within the
programme

e areview of the most recent observation of teaching and learning report and
progress against any action plans currently in force

e (uality assurance covering all areas of delivery at least once over the period of a
year including; management of learning, schemes of work, lesson plans
induction, health & safety and equal opportunities

e completion of the annual self-assessment report (SAR) and associated quality
improvement plan (QIP)

e Financial appraisal and monitoring issues arising

e volumes and finance against contract and profile

e progress towards meeting any performance indicators

Reviews will be booked in advance by mutual agreement between the contract
management officer and the provider’s representative and will take place at the
provider’'s premises.

The contract management officer will also check that all action points agreed at the

last review have been addressed and cover any other business essential to the
review process.
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The contract management officer will give verbal feedback to the provider in order to
summarise and agree the findings and actions arising from the meeting and will then
complete a formal report of the review and send to the provider within 10 working
days of the review having taken place.

If there are any urgent areas of concern that cannot wait to be discussed at next
meeting, the contract management officer will arrange a date to visit the provider to
discuss findings and agree actions required.

Non-compliance

Where a review reveals a serious non-compliance with the contract, the contract
management officer should establish the nature and extent of the non-compliance
and will send details of the non-compliance in writing to the provider, together with
the action the CYPF intends to take to deal with the situation and the implications for
the contract with the provider. Where necessary this will take the form of a formal
notice that the provider is in breach of contract. This will be either minor or major
breach depending upon the nature and degree of non-compliance. If the situation is
retrievable a time bound action plan is to be put in place which the provider will be
expected to adhere to.

Other Actions

Any health and safety issues raised during the audit will be referred to the LLS&C's
health and safety officer where appropriate and any financial issues raised during the
audit will be referred to Grants Administration Unit, in the first instance, for onward
transmission to the assistant service manager if required.

The Self-Assessment Report (SAR) and the Quality Improvement Plan (QIP)

It is a contractual requirement that all contracted Providers annually complete a SAR
and an associated QIP, proformas are provided. These are submitted to the
assistant service manager or contract management officer by the date specified.
The assessment made on the SAR will be commented upon by the contract
management officer as part of the support for improvement.

Observation of Training Delivery

LLSC is committed to high quality teaching and learning. To ensure quality and to
ensure the efficient use of funding from various agencies with whom it contracts, the
service will assess its provision against the requirements of the Common Inspection
Framework (CIF). This provides the basis of judgements about the quality of
provision across the service. An OTL policy is in place and available on request.
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Provider Feedback

The Authority conducts an annual satisfaction survey, seeking contracted Providers’
views on all aspects of the Programme the outcome of which will be reported
through the Provider Support Meetings.

Less formally, officers welcome comments or suggestions from Provider staff at any
time. Provider Support meetings offer a further opportunity to make 14-25
Progressions Team staff aware of your views.

The AP Calendar

A calendar of activity across the year will be sent to all schools and Providers on an
annual basis. Schools are asked to note the relevant dates, including college
development days where delivery may be suspended.

Schools and Provider — CYPF AP Liaison Meetings

The Calendar also shows dates of the periodic meetings with school representatives
to discuss all aspects of the Programme. We value inputs from our school partners
and ask that each school sends a representative to all of the four meetings each
year.

Listening to Our Customers

As part of the CYPF’s internal quality auditing, to provide feedback for improving our
practice, schools’ representatives are asked to complete a questionnaire periodically.
Responses are collated and shared with schools and brought to the group of Officers
who form the AP Steering Group.

Curriculum Managers and Parents are also surveyed annually to ask for feedback on
both the Programme and the service provided by the 14-25 Progressions Team.

