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Worthing College 
Supply Chain Common Accord Policy and Procedures   

  
  
1.  College Mission and Values Statement  
  
Mission 
To inspire, build confidence and prepare you for the life you want to live. 
 

Vision 

“We’ll believe in you” 
Whatever your background, identity or experience of learning to date, we believe in you. We will 

support your achievement and success. 

 

“We’ll take you further than you expect” 

You’ll have the opportunity to choose from the widest possible range of courses in one place 

and we’ll stop at nothing to connect you with the best university, employer, or apprenticeship for 
you. And if you’re already working, we’ll help you to keep developing and growing. 
 

“We’ll provide an inspirational environment for you” 
You’ll experience a warm welcome from our community. You’ll grow in confidence, resilience and 

be ready for progression to the next step in your life, whether that’s further study, the world of 

work or your own unique adventure.  
 

Values 
For us to succeed in our mission and vision, the College has shared community values which help 
pull us together to act in agreed ways as part of an inspirational community: 
 

We listen intently to the voice of those we serve and show unending commitment to continuous 
improvement and innovation. 
 

We engage fully with the needs of the local community, employers and universities so we can 
secure your achievement, success and progression.  
 

We respond quickly, so we’re always able to give you the best support, information, advice and 
guidance, just when you need it. 
 

We celebrate together the successes and diversity of our community. 

 
  
2.  Purpose of Policy 
  

To set out Worthing College’s approach to managing supply chain activity utilising funding from the 
Education and Skills Funding Agency. The College is a signatory of the Association of Employment 
and Learning Providers (AELP) Common Accord in the working of supply chains in the Post-16 
learning and skills sector and is thereby committed to the ‘Overarching Principle’ that: “Supply 
chains seek to optimise the impact and effectiveness of service delivery to the end user.”  
  
  
3.  Policy Statement 
  

It is the policy of Worthing College that in accord with the ‘Overarching Principle’ of the Common 
Accord we will abide by the following:  
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• Only sub-contract provision with providers that are signatories of the Common Accord and 
be guided by the principles of the LSIS publication “Supply Chain Management – a good 
practice guide for the Post-16 skills sector” (Nov 12 and subsequent iterations)  

• Only sub-contract provision with providers for Apprenticeships that are on the Register of 
Apprenticeship Training Providers. 

• At all times undertake fair and transparent procurement activities, conducting robust due 
diligence procedures on potential sub-contractors to ensure compliance with the Common 
Accord at all levels.  

• Funding retained as a feature of a standard management fee of 15% of the value of the sub-
contract and/or negotiated fee subject to individual tender and/or contract documentation 
will be related to the costs of the services provided by the College and be commercially 
viable for both parties. These services, and the levels of funding being retained for them, 
will be clearly documented in tender and/or sub-contract documentation and agreed by all 
parties prior to the commencement of any sub-contracted provision or services.  

• Working with supply chain partners to adhere to both the letter and spirit of contracts as set 
out and commit to ongoing communications, negotiations and actions to build, maintain and 
develop supply chains that are conducted in good faith in accord with the ‘Overarching 
Principle’.  

• Where disputes between supply chain partners cannot be resolved through mutually agreed 
internal resolution procedures, the dispute will be referred to independent outside arbitration 
or mediation, and all partners will comply with the findings.  

  
  
 
Worthing College students accessing provision or services delivered directly by the College 
or a sub-contractor in its supply chain are entitled to be respected as individuals regardless 
of any aspect of identity protected by Single Equality Act April 2010.  
  
 
  
4.  Responsibility for Implementing Policy  
  
i)   The Senior Management Team are responsible for:  
  

• Approval and annual review of this policy  

• Recommending any supply chain activity for approval of Corporation.  

• The quality of provision and services offered to learners.  
• Ensuring a commitment to continuous improvement in the delivery of supply 

chain management and delivery of provision and services to learners.  

