[image: image1.png]& Herefordshire
Council




     Herefordshire 14-19 eManual

14-19 Quality Procedures / Protocols 
Recruitment Procedures 
Promoting the Programme/Course and Eligibility Criteria
The Programme Manager will promote any proposed 14-19 programme/course to the learners and their parents/carers. They will be given clear information about the contents of the course, the anticipated qualifications and any eligibility criteria agreed in the planning process by the lead partner and any partner providers.

Learners are entitled to impartial IAG and/or Career Guidance when reaching their decision as to whether to apply for the course.

Online Application
The Online Application Form will be completed by the applicant learner, with support from their tutor/s and/or parents/carers if required, and submitted to the programme manager. For all collaborative courses each application must be supported by a reference from the home school.
If applicable, an Eligibility Form will also be issued by the programme manager, completed by the applicant and submitted with the Application Form. 

Alternatively, the partner providers may consider eligibility during the Selection Process.

Learners will apply to 14-19 courses by submitting an Online Application Form. This is currently being piloted with five collaborative courses. There exists a government requirement that an Online Application for all post 16 courses is in place across the county by 2010. 
Selection
The Programme Manager will hold a Selection Meeting with any appropriate partner providers to review the applications and eligibility to reach an agreed decision as to which learners will be selected for the course. 

If further information is required from any learner, their parents/carers and/or their tutor/s, this will be requested before any final decisions are made at a further and Final Selection Meeting.

Learners will be informed as to the success of their application within 48 hours of the (Final) Selection Meeting.

Appeals by Learners

A learner is entitled to appeal the decision if they are not selected for the course for which they have applied.

They will be required to fill in the Appeals Form. The Appeals Procedure as laid out in this eManual will then be followed to decide whether the Appeal will be upheld.

Appendix : Recruitment procedures

Application process and procedures for confirmation / cancellation/ Transfer of places

	The partnership will need to agree:
	Agreed

Y/N
	Date

	Final date for receipt of applications


	
	

	Selection Criteria


	
	

	Interviews for all learners to discuss choices made


	
	

	Applications assessed by home/ school against agreed selection 

criteria


	
	

	Provisional uptake discussed by partnership – determine feasibility - staffing/ resources. Additional provision discussed / alternative opportunities for learner

	
	

	Date for notification of outcome to learners


	
	

	Letter confirming choices sent to learner and parents/ carers


	
	

	Acceptance of offer signed by learner/ parent/ carer


	
	

	Where there is the necessity to change the original offer made:

The school makes an alternative offer (follow procedure above)


	
	

	If learner wishes to change/ transfer/ cancel course after the start:

Learner discusses with  home school 

School involve parents/ carers/ provider in decision making

All parties sign agreement that change is agreed

No changes after the end of the month in which the course commences (no more than 4 weeks)

	
	

	School informs provider that the learner is no longer on the course and states alternative offer

	
	


Appendix; Agreed Partnership Timeline for Application Process
	Month
	Task
	By Whom
	Comments

	
	· Preparation of year 9/11 option booklets
· Provider open days
	· Schools/ providers
· Providers
	

	
	· Provider open days
· School presentations

· Application forms
	· Providers/ schools
· Coordinator/ curriculum

staff
	

	
	· Attend options evenings
· Option forms completed
	· Providers/ school staff
· Schools
	

	
	· Application forms return
· Applications screened
	· School coordinator
· Provider coordinator
	Option interviews 

	
	· Interview letters sent
· Selection day details sent

· Learner interviews
	· Provider
· Provider

· Provider & LA staff
	

	
	· Offers made to learner
· Confirmation of offer

· Induction day activities

· Taster days

· Curriculum planning
	· Provider
· Schools

· Provider/ Curriculum staff

· Strategic/ operational group
	

	
	· Staff CPD
	· Providers/ Schools/ 14- 19
	

	
	· Learners start
· Departmental inductions

· Target Setting
	· Curriculum teams
· Tutors/ co-ordinators
	

	
	· Learner reviews
	· Provider tutors
	One to one interviews to confirm suitability to be conducted by half term

	
	· Curriculum offer agreed for following year
· Production of prospectus
	· Strategic/ ops group
· Provider
	Career programme starts within schools

	
	· Prospectus distributed to schools/ connexions:
· Progress open evening at providers premises for parents/ carers/ learners
	· Providers
· Parents/ carers
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