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Children and Young People’s Service

Commissioning Application

Guidance Notes
The Children and Young People’s Service adheres to the principles of Compact signed up in 2001 by the London Borough of Lambeth, the Lambeth Primary Care Trust, and Lambeth Voluntary Action Council (LVAC). For more details of Lambeth Compact, please refer to:

www.lambethvac.org.uk/s-compact
This document provides guidance for completing the commissioning application required by the Children and Young People’s Service (CYPS) for services supporting the needs of children in Lambeth.

The application must be able to demonstrate ability to satisfy the requirements of the Service Specification relating to the service you are seeking funding for. Should you not be in possession of the relevant service specification, please contact the office as per pack letter.

Note on terms:

The Commissioning application form is also known as Expression of Interest Response Document and is also known as a Method Statement. To avoid confusion. The term Commissioning Application is used only for this process. 

Section 1 – General Information

A)
Name of Service:  Please state name of service or project you are proposing with reference to specification.  
B)
Name of organisation applying for funding: The organisation that will be directly contracted for service delivery.

C) CYPS Commissioning No: This will be allocated at successful completion & assessment of the business questionnaire. This questionnaire will be kept centrally, and you may use it for future CYPS commission exercises you take part in. If you have recently completed a Business Questionnaire, this can be used. Please see the guidance at the start of the Business Questionnaire for further details. 
Section 2 - Service Details

A)
What activities will your organisation be delivering?: Provide as 
much information about your service as possible. Where your service 
contains multiple elements/projects, please describe each element 
under its unique heading/name.


Details of what activities will be included within each element of the 
service and how the service seeks to meet each of the activity 
outcomes described in the service specification. 

B)
What is the evidence-base for your proposed service model? Please refer to research, theoretical models, evidence of effectiveness or paradigms which underpin your service/project and how it is reflected in the delivery of the service model.
C)
How will activities be delivered?: Again provide as much information 
about 
your service as possible. Demonstrate clearly, how your service 
or the 
different activities within the service seeks will meet the delivery
outcomes described in the service specification. Where your service 
contains multiple elements/projects, please describe each element 
under its unique heading/name.


Also demonstrate how the project is to be publicised and how the 
publicity reflects the needs of the service user. Will there be a referral 
system? How does it operate?

D) 
Who will be delivering these activities? Specify current & proposed 
personnel who will be involved in the service. List the qualifications of 
each staff member has which is relevant to the application

Please note: It is MANDATORY for All staff working with children or who have access to children’s information to be Enhanced CRB checked. 

E) 
How frequently will these activities be delivered? List activity, its 
location & specify frequency of delivery e.g. specific days, times, term 
times, holidays etc

F) 
What links does your organisation have with other initiatives? 

Please make explicit how your organisation and/or service/project is linked to other relevant strategic initiatives (in terms of plans and strategies) in the borough, for example, neighbourhood renewal initiatives. 
You may wish to apply in order to improve effectiveness as part of a consortium with other organisations. Please give us details here of how this will work and improve the overall outcomes for children and young people. Note we will be expecting separate contracts with each provider but one provider could be identified as a lead co-ordinator and facilitator.
If you need to put additional information then please insert an annex clearly indicating what section you are referring to.

Section 3 - Service Performance
A)
Which specific delivery milestones and outcomes will be met? 
Milestones are key events within the management and delivery of a 
service e.g. recruitment of a coordinator, launch of a project, steering 
group meeting, annual evaluation report etc.

The service specification provides indications of outcomes expected from the service as a whole. CYPS will expect services to strive towards the achievement of such outcomes as part of its funding conditions. 

This will be measured against Actual Service Outcomes in the future service monitoring process.

Please include dates when you expect to achieve the proposed milestone or outcome.

Services will also need to demonstrate (including providing evidence) of how these outcomes have been measured or met. You may also specify additional useful outcomes that are not shown within the specification. An example of a useful outcome is. Increase in the level of children interested in volunteering.


A note on monitoring:

This application form is designed to incorporate monitoring information we will require from you if your tender is successful. The monitoring information will include your actual outcomes as well as the proposed service outcomes (only the latter is requested on this application form).

Where the value of the contract (over the 3 years) exceeds £50K, you will be required to submit written reports every 6 months while contracts with a value of less than 50K (over the 3 years) will only be required to submit written reports once a year.  


B)
Target users: For each Service Activity proposed, provide an 
indication of the number of users (include children and their parents) 
who are likely to receive direct and regular benefit from the service 
within each year. Indicate the number of parent users on a separate 
line.
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Repeated Ongoing Work is other than a one off event or contact


CYPS will expect funded services to be targeted at users listed in the service specification.

The five national Every Child Matter Outcomes are:

You can use these to help describe how your service works for young people.
1. Stay Safe

2. Be Healthy

3. Enjoy and Achieve

4. Make an Economic Well-Being

5. Make a Positive Contribution to society

If you need to put additional information then please insert an annex clearly indicating what section you are referring to.

Section 4 – Project Finance
A)
All sources of current and previous funding for service: You will need to give details of any other funding you have received, any current funding, or anticipated funding, including ‘in-kind’ funding. Outline what period the funding is for and whether the funds are secured or not. 

This information is requested solely to demonstrate your organisation’s ability to attract funding, particularly long term funding as this will indicate the sustainability of the service.