Of course, the 14-25 Progressions Team are very pleased to hear feedback from

users at any time, particularly from school staff members who support learners at
their training.
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Section 9: Health and Safety

Health and Safety Requirements

The health and safety of every learner is of paramount importance and in
recognition of this, the CYPF has robust systems in place to ensure that all
Providers used by the 14-Progressions Team undergo thorough vetting before
any learners are placed within that provision. This will be undertaken by our
Health and Safety Adviser

The vetting procedure covers relevant aspects of health and safety legislation. A
report is completed at each visit and a recommendation made as to whether the
premises are suitable. If the premises are not suitable, trainees will not be placed
there until any necessary work has been completed and a re-vetting has taken
place. If the premises are suitable learners can be placed with the Provider
immediately

On a regular basis the Health and Safety Adviser will visit all Providers and
conduct a health and safety review. Should this raise any issues a report is
compiled and, if appropriate, learners removed from the premises until the action
points are completed

In addition, during the Quality Audit and Contracting visits, should Advisers
discover any health and safety these will be passed through to the Health and
Safety Adviser immediately

As well as these scheduled visits the Health and Safety Adviser may visit on an
informal ‘drop in’ basis throughout the year

Further Information can be obtained from Sheffield CYPF

Doug Bell
145 Crookesmoor Road, Sheffield, S6 0114 2296161
3FP doug.bell@sheffield.gov.uk

Other Sources

www.hse.gov.uk or www.safelearner.info

A useful booklet is “ Managing Health
and Safety - Five Steps to Success” -
INDG275and single copies of this can
be obtained free, as can a lot of other
booklets.

HSE priced and free publications are
available by mail order from HSE
Books, PO Box 1999, Sudbury, Suffolk
CO10 2WA,
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Health and Safety Policy for Out of School Work Related Learning in Sheffield

Purpose
To ensure there is documentary evidence setting down the framework and
implementation of Sheffield City Council’s Health and Safety Policy.

e To ensure all members of staff are aware of and comply with the Health and
Safety at Work etc Act 1974 together with any relevant statutory duties and
approved codes of practice

e To ensure a safe working environment for all participants, learners, employees,
visitors, sub-contractors and the general public

e To identify and assign responsibilities for compliance with regard to all relevant
statutory duties in line with Sheffield City Council policy

e To have documentary procedures that can be quickly updated, to take account of
amendments and changes in government or company Health and Safety
legislation and policies

Scope

This document covers:

e Management of Health and Safety

Policy , Employer and Employee Responsibilities
TrainingStaffParticipants

Tutor/Supervisor to participant ratios

First Aid

Fire

Interface with sub-contractors, training Providers and/or Work Experience
placement Providers

Transport Policy

Child Protection Policy

Occupational Health Policy

Areas of Responsibility

Review

Distribution

Management of Health and Safety
General Policy

e Itis policy to ensure the Health and Safety at Work etc Act 1974 is implemented
by staff at all levels together with those working on company premises and that
all are aware of potential risks that may be encountered in a training and/or work
experience placement in conjunction with the placement Provider.

e Management will be responsible for the maintenance of Health and Safety policy
and will ensure all reasonable steps are taken to meet the requirements of
legislation.
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e This will include:

places of work or training are maintained in a safe and healthy condition to
meet the requirements of statutory regulations

information, instruction, training and supervision to all employees and
participants are provided to enable them to undertake their work and training
safely and without risk to health. Reference in the information and instruction
will be made to hazards that may be inherent in the job, or in the articles and
substances being used and with due regard to all statutory regulations where
risk assessment is required

suitable and sufficient risk assessments are carried out in accordance with
regulation 3 of the Management of Health and Safety Regulations 1992 and
relevant updates. The Risk Assessment to be documented in a standard
format worksheet, where significant hazards exist

periodical review of measures designed to minimise the risks in the workplace
to staff, participants and others

assessors or supervisors undertake a risk assessment for each task or project
activity, where a significant risk can be identified, in their area of control prior
to commencement and the findings recorded. Assessment will be reviewed
where there is significant change to any existing task or project activity

risk assessments are carried out within sub-contractors premises and by sub
contractors prior to any agreement to provide participant training/work
experience placements. Adequate records must be maintained

the provision and maintenance of plant, equipment and systems of work that
are, so far as is reasonably practicable, safe and without risk to health or the
welfare of individuals

the availability of necessary protective clothing and equipment to provide
adequate protection where this has been identified by statutory regulations or
risk assessment. Supervisors will be responsible for ensuring that such
clothing/equipment is worn and used by staff and participants within their area
of control. (Contact the 14-25 Progressions Team if in doubt)

