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Summary
To satisfy all the internal data requirements and those of the Department for Education (DfE) we require:
	
· Sub-contractor details (name, address, UKPRN)
· venue information for each venue used for face-to-face delivery;
· tutor information for each tutor;
· complete course information for each course entered onto the Management Information System (MIS) including the details required for the Course Search and national Course Directory;
· learner information from the enrolment form entered onto the MIS;
· details of all learner enrolments entered onto the MIS;
· summarised Learner Evaluation information for each course (see section on Learner Evaluation);
· learner attendance entered onto the MIS within 48 hours of the completion of the session;
· learner achievement and outcome information from the HA16b form recorded on the MIS;
· Electronic copies of the HA16b form for all courses;
· Progression (learner actual destination) information for learners recorded on the MIS.

The information is sourced in a variety of ways: details of sub-contractors from the team awarding the contract, course information from the delivery team / provider and associated quality documentation, learner information from the Enrolment Form, registers and quality documentation etc.

The timetable for returning the data is:

Immediately a contract has been awarded to a new provider – Team awarding contract sends provider details to MIS support – Provider name, address, UKPRN. The names of tutors delivering the courses and venues to be used will also need to be notified to MIS support before any course information can be entered.

Before the start of the course – Enter detailed Course information onto the Tribal EBS – Management Information System (MIS) as soon as the details are finalised. The course information should be on the MIS in advance of the course taking place. 
This is important as the information on EBS is used to plan lesson observations. Do not wait until you have sufficient enrolments for a course to run before adding the details to EBS.
Courses due to be led by a new tutor, or a tutor who has not been observed in the academic year, that are entered within two weeks of the course start date, will only be approved in exceptional circumstances.

Within 2 weeks after the start of the course – All enrolments are recorded on Tribal EBS MIS. For the tutor to be able to mark the register electronically, the learners need to have been entered onto the system and so this should be completed as soon as possible. 

Once the enrolment forms have been processed the register marks for the tutor-added learners will need to be merged with the enrolments in EBS Shape.

During the course:
· Ensure all late enrolments are recorded on the MIS. 
· Attendance and punctuality information must be entered either by the tutor with access to On-track, or by support staff on behalf of the tutor, using a paper register completed by the tutor during the session. In either case, the information must be recorded on MIS within 48 hours of the end of the session.

Completion - Record all individual learner achievement and outcome data from the HA16b on the MIS. Return a copy of the fully completed HA16b by email to the group email address, HAQuality@hants.gov.uk
Within six weeks after the completion of the course – Learners who completed a course should be contacted to gather information on their post-course progression. The information should be recorded as part of contract compliance and shared with HA.
[bookmark: _Toc106098730]Monthly – Enter the learner evaluation summary information for completed courses onto the ATL evaluation summary spreadsheet. Evaluations summaries should be returned for all courses (only once) and highlighted where the data has been changed.
[bookmark: _Toc1826723638][bookmark: _Toc1855610922][bookmark: _Toc1331510318][bookmark: _Toc1727349692][bookmark: _Toc1059055202][bookmark: _Toc298281218][bookmark: _Toc2038110623][bookmark: _Toc1281405684][bookmark: _Toc1386118793][bookmark: _Toc1512664123][bookmark: _Toc1337889834][bookmark: _Toc890255557][bookmark: _Toc59835416][bookmark: _Toc967772276][bookmark: _Toc564569256][bookmark: _Toc1770409650][bookmark: _Toc202313347][bookmark: _Toc547359851][bookmark: _Toc554163972][bookmark: _Toc1259996329][bookmark: _Toc1622403035][bookmark: _Toc784988737][bookmark: _Toc197062326][bookmark: _Toc197424953][bookmark: _Toc106011005][bookmark: _Toc106011357]Completing the Enrolment Form (EN24)
[bookmark: _Toc197062327]
One of these forms, or an electronic version containing the same information, must be completed and signed by each learner. The signature may be a “wet” signature or electronic/digital but where an electronic/digital signature is used you must have wider systems and processes in place to assure yourself that learners exist and are eligible for funding. These forms have been designed to capture the information required by the DfE and the information you need for your own records so you must check that they have been properly completed.  Incomplete information could mean that the learner would not be funded.  You will also need to make arrangements to retain these forms for the retention period specified by the DfE (currently 5 years).

Acceptable evidence of electronic/digital signature includes:
· an email from the learner’s email address with details of the confirmation and their typed name at the end of the message;
· a typed name on an electronic form or document emailed from the learner’s personal email address;
· a signed scanned document attached to an email from the learner;
· a photo taken on a camera/digital medium of the signed document attached to an email from the learner.

An enrolment should be completed by each learner that attends any part of the course even if the learner later withdraws. All enrolments including those for any withdrawn learners must be recorded on the MIS. A learner who enrols but then does not attend any sessions is considered a “non-starter” rather than to have withdrawn and the enrolment should be removed from the MIS. You will need to email MIS Support (see contacts) to have the enrolment removed. Such enrolments do not affect your achievement rate and are not eligible for funding.

All enrolments should use the standard enrolment form EN25 or electronic equivalent irrespective of the course length.
Forms should be completed by the learners by the end of the first session of the course they attend. Ensure all enrolments are recorded on the MIS as soon as possible and in all cases within two weeks of the learner’s first attendance on the course.

Please encourage all learners to fully complete all pages of the enrolment form and ensure learners are aware of the Privacy Notices. Enrolment forms must be signed by the learner to indicate that they have seen the privacy notices. The Privacy Notices explain what data is collected, why and with whom the data is shared. If you process the data on your own system, you will need to add your own privacy notice explaining your own use of data. Providers that have migrated the enrolment form into their own enrolment process must ensure that the learners are shown all the privacy notices.

[bookmark: _Toc106012222][bookmark: _Toc106012320][bookmark: _Toc106098731][bookmark: _Toc486839199][bookmark: _Toc1854557218][bookmark: _Toc1767231001][bookmark: _Toc321922936][bookmark: _Toc817161625][bookmark: _Toc1214950738][bookmark: _Toc451133373][bookmark: _Toc712806628][bookmark: _Toc32656807][bookmark: _Toc954908901][bookmark: _Toc1860243303][bookmark: _Toc1126625561][bookmark: _Toc1873317072][bookmark: _Toc131772211][bookmark: _Toc1596025223][bookmark: _Toc488988474][bookmark: _Toc1152265343][bookmark: _Toc1282212049][bookmark: _Toc1089636479][bookmark: _Toc1332990624][bookmark: _Toc118265570][bookmark: _Toc593236658][bookmark: _Toc197062328][bookmark: _Toc197424954]Learner Details
Please ensure that all these boxes are completed. Telephone numbers and email addresses are needed for contacting learners in case a lesson is cancelled and for collecting post-course progression information. The learner must agree to be contacted regarding progression and have provided the means to do so to enrol on any Hampshire course. The learner can control how and why they may be contacted for reasons other than providing post-course progression information by ticking the appropriate boxes in the privacy statement at the end of the enrolment form.

[bookmark: _Toc106012223][bookmark: _Toc106012321][bookmark: _Toc106098732][bookmark: _Toc447121194][bookmark: _Toc623234606][bookmark: _Toc870965030][bookmark: _Toc1227027399][bookmark: _Toc1290022251][bookmark: _Toc1705714009][bookmark: _Toc465108827][bookmark: _Toc38161677][bookmark: _Toc1248370350][bookmark: _Toc827198793][bookmark: _Toc570804125][bookmark: _Toc1114123507][bookmark: _Toc110884200][bookmark: _Toc1385365595][bookmark: _Toc66733807][bookmark: _Toc86887836][bookmark: _Toc546025355][bookmark: _Toc905465454][bookmark: _Toc1684878083][bookmark: _Toc804812502][bookmark: _Toc1635759350][bookmark: _Toc1426566335][bookmark: _Toc197062329][bookmark: _Toc197424955]Date of Birth
[bookmark: _Toc106011007][bookmark: _Toc106011359][bookmark: _Int_hSrFRK68][bookmark: _Toc604472855][bookmark: _Toc986117736][bookmark: _Toc1067216609][bookmark: _Toc930710655][bookmark: _Toc981625714][bookmark: _Toc894169202][bookmark: _Toc93959573][bookmark: _Toc952259921][bookmark: _Toc1535594702][bookmark: _Toc293632093][bookmark: _Toc1684142698][bookmark: _Toc1836523528][bookmark: _Toc194114057][bookmark: _Toc1459163770][bookmark: _Toc1646439779][bookmark: _Toc999796199][bookmark: _Toc591014553][bookmark: _Toc676055080][bookmark: _Toc1198037824][bookmark: _Toc623797556][bookmark: _Toc911558685][bookmark: _Toc1644927667][bookmark: _Toc197062330]Dates of birth are collected so that the DfE can monitor and report on provision by learners' characteristics, monitor equality and diversity, inform local and national planning, for determining learner ages on particular dates and for analysis of the age structure and profile of the learner population. The date of birth also provides validation of funding eligibility for Adult Skills funded learners. The learner’s age or age range is not sufficient. Please make every effort to collect the date of birth.  If a learner declines to provide a date of birth, please record that this is the case on the enrolment form to show that this information was requested.  Please do not estimate a date of birth. Remember that a learner must normally be aged 19 or over on 31-Aug-2025 to be eligible for Tailored Learning funding in 2025-26. The only exception to this is for a parent, carer or guardian attending provision delivered through family learning.

[bookmark: _Toc197424956]Residency Qualification
The full rules governing learner eligibility are too complex to be summarised on the enrolment form or indeed in these guidance notes.  UK nationals and other persons with right of abode, resident in areas of England outside of devolved authority areas, undertaking DfE funded Tailored Learning, that are ordinarily resident in the UK on the first day of learning are eligible for funding. If a learner ticks NO, then you will need further information to confirm eligibility. It is the responsibility of the provider to confirm the learner’s eligibility and to ensure that the DfE’s Adult Skills Fund https://www.gov.uk/government/publications/adult-skills-fund-funding-rules/adult-skills-fund-funding-rules-2025-to-2026 are met in this and every other respect.

The 2025/26 Tailored Learning enrolment includes extra criteria in the Eligibility section to confirm their entitlement to a free course as follows:
[image: A questionnaire with a question mark
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[bookmark: _Toc645694896][bookmark: _Toc1064096776][bookmark: _Toc396633535][bookmark: _Toc425317206][bookmark: _Toc1112008649][bookmark: _Toc111284418][bookmark: _Toc1535186525][bookmark: _Toc1954551528][bookmark: _Toc1249868112][bookmark: _Toc219995882][bookmark: _Toc1548604199][bookmark: _Toc998793607][bookmark: _Toc248060503][bookmark: _Toc1512707204][bookmark: _Toc1694959218][bookmark: _Toc2055104923][bookmark: _Toc154167238][bookmark: _Toc196119782][bookmark: _Toc1192787513][bookmark: _Toc616486664][bookmark: _Toc36770344][bookmark: _Toc1432982898][bookmark: _Toc197062331][bookmark: _Toc197424957]Recent changes of name or address
Wherever possible a learner will be registered for a Unique Learner Number (ULN) using the information provided on the enrolment form. During the registration process, the national system will detect near matches in terms of learners with similar names, addresses or dates of birth. All such near matches need to be resolved before the ULN can be assigned.  If a learner that has previously been assigned a ULN, changes their address or name then supplying the previous registered information assists in the process of finding the ULN and maintaining the accuracy of the national database. 

