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Service Level Agreement

Between

North Hertfordshire Strategic Area Partnership Group
And

Hertfordshire Chamber of Commerce & Industry

North Hertfordshire Strategic Area Partnership Group – NH SAPG 

Hertfordshire Chamber of Commerce and Industry - HCCI

Summary 

This service level agreement covers the work undertaken by Hertfordshire Chamber of Commerce & Industry on behalf of North Hertfordshire Strategic Area Partnership between 1st September 2009 and 31st August 2010

Students covered as part of this agreement  

· Key stage 4 Diploma students whose Teaching Centre is a school or North Hertfordshire College 
· Post 16 Diploma students who have a school-based Teaching Centre 
· Post 16 Diploma students whose teaching centre has been designated as North Hertfordshire College are covered for the trips and visits but not the experience of work placments
Scope of work

HCCI is instructed as per this agreement to undertake experience of work activities on behalf of NH SAPG, facilitating the employer interaction for the new Diploma programme in North Hertfordshire. HCCI is to supply a named Project Officer for each of the eight Diploma lines who will support the Diploma for one day per week and provide a range of experiences of work. This will include a four day experience of work placement and a minimum of two half day trips or visits per term, which will aggregate to a full 10 days worth of experience over a two year course. 

Agreed model

Key Stage 4 

· The four day placement will continue to operate in Year 10 for groups of Home Centre students during their “official” work experience weeks.  The same rules will apply for a school which runs work experience in Year 11.   
· Where student numbers are particularly low within a specific Home Centre or if the experience of work on offer is of an outstanding high quality, it may, through prior negotiation with the Home Centre, be practicable to deliver the experience based on a teaching group basis rather than a Home Centre.  
· The student’s four day placement activity can take the form of an individual placement, a small group project or a large group project based activity with a maximum term per project group.  All project based activity will be derived from employers and involve current business practices and will take place in an employer’s place of work or in a business setting, excluding school premises.
· Additional employer interaction can take the form of trips, visits, business based problems, visiting business speakers, employer-led assignments, and work shadowing.
· All activity will be developed in conjunction with the lead Diploma practitioner and will be derived from the Diploma schemes of work and current business practices. 
· It is expected that HCCI will be invited to present to students and parents at their home centres on the differences between Diploma experiences of work and traditional work experience.
KS5 Model 

· This will comprise of the core elements detailed above at a frequency dictated by the Diploma lead practitioner

· The duration and timing of the experience of work activities will be dictated by, Home Centre – Teaching Centre – lead practioner
HCCI Responsibilities

· To provide a named Project Officer to support the following Diplomas: Society Health and Development; Information Technology; Engineering; Construction and the Built Environment; Creative and Media; Business, Administration and Finance; Hair and Beauty and Hospitality for one day a week per Diploma line for the period year, 1st September 2009 – 31st Aug 2010. Plus support throughout the year on up and coming diploma lines where reasonably practicable

· HCCI is responsible for ensuring that each activity has been fully risk assessed to meet statutory requirements and to enable the PCL to follow agreed NH SAPG Trips and Visits Standard Operating Procedures as set out in appendices 1 & 2

· To monitor and respond to NH SAPG on any emerging issues and then engage in dialogue to find solutions 

· HCCI is responsible for all reasonable costs incurred in setting up employer links and activities in conjunction with the lead Diploma practitioners as required

· To ensure that all activities meet applied learning outcomes as specified by representatives of NH SAPG

· To ensure that all data gathered during the work carried out is available to NH SAPG in electronic form to use as appropriate  

· To work with the PCLs to develop a work experience programme to meet the needs of respective Diploma lines, including sourcing experience of work activities and taking responsibility for all associated Health and Safety requirements 
· The experiences of work will normally fall under the following guidance.  It will be situated off the school premises and, if possible, at an employer’s premises.  It will be either an individual or a group placement at a single company.  In some cases it may be delivered on a carousel basis or a group basis.  The focus will be on business-derived real business problems, which will involve interaction with an employer and time spent on their premises.  All experience of work activities will be based on the current or future units of study applicable to the Diploma line that is being studied, which are applicable to businesses and employees current working practices.  Students will be able to gain a practical understanding in a real work context, of the application of the theoretical knowledge they already gained or will gain in their Diploma studies.
· In negotiation with NH SAPG representatives, HCCI will provide a four day experience of work placement and a minimum of two trips or visits per term and other interactions with employers as requested at a frequency which is deemed reasonable by both parties

HCCI Project Officer will:

· Be the first point of contact for NH SAPG Lead Diploma Practitioners in relation to employer engagement, make themselves available on the designated Diploma day, and attended Diploma activities and events where possible.