Training

Staff

all tutors/supervisors are required to be suitably fully conversant with the
appropriate statutory regulations. Alternatively they must be willing to take up
Health and Safety training in line with their level of seniority

Operational staff will be kept up-to-date with information regarding changes in
current legislation or in the introduction of new legislation. This will be by
distribution or by more formal presentation where necessary. Training can be
provided for any individual who identifies an area of unfamiliarity or doubt.
Staff will be consulted on Health and Safety issues if items are raised at
meetings. Representatives may be appointed for this process

all staff that undertake placement pre-vetting and monitoring will be deemed
competent. Competent personnel are those who can demonstrate suitable
qualifications, training or experience

all placements/colleges/Providers will provide Induction Training to take place
within the first 48 hours
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Participants

e a copy of the Health and Safety policy which outlines areas of responsibilities
is part of the Terms and Conditions which is given to and explained to, each
new learner

e a signature and date is obtained for receipt of the above document and
retained on the personal file that is kept by the College or Provider

e a health questionnaire will be completed at a suitable point prior to work
experience taking place to identify any special requirements or monitoring
needs, this should then be passed to the 14-25 Progressions Team

e participants should receive a suitable and sufficient presentation/information
on Health and Safety Awareness whilst in school and attention will be drawn
to current legislation and the responsibilities of employers and employees

e participants will be made aware of roles and responsibilities within the Health
and Safety at Work etc Act 1974

Year 9 Learners

Some schools may refer Year 9 learners to the programme. Before accepting such

learners, Providers should:

e Ensure that suitable risk assessments are revised to take account of possible
immaturity

e Check with their insurers that any planned activity will be covered for younger
learners

Ratio of Participants to Tutors/Supervisors/Lecturers

e itis our policy to ensure adequate and appropriate supervision for all participants,
whether within a training or work experience environment, having regard to the
funding available and in discussion with site staff

e maximum ratios of participants to Tutors/Supervisors/Lecturers will be agreed

Accidents and Notifiable Diseases

The following will be adopted:

¢ all accidents/incidents of disease will be reported to the direct line supervisor and
entered into the Accident records provided at the relevant site

e the company/College/Provider will notify the 14-25 Progressions Team, who in
turn will notify the school, the LLS Health and Safety Adviser to ensure that
reporting procedures are followed

e where necessary the Health and Safety Officer will report the accident/incident of
disease to the relevant statutory authority in accordance with the Reporting of
Injury, Disease and Dangerous Occurrences Regulations (RIDDOR)

e all accidents/incidents of disease will be reported to the appropriate funding body
in accordance with contractual procedures

e so far asis possible or relevant, the Health &Safety Adviser and/or company
representative, will investigate the cause of the accident/incident of disease in
order to carry out corrective action to prevent re-occurrence
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First Aid

¢ in line with vetting procedures, suitably trained First Aiders will be present on
each site to comply with the First Aid at work Regulations 1981 and/or relevant
updates

e First Aid equipment will be available at each site and its contents will meet site
requirements

Fire

e all members of staff, participants and visitors will be required to adhere to all fire
action notices and instructions by responsible members of staff, Fire Officers, etc

e asigning in register will be kept on all premises and it will be the responsibility of
a named person to ensure everyone signs in and out.

e appropriate Fire and Evacuation notices will be posted in all premises and a Fire
Risk assessment will be carried out in accordance with statutory regulations

e general procedures are described in the Health and Safety policy document
issued to staff and on participant Induction

e periodic fire evacuation training drills will be carried out

Transport Policy

e all drivers must be over 25 years of age and have held a full, clean driving licence
for a minimum of one year

e new drivers must carry out a test of competence through SCC, which must be
renewed every three years

e transport may be hired using reputable and reliable companies who will ensure
that maintenance, licensing and testing are carried out in accordance with
statutory regulations.

