
Guidance on submission of application

Please ensure you have reviewed the Specification, before reviewing this guidance document. 

As outlined in the specification, your application will be declined if the appropriate documents are not submitted and named in line with the naming protocol, clarifications will not be sought after the submission deadline. Please see the guidance below to support you with your application. 

Please pay close attention to how the documents are required to be NAMED & UPLOADED – for example: uploading your business plan needs to be saved as ‘Business Plan - Setting Name- date’.  Failure to do this correctly will result in your application being declined.
 
The following documents must be submitted with your application:
· Business Plan(Template available on website) 
· 3 year cashflow - (Template available on website)  
· Proposed Staffing Structure
· Safeguarding Policy
· Admissions Policy
· EY Bid 1 form (Template available on website) 
· FEEE policy(demonstrates how the FEEE hour will be delivered within the setting) 
· Parent information pack 
· Invoice
· Quality Assessment(QA) Visit Template
· Documents relevant to the building project(please see building and mobilisation guidance )
· Written Consent from the Landlord
· Lease agreement (if applicable)

Please review checklist on Section 5 on the application form before submission.
 
Please note: some sections have a word limit. Where a word limit is stated, any words after this limit is reached, will not be reviewed or scored.

Document should not be submitted using a zip file and scanned documents will not be accepted.

Any documents submitted that have not been requested will not be reviewed by the panel.
If an application has been created using identified Artificial Intelligence (AI) technology, the application will be automatically declined.


Submission date.


Phase 2 applications close on 31st October 2024 at 5pm.  Providers are encouraged to submit before the deadline if possible.  This would allow you time to re-apply if any documents were missing or incomplete.  Once the deadline has passed, any application that is missing any required documentation, or remains incomplete, will be declined.  We will not be seeking further clarifications after the deadline; panel members will score the information submitted.

Applications and supporting documentation must be submitted to childcare.expansion@essex.gov.uk.


The Offer- Guidance

Applications can be for a minimum of £10,500 (equivalent to at least 3 places) and a maximum of £112,000(equivalent to at least 32 places). Please review Priority area document before applying to see if your setting falls within a priority area.

Areas have been scored using a Priority 1, Priority 2, Priority 3 system. 
Please note that if your setting falls within a Priority 3 area, it may be that:-
· Section 106 Capital funding opportunities will be available instead. Section 106 Capital opportunities will be advertised on the EYCC website at the end of September 2024 Please see  website for more detail
· or that the area currently has sufficient places to meet demand and therefore, not a need to release further capital funding. 

Priority 1 and 2 applications will be reviewed first by the panel. If  any funding remains, Priority 3 applications will be reviewed if they can demonstrate the need for provision and how their setting will support the need within the Priority 1 and 2 areas. 

If your application is endorsed by the panel, you will then receive a Quality Assessment visit and your application will be reviewed by the ECC Infrastructure Development team. 

Funded Early Education Entitlement (FEEE)

If no FEEE policy is available, then any Parent information regarding FEEE which would give all information below is acceptable and it is always good to see a comparison of non-funded childcare information if this is on a separate document. 

· FEEE Policy/ Information for parents (Parent Pack etc)
· Deposit mentioned and compliant for each entitlement
· Admin/Reg Fee mentioned and compliant for each entitlement
· Consumable charge: how much, when applied, opt out, what is included
· Funded only places – how many, how can it be accessed without any charges, what does a parent need to do to access one?
· Term time /Stretched offer – how many hours per week if stretched / how many weeks stretched over
· How can funded hours be accessed? Per session or day / limit number of hours per day/session or complete flexibility on how hours are accessed – max of 10 hours etc
· Artificial breaks yes or no  – pay for lunch hour etc
· Information about each of the entitlements and how to apply etc
· EYPP information 
· DAF information
· Tax Free Childcare information.


Invoice
· Itemised for each charge
· Cost per charge x usage/take up
· FEEE hours zero cost
· Pattern of attendance
· Days/dates funded hours taken
· Days/dates private fees
· Consumable charge – how many and cost per day/hour

Admission policy
· As above as some providers include some of the information detailed above in this policy

The score of 4 could be given if a provider was completely compliant, fully flexible and the information provided is really clear.