· Support on their Diploma on a designated day:

Construction 


– 
Monday


SHD 



– 
Tuesday 

Creative & Media 

– 
Wednesday


Engineering    


– 
Thursday


Hair & Beauty


–
Thursday



IT 



– 
Friday 




Business, Admin & Finance 
–
Friday  

· Broker relationships between learners, school and employers and source sufficient and appropriate activities in consultation with the lead Diploma practitioners.

· Will be qualified to undertake Health and Safety risk assessments to meet statutory requirements or have access to persons qualified to do so with the relevant IOSH or Ento Reg. D & G qualification 

· Undertake all activities as listed above as a representative of HCCI

· Report to HCCI Education Business Links Director, who, in turn, will report to nominated representative of NH SAPG  

N H SAPG or representatives will be responsible for the following:
· Liaison with HCCI Project Officer on respective Diploma days and ensuring that they are reasonably accessible when needed

· Providing adequate supervision for students undertaking Diploma related activities 

· Meeting the cost and arranging adequate transport and supervision where necessary 

· Informing the HCCI Project Officer of any relevant Health and Safety information concerning teaching staff or students

· Completing the NH SAPG trips and visits SOP’s 

· Communicating with students, parents, schools and other stakeholders

· Preparing the students through their Home Centre for their experience of work 

· Ensuring up to date student numbers are made available to HCCI at regular intervals 

· Providing details of home institutions’ work experience weeks to HCCI

Specific Responsibilities
PCL 
· To inform HCCI Project Officer of required trips and visits at least eight weeks before the commencement 

· To inform HCCI Project Officer of required business speakers at least three weeks before the due date
· To provide HCCI Project Officer with names, numbers and levels of students who require experience of work placement at least 20 weeks before placement is due to commence

HCCI 
· Ensure the full details of an experience of work placement in the required format  (appendix 3) are made available to the Home Centre SPOC and the Diploma PCL four to six weeks prior to the activity 

· Ensure that they make themselves available to deliver a group project briefing at a Home Centre two – four weeks before the placement commences 
· Ensure that the full details of trips and visits are made available to the Diploma PCL four weeks prior to the activity in the required format (appendix 2)  

SPOC working through their administrator
· To provide the details of their home institution’s work experience week to NH SAPG no later than 1st October 2009

· To provide details of critical school dates, examinations, etc, to NH SAPG as soon as practicable 

· To arrange informal placement interviews for students two – four weeks before placement commences 

· To communicate details of placements, trips and visits to parents and students 

· To inform Diploma PCL and HCCI if student requires private experience of work placement no later than six weeks before the placement commences

· To organise, in conjunction with HCCI, experience of work briefing for students and parents before the 2010 schedule starts
· To determine, in conjunction with PCL, timing of Post-16 experience of work placements

· To provide the HCCI with student emergency contact details and any health and safety considerations at least 8 weeks before the commencement of an experience of work placement

· To allocate students to experience of work placements after taking into account agreed guidelines 

Key Responsibilities 

Providing experience of work opportunities  
- 
HCCI/NH SAPG

Ensuring experiences are safe


- 
HCCI/NH SAPG

Schools Trips and Visits documentation

- 
NH SAPG/Home Centre
Students travel to and from workplace

- 
Students/Parents/Home 







Centre
Student attendance and behaviour

-
Students/Parents/Home 







Centre

As above if transport provided 
 

- 
Home Centre (Must 








provide supervision if 







required)

Supervision for trips and visits once registered
- 
Teaching Centre 

Financial Arrangements 

The NH SAPG, on the satisfactory outcome of the service provided by HCCI by way of termly review, will fund the HCCI in three tranches of £TBC, £TBC, £TBC plus VAT payable on receipt of invoice in January 2010, March 2010 and July 2010 

Signed: 

Printed: Owen Davis 

Position: Education Business Links Director 

Hertfordshire Chamber of Commerce & Industry

Date:

Signed: 

Printed Matt Glew 

Position:  Co-ordinator

North Hertfordshire Strategic Area Partnership Group  

Date:

