Guidance notes for completing the Quarterly Monitoring Report on the Communities First training budgets
April 2010 – March 2011
Report administered and monitored by the
Wales Council for Voluntary Action
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Quarterly Monitoring Report on Training – Guidance Notes
The Welsh Assembly Government (WAG) issues each Communities First Partnership with an annual training budget of £5000(. In addition to this, an individual budget of £1000( is granted to each staff member employed as part of a Communities First team. 

WAG has asked Wales Council for Voluntary Action (WCVA) to monitor these budgets on its behalf. This quarterly monitoring report is therefore the process by which WAG monitors how this money is being spent, as well as monitoring the training development of those involved with the Communities First programme.

The excel workbook that has been issued alongside this document, contains three spreadsheets that are to be completed, each designed to collect information on training development of partnerships and Communities First staff, as well as the expenditure of the aforementioned budgets. 
1. Submission deadlines for reports

Reports should be submitted on a quarterly basis. The submission deadlines for the financial year spanning April 2010 – March 2011 are as follows:

	For reporting period
	Deadline

	April – June 2010
	30 July 2010

	July – September 2010
	29 October 2010

	October – December 2010
	28 January 2010

	January – March 2011
	29 April 2011


2. General notes for filling in the sheets

It is vitally important to make sure that all information requested about a partnership and/or team is provided. All compulsory fields are marked with a red asterisk: e.g. *Compulsory field. 

In cases where information has not been provided the form will not be accepted and subsequently sent back to a partnership / team for amendment and re-submission. Alternatively, any partnership / team failing to provide details will be recorded as having provided incomplete information in the WCVA report to WAG. 

If any training has been provided for free, or from an alternative funding source, this can also be recorded on the sheets as a way of highlighting additional training development.

3. Information Sheet
The first sheet in the excel workbook, labelled “Information Sheet” asks for specific information about the partnership and staff. 
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The following explains how to fill in each of the above sections:

“Partnership”

In the field entitled “Partnership”, the name of the Communities First Partnership should be entered.  It is particularly important that the name of the partnership or team is recorded accurately.
      !
However, where the form is being filled out by a centrally based group of staff, please enter the name of the team or base into this field (e.g. Central Support Team, Local Authority, CVC, Regeneration team, etc).

 “Communities First Area”

In this box please enter the name of the Communities First Area(s) that the partnership / team covers.

“Local Authority”

Select the Local Authority area in which the partnership / team is located from the drop-down list.
“Grant Recipient Body”

Name the Grant Recipient Body (GRB) for the partnership, even where the partnership is acting as its own GRB (where applicable).

“Reporting quarter”

Select the dates for which the report covers (e.g. April-June 2010) from the drop-down list.

“Annual partnership training budget allocation” 
Enter the amount allocated to your partnership for training for the whole of the year spanning April 2010 – March 2011.

“Staff Members”

Use this column to list the names of each paid member of Communities First staff that receives an annual training allowance.

“Job title”

Use this column to enter the job titles for each staff member.

“Training Budget”

Use this column to enter the amount of annual training allowance for each member of staff.

“Notes”

Use this column to add any additional information that you wish to share with regards to members of staff, e.g. about maternity cover, job shares, new staff, etc.
4. Partnership Training
The second sheet is entitled “Partnership Training” and can be accessed by clicking on the tab labelled as such in the bottom left hand area of the screen (shown below). 
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In this sheet, only details of training that has been attended by partnership or community members should be entered.

The columns explained:

“Start date of training” 

Enter the first date of a particular course attended in the following format: ‘dd/mm/yyyy’.
If a series of training sessions has been attended which are all part of the same course (e.g. an ICT course spread over a month in one hour classes, or an ongoing Community Development course at a college, etc) they should be given only one entry. In cases such as these, the start date should be entered into the column entitled “Start date of training” in the following format: ‘dd/mm/yyyy’. In addition to this, the total number of hours / days spent on the course should be entered into the column entitled “Duration of course”. 

“Duration of course”

Please enter the length of the course, specifying whether the number you have entered refers to number of hours or number of days. 