• Supporting actions to improve the quality of provision and services in the  

context of the ‘Overarching Principle’.  

   
ii) The Principal is responsible for:  

  

  Overseeing the policy and procedures in relation to Supply Chain management 

and delivery of provision and services to learners through:  
o Ensuring Corporation approve any supply chain activity in advance of 

any contract confirmation  

o Contract Management with any Sub Contractor  
o Reviewing statutory and best practice guidance in line with policy 

reviews   

o Reporting outcomes of Supply Chain activity as part of the Self- 

Assessment process  
o Supporting the MIS Co-ordinator in the recording of Sub-Contracted 

Delivery on the College’s Individual Learner Record as appropriate  

o Return of mandatory returns to the ESFA or their successor 
organisations with respect to supply chain activity  
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iii) The MIS Co-ordinator is responsible for:  
  

• Liaison with the designated officer/s of the sub-contractor on the recording of 
Sub-Contracted Delivery on the College’s Individual Learner Record as 
appropriate.  

• Supporting the collation of management information for mandatory returns to 
the ESFA organisations with respect to supply chain activity.  

  
5. Worthing College Procedures 
  
5.1 When commissioning sub-contractors, Worthing College will:  
  

• Develop a business case and rationale for all sub-contracting – to be shared with all 
potential sub-contractors where a tendering process takes place for planned provision. 
Where provision is responsive to a sub-contracting request from an individual 
subcontractor in response to an employer or other stakeholder’s request, a business 
case and rationale for sub-contracting will be developed by the College in negotiation 
with the sub-contractor.  

• Establish tendering and selection process and any contract, including whether it is an 
open or selective process (adhering to EU regulations and Worthing College Financial 
Regulations). As part of such, to define the evaluation process and assessment criteria 
for tender submissions.  

• Administer a due diligence questionnaire – See Appendix 1 – to assess the capacity 
and capability of any potential sub-contractors to deliver defined provision and/or 
services as part of the College’s supply chain.  

• Make a judgement on the outcome of any tender and due diligence questionnaire 
evaluation, and issue any conditions for approval of a sub-contract.  

• Engage in contract discussions with the sub-contractor with clear definition of the 
schedule of provision or services to be delivered including definition of: 
provision/services to be delivered, participant target group/s, participant eligibility 
criteria and funding and evidence requirements.  

• Issue a formal contract documentation with the sub-contractor to be signed and 
returned by both parties prior to the commencement of the associated activities.  

  
5.2 When monitoring, reviewing and evaluating sub-contracts, Worthing College will:  
  

• Examine Management Information data and claims against activity targets as set out in 
the schedule of provision or services to be delivered.  

• Collate and review paperwork related to the promotion, delivery and/or recording of 
provision or services delivered.  

• Maintain regular email and telephone communications and face to face visits to ensure 
the efficacy of communications between the College and sub-contractors.  

• Action support visits to the sub-contractor either by request or as an element of 
contract conditions.  

• Evaluation of the student outcomes in terms of retention, achievement and success 
any evidence of student satisfaction with the delivery of provision or services  

• Consider evidence of compliance with contractual conditions related to health and 
safety, safeguarding and quality of delivery.  

• Work with the sub-contractor to ensure progress with risk management and 
contingencies in the evident of any failings in the schedule of delivery or conditions of 
contract.  

  
5.3 When entering into a sub-contract arrangement, Worthing College will:  

  

• Use its website to publish details of all sub-contractors within supply chains along with 
the financial basis on which the management fee is applied.  
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Related Policies 

 
Child Protection and Safeguarding Policy 

Equality and Diversity Policy 
Health and Safety Policy 

IT Security Policy 

Procurement Policy 

Fees and Charges Policy 
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Appendix 1: 

PARTNER / SUB-CONTRACTOR 

DUE DILIGENCE QUESTIONNAIRE 
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Worthing College 

Due Diligence Questionnaire 

  
  

*Please delete as appropriate to answer the question  
  

1   DETAILS OF YOUR ORGANISATION   

  

