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The contents of this document are copyright © Sarina Russo Job Access (GB) Pty Ltd., being a wholly owned subsidiary of Sarina Russo Job Access (Australia) Pty Ltd. All rights reserved. No duplication of any part of this document is permitted except as necessary for the completion of the described Approved Provider process.

Approved Provider Application FORM
1.1 Sarina Russo Job Access is on the DWP Framework for Employment Related Support Services in the following regions: 

London 

South East 

West Midlands 

1.2 We are looking for organisations to join our supply chain and help us to deliver a wide range of provision to secure long-term sustainable job outcomes for unemployed customers in these areas. Our new Approved Provider Process has been designed to allow you to present your key strengths and expertise while allowing us to be confident that our supply chain partners are robust, legitimate organisations.
1.3 For detailed guidance on completing this application form, please refer to the Sarina Russo Job Access Approved Provider Instructions which can be found on our website (www.sarinarusso.co.uk). Alternatively, a copy can be obtained from our Business Development team via email at the email address below. 
1.4 Please submit your completed Approved Provider application form by emailing it to:

partnerships@sarinarusso .co.uk

1.5 We will contact you within due course to let you know the outcome of your application. If you are successful, we will then contact you in relation to specific tendering opportunities as and when they occur. If you are unsuccessful, you will be provided full feedback and can resubmit at any time. 

1.6 If you have any feedback on this form, or would like any assistance on completing any section of it, please don’t hesitate to contact our business development team on the above email address.

The sooner you submit your application, the sooner we can evaluate it and the more opportunity you will have to resubmit if necessary. 

Approved Provider Form Version Update Notes

	Version Number
	Changes

	1.0
	First version

	2.0
	Application form separated from Approved Provider Instructions. Clarified requirements of Q2.1

	
	

	
	


Section 2: Organisation Details
2.1 Contact Details
Please provide us with basic organisational and contact details.

	Organisation Name 
	

	Main Contact
	

	Job Title
	

	Telephone
	

	Contact Address
	

	Email Address 
	

	Website
	

	SCORING STATUS: ESSENTIAL
SRJA will need these details should we require to contact your organisation for more information or to let you know the outcome of your application.


2.2 Overview

Please complete the next section, adding more space if you required it, to give us an overview of your organisation.
	Organisation Legal Name 
(if different from above)
	

	Date of Legal Formation
	

	Registered Address 
(if different from above)
	


	Briefly tell us who you are and what you do

	

	SCORING STATUS: REQUIRED
This section is not scored, but we require a response to give us an overview of your organisation..


2.3 Organisation Type

Please indicate the organisation type that matches your business. You may then need to complete one or more additional sections, as set out in the right-hand column.

	Organisation Type (tick all that apply)
	(
	Please complete these additional sections

	PLC
	
	

	Company limited by shares
	
	Please complete Section 1.3A

	Company limited by guarantee
	
	

	Community Interest Company
	
	

	Charity
	
	Please complete Section 1.3B

	Legally constituted Consortium/Partnership
	
	Please complete Sections 1.3A and 1.3C

	Other Partnership/Consortium
	
	Please complete Section 1.3C

	Public Body
	
	

	Sole Trader
	
	No further sections required

	Other (Please State):
	
	
	

	SCORING STATUS: ESSENTIAL

SRJA needs proof of the legal status of your organisation, and will require evidence of this before any contractual arrangements can be made.


2.3A Limited Companies

	If your organisation is a Limited Company, please provide the information below.

	Company Registration Number
	
	Certificates Enclosed?
	Y/N


2.3B Charities
	If your organisation is a charity, please provide your Charity Registration number, below

	Charity Registration Number
	


2.3C Partnerships
	Please Attach Partnership Structure
	Attached: Y/N


Please provide the following details on your partnership structure:

· The organisations who are members of your partnership / consortium
· The anticipated role of each organisation within the partnership / consortium (e.g. delivery, management, financial backing)

· If applicable, what percentage of the partnership / consortium is owned by each organisation
	Partner organisation
	Role / Responsibility
	% Ownership

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Please add additional rows, if required


2.4 Organisational Ethos
Please select which, if any, of the following statements apply to your organisation. 
	Do you consider yourself to be any of the following?
	Faith organisation 
	Y/N

	
	Social Enterprise
	Y/N

	
	Third Sector organisation 
	Y/N

	
	Not for profit / Non-profit distributing company
	Y/N

	
	Other (please indicate)
	
	Y/N


2.5 Ownership
Please provide the following information on company ownership.
	Is your company owned by another? 

If YES please complete the information below
	YES / NO


	Parent Company Name
	

	Parent Company Registration Number
	

	Parent Company Registered Address
	

	Applicant Relation to Parent Company
	

	Please Attach Group Structure
	Attached: Y/N


2.6 Applicant Declaration 
For Section 1.6, the term “Contracting Entity” refers to any of the following:
· The Organisation

· The Organisation’s Directors

· Organisations and Directors involved in a Consortium/ Partnership

2.6A Legal Proceedings

	Please answer Y/N, then provide additional information if appropriate
	Y/N

	Has the Contracting Entity ever been convicted of any offence (UK or abroad) involving; fraud, theft, false accounting, offences against the administration of public justice (such as perjury, perverting the course of justice and intimidation of witnesses or jurors), serious tax offences or other dishonesty, or relating to: companies, building societies, insurance, banking or other financial services, insolvency, consumer credit, or consumer protection, money laundering, market manipulations or insider dealing?
	

	With reference to the aforementioned offences is the Contracting Entity subject to any current/pending criminal or civil proceedings?
	

	Has the Contracting Entity ever had a County Court Judgement, or other judgement debt?
	

	Has the Contracting Entity ever been subject of any bankruptcy proceedings for the sequestration of estate?
	

	If the answer to any of the above is YES please provide further details.
	

	SCORING STATUS: ESSENTIAL 

Organisations seeking to work with SRJA will need to demonstrate that they operate to high ethical, legal and financial standards. This will be subject to further investigation during Due Diligence checks for any organisations with whom we wish to contract.


2.6B Contractual Termination
	In the last 3 years has the Contracting Entity had any contracts terminated early?
	YES / NO

	If yes, please provide an explanation, including who the contract was with and contract value?


	

	SCORING STATUS: ESSENTIAL

SRJA needs to know the details of any previously terminated contracts so that it can appropriately judge risks taken with approved providers.


Section 3: Financial Information
3.1 Recent Financial Performance
Please provide the following financial information for your organisation. This should be based on your last two years’ published accounts. If your organisation does not have published accounts (e.g. public body or sole trader), please provide equivalent information.

	
	Year 1
	Year 2

	Please state Accounting Year
	e.g. 2009/10
	e.g. 2010/11

	Turnover
	£
	£

	Profit/Surplus before Tax
	£
	£

	Total Assets
	£
	£

	Current Assets
	£
	£

	Stock
	£
	£

	Total Liabilities
	£
	£

	Current Liabilities
	£
	£

	SCORING STATUS: ESSENTIAL
SRJA will only subcontract with organisations who can prove their financial fitness, to ensure that there is no risk of contract failure. All applicants must complete Turnover and Profit / Surplus. Organisations wishing to be considered for large outcome-funded contracts must provide all of the information requested OR be able to demonstrate their financial standing in some other way.


3.2 Audited Accounts
	If requested, how many years’ Audited Accounts would you be able to provide?
	

	Please confirm the date that your next audited accounts will be available
	

	SCORING STATUS: REQUIRED

Organisations with a substantial evidenced trading history represent a reduced contracting risk.


3.3 Maximum Contract Value
	What is the largest (£) contract you have previously fulfilled?
	£

	What is the largest (£) contract you believe you could fulfil?
	£

	SCORING STATUS: REQUIRED

SRJA will only subcontract to a level appropriate to organisations’ capacity.


3.4 Funding Sources & Cashflow

Please provide details on how you would utilise different sources of funding to provide working capital for the implementation and delivery of outcome-related contracts.