B)
Estimated project costs:  Give a detailed breakdown of the 
estimated project costs for each year, providing clear post titles for 
salaries, headings and categories. State clearly management cost & 
what percentage is used. Please ensure that any Match Funding for 
the project is clearly shown

Project Costs should pertain ONLY to the service being provided 

Please see also notes below on Full Cost Recovery, charging and use of CYPS premises that may have bearing on the costing of your projects

Full Cost Recovery (FCR) 

CYPS is committed to implementing Full Cost Recovery in line with recent legislation and guidance.

Under Full Cost Recovery, organisations and their funders must ensure that the price of contracts and grants reflects the full costs of delivery, including the legitimate portion of overhead costs. It is important that organisations cost their projects and services on an accurate and sustainable basis. 

Charging 
CYPS recognises that some organisations may levy charges for services delivered which the Council partly or fully funds. While the decision to charge remains within the domain of the organisations, CYPS will seek assurance that any such charging/pricing policy ensures that services are affordable and accessible to users.

Section 5 – Risk Assessment

Please explain how the following risks will impact on service delivery, achievement of outcome. How you intend to manage the risks: 
Give details of how each risk factor will affect the level and quality of service you are able to offer.


Detail what measures you will put in place to avoid the occurrence of these risk factors and how you plan to manage each risk factor should they occur.

Section 6 – User Participation & Involvement

Organisations will need to actively promote the involvement and


participation of young people in the development and 
implementation of this project: You should clearly demonstrate how 
you intend to promote and achieve consultation, involvement and 
participation with children & young people in shaping the delivery of the 
service.


There needs to be clear demonstration has to how the service will 
involve and engage groups traditionally excluded from services 
including hard to reach users and those facing barriers caused by 
language, access etc.
Section 7 – Child Protection

Please explain how Child Protection will be implemented in relation to this project?:  What child protection measures will be in place to ensure the policy is being practised without compromise? 


Demonstrate clearly how will you ensure, as a service provider that the policy is strictly adhere to?

Section 8 – Value for Money

Please explain how this service will provide value for money and what evidence can you provide to support this?:  Detail any approved quality marks/standards your organisation has gained or is working towards.


Give details of similar projects elsewhere and provide indications of the cost of such projects/services.

Section 9 – Equality & Diversity
How would this service provision ensure Equality & Inclusion of Diverse Groups?  Outline the steps you will take to implement the principles and what measures will you take to monitor the practice of Equality and Diversity within your organisation. Consider how your service will meet the needs of different users in the community and what steps you will take to address barriers to access and uptake of your proposed service. 
Declaration
This section will need to be completed. Without the declaration being completed the application will not be considered.

Give name, position within the organisation, name of the organisation, sign and date.

Please note: The form needs to be signed by an authorised representative.

Scoring Methodology 
Your response to our requirement will be evaluated against the specification and criteria set out in the respective commissioning plans. The following scoring methodology will be used.
	Score
	Criteria

	0
	Failed to address the question/issue



	1
	An unfavourable response/answer/solution –limited or poor evidence of skill/experience sought. A high risk that relevant skills will not be available.



	2
	A less than acceptable response/answer/information. Lacks convincing evidence of skill/experience sought; lack of real understanding of requirement or evidence of ability to deliver; medium risk that relevant skills or requirement will not be available.



	3
	An acceptable response/answer/solution/information. Evidence given of skill/experience sought.



	4
	An above acceptable response/answer/solution/information. Demonstrates real understanding of the requirement and evidence of ability to meet it (based on good experience of the specific provision required or relevant experience of comparable service or supply).



	5
	An excellent response/answer/solution/information. Provides real confidence based on experience of the service or supply provision required. Response indicates that the supplier will add real value to the organisation with excellent skills and a deep understanding of the service or supply requested.




Below are some links that you may find useful in helping you to put together your applications.

· Young and Safe

http://www.lambeth.gov.uk/Services/CommunityLiving/CrimePrevention/YoungAndSafeConsultation.htm
· Lambeth Play Strategy + Lambeth Children’s Play 2007-2017 Ten Year Plan

http://www.lambeth.gov.uk/Services/EducationLearning/ChildrenYoungPeoplePolicy/LambethPlayStrategy.htm
· Lambeth Youth Strategy

The key developmental priorities for young people focusing on out of school provision in Lambeth 
http://www.lambeth.gov.uk/Services/EducationLearning/ExtraCurricular/YouthStrategy.htm
· Children and Young People’s Plan

http://www.everychildmatters.gov.uk/strategy/planningandcommissioning/cyp/
· Children’s Fund Information Sharing Report

Explores children and young people’s views on information sharing 
www.lambethchildrensfund.org.uk
· Children’s Fund Evaluation Report

Evaluation of the Children’s Fund (supporting children with additional needs) programme in Lambeth

www.lambethchildrensfund.org.uk
· Development of the new Local Area Agreement framework - Operational Guidance 2007 

http://www.communities.gov.uk/publications/localgovernment/laaoperationalguidance
· Aiming High for Disabled Children

http://www.hm-treasury.gov.uk/media/C/2/cyp_disabledchildren180507.pdf
· Every Disabled Child Matters

http://www.edcm.org.uk
· Information about effective joint planning and commissioning
http://www.everychildmatters.gov.uk/strategy/planningandcommissioning
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