1.1   

  

Please provide your UK Provider Reference  

Number (UKPRN)**   

**Please see http://www.ukrlp.co.uk as this 

is a mandatory requirement   

  

  

1.2   

  

Legal name of organisation as it appears on 

UKRLP:   
  

  

1.3   

  

Trading name of organisation:  (if 

different from the above)   
  

  

1.4   

  

Main function of organisation  

(SIC code if known)   
  

  

1.5   

  

Contact name:     

  

1.6   

  

Job Title:     

  

1.7   

  

Registered Legal Address:  Post 

Code:   
  

  

1.8   

  

Primary Correspondence Address (if 

different from above):   

Post Code:   

  

  

1.9   

  

Telephone number:     

  

1.10   

  

E-mail address:     

  

1.11   

  

Website address (if any):     
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1.12   

  

Company Registration number (if this 

applies):   
  

    

  

1.13   

  

Charities or Housing Association or other 

Registration number (if this applies). Please 

specify registering body:   

  

  

1.14   

  

Date of Registration: (if this applies)     

  

1.15  

  

Are you registered for VAT?  

If “YES” please provide registration number  
YES / NO  

  

1.16  

  

Is your organisation:  

  

(please indicate by ticking the appropriate 

box).  

(i) A public limited company?                        ☐  

(ii) A limited company?                                    ☐  

(iii) A limited liability partnership?                  ☐  

(iv) Statutory Corporation? e.g. Further    

Education College                                        ☐  

(v) Sole trader                                                    ☐  

(vi) Other (please specify)                                 ☐  

………………………………………………………………………..  

  

1.17  

Is your organisation part of a group of 

companies?  If “YES” please give details 

below.  

YES / NO  

  

1.18  

  

Name of (ultimate) parent company (if this 

applies):  
  

  

1.19  

  

Companies House registration number of 

parent company (if this applies):  
  

2  FINANCIAL INFORMATION   

2.1  

If you are invited to supply services to Worthing College we may require you to submit 

evidence of financial stability, usually a set of the last audited accounts for your organisation 

and details of your banker including a contact name and address from whom we may apply 

for references.  Please indicate which of the following you would be able to provide:   

(Please tick a minimum of one).  

A copy of your audited accounts for the most recent 2 years (if this applies).  ☐  

A statement of your turnover, profit and loss account and cash flow for the most   

 recent year of trading.  ☐  
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A statement of your cash flow forecast for the current year and a Bank letter   

 outlining the current cash and credit position (if trading for less than a year).  ☐  

2.2  Has your organisation had any CCJs issued against it within the last 3 years?  YES / NO   

    

2.3  

Please state the percentage proportion of your annual income, for the provision 

of educational and vocational training or employment support services, that 

comes from the public purse.  

        %  

2.4  

Do you currently hold contracts for provision funded by the Skills Funding 

Agency, either as direct or sub-contractor, with a cumulative value in excess of 

£100,000 per annum?  

YES / NO  

 If “YES”   

  (a) Have you completed the Skills Funding Agency “Due Diligence Assurance 

Gateway” on-line questionnaire?  

YES / NO  

 (b) Are you listed on the current publication of the Register of Training   

  Organisations?  YES / NO  

2.5  

Please indicate the size of your organisation:  

  

(Please tick).  

Less than 10 employees           ☐  

Less than 50 employees           ☐  

Less than 250 employees         ☐  

Less than 5000 employees       ☐  

More than 5000 employees     ☐  

2.6  

Please list names of all Directors, Company Secretary, 

Partners or other persons occupying positions of financial 

authority within your organisation.   (Please given full 

name e.g. John Smith, not J Smith).  

  

  

  

  

  

  

2.7  

Have any of the above ever been or are currently in bankruptcy, insolvency, 

compulsory winding up, receivership, composition with creditors, or subject to 

relevant proceedings.  If you answer “YES” we will require further details before 

proceeding to contract.  

