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Westminster Adult Education Service 
Subcontractor Management Fee Policy  

 
Overview 
 
Westminster Adult Education Service (WAES) is a direct delivery service within Westminster City 
Council providing adult and community learning for adults living and working within and beyond 
Westminster.  In line with WAES Mission Statement to become the best adult education service in 
London at the heart of an outstanding learning community economically, culturally and socially, this 
policy outlines WAES approach to subcontracting and partnership activity.  
 
WAES’ vision is to engage, challenge and inspire individuals, communities and employers through 
learning and training. 
 
WAES is committed to developing a sustainable and reliable supply chain to enable proactive 
planning, learning and training. 
 
WAES operates as a Lead Provider where the majority of provision is delivered in-house and an 
agreed proportion of the funding is delivered via sub-contracted organisations through a national 
framework of approved providers. 
 
The policy relates to activity funded through the Skills Funding Agency and any other government 
funded provision whereby WAES enters into a subcontracting agreement with a supplier to deliver 
activity.  This policy is effective from 1st August 2016. This policy will be reviewed annually and is 
published on WAES website www.WAES.ac.uk and on the Virtual Learning Environment (Moodle) 
Sub-contractor section http://moodle.waes.ac.uk/moodle/course/view.php?id=48 .   
 
Purpose of Policy  
 
The purpose of the policy is to ensure the effective management of sub-contractors to reduce and 
mitigate against potential risks to WAES and main contractor funding bodies.  It also sets out a 
framework for improving the quality of Teaching and Learning for both WAES and the sub-
contractor.  The policy and processes also adhere to the following underlying principles:  

• To ensure compliance with all legal and contractual requirements;  
• To achieve value for money;  
• To conduct all activities in a collaborative manner with integrity at all times;  
• To apply open, fair, transparent and non-discriminatory practices; 
• To undertake a thorough risk assessment of the full supply chain and manage any risks 

accordingly. 
 
Sub-contractor Approval and Due Diligence  
 
Prior to any delivery, all sub-contractors undergo a comprehensive Due Diligence tender process, in 
compliance with Westminster City Council (WCC) procurement procedures.   Subcontractors are 
selected on the basis of their financial viability, track record, the type of provision being delivered, 
quality assurance framework and location to ensure WAES is able to effectively respond to employer 
and learner demand whilst reflecting local skills priorities.  
 
A two stage application process will be implemented that all sub-contractors will need to 
successfully pass in order to be offered a contract.  
 

http://www.waes.ac.uk/
http://moodle.waes.ac.uk/moodle/course/view.php?id=48


Stage One: Open Tender onto WCC Framework 
 
All applicants must successfully pass the open tender process and be accepted onto the framework 
of approved providers to succeed to the second stage.  An approved sub-contractor list will be 
maintained which will record any organisation that has successfully completed the first stage.  All 
organisations within this list will be required to ensure their information is updated annually or as 
directed by WAES.  Potential sub-contractors can apply through Stage One, only when a WCC tender 
is announced as open, to be placed on the approved sub-contractor list.  Passing this stage will not 
guarantee an offer of a delivery contract.  This process will consider the organisational level due 
diligence that must take place which will include specific organisational details and a review of 
financial health, policies, insurance and overall quality.  
 
Stage Two: Delivery Contract Level Approval  
 
The Stage Two application process relates to a specific application or request to deliver a sub- 
contract and constitutes a mini competition i.e. CALLOFF.  It is the responsibility of WAES to decide 
the most appropriate method of procurement which will take into account the specific contract 
requirements and timescales.  WAES will also ensure that the process complies with any legal 
requirements.  This process will consider the contract level due diligence that must take place which 
will take into account the following:  
 

• Capacity to Deliver;  
• Ability to Deliver including approval of CVs and qualification evidence for delivery staff;  
• Organisation track record including success rates and retention; 
• Quality Improvement and Self-Assessment Reports;  
• Proposed delivery model size of contract allocation;  
• Geographical coverage. 

 
Risk Management  
 
At each stage of application the organisation will be risk assessed by WAES and given a score that 
will take into account the results of the due diligence checks and give consideration to the specific 
contract being offered.  The risk score will also be used to inform the management and monitoring 
arrangements as well as to assess any additional fees or charges that should be applied.  
 
Each subcontractor will have to maintain a risk register which is to be updated monthly.  This will 
form part of the payment procedure and invoices will only be paid after the risk register has been 
updated.  The Risk register must be done using the WAES template and uploaded onto OneDrive. 
 
Sub-Contractor Management and Monitoring  
 
Each sub-contractor will have an identified main point of contact for administration and 
management which is specific to the contract being delivered.  This person will be the project co-
ordinator and expected to attend monthly Performance Management meetings. 
 
An agreed reporting structure for each contract will be developed and based on contract 
requirements and subcontractor risk assessment.  As a minimum, each sub-contractor will be subject 
to annual formal reviews and announced and unannounced spot checks and audits during the life of 
the contract.  
 
WAES will manage and monitor sub-contractors to ensure that the following standards are met:  



• The sub-contractor is demonstrating value for money; 
• The sub-contractor is compliant with all contract requirements;  
• The sub-contractor is delivering a quality programme; 
• The sub-contractor continues to meet the minimum requirements to pass the Stage One 

application process;  
• The sub-contractor is achieving the minimum standards of performance; 
• Further commissioning of supply services will not be permissible without prior approval from 

WAES who will give due consideration to any specific contract requirements.  
 