[bookmark: _Toc106012225][bookmark: _Toc106012323][bookmark: _Toc106098734][bookmark: _Toc974211045][bookmark: _Toc635578760][bookmark: _Toc91782650][bookmark: _Toc2034284001][bookmark: _Toc1717774574][bookmark: _Toc124383723][bookmark: _Toc88298196][bookmark: _Toc945283023][bookmark: _Toc1927118353][bookmark: _Toc2128198648][bookmark: _Toc1373797184][bookmark: _Toc1182801792][bookmark: _Toc1559644985][bookmark: _Toc391500828][bookmark: _Toc318562869][bookmark: _Toc2072057242][bookmark: _Toc1147344431][bookmark: _Toc562496707][bookmark: _Toc1526414051][bookmark: _Toc42252573][bookmark: _Toc967087840][bookmark: _Toc1245952293][bookmark: _Toc197062332][bookmark: _Toc197424958]Ethnic Monitoring
[bookmark: _Toc106011009][bookmark: _Toc106011361][bookmark: _Toc1137400230][bookmark: _Toc1841685618][bookmark: _Toc699484762][bookmark: _Toc227438986][bookmark: _Toc832790689][bookmark: _Toc1688963872][bookmark: _Toc354391265][bookmark: _Toc970184082][bookmark: _Toc2011200808][bookmark: _Toc1107735509][bookmark: _Toc774434539][bookmark: _Toc1191564231][bookmark: _Toc1809928947][bookmark: _Toc1353612693][bookmark: _Toc832013642][bookmark: _Toc388200107][bookmark: _Toc990923473][bookmark: _Toc1849141449][bookmark: _Toc155284473][bookmark: _Toc1988442292][bookmark: _Toc1766138589][bookmark: _Toc1172424249][bookmark: _Toc1487994590]The categories are those defined by the DfE. Whilst “Roma” was added in the 2021 Census this has not yet been added to the DfE categories. They appear on the enrolment form in the order and layout recommended by the Office of National Statistics (ONS) to maximise correct completion. If a learner is unwilling to provide these details, please record this is the case on the enrolment form by asking the learner to tick the “I prefer not to say” box to show that this information was requested rather than just leaving the section blank. This will be needed for audit purposes.

[bookmark: _Toc1862038423][bookmark: _Toc2137872093][bookmark: _Toc149658960][bookmark: _Toc681295471][bookmark: _Toc509813557][bookmark: _Toc1778327429][bookmark: _Toc1715770629][bookmark: _Toc1903043826][bookmark: _Toc2065106526][bookmark: _Toc411119367][bookmark: _Toc484661292][bookmark: _Toc2128238652][bookmark: _Toc897087430][bookmark: _Toc1970411979][bookmark: _Toc2125098984][bookmark: _Toc1073462182][bookmark: _Toc1888212934][bookmark: _Toc757089138][bookmark: _Toc11427289][bookmark: _Toc1805685666][bookmark: _Toc1170924194][bookmark: _Toc1077322263][bookmark: _Toc197062333][bookmark: _Toc197424959]Learning Difficulty or Disability
Where a learner has indicated that they have a disability or learning difficulty that may affect their learning, please encourage them to indicate the nature of each disability or learning difficulty they have in the left-hand column and to confirm in the box provided, which ONE they consider to be the most significant. If the learner does not wish to reveal this information, the learner should be asked to tick the “prefer not to say” option to show that the information was withheld.

[bookmark: _Toc426941204][bookmark: _Toc1270395786][bookmark: _Toc1946603078][bookmark: _Toc442902322][bookmark: _Toc1301744682][bookmark: _Toc1579404565][bookmark: _Toc251942358][bookmark: _Toc1228060175][bookmark: _Toc1279480166][bookmark: _Toc1135366734][bookmark: _Toc1210675536][bookmark: _Toc1775860834][bookmark: _Toc2059105447][bookmark: _Toc1120730048][bookmark: _Toc1621649077][bookmark: _Toc509431020][bookmark: _Toc1662826211][bookmark: _Toc56364687][bookmark: _Toc24758698][bookmark: _Toc544124118][bookmark: _Toc1681797079][bookmark: _Toc173564403][bookmark: _Toc197062334][bookmark: _Toc197424960]Employment Status
The questions and response options are prescribed by the DfE.  This is not itself an eligibility check, but clearly could confirm a learner’s entitlement to a free course, although this is not the purpose of this section.  There are two options for ‘Not in paid employment’ to distinguish between those able and looking for work (economically active), and those who are not able or looking to work (economically inactive).  Examples of the learner groups who may not be able / looking for work are: those who are retired, those with caring responsibilities at home, those prevented from accessing the employment market due to medical conditions and / or disabilities.
Once the response to the headline question ‘Are in you currently in Paid Employment’ has been selected, the associated supplementary questions MUST also be answered.
[bookmark: _Toc106012226][bookmark: _Toc106012324][bookmark: _Toc106098735][bookmark: _Toc929661547][bookmark: _Toc1341250568][bookmark: _Toc1733043530][bookmark: _Toc1441870487][bookmark: _Toc985937516][bookmark: _Toc554037998][bookmark: _Toc2038380563][bookmark: _Toc259984194][bookmark: _Toc587363140][bookmark: _Toc1934590157][bookmark: _Toc2054670104][bookmark: _Toc64989302][bookmark: _Toc1326380548][bookmark: _Toc1414032942][bookmark: _Toc1476975987][bookmark: _Toc1342256898][bookmark: _Toc1026228021][bookmark: _Toc614102979][bookmark: _Toc586127862][bookmark: _Toc1154978535][bookmark: _Toc930668665][bookmark: _Toc1694318800][bookmark: _Toc197062335][bookmark: _Toc197424961]Course/Learning Details
This section is used to identify which course the learner has enrolled on.
[bookmark: _Toc106012228][bookmark: _Toc106012326][bookmark: _Toc106098737][bookmark: _Toc1470927872][bookmark: _Toc389555439][bookmark: _Toc858510840][bookmark: _Toc746545735][bookmark: _Toc457051611][bookmark: _Toc1854716899][bookmark: _Toc1481092023][bookmark: _Toc678812297][bookmark: _Toc785649220][bookmark: _Toc2062124099][bookmark: _Toc660379787][bookmark: _Toc620251992][bookmark: _Toc1510141883][bookmark: _Toc2131425144][bookmark: _Toc1459547822][bookmark: _Toc435635041][bookmark: _Toc1240628373][bookmark: _Toc730088431][bookmark: _Toc97057804][bookmark: _Toc714231144][bookmark: _Toc1852454694][bookmark: _Toc422807799][bookmark: _Toc197062336][bookmark: _Toc197424962]Course Code
Enter the course code – required for data entry purposes AND document audit trail and retention.

