No One Left Behind
LEP Commissioning Good Practice Review Guide

Introduction and purpose:
This document is intended as a practical reflection and improvement tool for Local Employability Partnerships (LEPs) to review commissioning practice and identify areas for development in line with the No One Left Behind Good Practice Guidance for Commissioning Employability Services in Scotland. 
This Guide can be used to support LEP planning, commissioning sub-groups, the Annual Investment Plan for your area as well as discussions with Scottish Government Relationship Managers or Local Authority finance colleagues when reviewing commissioning plans.
It is important to recognise that no area would be expected to already be doing all the actions in this Guidance. 
Priorities for action and improvement are best agreed collectively and in ways which are proportional and appropriate to the current commissioning context locally. 
Whilst the focus of this Guide is commissioning for employability it is relevant to commissioning in other policy and public service contexts.
How to complete this form: 
The form can be completed individually and then discussed collectively at your LEP or done as a collective. Whichever route you choose please type directly into the blank fields and comments boxes. 
Tick one status box for each action, then add comments and next steps where relevant. 
At the end of the form, you are invited to choose 3-5 priority actions for improving commissioning in your area.
	Name of LEP
	Click or tap here to enter text.	Completed by (name)
	Click or tap here to enter text.
	Date of review
	Click or tap to enter a date.	Review timeframe
	Click or tap here to enter text.


Status key: Select the most appropriate status for each action using the checkboxes, then complete Comments and Next Steps as required.
FOUNDATIONAL STRUCTURES
	Action
	Already doing
	Work in progress
	Priority for this year
	Future priority
	Comments
	Next Steps

	Skilled, dedicated staff resource in Local Authority 
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Capacity building for community orgs
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Continuous Professional Development on 
commissioning in complex contexts
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps

PRINCIPLE 1: A Strategic Investment Approach
	Action
	Already doing
	Work in progress
	Priority for this year
	Future priority
	Comments
	Next Steps

	Co-production of Commissioning Strategy
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Ensure wide stakeholder involvement in planning
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Strategic planning 12-18 months ahead of financial year start and/or agreement/ contract renewal time
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Risk assessment for funding gaps 
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps




PRINCIPLE 2: Accessible, Proportionate and Transparent Funding and Commissioning

	Action
	Already doing
	Work in progress
	Priority for this year
	Future priority
	Comments
	Next Steps

	Planning & Oversight

	LEP has a Commissioning Sub-group in place to oversee whole approach
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	A range of funding models considered and most appropriate applied
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Commissioning models encourage and support partnership approaches
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Forms and processes are designed with provider input to be accessible and proportionate
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	All provider proposals assessed through a transparent process

	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Timeline for Allocation of Funding

	Advance warning given with published timeline for commissioning process 
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Agreed minimum publication to submission timeframe (e.g. 6-8 weeks)
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Equity of timelines between bidding and notice of award 


	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Assessment of proposals

	Assessment criteria are clear and published  
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Wider LEP partners and Lived Experience views help assess bids
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Assessment Panel has clear rules on confidentiality and conflicts of interest
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Assessment Panel members have equal voice 

	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Notification of outcome

	Explanation of decisions for successful or unsuccessful applicants 
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Opportunity for dialogue and flexibility on details of final service delivery where reasonable/appropriate
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Clear processes for managing the beginning and end of contracts and timeous information
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps




PRINCIPLE 3: Adequate and Secure Funding

	Action
	Already doing
	Work in progress
	Priority for this year
	Future priority
	Comments
	Next Steps

	Funding arrangements in place to award multi-year agreements/contracts
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Full Cost Recovery funding (i.e. not unit costs or outcome-based payments)
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Clear payment schedules: (min quarterly in arrears)
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Payment in advance where appropriate
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps




PRINCIPLE 4: Proportionate Evaluation and Reporting 

	Action
	Already doing
	Work in progress
	Priority for this year
	Future priority
	Comments
	Next Steps

	Continuous Improvement mindset with regards to use of data is adopted
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Data reporting is person-centred appropriate to scale & stage of provision 
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Services gather feedback from service users and it informs planning and adaptations
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Data required for monitoring and evaluation is agreed at the start and not changed unnecessarily
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Providers are trained and supported to understand data requirements and responsibilities
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Separate forms for equalities data are in place
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Financial evidence requirements are proportionate and reasonable
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps
	Shared Customer Relationship Manager System (CRMS) with support in place
	☐	☐	☐	☐	Click or tap here to enter text.	Enter next steps



LEP Commissioning Improvement Priorities

Following completion of the Review Guide, this table provides space to summarise 3-5 priority actions which you wish to implement to strengthen commissioning practice over the next 12 months.

		Priority Area
	Action
	Lead Organisation
	Timescale

	Enter Priority Area	Enter Action to be taken.	Named Lead	Enter Timescale
	Enter Priority Area	Enter Action to be taken.	Named Lead	Enter Timescale
	Enter Priority Area	Enter Action to be taken.	Named Lead	Enter Timescale
	Enter Priority Area	Enter Action to be taken.	Named Lead	Enter Timescale
	Enter Priority Area	Enter Action to be taken.	Named Lead	Enter Timescale
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