The Career Transition Partnership - Preferred Supplier Application
1. Organisational details

	Organisation 
· Trading name (if applicable)

· Full postal address of training facility

· Website URL


	

	How long has the organisation traded under this name
· Previous names if applicable (include name change dates)
	

	Summary of services to be provided
· Which Industries
· Course titles
· Course durations
· Awarding Bodies
· Do you offer Civilian Work Attachments (usually 2 weeks long where the Service leaver can take a look at life with a commercial company)
· Do you provide recruitment services

	

	Location of offices and sites where you currently deliver the training specified


	

	Contact name, job title
· For customer enquiries
· For management enquires (if different)


	

	Telephone number
· For course enquiries
· For Management enquiries (if different)


	

	E-mail address 
· For Customer enquiries

· For Management enquiries (if different)

	

	VAT registration number
	

	Company Registration Number
	

	Brief company history
· Date first established

· Has the primary business always been delivering training?

	

	Summarise relevant experience (specifically Armed Forces)

· Do you currently employ ex Armed Forces members?

· Do you have any case studies of Services provided to individual Armed Forces Members?


	

	Please provide brief details of contracts held with the Ministry of Defence or other public sector departments during the last three years


	

	Please provide details of any further geographical and / or programme expansion you are planning for the next 12 months 
	


2. Financial viability risk assessment and legal entity information
This form asks for legal information on your organisation to ensure that Right Management Limited is advised of the correct legal entities.

Right Management Limited is also seeking information on the financial performance / stability of your organisation. This is to ensure Right Management Limited discharges its responsibility in ensuring potential suppliers / suppliers are able to meet the terms and conditions of any contract to deliver the service specified. All answers provided and information received will be treated in strict confidence.

2a Legal Status

The legal status of the organisation is: (please tick the appropriate box)

	
	Yes 
	No 
	
	Yes 
	No 

	Registered charity


	
	
	Private limited company (ltd), limited by guarantee
	
	

	Public limited company (plc)
	
	
	Sole trader
	
	

	Private limited company (ltd), limited by shares
	
	
	Partnership


	
	

	Community Interest Company (CIC)


	
	
	
	
	


2b Sole Trader

You have identified yourself as sole trader, please complete the following formation.

	Full name of proprietor
	
	Date of commencement of business
	


2c Financial and Support Information

Please provide copies of the following information, ticking the appropriate box to indicate their enclosure.

	A copy of the company Profit & Loss Account along with the Balance Sheets to cover the two most recent financial years of your signed audited financial statements, for limited companies or other validated annual accounts for other organisations. 

· Or -

Where audited accounts are not available, supply one full copy (covering two years of operation) of internally prepared financial statements. Financial statements to include a balance sheet and notes to the financial statements. These must be the full statements and not abridged financial statements.
	


	A statement signed by a director, partner or proprietor of the organisation to the effect that there are no legal proceedings (including bankruptcy or winding up petition) in progress that might affect the performance of contract obligation, and that the organisation has not been prosecuted under EC or national law in the last three years. If this undertaking cannot be given, provide details of any legal proceedings/prosecutions, including their outcome.
	

	A statement, signed by a director, partner or proprietor of the organisation, giving details of:

(i) Any associated organisation (along with the nature of the relationship), or a statement that the organisation is not associated with any other organisation. (Please forward this information as requested in this section for any parent/ultimate holding companies.)

(ii) Any mortgages and/or charges against the assets of the organisation and any guarantees in favour of and/or issued by the organisation, together with details of any other contingent liabilities detailing the circumstances under which they may crystallise. if there are mortgages, charges or guarantees, this fact should be stated.

(iii) Where the organisation is part of a group, a statement of support that will be offered by other group companies for the delivery of the contract.
	

	A statement from the director stating the procedure that would be undertaken by your company to enable reimbursement of training fees paid by a Service leaver (in advance of training) in the event of your training organisation ceasing to trade. (Please refer to paragraph 2.7 of the Terms and Conditions for detail)
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3. Quality Plan
	Enclose a one page statement in support of your organisations policies for each of the following:


	

(please tick box to indicate enclosure)

	· Equal Opportunities


	
(please tick box to indicate enclosure) 



	· Health And Safety


	
(please tick box to indicate enclosure) 




	Give details opposite of any of the following you hold or the stages you are currently at in achieving them:
	

	· ISO 9001/2000 state registered scope and enclose a copy of your certification 


	(please tick box to indicate enclosure) 


	· Investors in People


	(please tick box to indicate enclosure)

	· Memberships of professional or trade organisations including awarding bodies. Provide copies of centre approval certificates for the awarding bodies listed on the course form.


	
(please tick box to indicate enclosure) 




If you are not certified to ISO 9001/2000 please complete the following section.  For those who hold ISO 9001/2000 go to Section 4 Employment and References Section

	In the absence of any formal standard, enclose a one page statement outlining your approach to quality
	
(please tick box to indicate enclosure) 



	Do you have documented procedures for carrying out regular audits on your quality system?                Yes/No

If yes please give brief details opposite
	

	How often are your procedures reviewed?
	

	Have these procedures been discussed with, and communicated to, all staff?
	

