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	ESF Community Grants
Due Diligence Questionnaire 



Date:

Delivery Regions (LS vs C2C)/Council(s):

Programme Start Date:

Your organisation’s name and contact details:

	Organisation Legal Name 

	

	Community Grant Project Name
	

	Main Point of Contact

	

	Postal Address


	

	Email

	Preferably a business address (including your organisation name)

	Telephone

	

	Date of Completion

	



	Registered Address (as per Companies House
https://www.gov.uk/get-information-about-a-company 
or
https://www.gov.uk/find-charity-information )

	

	Companies House Registration Number
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	Information/Documentation Required
	Attached
Yes/No
	LLC Comment

	RarPa Course Form (for Non-Regulated Activity)
	
	Upload relevant evidences or pictures on SharePoint with Due Diligence


	Course Outline = Grant Recipient Scheme of Work
	
	Upload relevant evidences or pictures on SharePoint with Due Diligence


	Grant Recipient Registration with Awarding Body (for Regulated Activity)
	
	Upload relevant evidences or pictures on SharePoint with Due Diligence


	Learner Registration Pack, to include all documents as per the Learner Induction Check List
	
	Upload relevant evidences or pictures on SharePoint with Due Diligence


	RarPa Course Delivery Details Form - Non accredited course set up
	
	Upload relevant evidences or pictures on SharePoint with Due Diligence
Also as and when completed during On Programme Delivery 

	Project Case Study
	
	Upload relevant evidences or pictures on SharePoint During Programme Delivery and at End of Programme.
A minimum of 2.

	Project Costs
	
	Upload relevant evidences or pictures on SharePoint during Programme Delivery
Monthly

	Staff Timesheet
	
	Upload relevant evidences or pictures on SharePoint during Programme Delivery
Monthly

	2 non-generic business email addresses for your access to SharePoint
	
	To be emailed to Zaia @ community.grants@londonlc.org.uk 


	UKPRN
	
	The UKPRN is mandatory, as it allows ESFA, who manages the Community Grant on behalf of the ESF, to recognise the Grant Recipients and learners.
It takes around 10 minutes to get the UKPRN from www.ukrlp.co.uk.

	Picture of the ESF Poster on the office wall
	
	Size A3 to be printed and put on the wall next to your organisation name. Picture to be sent to Zaia @ community.grants@londonlc.org.uk.

	Policies, Action Plans and Certifications as per ESF Requirements
(if you do not have a Policy or an Action Plan, you will need to commit to having one in place within 6 weeks of starting project.  You can find copies of LLC Policies on its website. LLC can also provide templates and examples or Policies and Action Plans).
	Attached
Yes/No
	LLC Comment
Please confirm below that your uploaded relevant evidences or pictures on SharePoint 
Remember to add a Review Date (within last year) 

	Copy of your Quality Assurance Policy
Last Review Date (within last year)
	
	Upload relevant evidences or pictures on SharePoint with Due Diligence


	Copy of Health & Safety Policy
Last Review Date (within last year)
	
	Upload relevant evidences or pictures on SharePoint with Due Diligence


	Copy of Safeguarding Policy
Last Review Date (within last year)
	
	Upload relevant evidences or pictures on SharePoint with Due Diligence


	Copy of Prevent Duty Policy
Last Review Date (within last year)
	
	Upload relevant evidences or pictures on SharePoint with Due Diligence


	Copy of updated Prevent Duty Action Plan 
Last Review Date (within last year)
	
	Upload relevant evidences or pictures on SharePoint with Due Diligence


	Copy of Equality & Diversity Policy
Last Review Date (within last year)
	
	Upload relevant evidences or pictures on SharePoint with Due Diligence


	Copy of Equality & Diversity Action Plan
Last Review Date (within last year)
	
	Upload relevant evidences or pictures on SharePoint with Due Diligence


	Copy of Sustainability Policy
Last Review Date (within last year)
	
	Upload relevant evidences or pictures on SharePoint with Due Diligence


	Copy of Sustainability Action Plan
Last Review Date (within last year) 
	
	Upload relevant evidences or pictures on SharePoint with Due Diligence


	Copy of Document Retention Policy
Last Review Date (within last year)
	
	Upload relevant evidences or pictures on SharePoint with Due Diligence


	Copy of your Data Protection registration
Date of expiry (Dated within a year) 
N:B: Organisation is a not-for-profit organisation and hence is exempt from Data Protection Registration. However, Organisation does adhere to the GDPR rules and has a Data Protection Policy in place. Still required as part of Due Diligence
"In terms of Data Protection Registration, it is a requirement of London Learning Consortium that you register as part of the due diligence – hence sending us a copy of the certificate of registration.   It costs around £30/40 for the year for small to medium organisation. "
	
	Upload relevant evidences or pictures on SharePoint with Due Diligence


	Copy of your Public & Employer Liability Insurance Certificate (Dated within a year)

	
	Upload relevant evidences or pictures on SharePoint with Due Diligence


	Copies of Prevent and safeguarding training certificates for ALL staff involved in the programme delivery.
	