YES / NO  

3  INSURANCE  

3.1  Please state your current level of insurance cover 

for the following:  

Please note: Where it considers it relevant to the 

delivery of services, Worthing College may require 

evidence of appropriate cover before proceeding 

to contract  

Employer’s Liability: £  

Public Liability: £  

Professional Indemnity: £ Other 

(Specify):   

4  COMPETENCIES  
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4.1  
Does your organisation hold approved centre status from relevant awarding 

organisations to deliver education and training services?  
YES / NO  

4.2  

Does your organisation hold certification from relevant awarding organisations 

to deliver IAG or other support services?  

If “YES” please specify  

YES / NO  

  

 

 

4.3  
Will all staff delivering training / teaching on funded programmes on behalf of 

Worthing College hold or be working towards Qualified Teacher Status?  
YES / NO  

4.4   
Does your organisation hold evidence of other professional qualifications of its 

staff that it is prepared to submit for verification on request?  
YES / NO  

4.5  
Does your organisation actively encourage CPD for staff and have an auditable 

record of staff development?  
YES / NO  

5  CONTRACTUAL COMPLIANCE  

5.1   

Claims to Worthing College will be made in arrears, based on actual delivery and 

the submission of the correct documentation within defined timetables.  Please 

confirm that your organisation has the resources and capacity to work within 

this framework.  

YES / NO  

5.2  

Do you have a business continuity plan that will cover your ability to continue to 

deliver the services for which you are or may be contracted with Worthing 

College?  

YES / NO  

5.3  

Are you registered with the Information Commissioner’s Office for processing or 

intending to process personal data for educational purposes?  

If “YES” please give registration number:  

  

YES / NO  

  

Please provide brief details of any contract or sub-contracts funded through the S kills 

Funding Agency that are currently held by your organisation (e.g. direct or indirect contracts, 

contract amounts, services delivered):  

  

  

  

  

6  QUALITY ASSURANCE  
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6.1  

Does your organisation undertake an annual self-assessment of its training 

activities in accordance with a recognised quality framework and produce results 

in a written report?  

If “YES” please state which quality framework is followed:  

  

  

YES / NO   

6.2  

Does your organisation produce a Continuous Improvement Plan based on its 

annual self-assessment?  

  

YES / NO  

6.3  

If the answer to either 6.1 or 6.2 is “NO”, please explain how your quality improvement 

processes are assessed and managed (maximum 100 words):  

  

  

  

  

  

6.4  
If required, does your organisation have established systems in place to 

undertake robust Initial Assessment of Learners?  
YES / NO  

6.5  
If required, does your organisation have systems in place to identify and support 

learners with additional needs?  
YES / NO  

6.6  
If required, does your organisation have established systems in place to monitor 

learner progress?  
YES / NO  

6.7  
Does your organisation have established systems in place to collect and act upon 

client / learner feedback?  
YES / NO  

6.8  
If required, does your organisation have established systems in place to collect 

and act upon employer feedback?  
YES / NO  

6.9  

Would all personnel used to fulfil any contracts agreed with Worthing College be 

direct employees of your organisation?  

If “NO” please describe any arrangements that may be made to fulfil the 

contract:  

  

  

Note: sub-contracting of any provision delivered on behalf of Worthing College 

is not permitted.  

YES / NO  
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6.10  

Has your organisation had a full inspect by OFSTED in the last 5 years?  

If “YES”:  

(a) Please give the OFSTED unique reference number and date of the last 

inspection and complete the sections below.  

  

(b) Please indicate the grade that was awarded for Overall Effectiveness:  

  

(c) Please indicate the grade that was awarded for Leadership and 

Management:  

  

YES / NO  

7  HEALTH & SAFETY  

7.1  
Does your organisation have a written health and safety policy that 

demonstrates your compliance with health and safety legislation?  
YES / NO  

7.2  
When were your health and safety procedures last audited and / or reviewed 

and updated?  
  