	Working Capital Range

	Cash Reserves
	E.g. £50,000 cash in bank
	

	Short-term borrowing (e.g. Overdraft facilities)
	E.g. Up to £200,000 unused overdraft
	

	Longer-term borrowing (e.g. Asset mortgaging)
	E.g. Up to £200,000 unused mortgage equity on offices
	

	Other Working Capital
	E.g. in negotiation for equity investment of around £175,000
	

	SCORING STATUS: ADDED-VALUE
SRJA will subcontract to a level appropriate to organisations’ financial capacity, to ensure that there is no risk of contract failure. Organisations that do not complete this section will not be considered for outcome-related funding contracts, such as end-to-end delivery of welfare to work provision.


3.5 VAT Registration

	Please provide details relating to the VAT status of your organisation and where relevant, your VAT number
	

	SCORING STATUS: REQUIRED
This helps to indicate that your organisation is trading legitimately.


3.6 Insurance

Please provide your insurance details:
	Insurance
	Employers Liability
	Public Liability
	Professional Indemnity

	Limits of Indemnity
	£
	£
	£

	SCORING STATUS: REQUIRED

Correct insurances are required before any contract delivery can begin. 


Section 4: Delivery Locations
Please provide the following information:

· Sites and/or geographical areas where you currently deliver your services

· Whether you operate from your own offices or use outreach (e.g. community or partner premises)

· Facilities available in each site, including capacity (e.g. staff numbers, sq. footage)
· Whether the site is DDA compliant – this means you have taken all reasonable steps to ensure that the site is accessible to customers with disabilities, including enabling access to provision, refreshments and toilet facilities.
	Office Location and Geographical Coverage
	Own Office / Outreach 
	Facilities / Training rooms (and capacity)
	DDA
(Y/N)

	e.g. SRJA Havant – covering South East Hampshire
	Own
	1 job search / ICT room (capacity 15 customers)

1 training room (capacity 10 customers)

General office space (capacity 4 staff)
	Y

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Please add additional rows, if required

	SCORING STATUS: ESSENTIAL

This answer will be mapped against our anticipated needs in different geographical areas.


Section 5: Your Services
This Section allows you to provide more details on the types of services your organisation provides. For each section, please include:
· A description of your services, including specific examples / experience 
· Added-value – any particular innovative services you offer within that area
Please keep your responses to around 300 words for each Section. You only need to complete sections relating to the services that you wish to deliver, but you must complete at least one section.
	NB: Any organisation seeking to deliver welfare to work provision on an “end-to-end” basis should complete, as a minimum, Sections 4.1 and 4.3.


5.1 Assessment, Advice & Guidance
	Please provide details of your services and experience

	 

	SCORING STATUS: REQUIRED
This answer will be used as evidence of your ability to work with customers, providing appropriate and effective guidance based on a formalised assessment process.


5.2 Specialist Interventions
5.2A Customer Needs

Where you have experience of providing specialist services that help address particular customer needs, please detail this below
	Mental or Physical Disability

	

	Learning Difficulties

	

	Literacy, Numeracy and English language 

	

	Substance Misuse


	

	Homelessness


	

	Other (please specify)

	

	SCORING STATUS: REQUIRED

This answer will help us locate specialist interventions to help customers with workplace barriers.


5.2B Customer Groups

Where you have experience of engaging and working with particular customer groups, please detail this below:

	Black Asian and Minority Ethnic customers


	

	Ex-Offenders 


	

	Lone Parents

	

	Young People 

	

	Older Workers

	

	Other (please specify)

	

	SCORING STATUS: REQUIRED

This answer will help us locate specialist services to engage and support different customer groups.


5.3 Employment-Related Services 
including Employer Engagement and Self Employment
	Please provide details of your services and experience:

	

	SCORING STATUS: REQUIRED

This answer will be used as evidence of your ability to deliver services that help customers to return to the labour market and remain in long-term, sustainable work.


5.4 Vocational Training
	Please provide details of your services and experience:

	 

	SCORING STATUS: REQUIRED

This answer will be used as evidence of you ability to provide relevant vocational training that will help prepare customers for employment.


5.5 Other Services 
Please detail any other services that you provide in this section. This can include anything from specialist IT solutions through to HR or Consultancy services.
	Please provide details of your services and experience:

	

	SCORING STATUS: REQUIRED
This answer will be used to assess other services you provide and how they could benefit SRJA.


