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INTRODUCTION

Step Ahead Social Enterprise CIC (Step Ahead) is aleading providerin the areas of recruitment,
employability, and training. Operating since 1997, Step Ahead’s mission, in the firstinstanceis to
ensure our candidates and employer clients know we truly care about helping them achieve their
objectives. Secondly, to be arenowned and trusted name amongst top employers, jobseekers
and learners alike; to be synonymous with efficiency, expertise and enterprise; to provide a
quality service delivered by fully trained and informed staff who actively listentoneeds and are
qualifiedin providingintelligent solutions.

To achieve this consistently we work hard to create open, consultative partnerships whilst
maintaining an honest and professional approach at all times. As ateamwe are ethical yet
innovative; focusedyet flexible; realistic yet enterprising.

Step Ahead holds arange of quality assurance accreditationsincluding Matrix Standard for
Information, Advice and Guidance, meet Ofsted requirements and are Recruitment and
Employment Confederation audited, the gold standard in recruitment compliance, and are
members of the Association of Professional Staffing Companies and Association of Learning
and Employment Providers. The purpose of this document is to ensure the effective selection
and management of subcontractors toreduce and mitigate against potential risks to Step
Ahead and our funders. It defines the basis on which subcontracting arrangements will be
managed and sets out a clear framework forimproving the quality of provision.

PURPOSE AND SCOPE

The purpose of this documentis to ensure the effective selection and management of
subcontractors toreduce and mitigate against potential risks to Step Ahead and our funders. It
defines the basis on which subcontracting arrangements will be managed and sets out a clear
framework forimproving the quality of provision.

Step Ahead’s main purpose for subcontractingis to diversify and extend its offerand capacity
toits candidates(e.g., learners, participants) with an emphasis on provision of services that
meet the needs of bothunemployed andemployedindividuals, employers, andthelocal
economy withinthe Greater London Authority (GLA) and any other areas where contracts are
held.

Ourreasons for subcontracting are manifold, we aim to engage with a wide range of
subcontracted partners who:

e Shareour‘culture andvalues’ of putting the interests of the candidate at the centre
of allwe do, willing to help review these values and principles.

e Strengthenengagementand widen opportunities for disadvantaged groups

o Offerarouteway forsustainable employment and progressionin work supported by
high quality IAG

e Complimentmainstream provisionfilinggapsinthe market

e Specialistprovisiontoprovide anddeliverabetterservice experience

e Shareofgoodpractice, e.g.wherethesubcontractorcanimprove the quality of its
delivery through working with Step Ahead and vice versa
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Tothis end Step Aheadis committedto developing sustainable andreliable subcontracting
arrangements that enable our candidates to improve their personal, employability and
vocational skills to progressinto, or within, meaningful and sustainable employment. We aimto
work with a diverse range of private and not for profit organisations across arange of funded
programmes to meet the needs of our candidates, employer clients and funders.

In designing our supply chain, we take into account the scale and capacity of each organisation,
their ability to deliver the specific outputs andresults, and the added value of specialist
provision to meetidentified needsinline with ourfunding objectives. Step Ahead conducts an
open bidding process forany subcontractor wishing to work with us. Step Ahead will ask all
potential subcontractors to submit full due diligence, inline with our funders guidelines e.g.
Greater London Authority (GLA) or Department of Work and Pensions (DWP).

