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Kent Holiday Activities and Food (HAF) Programme –
Helping Families to Flourish
Application Form Stage 2 for 2024 Programmes 
Please use the provided checklist to support you in fully completing every section of this form. This will ensure that your application is processed more quickly. Please note that information for each site is required. 
Name of company/organisation/charity/setting/school 
………………………………………………………………………………………………
Section 1 – Schools and SEND 
A. Which local school(s) do you currently have links with and will be supporting with HAF Programme places?

	District
	School
	Primary
	Secondary
	Special 
School 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




B. How do you contact your local schools and support them to encourage families to access your HAF Programme?  
…………………………………………………………………………………………………
…………………………………………………………………………………………………
C. Which other professionals do you work with to support the children who attend your Programme? 
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
D. What plans have you put in place to support children with additional needs/SEND? Additional funding may be available in certain circumstances for some children – please see checklist for further details  
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
Section 2 – Programme Details 
Your programme:
A. Please explain how you are going to include families in your Programme, for example, provision of information on nutrition and healthy lifestyles, and provision of the ingredients and a recipe for each family to enable them to prepare a healthy and nutritious meal for their family
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
B. Please explain how you signpost families to additional support, for example, debt charities, housing, food banks etc 
…………………………………………………………………………………………………..
………………………………………………………………………………………………….
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
C. Please provide details of all the physical activities that you are going to offer 
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..

D. Please provide details of the art and craft and enrichment activities that you are going to offer
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..




E. Please tell us how you are going to support children’s understanding of health and nutrition
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
F. Please tell us how you are going to support children’s understanding of helping to make our planet sustainable
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
Section 3 – Food 
A. Please provide details of your proposed provision for a daily main meal, which should usually be hot, which provides a healthy well-balanced meal. Please include information about the drinks and snacks that you intend to offer
………………………………………………………………………………………………….
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
B. If you are open to both HAF Programme funded and non HAF Programme funded children, how will you ensure that all children get the same experience?

[bookmark: _Hlk82523812]…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
C. How do you propose to deliver food which meets the School Food Standards, food hygiene standards, and all allergy and health and safety requirements?
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..
…………………………………………………………………………………………………..

D. As you are providing food, have you registered as a food business? 
     YES/NO 
If no, please register using this link: 
Food business registration - GOV.UK (www.gov.uk) 
Section 4 – Safeguarding 
A. Documentation and Requirements: 
Do you have a child protection policy?   						Yes/No
Is your child protection policy in line with Kent Safeguarding Children Multi-Agency Partnership’s (KSCMP) policies and procedures?				Yes/No 
Do you have a staff behaviour policy (sometimes called a code of conduct) that all staff and volunteers understand and adhere to? 				Yes/No
Do you have a health and safety policy? 					Yes/No
Do you have appropriate public liability and employers’ liability insurance for your provision? 										Yes/No
Do you have a policy and procedure in relation to equality and inclusion? 	Yes/No
B. Safeguarding: 
Do all staff and volunteers have safeguarding training and induction in line with your policy?										Yes/No 
Do all your staff and volunteers have the appropriate level of DBS check according to their role?										Yes/No
Please confirm you have read, understood and implemented the safer recruitment pre-employment requirements, as these must be completed and retained locally for review/inspection as part of the compliance checks. Yes/ No



Please detail any further training that you require and/or if you answered ‘no’ to any of the above, how and when do you plan to meet these?
…………………………………………………………………………………………………
…………………………………………………………………………………………………



Section 5 – Documents to Include with Your Application (partners who delivered in 2023 in Kent do not need to re-submit documents, if they are still in date)
1. Safeguarding/child protection policy – reviewed within the last 12 months 
2. Staff code of conduct policy – reviewed within the last 12 months   
3. Health and safety policy – reviewed within the last 12 months
4. A copy of your equal opportunities/inclusion policy – reviewed within the last 12 months  
5. A copy of your current public liability insurance certificate 
6. A copy of your current employer’s liability insurance certificate (except for childminders) 
7. A copy of the DSL certificate(s) (must be dated within two years)
8. Copies of the first aid certificate(s) of member(s) of staff who will be on site during the programme (must be less than three years old)  
9. Copies of staff food hygiene certificates.
Please ensure that all the documentation you have supplied is up to date and that it meets any new legislation and guidance that has been published including:
· Keeping children safe in education 2023
· The Early years Foundation Stage 2023 (for Ofsted registered settings) 
· After-school clubs, community activities, and tuition Safeguarding guidance for providers September 2023
Please ensure that all your policies are dated, with a review date, and have been reviewed in the last 12 months. 
Please include any updated documents with your application and sign the declaration below.