Section 6: Performance
This Section asks you to provide details of previous contracts you have undertaken. List as many contracts as you think necessary to demonstrate your expertise. This should include the following information:

	
	What information you should provide
	Example

	Contract Name
	What was the name of the contract you delivered?
	“Changing Lives”

	Delivery Locations
	Where did you deliver this contract?
	Warwickshire (Nuneaton, Coventry & Stratford)

	Contracting Authority
	Who was the Contracting Authority? If relevant, also state the public funding stream used. For example, Changing Lives programme (ESF Co-financing)
	Learning & Skills Council, ESF Co-financing

	Contract Value
	What was the approximate value (£) of the contract?
	£250,000 per year

	Date & Duration
	When did the contract start and how long did it last?
	Awarded Oct 05, commenced Jan 06. Initially 3 years, extended for further 18 months

	Services Provided
	What services did you provide under this contract? Please tick the boxes corresponding with the broad service areas described previously in Section 4. 
	Advice & Guidance

Specialist Interventions

Employment Services

Vocational Training

Other Services

(
(
(


	Supported and Outcomes
	How many people did you support on the contract, and what outcomes did you achieve?
NB: Any contract that has helped customers back into employment should clearly state:

· Number of participants

· Number of job outcomes achieved

· Number of sustained job outcomes, where appropriate
	250 participants
100 job outcomes (70 sustained for at least 13 weeks) compared to a target of 70 job outcomes.
126 level 1 qualifications delivered. Target was to deliver 100.


	Contract Name
	Delivery Location
	Contracting Authority
	Contract Value 
	Date & Duration
	Services Provided
	Number of customers supported 

Number of outcomes achieved

Other targets / performance 

	
	
	
	
	
	Advice & Guidance
	Specialist Interventions
	Employment Services
	Vocational Training
	Other Services
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Please add additional rows, if required

	SCORING STATUS: ESSENTIAL

This answer will be used to ensure that you have a proven ability to help customers and achieve positive outcomes.


Section 7: Quality

7.1 Policies

Please state which of the following policies (or equivalent) you organisation holds. 
	Policy
	Y/N
	Policy
	Y/N

	Equality & Diversity Policy
	
	Fraud Prevention Policy
	

	Health & Safety Policy
	
	Environmental Sustainability Policy
	

	Data Protection/ Data Security
	
	Business Code of Ethics
	

	Customer Complaints Policy
	
	Disciplinary & Grievance Policy
	

	Environmental Sustainability
	
	Whistle-blowing Policy
	

	Vulnerable Persons/ Safeguarding Policy
	
	Quality Management Statement
	

	Other (please state):
	

	SCORING STATUS: ADDED-VALUE

The above documentation will be checked during post-tender Due Diligence. If necessary, these may subsequently be developed in partnership with SRJA during any contract implementation.


7.2 Quality Standards

Please state which of the following Quality Standards you currently hold. 

	Quality Standard
	Y/N
	Date
	Quality Standard
	Y/N
	Date

	Momenta Accredited
	
	
	Investor in People
	
	

	Positive about Disabled People
	
	
	ISO 9001
	
	

	Customer First
	
	
	Matrix Standard
	
	

	Training Quality Standard
	
	
	EQFM Excellence
	
	

	Other (please specify)
	

	SCORING STATUS: ADDED VALUE

SRJA expects our partners to deliver with high quality standards. Evidence of quality standards will be checked during post-tender Due Diligence.


7.3 Data Security

Sensitive data must be held securely, in accordance with international data security standards. 

	Please select the option below that best describes your organisation
	Y/N

	Holds current ISO27001 certification
	

	Have been externally assessed as being equivalent to ISO27001 standards 
	

	Systems / procedures equivalent to ISO27001, but have not been externally assessed 
	

	Unsure if systems / procedures are equivalent with ISO27001 
	

	SCORING STATUS: ESSENTIAL
Data Security will not affect your Approved Provider score and support will be offered where necessary to bring organisations up to the required standard. However, a blank response on this question will lead the overall application to fail. This section must be completed. 