POLICY

Subcontracting Selection Policy

e Stagel: Any prospective subcontractor should contact David Jeffries, Head of Training,
Compliance and Claims, e-mail to: dave@stepahead.co.ukin the firstinstance. They
shouldinclude an Expression of Interest (if one has been published for a specific
contract thenthat must be used). Once agreed interested parties will be invited to
tenderinstage 2.

e Stage 2:Interested parties will complete a Due Diligence application which will include
specificinformation about what provision can be delivered, together with volumes and
funding requested. The purpose of the application will be to identify “Preferred
Providers” withwhom Step Ahead may wish to contract fora period of up to 2 years.
Achieving preferred provider status will ensure priority consideration when contracts are
awarded but willnot guarantee a contract; this will be determined by what Step Ahead
wishes to procure and will primarily be driven by economic need which may mean
choosing not to purchase provision previously procured if thereis a clearneed to focus
the fundingin a different direction.

e Stage 3: Tenderapplications willbe assessed within 15 working days of the tender
closure date by a panel made up of Step Ahead’s Senior Leadership Team.

e Stage4: Allapplicants willbe notified of the outcome by the date specifiedin the
Tender. Feedback will be provided uponrequest.

e Stage5:Step Ahead’s Senior Leadership Team will determine what provision they wish
to procure following assessment of Step Ahead’s predicted enrolment numbers and
targets and then seek approval from the Board. Preferred providers will then be advised
accordingly.

e Stage 6: Contractswill be issued electronically to ensure they are signed and returned
before the agreed start date

Subcontracting Fees and Charges

Step Aheadmanagesandmonitors subcontractorstoensure thatthefollowing standardsare
met;

e Demonstratesvalue formoney

e Demonstratescompliancewithallcontractrequirements
e Deliveryofaqualityprogram; applicationprocess

e Delivery of minimumstandards of performance
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Step Ahead has aresponsibility to support all subcontractors to develop and deliver high quality
provision that meets the needs of candidates and employers. The management fee deducted
fromallocated fundsis used directly to provide a comprehensive programme and support and
compliance measures to ensure that public funds are protected andused effectively and that
subcontractorsare supportedto develop their provision.

Ourtypical percentage of fundingweretaintomanage deliveryisbetween15%t020%
determinedbyrisk factorsidentified through our due diligence process andin line with this
policy. New subcontracted provision will be subject to a higher management fee during the first
delivery year, though management fees may be adjusted accordingto delivery andcontract
performance. The fee charge willreflect the costs associated withthe contractmanagement,
capacity building, infrastructure, risk management assessment and procurement processes
specific to each contract. Ourmanagement fees processes are consistently updatedtoinclude
evaluatingfeedbackfromoursubcontractorsandchangestofundingrules,regulations, and
introduction of new contracts. In designing our management fee policy the principles, we offer
are clearandtransparent unitrates at tender stage as part of the submission wherever possible.

We collaborate with all subcontractors through fairand open negotiations to discuss and agree
unitrates before tender submission. Step Ahead provides appropriate time and resources to
support new subcontractorsincluding a dedicated contact who provides them with tailored
levels of support and capacity building opportunities. This enables our subcontractors to
provide a high-quality service to all service users under our contracts.

We may also vary our fee structure and agree set milestone payments or achievement-based
payments, toreflecthow we receive the funding or to encourage high quality performance. We
recognise that all subcontractors have different levels of capacity and skills and therefore we
tailorthe fee payable for services provided. All fees paid to subcontractors will be reviewed at
least annually. However, should the subcontractors be under-performing against the Minimum
Performance and Minimum Service Levels and we need to provide additional performance
monitoring to drive high quality provision, we reserve the right to adjust the fee paid by us during
theyear

Thecontractswhichinvolve subcontractors,andthe managementfeesapplied, aredetailed
below:

e Strand1Procured Adult Social Fund (ASF) funded by GLA: The projectaimsto support
unemployed or economically inactive Londoners aged 19 or over and provide the skills
andlearning they need to equip them forwork, an apprenticeship or otherlearning
funded by GLA - management fee capped at 20%, in line with GLA guidance and reflects
the services provided.

e Work Experience for At Risk of NEET funded by GLA: this programme aims to provide
students with meaningful work placements lasting 25 hours over a minimum of 4 days -
management fee capped at 10%, in line with GLA guidance andreflects the services
provided.