Management Fees  

The management fees charged by WAES covers all activity undertaken by WAES in support of the 
sub-contractor with the exception of services listed under ‘Additional Services’.  

The standard fixed management fee that will apply to sub-contracted activity will typically range 
between 25-40%.  Fully funded provision will be charged at a rate of 25%, Co-Funded at 30% and 
underperforming activity deemed high risk at a rate of 40%. The Management fee charged in 
previous academic years shown in Appendices A, B and C. 

Activities undertaken by WAES as part of the management fees include:  

• Due Diligence  
• Support Risk Management  
• Contract Compliance Advice and Guidance on Funding Audit Compliance  
• Data management 
• Document retention 
• Training as required on processes, sector information, funding and other updates etc 
• Data returns to the funding bodies 
• Responsibility for the external audit with regards to subcontracted provision 

A further management charge may be applied in the following situations: 
1. where a sub-contractor has a high risk score and additional controls are required to manage 

and monitor the sub contractor’s performance; 
2. where the paperwork submitted is below the required standard and either has to be sent 

back or WAES staff has to support the adjustment or corrections to such paperwork; 
3. where apprenticeships are being delivered – all apprentices will have to use a e-portfolio 

and only functional skills and per apprentice cost will be borne by the sub.  Subcontractors 
will be required to use the WAES approved system. 

In all such instances the fee to be charged will be discussed with subs on an individual basis.  
 
Further management charges may be mutually agreed between WAES and the sub-contractor as a 
one off fee or as a percentage of contract value.  This will be dependent upon the contract in 
question. Additional charges may also include contingency fees. 
 
Instances of learners being transferred to another programmes or provider (including back to WAES) 
during the year, WAES will not make any payments and if payments have already been made these 
will have to be clawed back. 
 
Management fees will be deducted at source, i.e. subcontractors will receive a minimum contract 
value (MCV) from WAES that reflects their available funds to spend.  Any management fee will have 
been deducted prior to this allocation.  WAES will make monthly payments to subcontractors based 



on the correct submission of data and supporting evidence to validate learning delivery. All funding 
claims must comply with the current Skills Funding Agency or other funding bodies funding rules and 
the terms of the agreement between WAES and the sub-contractors.  Where funding claims cannot 
be substantiated, WAES will adjust or reclaim any funds from the sub-contractor, and, where 
required, make an appropriate repayment to the Skills Funding Agency.  
 
Individualised circumstances may lead to a reduction in management fee but this will be decided by 
WAES as part of the fee negotiation.  One such circumstance is if the sub is collecting tuition fees on 
behalf of WAES. If a subcontractor collects fees for their provision and that provision is being funded 
by WAES, on remitting a percentage of the fees taken back to WAES, the management fee may be 
negotiated down.   
 
WAES do not expect the subcontractors to make a contribution from any employer fees that they 
may charge for the delivery of the provision. 
 
Sub-contractor Support and Capacity Building  
 
WAES has a responsibility to support all sub-contractors to develop and deliver high quality provision 
that meets the needs of learners and exceeds the expectation of employers and learners.  The 
management fee deducted from allocated funds is used directly to provide a comprehensive 
programme and support and compliance measures to ensure that public funds are protected and 
used effectively and that sub-contractors are supported to develop their provision and extend their 
businesses in a sustainable manner.  
 
The exact mix of support will vary dependent on the needs to individual sub-contractors, but all 
organisations can expect to benefit from the following: 

• Apprenticeship improvement programme   
• Functional Skills overview training  
• One to one management meetings to improve performance 
• Designated Officer Training   
• Support for employer recruitment  
• Safeguarding and Prevent Training 
• Health & safety training 
• Support for learner recruitment  
• Support for learner and employer voice strategies   
• Preparation for external inspection including IV meetings, EV Reports, SAR and QIP training.   
• Quality support including briefings, inspections  and sharing of good practice 
• Employer and learner feedback surveys 
• Self Assessment & Quality Improvement Support  
• Subsidised Functional  Skills Initial Assessment  
• Subsidised IAG officer training qualifications  
• Subsidised management development qualifications  
• Subsidised TAQA Qualifications  
• Teaching & Learning Observations (inc Paired Observations)  

 
Payment Terms  
 
WAES will make payment to sub-contractors one month in arrears.  WAES will endeavour to pay 
subcontractors within 28 days from the receipt of the invoice.  All invoices must have a purchase 



order number or they will not be paid.  Payment is subject to the correct evidence and data 
being provided to WAES by the agreed monthly deadline.  Adjustments may be made to specific 
payments where evidence of eligibility, participation or achievement cannot be validated by 
WAES. Any amendments will be based on guidance provided by the current version of the SFA 
Funding Rules or other relevant funding body.  Payment will be based on invoices raised on the 
basis of an invoice advice note from WAES. 
 
Failure to comply with any of the requirements of the contract could lead to withholding the 
payment to a suncontractor. 
 
Policy Review & Publication  
 
The policy will be reviewed annually in July of each year, and any changes notified to sub-
contractors as part of either a regular contract review or via separate correspondence.  The 
policy will be published on WAES’s extranet.  All sub-contractors are provided with access to 
WAES’s extranet. 
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