“Course title”

Please enter the title of the course attended as it was advertised by the training provider.  

“Training provider”

Please enter the name of the trainer / company / educational institute that provided the training.

“Total cost of course”
Enter the total cost of the course – inclusive of VAT - into this column. This could include the course booking fee, course materials bought, cost of the trainer, cost of venue and/or travel expense, but only where this was paid out of the training budget.
“No. of attendees”

Enter the total number of partnership and/or community members that attended this training.

“Participant Profile”

Please select the most appropriate option from the drop-down list. 

“Notes”

Use this column to add any additional information that you wish to share with regards to the training.

“Level”

Only fill this column out where the level of training has been stated by the training provider. Where this has been stated by the training provider please select the most appropriate option from the drop-down list.
“Was it accredited?”
Again, only make an entry in this column where is has been stated by the training provider. Where this has been stated by the training provider please select the most appropriate option from the drop-down list.
“If accredited, name of awarding body”

Please enter the name of the awarding body.

5. Staff Training
Any training that is undertaken by Communities First staff members should be recorded on the third sheet, labelled “Staff Training”. Any and all training undertaken by staff should be recorded on this sheet, regardless of whether is was paid for out of the budget allocated individually to Communities First staff (£1000 per member of staff on average) or out of the partnership budget. This sheet can be accessed by clicking on the “Staff Training” tab in the bottom left hand area of the screen (shown below).
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The columns explained:

“Name of individual”

Please enter the names of any paid members of staff that have undertaken training in the current reporting quarter.
“Start date of training” 

Enter the first date of a particular course attended in the following format: ‘dd/mm/yyyy’.

If a series of training sessions has been attended which are all part of the same course (e.g. an ICT course spread over a month in one hour classes, or an ongoing Community Development course at a college, etc) they should be given only one entry. In cases such as these, the start date should be entered in to the column entitled “Start date of training” in the following format: ‘dd/mm/yyyy’. In addition to this, the total number of hours / days spent on the course should be entered into the column entitled “Duration of course”. 

“Duration of course”

Please enter the length of the course, specifying whether the number you have entered refers to number of hours or number of days. 

“Course title”

Please enter the title of the course attended as it was advertised by the training provider.  

“Training provider”

Please enter the name of the trainer / company / educational institute that provided the training.

“Total cost of course”

Enter the total cost of the course – inclusive of VAT - into this column. This could include the course booking fee, course materials bought, cost of the trainer, cost of venue and/or travel expense, but only where this was paid out of the training budget.

“Which budget paid for training?”

Please select the appropriate option from the drop-down list, i.e. ‘Individual budget’ or ‘Partnership budget’. If you wish to highlight training and development that was accessed outside of the Communities First training allowance (e.g. where training has been provided for free or from a different funding source), please select the ‘Non-CF funding’ option from the list.
“Participant Profile”

Please select the most appropriate option from the drop-down list. 

“Notes”

Use this column to add any additional information that you wish to share with regards to the training.

“Level”

Only fill this column out where the level of training has been stated by the training provider. Where this has been stated by the training provider please select the most appropriate option from the drop-down list.

“Was it accredited?”

Again, only make an entry in this column where is has been stated by the training provider. Where this has been stated by the training provider please select the most appropriate option from the drop-down list.

“If accredited, name of awarding body”

Please enter the name of the awarding body.

6. Completed reports
Completed reports should be sent to training@wcva.org.uk by the deadline date for each reporting quarter. These are listed in Section 1 of this document and can also be accessed via the Training and Support section of the Communities First website: http://www.communities-first.org/eng/training_and_support/ . 

An acknowledgement of receipt will be issued within one week of each returned report. If you do not receive an acknowledgement receipt for your report please contact us via the Communities First Helpline 0800 587 8898 to confirm whether your report has reached us or not.  

Any reports not received by the deadline will be recorded as non returns in the report to WAG.

7. The resulting report
WCVA will report to WAG on a quarterly basis with regards to training development and types of training accessed through the Communities First training budgets.
























( £5000 is an average figure but it does differ in some areas.


( £1000 is an average figure but it does differ in some areas.
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