Feesandchargesforsubcontractingarereviewedannually toensure they continue to befit-for
purpose.
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Payment Terms

1. Payment will be made monthly or quarterly in arrears (aligned to the payment
schedule definedinourcontract with the funder)upon presentation ofaninvoice
by the subcontractor to the Step Ahead’snominated Finance contactand must
be checked against the relevant data report containing for accuracy prior to
submission.

2. Eachinvoice must reach the Finance contact no later than the 20" working day
of each month (relating to the previous month’s activity) and payment will be
made within 30 days (please note that thisiswhen paymentis processed, not the
date paymentisreceived).

3. Reconciliation will take place in the weeks following each funding claim and any
adjustments required will be agreed by both parties and made at the next
payment point.

4. When each payment is made, subcontractors will receive a corresponding
Financial Position Statement which covers each contract held with Step Ahead.

Adjustments may be made to specific paymentswhere evidence of eligibility, participation or
achievement cannot be validated by Step Ahead. Any amendments will be based on guidance
provided by the current funding body rules and our negotiated SLAs.

Ininstances of learnersbeingtransferredtoanotherprovider(includingto Step Ahead) duringthe
contractyear, Step Ahead will not make any payments for such learners. If payments have
already been made, these will have to be clawed back.

Management fees will be deducted at source, i.e. subcontractors will receive a Maximum
Contract Value (MCV) from Step Ahead that reflects their available funds. Any management fee
willhave been deducted priorto thisallocation. Step Ahead willmake paymentsto
subcontractorsbasedonthe correct submission of data and supporting evidence to validate
service delivery. All funding claims must comply with the Managing Authority and/or funding and
performance managementrules and the terms of the agreement between Step Ahead and the
subcontractor. Where funding claims cannot be substantiated, Step Ahead will adjust orreclaim
any funds from the subcontractor, and, where required, make an appropriate repayment to the
Managing Authority and/or Funding Body.

Step Ahead invokes an annual audit cycle, which could put payments to our subcontractors
temporarily onhold orleadto adjustment of monies due. The timing of the cycleis communicated
inadvanceviaemail and also 1:1 meetings with subcontractors in advance.

Services

Step Aheadwill provide,asaminimum, awiderange of servicesforthe management feeswhich
includes, butis not limited to the following:

e Programme set up and mobilisation support from tender stage to start of participants
beingengaged on programme, the Go Live date.

e Anallocated Contract Manager tofield all contract issues and enquiries and support timely
resolution

e Data processing and inputting on our designated MIS and associated compliance
checks of documents and evidence required for each contract
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Assistance and advice on profiling delivery, regular financial reports, and learner data
analysis

Guidance on standards and compliance through the provision of a Quality Improvement
Process whichis reviewed annually

Formal review of contract and performance quarterly, with actions agreed to ensure
continued compliance and improvement where appropriate

Facilitation of a regular forum via the Project Steering Group in which to promote and
share good practice

Observation and moderation of teaching, learning and assessment (through dual
observation and desk-top moderation) and provide feedback and support in order to
improve quality and develop innovative training techniques

Production of a standardised SAR template and support provided in the writing and
review of same, togetherwith a Quality Improvement Plan

Quality Assurance audits oneachsubcontractoronal2-monthrolling cycle (based onrisk)
Step Aheadwillundertake announced andunannounced auditvisitsandreport onfindings
Support willbe provided to enable providers to effectidentified improvements, as
indicatedinthe reports resulting from the above audits

Briefings, workshops, updates andregularmeetings (strategic, operational and

quality driven) on key sectorinformation and changes including to funding and

eligibility

Accessforlearnersof subcontractorsto Step Aheadfacilitiesand serviceswhere possible
Advice and Guidance onfundingrequirementse.g. ESFcross cuttingthemes
LearnerandLearning Support, including access to discretionary and hardship funding
where thisis available

Due Diligence

Subcontractors will supply Step Ahead with all relevant information requested to protect
learners and to ensure that the subcontractoris alegally, financially and educationally sound
organisation priorto any contract being signed.