7.4 Audits & Inspections
If applicable, please provide details of your most recent inspections, including any grades or risk-bandings awarded.
	Inspection
	Date
	Results

	DWP FAM/PAT inspection
	
	

	Ofsted inspection
	
	

	Prime Contractor audit
	
	

	Other (Please state)
	
	

	SCORING STATUS: REQUIRED
SRJA would like to know the results of previous audits, for use as an indicator of future contracts and to identify where improvements need to be encouraged.


7.5 Quality Management

Please provide a brief overview of your Quality Management systems (up to 250 words). This should summarise how you ensure that you meet the needs of your customers, including both participants and the contracting authority.
	What are your systems for maintaining high quality provision?

	

	SCORING STATUS: ESSENTIAL
This answer will be used to evaluate your systems for managing and monitoring what you deliver, to ensure a high-quality, contractually compliant service.


Section 8: Human Resources
8.1 Employees
Please give details about your management and employees:
	Please attach a copy of your management structure?
	Attached: YES / NO

	How many employees does the organisation currently employ (including volunteers)?
	

	In around 250 words, please describe your processes for staff appraisal and development

	

	SCORING STATUS: REQUIRED

This answer will help SRJA determine which organisations value, reward and improve employees.


8.2 Safeguarding & Security

Please provide brief details on how your HR policies help you to provide a safe and secure working environment. This should include procedures relating to training and reinforcing both Safeguarding and Information Security.

	In around 250 words, please describe your procedures for Safeguarding and Information Security

	

	SCORING STATUS: REQUIRED

Data security will be evaluated in any post-tender Due Diligence. Support may be offered to bring subcontractors to the required standard.


8.3 Transfer of Undertakings
8.3A TUPE Experience 

It may be possible that your organisation will have to undertake shared responsibilities with SRJA in respect of TUPE (Transfer of Undertakings & Protection of Employment) proceedings. SRJA needs to be confident that the partner has the resources to undertake the process. 

	Does you have experience of the transfer of staff via TUPE 
	

	If you have no/limited experience of TUPE transfers, please provide details (in around 250 words) of how you have managed a previous significant organisational change? 

	

	SCORING STATUS: ADDED-VALUE

SRJA needs to know what experience your organisation has had of TUPE or organisational change, so that it can be confident that your organisation is prepared for a TUPE process, should it be required. 

Organisations that do not complete this section may not be considered for contracting opportunities that are likely to have a TUPE element. 


8.3B Pension Arrangements

In the event that a TUPE situation occurs, SRJA and our delivery partners may have to make pension arrangements for those personnel involved. In the case of transferees from the public sector, these must be at least comparable to the relevant Public Sector Pension Scheme and the transfer must be carried out in accordance with agreed standards.

	
	Y/N

	Do you hold a Government Actuary’s department Certificate of Broad Comparability?
	

	Do you understand and are you prepared to meet the requirements of the Cabinet Office “A Fair Deal for Pensions”
	

	Do you understand and are you prepared to meet the requirements of the Code of Practice on Workforce Matters in Public Sector Service contracts?
	

	SCORING STATUS: ADDED-VALUE

SRJA needs to know what experience your organisation has of delivering pension arrangements in respect of TUPE transfers. 

Organisations that do not complete this section may not be considered for contracting opportunities that are likely to have a TUPE element.

Copies of the documents referenced above can be found online or made available on request.


Section 9: Health and Safety
Please answer YES or NO to the following questions:
	Do you have H&S policy and arrangements in place to put the policy into practice? 
	Y/N

	Do you display H&S Law posters or provide leaflet for each of your customers? 
	Y/N

	Do you have a person competent in H&S issues? 
	Y/N

	Do you assess the risks to the health and safety of your employees and customers?
	Y/N

	Do you take all appropriate steps to implement the findings of your risk assessments? 
	Y/N

	Do you have a process in place to review risk assessments periodically?
	Y/N

	Do you ensure customers receive effective information, instruction, training and supervision? 
	Y/N

	Do you have someone with overall responsibility for the supervision of customers? 
	Y/N

	Do your supervisory standards take into account the experience and/or ability of participants and the hazards associated with the tasks or learning undertaken? 
	Y/N

	Are your supervisors aware of their Health and Safety responsibilities in respect of customers?
	Y/N