7.3  

In the past 5 years, has your organisation ever been prosecuted under health 

and safety legislation or been served prohibition or improvement notices by an 

Enforcing Authority such as the Health & Safety Executive?    

Please note that if “YES”, further details will be required before contracting.  

YES / NO  

7.4  
Do you have auditable systems in place to undertake and / or monitor risk 

assessments at employer locations. 
YES / NO  

7.5  
Does your health and safety policy make reference to and arrangements for 

participants / learners?  
YES / NO  

7.6  

Please name and state the position of the person who will have responsibility for the health 

and safety of participants / learners:  

  

8  EQUALITY AND DIVERSITY  

8.1  
Do you collect and monitor equality and diversity data relating to your 

organisation?  
YES / NO  

8.2  
Where relevant, do you monitor participation and success rates of learners by 

ethnic origin, gender and disability?  
YES / NO  

8.3  
Do you produce an action plan with targets based on the analysis of the equality 

data collected and review progress regularly?  
YES / NO  

8.4  

In the last 3 years has any finding of unlawful discrimination been made against 

your organisation by any court or industrial or employment tribunal or 

equivalent body?  

YES / NO   
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8.5  

If “YES”, what steps did your organisation take as a result of the finding?  

  

  

  

8.6  

Do you undertake, in the delivery of services to Worthing College, to actively pro mote good 

practice in terms of ensuring equality and diversity and eliminating discrimination in all forms 

through, as a minimum:  

  (a) The implementation of an organisational Equality and Diversity Policy?  YES / NO  

 (b) Providing relevant examples of instructions, documents, recruitment   

  advertisements or other literature with concern to the delivery of the 

contracted services when requested by Worthing College?  

YES / NO  
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10  PROFESSIONAL AND BUSINESS STANDING  

10.1  

Has your organisation ever been removed from a contract prior to its intended 

close date for failure to meet minimum levels of performance or for any other 

reason?    

If you answer “YES” we will require further details before proceeding to 

contract  

YES / NO  

10.2  
Do any of the following apply to your organisation, or to (any of) the Director(s) 

/ Partners / Proprietor(s) or any other person with powers of representation?  
  

  
(i)  A conviction (or convictions) for a criminal offence related to business or 

professional   
YES / NO  

 (ii) In a state of insolvency, voluntary administration, compulsory winding up,   

  receivership, composition with creditors, company voluntary arrangements 

or subject to equivalent proceedings?  

YES / NO  

  (iii) Failure to fulfil obligations related to the payment of taxes  YES / NO  

  
(iv) Failure to fulfil obligations related to the payment of social security 

contributions?  
YES / NO  

  
(v) Legal or administrative finding of commission of an act of grave misconduct 

in the course of business  
YES / NO  

  
(vi) Failure to provide information require or providing inaccurate / misleading 

information when participating in a procurement exercise  
YES / NO  

  
(vii) Failure to obtain and maintain relevant licences or membership of an 

appropriate trading or professional organisation where required by law  
YES / NO  

If you wish to receive more targeted information from Worthing College about potential 

subcontracting or partnership opportunities – please indicate below the types of services / 

training provision you are able to offer e.g. sectors served, types / levels of qualification offered.  
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11  DECLARATION  

By submitting this document electronically I/we certify that the information supplied within this 

questionnaire is accurate to the best of my/our knowledge, and that I/we accept the conditions and 

undertakings requested in this questionnaire.  I/we understand that false information could result in 

my/our exclusion from this and future exercises.  

I/we understand that if the organisation or its employees does anything which could constitute an 

offence under S1 or S7 of the Bribery Act 2010 the college reserves the right to exclude the 

organisation from this and any future procurement.  

Please enter the name of the person and contact number confirming the above declarations and 

the date of the confirmation.  

11.1  Name:    

11.2  Position (Job Title):    

11.3  Date:    

11.4  Telephone Number:    

 