PerformanceData

Subcontractors will provide arange of data at the frequencies specifiedinthe contract and
uponrequest from Step Ahead. Likewise Step Ahead will provide monthly and/or quarterly
participant datareports detailing on programme activity and variations between contract.

Quality

All provision delivered shouldinclude aninitial assessment process that enableslearners and
staff to identify what they want to achieve from their chosen course. This process should ensure

that:

Learners have the necessary aptitudes, attributes and abilities to help them
successfully complete the courses forwhich they are applying

Anylearning supportneedsareaccurately assessed andidentified

Learners have theinformation they need to help them make well informed
judgements about the relevance of their course to theiremployment and learning
goals

Subcontractorsmusthave accesstoappropriatelearnersupportarrangements.
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Where appropriate, the assessment should also gather necessary information about health and
medical records, previous relevant experience, depending onthe nature of the courseitself and
specifically where the nature of the course presents significant healthand safetyissues. Step
Ahead’sHealth & Safety policy andrisk assessments must be adheredtounlessa
subcontractor’'s own policy has beenimplicitly agreed by Step Ahead.

Tutors must maintain learner progress records at an appropriate level of detail, inrelation to the
context and length of the course or programme.

Requirementsinrelation to Observation of Teaching, Learning and Assessment (TLA) are defined
in the Quality Improvement Process. Observation of TLA will be planned and undertaken
throughout the academic year and Step Ahead will support and work with a subcontractor to
upskill to the expected standards should an “inadequate” grade be awarded.

Subcontractors willregister their learners with the appropriate examining boards within agreed
timescales and abide by awarding organisationregulations. Subcontractors willmaintain
assessment andverification and or/moderation arrangements that are consistent with the
requirements of the awarding organisations and examination boards.

Subcontractors must ensure that appropriate staff attend Step Ahead best practice events and
training where these are organised centrally and also any training which has been putin place to
addressissuesidentified in quality orcompliance post audit action plans. Failure to attend is
likely to increase the frequency of quality and/or compliance audits undertaken which may, in
turn, resultin financial penalties being applied.

“Appropriate Staff” are normally defined as individuals who have relevant managerial authority
and responsibility for the subject being addressed through the training. The exception to this
definition will be where training is designed for practitioners.

Healthand Safety

Subcontractors must provide details to Step Ahead onrequest about how they ensure that
facilitiesusedto deliverlearning meet all Health & Safety regulatory and legislative
requirements, including where required specific health and safety reports, audits and risk
assessments.

Subcontractortutors must be capable of and must undertake activity and facility risk
assessments at a frequency consistent with the type of activity and the nature of the facility
beingused.

Step Aheadwillundertake annualHealth & Safety audits oneach subcontractorannually.

Subcontractors must ensure that appropriate staff attend Step Ahead best practice eventsand
training where these are organised centrally and also any training which has been putin place to
addressissuesidentified in quality orcompliance post audit action plans relating to health &
safety. Failure to attendis likely to increase the frequency of quality and/or compliance audits
undertakenwhich may, in turn, result in financial penalties being applied.

“Appropriate Staff” are normally defined as individuals who have relevant managerial authority
andresponsibility for Health & Safety.
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Information, Advice and Guidance

Subcontractors will be required to demonstrate that they provide information, advice and
guidance (IAG) at an appropriate range of venues and through arange of media, including the
internet, to a standard consistent with that offered by Step Ahead.

Facilitiesand Resources

Allfacilities and resources used must be fit for purpose and comply with all current Health &
Safety legislation

Audit Procedures

Step Ahead will conduct unannounced visits to subcontractors training schedules as part of its
annual audit processes.

Step Ahead will carry out audits for quality & financial assurance which willinclude Health &
Safety onall subcontractors. These auditors will provide reasonable advance notice (usually 5
working days) of proposed announced visits to the subcontractor of the scope and date of
each audit.