	Upload relevant evidences or pictures on SharePoint with Due Diligence
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Due diligence questionnaire v4 May 20
GRANT RECIPIENT STAFF CENTRAL REGISTER

	Staff full NAME
	Job Role
+
Freelance or salaried
	Part/Full Time
	Teaching Quals Held
	Relevant vocational qualifications and or experience
	Do you have  
copies of  relevant qualifications on File
YES/NO
	Name and Date of last Safeguarding Training completed
(to be dated within a Year)
	Name and Date of last Equality and Diversity Training completed
(to be dated within a Year)
	Name and Date  Prevent Training completed
(to be dated within a Year)
	Date of last observation & grade
	CRB/DBS No.
YES/NO
	Enhanced
	Date of Issue (must be within last 3 yesrs)
	Risk Assessment 
undertaken (N/A if no previous convictions
	Ref/s proof of ID Copy of proof 
of ID on file
YES/NO
	Right to work in UK status verified (if applicable)
 YES/NO

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


NAME OF DESIGNATED SAFEGUARDING OFFICER:	__________________________________________DATE OF LAST TRAINING: __________________

PLEASE COMPLETE ALL FIELDS AND ADD ROWS IF REQUIRED. PARTICULARLY RIGHT TO WORK IN UK STATUS VERIFIED (CONFIRM EVIDENCE SEEN AND THAT IT IS UP TO DATE).
PLEASE COMPLETE FOR ALL STAFF MEMBERS INVOLVED IN COMMUNITY GRANT.
GRANT RECIPIENT HEALTH & SAFETY ASSESSMENT
Please complete the Premises Health & Safety Assessment below for each of your venues where you will be delivering activity – we will go through your responses with you when we come out to visit as part of the due diligence process.

	Provider Name: 
	Date: 

	Name of person with overall responsibility for H&S - 

	Name of LLC staff carrying out assessment – Zaia Merabet



	1
	Health and Safety Policy
	Yes/No
	Evidence / comments

	A
	Are the responsibilities for health and safety clearly stated (recorded when 5 or more employees)?  Is there s policy in place?
	
	Upload Health and Safety Policy on SharePoint

	B
	How are the arrangements for health & safety communicated to employees and learners? 
	How for learners and non-employees, ie volunteers and visitors?
Upload relevant evidences or pictures on SharePoint

	C
	Is the Health & Safety at Work poster on display & contact details completed? (Assessor to check and confirm)
	
	Upload pictures on SharePoint pending Coronavirus lock down

	D
	Employer insurance Details 
Insurer: 
Policy Number: 
Date of Expiry: 
Value of cover:
	
	Insurer: 
Policy Number: 
Date of Expiry: 
Value of cover: 



	1A
	Safeguarding 
	Yes/No
	Evidence / comments

	A
	Is there a Safeguarding policy, which includes reference to PREVENT?
	
	Upload Safeguarding Policy on SharePoint

	B
	Are the responsibilities for safeguarding clearly displayed (posters/handbooks etc)? (Assessor to check and confirm)
	
	Upload pictures on SharePoint pending Coronavirus lock down

	C
	Is a safeguarding log kept – what was the date of last entry? (Assessor to check and confirm)
	
	What was the date of last entry?
If no incident to report on, Still confirm last date, even if same as date of creation of logbook.

	D
	Name of designated Safeguarding Officer
	
	Upload Safeguarding Certificate on SharePoint

	D
	How the arrangements for safeguarding are communicated to employees and learners? 
	How for learners and non employees, ie volunteers and visitors?
Upload relevant evidences or pictures on SharePoint 



	2
	Risk assessment and control
	Yes/No
	Evidence / comments

	A
	Have risk assessments been carried out and significant risks identified?? (Assessor to check and confirm)
	
	WHEN, HOW AND WHY?
Upload evidence on SharePoint

	B
	Have control measures been identified and put in place as a result of the risk assessments?
	
	Upload evidence on SharePoint

	C
	Do the risk assessments take into account young persons, including giving consideration to their age, inexperience, immaturity and lack of awareness of risks?
	
	Upload evidence on SharePoint

	D
	How are the risks and control measures explained to employees and others? 
	How for learners and non-employees, ie volunteers and visitors?
Upload relevant evidences or pictures on SharePoint



	3
	Accident, incidents and first aid
	Yes/No
	Evidence / comments

	A
	Have adequate arrangements for first aid materials been made?
	