[bookmark: _Toc106012229][bookmark: _Toc106012327][bookmark: _Toc106098738][bookmark: _Toc1711690053][bookmark: _Toc1085827417][bookmark: _Toc1531458174][bookmark: _Toc1107972919][bookmark: _Toc1890008453][bookmark: _Toc359446132][bookmark: _Toc57412354][bookmark: _Toc1934648311][bookmark: _Toc74765767][bookmark: _Toc2097277771][bookmark: _Toc51697993][bookmark: _Toc60095106][bookmark: _Toc1011929142][bookmark: _Toc164382838][bookmark: _Toc1716503511][bookmark: _Toc1888937591][bookmark: _Toc1477034598][bookmark: _Toc1818560506][bookmark: _Toc439098706][bookmark: _Toc1264081093][bookmark: _Toc1270897844][bookmark: _Toc2009943336][bookmark: _Toc197062337][bookmark: _Toc197424963]Planned Start Date
[bookmark: _Toc106011012][bookmark: _Toc106011364]This start date refers to the specific learner not the course as a whole. If the learner joins the course after the planned start date of the course, please specify the date on which the learner is planned to join the course.

[bookmark: _Toc1644484860][bookmark: _Toc1328930018][bookmark: _Toc1160589965][bookmark: _Toc312316877][bookmark: _Toc1149991622][bookmark: _Toc532908977][bookmark: _Toc17273050][bookmark: _Toc2065405813][bookmark: _Toc623992663][bookmark: _Toc1490901632][bookmark: _Toc240806631][bookmark: _Toc560354860][bookmark: _Toc912802429][bookmark: _Toc685798119][bookmark: _Toc446298444][bookmark: _Toc210493079][bookmark: _Toc848652245][bookmark: _Toc2107046634][bookmark: _Toc817363640][bookmark: _Toc39277149][bookmark: _Toc1575033296][bookmark: _Toc1782076829][bookmark: _Toc197062340][bookmark: _Toc197424966]Privacy Notice
[bookmark: _Toc106012233][bookmark: _Toc106012331][bookmark: _Toc106098742]Please draw the learners’ attention to the Privacy Notices at the end of the form.

[bookmark: _Toc1739895832][bookmark: _Toc1372091937][bookmark: _Toc2103079194][bookmark: _Toc2008898589][bookmark: _Toc1571116240][bookmark: _Toc466772813][bookmark: _Toc191159589][bookmark: _Toc1270499705][bookmark: _Toc1428379623][bookmark: _Toc845778949][bookmark: _Toc1263021235][bookmark: _Toc1050604805][bookmark: _Toc209897207][bookmark: _Toc791967260][bookmark: _Toc1042207865][bookmark: _Toc381510478][bookmark: _Toc78903551][bookmark: _Toc2070736208][bookmark: _Toc630920215][bookmark: _Toc917517024][bookmark: _Toc961607886][bookmark: _Toc922812873][bookmark: _Toc197062341][bookmark: _Toc197424967]Signature
The enrolment form, or electronic equivalent, must be signed by the learner. In signing the form, the learner is confirming the accuracy of the details provided and that they have seen the privacy notices. The signature may be ‘wet’ or electronic/digital. 