Funding Process for the 2024 Kent Holiday Activities and Food (HAF) Programme

Name of company/organisation/charity/setting/school
………………………………………………………………………………………………….
Name and contact number for link person who the HAF Programme Team can contact
………………………………………………………………………………………………….
There are several elements to providing the full HAF Programme offer. The expectation is that all programme partners will be able to offer the full Programme. The provision that you agree to offer will be monitored by the HAF Programme Team. 
There is an expectation that all providers have a commitment to safeguarding the children in their care and will take appropriate steps to ensure this commitment is met.  This includes ensuring that:
· all those who are working or volunteering for the programme are suitable to do so and have the appropriate level of DBS check in place
· the programme has a child protection policy which all staff and volunteers know and understand 
· all staff and volunteers understand their responsibilities in relation to raising issues of concern (including making referrals to other agencies as appropriate) and their expected behaviour as part of the programme.  
· Statutory guidance and best practice guidance is adhered to, as detailed in the following documents Keeping children safe in education - GOV.UK (www.gov.uk) and After-school clubs, community activities and tuition: safeguarding guidance for providers - GOV.UK (www.gov.uk)

I confirm that we will meet all the criteria for the funding for the HAF Programme for 2024. I understand that should we fail to meet any of the criteria an element of the funding may be withheld. 
I confirm that I am willing to support the monitoring and evaluation process of the programme. This will include monitoring the delivery of specific elements of the HAF Programme to an agreed standard, provision of data on attendance from eligible children/young people, financial spend and compliance with safeguarding and other legal duties. I consent to details relating to delivery and activities offered being shared with eligible families and other HAF Programme partners as appropriate. 
I also confirm that relevant business records will be retained to evidence costs incurred (e.g. invoices, expenditure and salary information) and failure to do so may result in the recovery of funding.  I confirm that appropriate safeguarding records will be retained to evidence safer recruitment checks and DBS checks are completed, records are maintained and kept up to date and available for review upon request.
I can confirm that we will ensure that families accessing a funded place on the HAF Programme will be made fully aware of how their data and information is being used. Families must know their data may be shared with KCC (who fund the places) and The Education People (who manage the programme on KCC’s behalf). The Education People’s privacy notice can be found here.
I confirm that all relevant health and safety requirements are met in relation to all activities and adequate risk assessments are undertaken. 

Anti-Fraud Statement:
I am aware that if I make any false representation or fail to declare a change in circumstance that would impact on the funding provided, I may be subject to further action, which may include, recovery of funds, exclusion from further funding and/ or criminal proceedings. 

Funding Arrangements
	Funding currently available per eligible child per week is £122.00 for a minimum of four hours a day, four days a week for a maximum of six weeks.
Or (for Christmas 2024 delivery two-day option only)
Per eligible child £81.00 for two days’ face-to-face delivery and sufficient food for two meals and activities for participating children and young people.
Funding will be paid for each HAF Programme on a sliding scale, which is calculated on both level of bookings on the EVoucher online system and actual attendance at the HAF Programme. Attendance is evaluated based on the number of agreed places above. To ensure the correct funding amount is paid, it is important that accurate business records and registers are maintained and the online EVoucher record completed correctly. 



Will you be receiving funding from any other sources to support you in the delivery of the HAF Programme?
Yes………
No……….
If ‘Yes’, please detail below where the funding is coming from, how much it is and what it will be used for?
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
If your application is accepted, we will contact you to discuss payment arrangements and the HAF Programme monitoring and evaluation process.
Details and signature of legally authorised representative (owner/committee etc.) of the organisation or an individual:

Signed: ……………………………………………………………………………………….
Print name: …………………………………………………………………………………
Date: …………………………………………………….

The information we collect on this form will be used solely for the purpose of administering and evaluating the Holiday Activities and Food Programme and will not be used for any other purposes. The Education People’s privacy notice can be found here.
Thank you for completing this form. Please return it as soon as possible, and at the latest by Friday 26th January 2024 for the Easter delivery, by Friday 17th May 2024 for the summer delivery, and by Friday 18th October 2024 for the winter delivery. Send the form to KentHAF@theeducationpeople.org so that funding can be allocated accordingly. 
If you have any concerns/feedback, details of how you can raise these can be found through the following link Customer Guide to Complaints | The Education People
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Employment check template 2023.docx
Employment Check Record



[Name of provision]



		

Identity



		

Qualifications

		

DBS

		

References returned 

		

Right to work in the UK



		

Overseas checks



		Name

		Address

		Date of Birth

		Date evidence seen

		Qualification required: 

Y/N

		Qualification evidenced and date

		DBS reference number

		Date DBS obtained

		DBS obtained by (name)

		Ref. 1 Date returned acceptable

		Ref. 1 Date returned acceptable

		Check evidence and date

		Checks required Y/N

		Checks carried out: Y/N





		





		

		

		

		

		

		

		

		

		

		

		

		

		



		





		

		

		

		

		

		

		

		

		

		

		

		

		



		





		

		

		

		

		

		

		

		

		

		

		

		

		



		





		

		

		

		

		

		

		

		

		

		

		

		

		



		



		

		

		

		

		

		

		

		

		

		

		

		

		









PRE-EMPLOYMENT CHECKS

Robust vetting of applicants is essential to ensure children are kept safe. Part of this process will include obtaining Disclosure and Barring checks, however, history and research reveals that many individuals who pose a potential risk to children have no previous convictions or barring orders, so it is essential that robust checks include, investigations of employment history, particularly where there are gaps and references from previous employers and qualifications. This includes overseas checks of suitability and qualification equivalence. 