e all vehicles will carry a list of procedures to be carried out in the event of a
breakdown

e all vehicles will carry a form, which, in the event of an accident, will be used to
take details of other parties involved and a tear off slip with relevant details to be
handed to the other party

Occupational Health Policy
¢ all staff and participants are covered by SCC’s policy document
Responsibilities

e SCC carries appropriate Combined Liability Insurance to cover all staff and
participants

¢ the Senior Management team, through the Chief Executive has overall
responsibility for all matters associated with Health, Safety and Welfare
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Review

e the Health and Safety Policy will be reviewed and updated whenever there is
introduction of new legislation or at least every year

¢ induction and training methods on Health and Safety procedures will be subject
to on-going review to test their effectiveness

e staff and participants will be consulted on the effectiveness of Health and Safety
provision via evaluation questionnaires and Steering Group meetings

Quick Guide to Supervising Young Learners Safely
(Adapted from LSC MISC/0610/03)

Assess the learner’'s competence / ability

Identify hazards by Risk Assessing all distinct tasks

Put in place effective controls/precautions — including training,
supervision

Demonstrate the correct procedure, slowly if necessary
Allocate tasks according to individuals’ capabilities

Check learners’ understanding

Observe their performance of potentially hazardous tasks

Inform learners of where to get help and emergency procedures

Issue and enforce any PPE, safe working procedures

Promoting Healthy Lifestyles

It is the duty of all adults with responsibilities towards young learners to do what is
reasonable in the context to promote a healthy lifestyle.

Providers are expected to have a Smoking Policy in place which should also cover
the use of E cigarettes. A draft Policy is available on request.

Disclosure of pregnancy
If a girl in your care states that she is pregnant, she should be asked whether her
parents are aware of it and she should be asked permission for you to notify the 14-

25 Progressions team to allow you to ensure the necessary education support
arrangements are being made.
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Section 10: Safequarding review

Everyone who comes in to contact with children and their families has a role to play
in safeguarding children. Providers must make themselves aware of the guidance
and best practice relating to safeguarding which can be found via the following links:

DfE Keeping children safe in education
https://www.gov.uk/government/publications/keeping-children-safe-in-education

Sheffield Safeguarding Children’s Board
https://www.safeguardingsheffieldchildren.org.uk/welcome/Schools-other-education-
settings.htmi

Please note any allegation or disclosure involving someone who works with children
in a paid or voluntary capacity must be reported directly to the Head Teacher or
Senior Manager, unless it involves them and then it should be reported directly to the
Chair of the Governing Body or Management Committee.

In all cases you should seek initial advice from your line-manager or Safeguarding
Lead in your organisation who will refer this to the lead safeguarding officer within
the referring school. The 14-25 Progressions Team must also be notified
immediately.

The Safeguarding Lead within school will agree a suitable course of action, seek
advice as appropriate and make a decision about whether the incident should be
reported to the relevant safeguarding service or police.

For all 14-16 Alternative Provision cases, where an incident is referred to the
Sheffield Child Protection Access Team or Police, the 14-25 Progressions Team and
the Lead Safeguarding Officer in school must be informed.

Reporting

All incident forms to be collated in the first instance by 14-25 Progressions Team and
will be held securely in the offices at Crookesmoor.

A termly summary report to be collated and sent to the Quality and Curriculum
Development manager these to form part of termly report and then an annual report
to the Senior Management Meeting.

Alternative Provision Safeguard Lead
Telephone: 01142 2296131 or main reception on 0114 2667503
Name: Emma Beal
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The Prevent Duty

The Counter Terrorism and Security Act 2015 introduced the Prevent Duty in July
2015 for bodies including all schools and their extended provision, FE colleges, adult
education Providers and independent learning Providers with SFA funding or with
over 250 learners enrolled.