· An electronic signature is defined as any electronic symbol or process that is associated with any record or document where there is an intention to sign the document by any party involved. An electronic signature can be anything from a check box to a signature.
· A digital signature is where a document with an electronic signature is secured by a process making it non-refutable. It is a digital fingerprint which captures the act of signing by applying security to a document. Usually documents which have a digital signature embedded are extremely secure and cannot be accessed or amended easily.

The enrolment form is part of the learner’s Learning Agreement and a physical form with a wet signature provides the evidence that the learner exists and is eligible for funding. If an electronic/digital signature is used, you must have wider systems and processes in place to assure us that learners exist and are eligible for funding.  
[bookmark: _Toc197424968]Eligibility Checks
The Provider should check the form has been fully completed AND confirm the eligibility of each learner by completing the confirmation boxes on the enrolment form to confirm that the learner meets the requirements of the DfE Funding Rules 2025-26 AND the criteria described in Tailored Learning section of the Adult Skills Fund funding framework. The eligibility checks for all enrolments should include checking that a phone number and/or email address has been provided by the learner to enable post-course learner tracking to be carried out to determine the progression information.

[bookmark: _Toc106098779][bookmark: _Toc197062351][bookmark: _Toc191362896][bookmark: _Toc2084192807][bookmark: _Toc134084680][bookmark: _Toc765598179][bookmark: _Toc523790576][bookmark: _Toc1184111642][bookmark: _Toc594647500][bookmark: _Toc293921546][bookmark: _Toc1755245591][bookmark: _Toc2075884837][bookmark: _Toc1854114231][bookmark: _Toc1366569845][bookmark: _Toc62803327][bookmark: _Toc1779194722][bookmark: _Toc1631451346][bookmark: _Toc986391722][bookmark: _Toc1741491966][bookmark: _Toc2008716651][bookmark: _Toc1001440417][bookmark: _Toc1326935666][bookmark: _Toc22200062][bookmark: _Toc329737105][bookmark: _Toc197424978]Learner Post-Course Evaluation
Learner evaluations are not processed centrally so providers are not required to send in the forms. Instead, we require a summary of the evaluation data received. This summary takes the form of a spread sheet giving the responses received per course and should be sent monthly via the Provider Return. 

The procedure is detailed below:
· Evaluation Forms issued to all learners at the end of each course:
· All programmes; 		Form HA19
· Summary of evaluation prepared at the Centre at the end of each course (HA20)
· Centre Manager to ensure any action points from the evaluation have been addressed 
· Copy of summary pro-forma retained on tutor’s Course File with action plan as appropriate
· Summarised data for each course entered onto the ‘end of course’ overall summary spread sheet (ES23)
· New data recorded on the Spread sheet (ES23) returned as part of the Monthly ATL Provider Return
· [bookmark: _Toc106011050][bookmark: _Toc106011402][bookmark: _Toc106098782][bookmark: _Toc106011051][bookmark: _Toc106011403][bookmark: _Toc106012267][bookmark: _Toc106012365][bookmark: _Toc106098784]Learner evaluations for Skills for Independent Living courses should be processed at the Centre. Centres are not required to submit summarised data for this provision but should retain this for review by Compliance and Quality team.

[bookmark: _Toc1608244206][bookmark: _Toc359864566][bookmark: _Toc588236572][bookmark: _Toc1086451917][bookmark: _Toc439390172][bookmark: _Toc1397334154][bookmark: _Toc1717909302][bookmark: _Toc1838110121][bookmark: _Toc1390596622][bookmark: _Toc1596442850][bookmark: _Toc114598322][bookmark: _Toc727476728][bookmark: _Toc1953536417][bookmark: _Toc676674438][bookmark: _Toc229934902][bookmark: _Toc1190602238][bookmark: _Toc1677382988][bookmark: _Toc1037505155][bookmark: _Toc1651178428][bookmark: _Toc1618034226][bookmark: _Toc1366275068][bookmark: _Toc65532184][bookmark: _Toc197062352][bookmark: _Toc197424979]Learner Destination and Progression
All learners who attend an ATL funded course must be contacted within six weeks of their course ending to obtain information about their progression following the course. This is collected so the impact of programmes may be assessed.