Post-audit action planswillbe produced, and subcontractors will be supportedto achieve the
aims setoutin the action plans.

Policy and Procedures

Subcontractorswillberequiredtodemonstrate thattheyhaverobust quality auditarrangements
consistent with the requirements related to the audit activities undertaken by Step Ahead and its
representatives. They willberequiredto maintain, reviewandupdate policiesand procedurein
linewith nationallegislation and as appropriate to the nature of their contractin the following
areas:

e Health & Safety

e Equality & Diversity

¢ Safeguarding

e PreventStrategy

e Sustainability

¢ Quality Assurance, including performance monitoring and development of:

e Teachingpractice

e |Initialassessment

¢ Additionallearning support

e Information, advice and guidance

e Self-Assessment

e Service standards

e Performance managementinformation

e Dataprotection/ GDPR - subcontractors willneed to comply with Step Ahead’s GDPR
policy and procedures

e Staffrecruitmentanddevelopment

e Financialmanagement
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Self-Assessment

All subcontractors will be required to undertake a self-assessment processinrelationto the
CommonInspection Framework and produce a Position Statement using a template that Step
Ahead will provide. This Position Statement must be submitted as specified in the contract.

Service Standards

Allsubcontractors willbe required to demonstrate how they will meet the Step Ahead service
standardsinrelationtoprovidingahigh-quality service atallpointsofalearner’sjourneyandhow
theywillcommunicate these standards tolearners.

Safeguarding

Subcontractors will be required to havein place safeguarding arrangements which are
consistent with the standards expected by Step Ahead. Thiswillinclude havinganannually
updated Safeguarding Policy and designated Safeguarding Officer.

PREVENT (CounterTerrorism Strategy)

Subcontractors will be required to have a PREVENT anti-radicalisation policy in place and all staff
willbe expected to have undertaken training, for which Step Ahead will provide a link.

Recruitment Profilesand Delivery Locations

Subcontractors may be required to ensure that programmes are deliveredin specific localities,
depending upon the nature of the contract. They may berequired torecruitlearners froma
specific profile, e.g., age, ethnicity, gender, disability, NEET.

ContractMonitoringand Review

Subcontractorperformance willbe monitoredregularly throughout theyear. Feedbackon
performance will be provided in writing, by phone, e-mail orface to face at formal reviews which
willbe carried out at least quarterly.

Where performance falls below the standard required, subcontractors will be issued with a
notice toimprove. Support willbe provided to help subcontractors develop and enhance the
quality of their delivery but if a subcontractor fails to meet the necessary improvements within
the agreed timescales it may be necessary to implement contract termination procedures.

ContractTermination

StepAheadwillworkwithitssubcontractorstoensurethatalllearnersreceive highqualityandsafe
training with all the necessary support forindividuals to achieve theiraims and progress onto
sustainable employment.

Should a subcontractor consistently fail toimprove any element of its performance whichis
deemedto be unsatisfactory orinadequate, or consistently fail to engage in training or with the
quality support systems which arein place, Step Aheadreserves theright to terminate the
contract to protectits learners.

If contractterminationproceduresareimplemented, subcontractorsare contractuallyrequired
tocooperate fully with this process.

Step Ahead Page |8
Subcontracting Funding Retention & Charges Policy
1.6 - February 2025



7

STEP AHEAD

»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»

Policy Review & Publications

This policy is reviewed annually with any changes communicated to subcontractors as part of
regular contract reviews and correspondence. The policy will be published on Step Ahead’s
website.

Communication

This Policy iscommunicated asfollows:

On Step Ahead’s website https://www.stepahead.co.uk/help-fag/

On Step Aheadinternal drive,underPolicies & Procedures

To potential subcontractors onany online portals used to publish contracting
opportunities with the relevant tenderinformation
Toexistingsubcontractorswithannualcontracts
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