The Prevent duty is entirely consistent with Providers’ existing safeguarding
responsibilities and should not be burdensome. Ofsted’s revised common inspection
framework for education, skills and early years, which came into effect from 1
September 2015, makes specific reference to the need to have safeguarding
arrangements to promote learners’ welfare and prevent radicalisation and
extremism. The statutory guidance on the Prevent duty summarises the
requirements in terms of four general themes: risk assessment, working in
partnership, staff training and IT policies.

All Providers have a duty to safeguard their learners and Prevent is about
safeguarding our learners to keep them both safe and within the law.

Dealing with concerns

LLS&C has a statutory and moral duty to ensure the promotion of the welfare of
young people and vulnerable adults receiving education and training through the 14-
25 Progressions Team.

A child or young person is any person under the age of 18. A vulnerable adult is
a person aged 18 or over who is or may be unable to take care of him or herself, or
unable to protect him or herself against significant harm or exploitation.

If the situation is urgent, a direct referral can be made by any member of staff.

If you note or have reported to you:-

Worrying or changed behaviour in a learner

Physical evidence of non-accidental injury

Evidence of self-harming or placing themselves in risky situations
An allegation of abuse by a learner/third party

Evidence of (or vulnerability towards) extremism or terrorist activity
Evidence of neglect

DO NOT TAKE ANY ACTION YOURSELF

e Contact an Advanced Safeguarding Lead immediately. For the 14-16 Schools
AP programme this should be done through the 14-25 Progressions Team
who will contact the Designated Safeguarding Lead in School

Complete an incident form

Make a careful note of anything said or action taken on the incident form

Do not ask leading questions

Send the incident form to the 14-25 Progression Team’s Advanced
Safeguarding Lead immediately
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Safeguarding Incident Reporting Procedures

AP Provision School Age Learners

i.e. where an allegation or incident occurs at our premises or whilst
attending AP.

Reporting

Staff will immediately report any incidents allegations to their Designated
Safeguarding Lead ( DSL ) and to the referring schools Designated
Safeguarding Lead ( DSL). The 14-25 Progressions Team must also be
notified through an Incident Report Form.

Action Required

School retain overall responsibility for learners on their role and as such a
school DSL will decide if the learner is at risk of significant harm and the
necessary action required.

If the school safeguarding lead is not available then contact the
Safeguarding Children Advisory Service (2053535)

Record Keeping
A clear and a full statement recorded on a Learner Incident report form including a
summary of any allegations made, details of follow up and how it was resolved, plus any
action taken and decisions reached must be made.

A log of incidents/allegations etc. will be kept by a DSL at Crookesmoor

A log of incidents discussions with Safeguarding Board and reasoning behind the decision
to not take incident forward.

The summary record will be kept on a staff/learners confidential personnel file within school.

The record will be retained at least until the person has reached normal retirement age or
for a period of 10 years from the date of the allegation if that is longer.

Confidentiality

Every effort should be made to maintain confidentiality and guard against unwanted
publicity while an allegation is being investigated or considered.

Confidentiality should not however prejudice the need to report concerns or allegations —
learners disclosing issues in confidence will need to understand this.
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Section 11: Useful Contacts and Glossary

Emma Beal

Service Manager: Emma.Beal@sheffield.gov.uk
Alternative Pathways

Richard Smith Operations Manager: Richard.smith@sheffield.gov.uk
14-25 Progressions Team
Doug Bell Health and Safety Manager 0114 2296181
doug.bell@sheffield.gov.uk
Rachael Winder 14-25 Progressions Team 0114 229 6185
Malcolm Wigby Placement Support Officers 0114 229 6133
Chris Lawlor 0114 229 6176
Lindsay Smith
Susan Wraith
Heather Burman Contract Management 0114 229 6149
Andy Grice Officers heather.burman@sheffield.gov.
Gerry Ede uk
YES

Glossary of Initials used in the Handbook

Children Young People and Families (part of the Local
CYPF : . -
Authority with responsibility for young people)
14-25 Progressions | Formerly Extended Curriculum Team
Team
GAU Grants Administration Unit
ILP Individual Learning Plan
LA Local Authority
RA Risk Assessment
SCC Sheffield City Council
SSN Supplier Support Network
AP Alternative Provision
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Section 12: Complaints

The Local Authority aims to treat its contractors professionally, fairly and
reasonably, and maintain the most productive relationship possible in the
interests of learner achievement.