There is a balance to be struck between contacting the learners too late so that they have no recollection of attending the course and contacting them too early so that they have not had a sufficient opportunity to make a positive progression.

We are obviously looking to portray our programmes in the best possible light so we would want to ensure we capture as much of the impact on the learners of our programme as possible. We would suggest you contact learners after 2 weeks and find out whether there is an outcome you can report. That may be that they have enrolled on another course with you or another provider, got a new job or that they have increased their working hours. If they have no positive destination or progression to report after 4 weeks then you ring them again after a further 2 weeks and, if still nothing to report, you will need to record the “None of the above” outcome. 

The full list of available destinations is shown below:
	· Started to look for work  

	· Started in a voluntary role 

	· Started a part-time job

	· Started a full-time job

	· Increased work hours 

	· Changed job 

	· Enrolled on further course to help find work 

	· Increased confidence to look for/find work/change career 

	· Unable to contact learner 

	· Learner contacted but no information given 

	· None of the above 



Please note that if the learner were employed before the course and remains working in the same job, for the same number of hours per week and does not feel that the course has increased their confidence to change jobs, we would anticipate the destination of “None of the above” would be returned. You would only return a positive destination where the learner has indicated that attending the course has, in some way, contributed to any given destination.

We are not looking to be too proscriptive regarding the number of hours per week that is considered “part-time” or “full-time,” use whichever option best fits for the individual learner.

An example script of questions you could use when speaking to the learner to determine any progression are available on the VLE.

[bookmark: _Int_Mn4jyNxD]Currently, rather than entering the progression information on EBS, you are required to return the information as part of the Provider Return. A spreadsheet ATL Destination Tracking 2025-26 is available on the Data Collection topic of the VLE which should be used to collect the information. Every month, new information should be included in the Provider Return which you send to Hampshire 2050.

Please note that when one of the “Starting a new job” options is returned, we ask for the employment sector to be collected and returned.

Note that there are different values for when you have attempted to contact the learner using all the contact details given on the enrolment form without success [Unable to contact learner] and where the learner has been contacted but has withheld the information requested [Learner contacted but no information given].

The Privacy Notice informs the learner that by enrolling on the course they are agreeing to be contacted in this respect, so you need to ensure that as many learners as possible have provided a telephone number and/or a valid email address to enable you to contact them after the end of the course. If you do not have a telephone number or email address you are expected to contact them in writing (to supply them with a postcard for instance) to request the required information regarding progression.
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Contact Information
	Contract Management
	Claire Allen
Adult Tailored Learning (ATL) Development Manager 
Mobile: 07925 034 959
claire.allen@hants.gov.uk

	Quality

	Sue Muldowney / Amy Beadell
Development Manager (Quality & Assessment)
Mobile: 07701 020 441/ 0370 779 4129
sue.muldowney@hants.gov.uk
amy.beadell@hants.gov.uk


	MIS, Data and Finance

	Rich Prosser
Development Manager (Funding & Information)
Tel 07922 580 507
richard.prosser@hants.gov.uk



Hampshire Achieves
Children’s Services Directorate, Hampshire County Council
First Floor, EII Court West,
The Castle
WINCHESTER
SO23 8UG




Annex 1 EBS – Adding a Course
Annex 2 EBS – Adding and Enrolling Learners
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Eligibility
Courses are provided free of charge to eligible learners. Please tick which of the
following eligibility criteria apply:
Do not have a Full Level 2 qualification Have a learning difficulty or disability

Receive Income Support / Universal Credit Earn less than £20,750 annual gross salary

Have school-aged children who qualify for
Free School Meals

At risk of / have mental health needs At risk of redundancy
Do you have refugee status? Yes [
Have you been granted leave to remain in the UK under any of the following schemes

Currently unemployed and seeking work

Afghanistan Hong Kong
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