	Do you have documented procedures for the safe use of all premises and equipment?                           Yes/No

If yes please give details opposite
	

	Do you monitor customer satisfaction – both internal and external customers?                                     Yes/No

If yes please give details opposite
	

	Do you have documented procedures for dealing with complaints?                                                         Yes/No

If yes please give details opposite, including response time and recording method
	

	Does your organisation have systems for implementing improvements suggested by customer (both internal and external) feedback?                                             Yes/No

If yes please give details opposite
	

	Does your organisation monitor and evaluate staff performance?                                                       Yes/No

If yes please give details opposite
	

	Please provide current staffing/resource levels:

· Full time

· Part time

· Associate / self employed
	

	All trainers must be qualified to professional teacher/trainer standards.
All trainers must be competent or qualified to deliver the subject matter.

Please provide details on how you make these assurances.
	

	What steps would you take to ensure delivery, for example, in the case of sickness, of an instructor / trainer?
	


4. Employment and References

	Are you able to provide employment opportunities for the Service leaver, following training, with either your organisation or from links with potential employers?

                                                                             Yes/No

If yes please give details opposite
	

	Do you have a means of accessing and reviewing local labour market information?                                  Yes/No

If yes please give details opposite
	

	Is there any other information you wish to provide in support of your application to become an approved supplier for the Career Transition Partnership?
	

	Please provide two letters of reference from organisations (not individuals) who have used your training for its employees. 
	
(please tick box to indicate enclosures) 



5. Data Protection and Privacy
As a CTP Preferred Supplier you are required, in line with the Data Protection Act 2018 and the European General Data Protection Regulations (GDPR), to ensure that your organisation has processes in place to protect any data relating to Service leavers.  
To comply with data protection law, the personal information you hold about Service leavers must be:
· used lawfully, fairly and in a transparent way
· used for limited, specifically stated purposes

· used in a way that is adequate, relevant and not excessive

· accurate and kept up to date
· kept only as long as necessary for the purposes we have told you about
· handled according to people’s data protection rights

· kept safe and secure
	Please provide a copy of your organisation’s Privacy Policy 
	
(please tick box to indicate enclosures) 



Please provide details below on how you manage data:

	Hard Copy Information

	Where personal data on students is stored in hard copy, what controls are in place to safeguard this information?

	

	Where is this data stored?


	

	How long is this data retained for?


	

	How is this data disposed of when it is no longer required?


	

	Who has access to this data? Give details
	


	IT Systems

	Where personal data on students is stored electronically, what controls are in place to safeguard this information?


	

	Where is this data stored i.e. remote or local servers?


	

	How long is this data retained for?


	

	How is this data disposed of when it is no longer required?


	

	Outline the policies in place covering the control of removable media, which includes laptops, removable disks, CDs, USB memory sticks, PDAs and media card formats?


	

	Is this data shared or accessible by any 3rd parties such as sub-contractors?


	


	Cyber Security
	

	Please explain what protection you have in place to prevent Cyber Attacks, and how you implement and monitor these protective measures.
	


	Personnel
	

	What employment checks are performed on personnel in your organisation who have access to student personal data? 


	

	Is a process in place to ensure personnel within your organisation who have access to student data, receive the appropriate information risk/data protection training? Please give an overview

	

	Does your company operate non-disclosure agreements for personnel who have access to student data? Please explain 

	

	Do you have any agents such as sub-contractors or suppliers who are not directly employed by your company and who assist in the delivery of your product or service who may access to student data?


	

	How does your company gain assurance that these agents such as sub-contractors or suppliers comply with your risk and security policies?


	

	Does your company have an effective leaver’s process which ensures on termination of their contract personnel will no longer have access to student data, IT systems and where applicable premises – what is the process?

	


6.
Criminal Offences and/or Acts of Misconduct
Please provide answers to declare criminal offences and/or acts of misconduct in your company name and/or in the name of the company Directors.  This includes actual and pending offences and acts. 

	Criminal Offences and/or Acts of Misconduct
	

	Please explain and declare any and all criminal offences and/or acts of misconduct committed in relation to your business in the name of the business and/or any of the Directors of the company.  In addition, any pending criminal investigations or acts of misconduct by the company and/or any of its Directors must also be declared.

	


*Please ensure that all supporting evidence is provided as incomplete applications will be rejected and further applications will not be permitted until a period of 12 months has passed*

Please complete this ‘at a glance’ table (by marking the boxes on the right of each section with an X) to ensure all evidence has been sourced and included.
	Section 2c
	Tick Here

	1
	Financial Statements
	

	2
	Directors statements (Detailed in section 2c) 
	

	Section 3

	3
	Equal Opportunities statement
	

	4
	Health and Safety policy statement
	

	5
	ISO9001 certificate (copy) 
	
	*Or Statement outlining approach to quality
	

	Section 4

	6
	2 References from Organisations who have used your services
	

	Section 5

	7
	Copy of the organisations Privacy Policy
	

	Course information

	8
	Copies of Centre Approval certificates from awarding bodies listed in section 1
	


7. Declarations

7a. Disclosure of Information

Trainers, organisations or marketing sub-contractors for Preferred Suppliers should not refer to details of Service regulations and/or allowances when promoting their training, or for any other purpose.

7b. Protection of Public Funds

Given service operational requirements you are required to treat any cancellations and postponements in an appropriate and equitable manner. 

Training fees paid in advance should be placed in a Client Account and not presented for payment before commencement of the course.

Establish a procedure that would be undertaken by your company to enable reimbursement of training fees paid by a Service leaver in the event of your training organisation ceasing to trade. 
Signed (Digital)……………………………………………… 

Print Name ………………………………………… 

Dated…………………………………………………

Please send Completed Application Packs by email to: psadmin@ctp.org.uk, 
*An incomplete application will not be administered and the application will be rejected*
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