If however, you have cause to believe that expected high standards have not been
met, the first stage is to discuss the problem informally with the relevant Officer:

e For general Alternative Provision Programme matters: Emma Beal, Assistant
Service Manager , 0114 229 6132 or Richard Smith, Operations Manager, 0114
2296157

e For matters relating to Quality Audit: Heather Burman/Andy Grice, Contracts
Monitoring Officer, 01142 296149

e For matters relating to contracts: Ged Higgins, Contracts Manager, 01142 229
6187

Lifelong Learning, Skills and Communities

Complaints and Feedback Procedure
If you wish to make a comment or complaint about any aspect of our Service, please
read the notes below.

If you want to put your comment or complaint in writing, you can do so by filling in an
online form at https://www.sheffield.gov.ukor by completing one of the forms,
available from our training centres or the address below.

Please send the completed form to:

Claire Slack

Lifelong Learning, Skills and Communities

145 Crookesmoor Road

Sheffield

S6 3FP

Telephone: 0114 266 7503

Fax: 0114 2667092

Email: claire.slack@sheffield.gov.uk or firstpoint@sheffield.gov.uk

Our Standards
We want to be efficient and fair in the services we provide. We welcome and
value comments, complaints and suggestions about how we run our services.

Please help us to improve our services by giving your feedback.
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Please tell us if:

e you feel that you have received a good service from us or there is one particular
part of a service that you like

e you would like to suggest ways in which we can improve our service

e you are particularly unhappy with the way a member of staff helped you or with a
service you received

e you feel you have been treated unfairly or discriminated against

e you feel unhappy about the quality of a service you have received or the way you
received it

e you did not receive a service which you feel you should have

If you give us feedback on our service we will try to provide you with a response
within seven days

If we cannot do that we will send you an acknowledgement letter within 7 days.
In the majority of cases we will provide you with a full response within 28 days.

If your feedback is about a complex matter, or needs an in-depth investigation, the
full response may not be a complete and final answer. If so, we will let you know
when we will give you a full response.

Any letter we send you will say who is dealing with your comment or complaint and
how to contact them.

How to give us your feedback

Talk to us
We aim to help all those who wish to make a comment or complaint at the point
where that service is provided.

Please talk to the person who has provided you with the service as they may be able
to help you there and then. You can talk to us either in person or via the telephone.

If you are not satisfied with the answer you receive then, or your comment or
complaint is complicated, you may wish to talk to a more senior member of staff.

If a senior member of staff is not available we can take your contact details and that
person will contact you as soon as they can.

Write to us

You can give us feedback in writing at any time. To do this please fill in a form
and send it to us. Forms are available from our training centres, on the
Sheffield City Council website.

Email to us
You may give us your feedback by email to:
Email claire.slack@sheffield.gov.uk or firstpoint@sheffield.gov.uk
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Can someone help me?
Feedback can be made by either yourself or someone acting on your behalf. If you
need help in completing the attached form, a member of staff will assist you.

What if I am still not happy?
you are not happy with the full response you receive you can ask for your comment
or complaint to be looked at again. This will be by a senior member of staff.

What if I do not want to give my name?
You may wish to make your comment or complaint anonymously. If you did
this we will treat that comment or complaint as seriously as any other.

If I have a complaint, can | have it looked at by someone independent?
You can complain to the Local Government Ombudsman. Their address is shown
below.

They only investigate certain types of complaint. The SS Council must have
investigated the complaint first.