	Pictures to be uploaded on SharePoint – Pending Coronavirus Lock down

	B
	Have adequate arrangements for trained first aid persons been made? Name of First Aider & date of last training
	
	Upload First Aid Certificate on SharePoint

	C
	Are accidents and first aid treatment rendered recorded? Is there an Accident Book?
	
	Pictures to be uploaded on SharePoint – Pending Coronavirus Lock down

	
	Are the contents of the first aid box in date? (Assessor to check and confirm)
	
	ZM to visit office



	
4
	Supervision, training, information and instruction
	Yes/No
	Evidence / comments

	A
	Are employees and learners provided with adequate competent supervision?
	
	Evidence to be uploaded on SharePoint

	B
	Are initial health and safety information, instruction and training given to all new employees and learners on recruitment?
	
	1. For example, upload Induction checklist on SharePoint (mentioning H&S INFO, INSTRUCTIONS AND TRAINING)
2. Upload Learners’ Enrolment Forms on SharePoint (mentioning H&S INFO, INSTRUCTIONS AND TRAINING)



	5
	Work equipment and machinery
	Yes/No
	Evidence / comments

	A
	Is correct machinery and equipment provided to the appropriate standards?
	
	Upload PAT certificate on SharePoint

	B
	Is equipment adequately maintained?

	
	ZM to visit office

	C
	How often does PAT / electrical / gas testing take place?  Date of last PAT testing
	
	Evidence to be uploaded on SharePoint



	6
	Personal protective equipment and clothing
	Yes/No/N/A
	Evidence / comments

	A
	Is PPE/C provided, free of charge, to employees as determined through risk assessment?
	
	Evidence to be uploaded on SharePoint

	B
	Is training and information on the safe use of PPE/C provided to all employees and learners?
	
	Evidence to be uploaded on SharePoint



	7
	Fire and emergencies
	Yes/No
	Evidence / comments

	A
	Is there a means of raising the alarm and fire detection in place?  (Assessor to check and confirm)
	
	Pictures to be uploaded on SharePoint – Pending Coronavirus Lock down

	B
	Are there appropriate means of fighting fire in place?
	
	Pictures to be uploaded on SharePoint – Pending Coronavirus Lock down

	C
	Date fire extinguishers were last tested/serviced? (Assessor to check and confirm equipment)

	
	Pictures to be uploaded on SharePoint – Pending Coronavirus Lock down

	D
	Are effective means of escape in place including unobstructed routes and exits?? (Assessor to check and confirm)
	
	Pictures to be uploaded on SharePoint – Pending Coronavirus Lock down



	8
	Safe and healthy working environment
	Yes/No
	Evidence / comments

	A
	Are welfare facilities (toilets, washing, drinking, eating, changing) provided as appropriate and maintained?? (Assessor to check and confirm)
	
	ZM to visit office 

	B
	Is COSHH recording being carried out? 

	
	Evidence to be uploaded on SharePoint if Yes.
Explanation required if No.



	9
	General health and safety management
	Yes/No
	Evidence / comments

	A
	How does the provider consult and communicate with employees and learners and allow them to participate in health and safety?
	How for learners and non-employees, ie volunteers and visitors?
Upload relevant evidences or pictures on SharePoint

	B
	Does the provider have access to competent health and safety advice and assistance? Who provides this service
	
	Evidence to be uploaded on SharePoint

	C
	Does the provider review health and safety annually? How does this happen
	
	Evidence to be uploaded on SharePoint

	D
	Does the provider display the necessary signs and notices?? (Assessor to check and confirm)

	
	Evidence to be uploaded on SharePoint

	E
	Is there a written:
Equality & Diversity Policy  
Safeguarding Policy 
Prevent Duty Policy 
Assessor, please ensure you give a copy of LLC’s Safeguarding and Prevent Duty guidance to organisation.

	
	Evidence to be uploaded on SharePoint




Office Use - To be completed by LLC Manager during site visit
	Identified Actions:
	Agreed completion date:
	Action completed:

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	LLC Signature:
	
	

	Subcontractor Signature: 
	
	



DUE DILIGENCE SIGN OFF 

Office Use - To be completed by LLC Manager
	Documents Checked By  

	Date 

	 Due diligence Complete – no outstanding items
	  Due Diligence Incomplete
(which delays the SLA)

	Items/Actions Outstanding: (pls list)
	Status

	Complete actions in red on Due Diligence Questionnaire by ---
	

	Staff Central Register needs completing by ----  (certificate evidences)
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