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ESF ‘It’s MY Future’ Project
Documentation GUIDELINES
Claim Form

PURPOSE – 

Claim Forms are required to:

a) Provide the Staffordshire Partnership with the information they require to:

· Check progress against contracted outputs

· Update Individual Learner Records

· Report to the Learning and Skills Council

b) Initiate the transfer of funding to training providers.

Providers should return the following pro-forma / claim form as and when students start and progress through the programme in order for the Staffordshire Partnership to review progress against contracted outputs.  The final opportunity to return information re a particular month is within 3 working days of the start of the following month (The Staffordshire Partnership must undertake a monthly online report to the LSC – within 5 working days of the start of each month - regarding the previous months performance).  

Forms to be returned to:

Kath Wylie

Staffordshire Partnership

St Josephs Court

2-4 Lichfield Street

Rugeley

Staffs

WS15 2EH

T: 01889 571999

An example of two claim forms can be found on this website.  

* Please do not include data from the previous claim.

Initial Assessment

PURPOSE – 

Initial Assessments are undertaken before a learner starts a learning programme to find out more about the learners skills and experience, and to ensure they then undertake an appropriate programme of study.  (Original copies will be required with the first claim form which relates to the student starting on programme).

An example of a completed Initial Assessment can be found on this website.

Information re SOC (Standard Occupational Code) – required for Initial Assessment:

A SOC code is required for co-financed delivery where it is relevant to the provision being funded.  Enter the first digit of the most appropriate SOC code as shown in the table below.

The type and content of learning and/or qualification being undertaken determines the code to be used. For example, an office worker undertaking learning in administration whilst working at a retail firm would be categorised as 4-Clerical and Secretarial as opposed to 7-Sales.

For learning aims that are not vocationally focused the SOC code should be left blank to denote that the question is not applicable. 
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Individual Learning Plan

PURPOSE –

Individual Learning Plans (ILPs) are a detailed plan of the learner’s programme of study, including set targets and deadlines.  The ILP also contains information regarding support provided to the learner (based on the outcome of the Initial Assessment) and the learner’s 

goals.  This is a ‘living’ document, which will be added to and reviewed throughout the learner’s programme of study.  

An example of a completed Individual Learning Plan can be found on this website.

Short Record Form / Individual Learner Record (ILR)
(Karen Bates/Kath Wylie will distribute ILRs to training providers)

PURPOSE - 

ILRs are required to enter the learner onto the ESF ‘Its MY Future’ project (original copies will be required with the first claim form which relates to the student starting on programme).  Kath Wylie at the Staffordshire Partnership will arrange the inputting of these forms onto the LSC Online Data Collection System by the set deadlines.  Kath will also use the claim form data to update learners’ records (by set deadlines) on completion of certain interactions, e.g. Initial Assessment, Individual Learning Plan, and Start of NVQ etc.    

Entering and updating ILRs draws down the project funding from ESF/LSC.  Once entered a learner’s record cannot be deleted.

Client File

PURPOSE –

All documentation related to the learner must be kept in their clients file.  All documents, with the exception of the ILR and Initial Assessment, must be original documents, not copies.  Client files will be subject to internal and external audits and payments could be withdrawn if documents such as the ILP are missing from the clients file.
















SOC Major Group Description:


1000 Managers & Administrators


2000 Professional


3000 Associate Professional & Technical


4000 Clerical & Secretarial


5000 Craft & Related


6000 Personal & Protective


7000 Sales


8000 Plant & Machine Operatives


9000 Other
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