Building, mobilisation and naming protocol guidance


· As part of your bid, you must complete the form named “EYBid1 Project Concept, setting name” and include the completed form as part of your submission.  This form can be completed electronically, and the electronic file must be named “EYBid1 Project Concept, setting name” 

· Provide a statement which details the proposed works. The electronic file must be named “Statement of Proposed Works, setting name” 

· Provide site plan (google map will suffice) The electronic file must be named “site plan, setting name”.. Please indicate where on the site the works will be undertaken 

· Provide existing building plan. The electronic file must be named “existing building plan, setting name” 
· Provide proposed extension/ new building plan. The electronic file must be named “proposed works, setting name”.

OR
Provide an existing building plan which details the areas which will be impacted by the proposed works. For example how the building will be modified or refurbished. The electronic file must be named “Proposed internal Works, setting name” 

OR

Provide an existing area plan or photo’s which details the areas which will be impacted by the proposed works. For example, how the external area will be modified or refurbished. The electronic file must be named “Proposed internal Works, setting name” 

· Provide an external area plan/photo’s showing areas which shall be refurbished or remodelled The electronic file must be named “Proposed External  Works, setting name” 

· If your application has a value is under £50,000 then simple photographs or Google Maps printed and edited will be sufficient. We need to be able to understand the existing building and the proposed works. A Google map printed off with a square drawn on it then photographed will support the lower value applications. Photographs embedded into word documents with arrows pointing the area to be altered will support our understanding of your proposed works and named “Photographs, setting name”

· If your application has a value is over £50,000 then photographs or Google Maps printed and edited will be required. We need to be able to understand the existing building and the proposed works. Photographs embedded into word documents with arrows pointing the area to be altered will support our understanding of your proposed works. Plans and elevations of your proposed works must be included as part of the Bid. All electronic files being appropriately named (e.g. “existing plan”, “existing elevations”, “proposed plan”, “proposed elevations setting name” etc).

· Provide a programme of the works.  This can be a high level review suggesting when you intend to tender your works, when you intend the works to start and when you intend for the works to complete.

· Provide detail of how the works will be carried out. For example, should your provision remain open during the works, a statement will be required to confirm how health and safety of the occupants will be maintained. Occupants need to be protected from construction works including protected from dust and noise. 

· Should your bid include an actual building expansion you will be required to provide a statement of how you intend to achieve Local Authority planning permission for your proposed works should this be required. Please also consider there will be costs associated with applying for Planning Consent.

· You will be required to provide a statement of how you intend to achieve Local Building Control sign off (including Local Fire Officer and how the design intends to consider accessibility for less able building users/ visitors) for your proposed works. Please do consider there will be costs associated to the application process for Building Control compliance 

· You will be required to provide a statement of who will be appointed to manage the Health and Safety for your proposed Construction works under the Health and Safety Act HSE: Information about health and safety at work. 

· You will be required to provide a statement of how you intend to ensure Asbestos is identified and, if required, removed as part of your proposed works. 

· Provide quotes that exactly match the scope of your proposed works. The electronic file must be named “Quote 1, Quote 2 Quote 3 etc. You should name one of your quotes as “Preferred Quote”

· Provide cost detail that considers a “contingency” amount as a percentage of the proposed works. This can be part of the “Preferred Quote” or a separate electronic document named “cost plan”

· Provide costs for any professional consultants who may be employed by you in the duration of the works such as Architects/ Surveyors/ Project Managers/ Planning Consultants 


Core values

In this section, include details of how the provision will meet the responsibilities and requirements of the Equality Act 2010 and the SEND Code of Practice 0-25 2015. How equality and diversity will be promoted and all children and families welcomed and included. How the provision will engage with parents and work in partnership with relevant stakeholders to ensure the provision meets the local need.

Quality visit

If your application is endorsed by the panel, you will receive a Quality visit to your setting. Please complete the left side of the QA visit template and submit this with your application in readiness for the visit. 

Business Plan guidance – 

Please see separate ‘Business Plan Template Guidance’ to support you in completing the Business Plan Template.  Should you wish to discuss your business plan, or seek further guidance, please request support from the Business Management Consultants Team (BMC) by emailing bmc@essex.gov.uk before 14th October 2024.