	Are customers made aware of their responsibilities in respect of Health and Safety? 
	Y/N

	Do you have procedures and personnel in place to deal with any accidents or emergencies?
	Y/N

	Do you ensure that customers are made aware of the procedures and personnel? 
	Y/N

	Do you have adequate and appropriate equipment and facilities for first aid? 
	Y/N

	Do you have someone appointed to take charge of first aid arrangements? 
	Y/N

	Do you record accidents using the approved accident report form? 
	Y/N

	Are you familiar with the accident reporting requirements within RIDDOR 1995? 
	Y/N

	Do you have fire certificates and or fire risk assessments for your premises? 
	Y/N

	Do you ensure that customers are provided and use appropriate protective equipment and clothing?
	Y/N

	Do you comply with the Workplace (Health & Safety) Regulations, i.e. toilets, washing facilities etc? 
	Y/N

	Do you have arrangements in place for checking that subcontractors or work placements meets all the above health and safety requirements? 
	Y/N

	If you answered “NO” to any of the above questions, please provide more details below

	

	SCORING STATUS: REQUIRED

SRJA needs to know that approved providers are aware of and compliant with Health & Safety law, and are committed to ensuring the health and safety of both employees and customers.


Section 10: Equality and Diversity
10.1 Organisation Ownership

Please give details of the make up of the business ownership.

	Is your business an ethnic minority business?
	YES / NO

	Is the organisation owned or led by a BAME (Black, Asian, or Minority Ethnic)?
	YES / NO

	Is the organisation owned or led by a female(s)?
	YES / NO

	Is the organisation owned or led by a disabled person (people)?
	YES / NO

	SCORING STATUS: INFORMATION ONLY
SRJA collates this information purely for the purposes of reporting the make-up of our supply chain to our Contracting Authorities. 


10.2 Employee Diversity 
If possible, please indicate the number and/or percentage of your workforce that falls into each of the categories below: 

	Ethnic Group
	Number / %
	
	Age Group
	Number / %

	Prefer not to say/ Not Applicable
	
	
	16-24
	

	White- British
	
	
	25-34
	

	White- Irish
	
	
	35-44
	

	White- Other
	
	
	45-54
	

	Mixed- White/ Black Caribbean
	
	
	55-64
	

	Mixed- White/ Black African
	
	
	65+
	

	Mixed- White/ Asian
	
	
	
	

	Mixed- Other
	
	
	Gender
	Number / %

	Asian- Indian
	
	
	Male
	

	Asian- Pakistani
	
	
	Female
	

	Asian- Other
	
	
	
	

	Black- Caribbean
	
	
	Health
	Number / %

	Black- African
	
	
	What number / percentage of your employees are disabled?
	

	Black- Other
	
	
	
	

	Chinese
	
	
	
	

	Other
	
	
	
	


	SCORING STATUS: ADDED-VALUE

SRJA would like to work with organisations that monitor their employment profile as part of a commitment to equality of opportunity.


10.3 Unlawful Discrimination

For Section 9.3, the term “Contracting Entity” refers to any of the following:
· The Organisation

· The Organisation’s Directors

· Organisations and Directors involved in a Consortium/ Partnership

	Has the Contracting Entity had any findings of unlawful discrimination made against it by any UK court or other jurisdiction?
	Y/N

	In the last 3 years, has any contract with your Contracting Entity been terminated on grounds of failure to comply with legislation prohibiting discrimination or contract conditions relating to equal opportunities in the provision of services? 
	Y/N

	If the answer to either the above is YES, please provide details
	

	SCORING STATUS: ESSENTIAL

SRJA needs to know that the organisation is committed to good employment practices in the field of equality and diversity. 


10.4 Implementing Equality
	In no more than 200 words, please provide examples of how equality and diversity have been implemented or improved within your organisation in the last 12 months?

	

	In no more than 200 words, please explain how you have ensured your provision is fully accessible and meets the needs of all individuals regardless of race, sex, disability, or others covered by anti-discrimination legislation?

	

	SCORING STATUS: REQUIRED

SRJA needs to know that the organisation is committed to helping all individuals and this answer will be used to help prove that.
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