Complaints for the Local Government Ombudsman should be directed to:
Mrs P A Thomas

Local Government Ombudsman

Beverley House

17 Shipton Road

York

YO30 5FZ

Telephone: 01904 380200

Fax: 01904 380269

E-mail: enquiries.york@Igo.org.uk
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Section 13: Recording educational visits via EVOLVE

User guide for Provider user

Purpose of this document

This document is aimed at new Staff users to EVOLVE

New users will need:

a) A copy of this document

b) Your login details (web address, username and password)

This document covers how to complete a Visit Form {i.e. enter a visit).

You may enter a ‘practice’ or ‘test’ visit, so that you are clear about how the process
works. To avoid confusion with ‘real’ visits, ensure that the visit name starts with
‘Practice’ eg. ‘Practice Year 6 camp’. These visits will later be deleted from EVOLVE.

For this practice visit follow the choices

suggested below.

Log-in to your account

Select [Visits]

Select [+Visit]

Visit Name Enter ‘Practice Yr 6 camp’

Visit Type 0 Overseas

O Residential

00 Adventurous (where a specific adventurous activity will be led by an external provided)
O Adventurous (where a specific adventurous activity will be led by a member of your

staff)

O None of the above

For this practice visit select ‘Residential’ and ‘Adventurous led by External Provider’
Click [Add]

Note that there is now a box on the left which lists the various sections of the Visit
Form.

A tick appears alongside each section that has been completed (there is already a
tick alongside ‘Visit Type’. Although EVOLVE will take you through the sections in the
order shown, you can go directly to any section by clicking on it.

Purpose Add any text to the Educational Aims text box. Select a [Main Purpose] from
the nationally agreed iist eg ‘Citizenship’. Select a [Secondary Purpose] (optional).
Note that although a visit may have several ‘purposes’, in order to provide meaningful
statistics, EVOLVE is set up so that you cannot select more than one main and one
secondary purpose. [Continue]

Dates Enter a start and finish date for the visit. EVOLVE will calculate the total
number of days.

[Continue]

External [Are you using a Tour Operator, External Provider or Activity Centre?] Select
[Yes]

Provider Scro!l down the list and select any one of the External Providers. The
provider’s details

will appear. Note: for future visits, if your provider is not listed you can select [+
Provider]

and enter the details into the global database for your local authority. [Continue]
Destination [Will this be your accommodation address?] [Yes/No]

This question is asked because the address of the External Provider in EVOLVE
may, for example, be the company's Head Office and not where the group will be
staying. For this practice visit select [Yes] [Continue]
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[Leg Out]

So that you can see what happens if you get called away, click [Log Out} in the blue
horizontal band at the top right. Click {[Continue], then log back in to your account.
Select

[Visits]. Note that your ‘Practice Year 6 Camp’ visit is in the red [Draft and Returned
Visits] section.

Select [View] and this opens the Visit Form. Note that the information that you
previously entered is all on this form, as EVOLVE automatically saves data as you
progress. Scroll to the bottom and note that you are able to [Delete] the form if
necessary.

Scroll back to the top of the form and select [Edit]. This will fake you back to where
you were previously. Click [Adventurous activities] in the box on the left, which is the
next section to be completed.

Adventurous Note: This section would not appear if you had not selected
‘Adventurous’ under

Activities ‘Visit Type'. You may add as many individual activities as will be taking
place, or if appropriate, select ‘Multi Activities’ (top of the list). For this practice visit
scroll down and select [Canoeing/kayaking]. Note: if you are unsure as to whether or
not an activity is deemed by your local authority to be ‘adventurous’, click on the
[info] button for more information.

[The activity will be led by:] Select [External Provider]

EVOLVE will then automatically default to the name of the External Provider
previously selected (but this may not always be the case, and you can amend as
necessary).

[Continue] add another activity if applicable, or [Continue]

Travel Select as many different modes as apply. For this practice visit, select both
[Walk]

Arrangements [Continue] and [Coach] [Continue]

Transport As you had selected ‘Coach’, EVOLVE now requires you to enter the name
of the

Company company being used (ie. who the contract is with). Click [+ Select] Note. If
the coach is being provided as part of a package with the external provider then
select [Provided by Tour Operator/Activity Centre] (top of the list). For this practice
visit scroll down and select any company. The company details will appear. Note: for
future visits, if the company you intend using is not on the list you can add it to the
global database for your local authority by selecting {+ New} Also note that ‘Ferry’ and
‘Aeroplane’ also require you to enter the name of the company being used.
[Continue] Check details are correct and [Continue]

Staffing [Visit Leader Name:] Type in the name, Enter a contact phone number
(usually mobile) alongside [Visit Leader Contact no whilst on visit].

If your LA has the “Accompanying Adults” module turned on then you will also
have a section on this screen to specify the names of the intended
accompanying adults.

‘Intended Accompanying adults' is split into 2 sections:

Employees: e.g. teachers, teaching assistants, youth workers, etc.

Volunteers: e.g. parents, work experience students, etc

In the Employee section click type in staff that will be attending. Scroll to

the bottom and Click [Continus].

In the Volunteers section click [Update]. Add the names individually and [Add]. When
all names have been added

[Continue]

Note: The names of Accompanying adults (both employees and volunteers) can be
amended at any stage up until 28 days after the visit ends, after which time alt data is



locked down. However, it is not possible to amend the Visit Leader after approval, - in
this instance you will need to recall the visit form, see [Help]

The screen now displays all of the staff that have been entered. [Continue]
Attendees Select the [Attendee age range]. Enter the ‘intended’ number of students.
Note that for the purposes of approval it is not necessary to enter the actual final
number (as you won't know this until the day of the visit anyway). [Continue]

If your LA has the “Visit Register” module turned on then you will also have a
section on this screen to specify the names of the intended attendees.

In the Visit Register section click [Amend]. The screen will display all attendees that
have already been added to the visit. To add attendees to the visit, click [+ Attendee]
select the appropriate names from the fist(s) and then click [Continue]. If you want to
group attendees into visit-sub groups (e.g. Coach A, Coach B) then you can do this
by entering text into the “Group’ column. Click [Save] to save the register and return
to the

Visit Form.

Documents Select which documents you have available (ie they exist). Note that
some of these may be ‘Required’ documents and that if you do not select [Yes] for
these you will not be able to submit the Visit Form. [Continue]

Other sections Your local authority may have added additional ‘custom’ sections to
EVOLVE. Complete these as necessary. [Continus]

Attachments You may attach as many documents as you like. Documents can be in
any format, eg. Word, excel, pdf, jpeg etc., and may be added up to 28 days after the
end of the visit (this allows evaluations, etc to be added). EVOLVE automatically
adds the name of the ‘uploader’ and a date stamp to all attachments. There may
already be some suggested prompts for attachments, eg Itinerary, Programme. For
this practice visits select [Other] then [+ Document] give a name to the attachment, eg
‘First letter to parents’. Select

[Browse]. Find a document (anything non-confidential will do for this practice visit),
click on the document and [Attach]. The file is now attached to the Visit Form. Your
name and a date-stamp appear, and the box on the left shows the number of
attachments, in this

case (1). [Continue]

Submit Form If all required sections have been completed you will be asked:

[Click the button below to submit the form to your EVC]

Click [Submit]. The Visit Form has now gone into the EVC’s account.

Select [Visits]

The ‘Practice Year 6 Camp’ visit is now in the yellow section [Visits Waiting for
Approvall.

You can view the details but you can no longer edit this visit form.

Your EVC will forward the visit form for approval and then to the relevant iocal
Authority authoriser if required.

Log back into your account at a later date, and the visit form should be in the green
‘Approved Visits’ section. Open the form, and scroll to the bottom. Note that the date
and time that the visit submitted by the EVC, and approved by the Head and LA have
been recorded. If any notes have been added these will appear with a date-stamp at
the bottom of the form.
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