It may be appropriate to use a pre-employment check record, to ensure the process is robust. 





Thorough planning of the recruitment process should ensure that individuals do not take up their post prior to all vetting checks being completed. However, in exceptional circumstances only, after robust risk assessing and plans to ensure that there will be no unsupervised access to children, it may be acceptable to have new recruits take up their role before completion of all checks. 



References



Details in the application pack or often on the job application form should say at what point in the recruitment process any references will be sought. Good practice suggests that this is before interview, however this can be costly and therefore references are usually requested once an offer has been accepted. Whenever the request for a reference is made, employers should only approach the candidate’s current employer with the candidate’s permission. References or ‘to whom it may concern’ letters provided by the candidate should not be accepted.



Requests for a reference should always be done in writing; including a questionnaire with the request letter will help ensure that the reference includes the information you want. It is good practice to follow up by telephone with referees directly where appropriate, particularly if they refuse to give a reference at all.



Always include your contact details so that referees can contact you directly if necessary but ask for the written form to be returned to follow up any verbal conversations. (DfE Guidance (2014) is very clear that unsubstantiated or false allegations cannot be mentioned in an employee’s work reference.) References should provide factually accurate information and not subjective opinion. They should include: 



· A minimum of two references, preferably both from previous employers, depending on the circumstances

· References should be professional references from the current or previous employer/manager, however character (or personal) references may be accepted; this typically comes from an independent person, often in a respected position, who knows the candidate well

· a copy of the job description, to inform any referees without childcare knowledge of what is expected of the candidate.

Although there is usually no legal requirement for an employer to provide a reference, in some circumstances an employer may be failing in its duty of care by refusing to give a reference (for example safeguarding).



For a reference request letter and reference form, see appendix fifteen. 



Disclosure and Barring Service (DBS) 



All employees require a mandatory enhanced disclosure via the Disclosure and Barring Service, along with a check of the barred list. Applications should be submitted as soon as possible to help ensure the candidate is able to start their role as soon as possible. Further information is available from the Government Disclosure and Barring website, https://www.gov.uk/government/organisations/disclosure-and-barring-service 



If the new recruit is already signed up to the DBS update service, a status check will help ensure that they continue to be suitable to work with children. If permission has been given from the DBS holder, the update service allows employers to check the status of an existing DBS certificate, which must be seen and checked in its original form. 

The existing certificate should be for the same workforce where the same type and level of criminal record check is required. In addition, an employer can only request a status check if they could also legally request a new DBS application for the role the individual will be working in. Examples of how employers can legally use the update service are also available in the employer’s guide. www.gov.uk/government/publications/dbs-update-service-employer-guide/dbs-update-service-employer-guide  



There are several benefits to using the update service for all staff, including

· Instant online checks of existing DBS certificates

· No more DBS application forms to fill in

· You may never need to apply for another DBS check for an employee again

· Less bureaucracy

· Saves you time and money

· Enhances your safeguarding processes and is easy to incorporate into your existing suitability decision-making procedures.



It should be remembered that a DBS check only highlights five of the ten reasons that may cause a person to be disqualified (eleven for childminders) and therefore employers must ensure that recruitment processes allow for thorough investigation of those issues. A suitability declaration form will help to ensure employees are aware of these issues at the start of their employment and that their continued suitability is discussed throughout employment. 

See appendix 16 for a staff suitability declaration form. 



In the case of candidates and employees who have lived or worked overseas, employers should seek to obtain a certificate of good conduct from the relevant Police force or Embassy in their country of origin. Further detailed information regarding the overseas information service can be obtained from the Disclosure and Barring Service web site.



Right to Work



All employers must ensure that job applicants are entitled to work in the UK, before they are employed. All paperwork should be thoroughly checked to ensure it is correct, up to date and relates to the person concerned. 



There are considerable penalties for employing someone not entitled to work in the UK, including up to five years in prison and fines of up to £20,000 per employee. However, employers must not discriminate and should be consistent in their checking and not simply check recruits they assume would not be eligible. 



Employers must see original documents, check that they are valid with the applicant present and keep copies of documents, recording the date that checks were made. Detailed information on carrying out right to work checks, including which documents are required can be found at www.gov.uk/check-job-applicant-right-to-work 



The website gives the following advice about checking documents:

· The documents must be genuine, original and unchanged and belong to the person who has given them to you

· The dates for the applicant’s right to work in the UK haven’t expired

· Photos are the same across all documents and look like the applicant

· Dates of birth are the same across all documents

· The applicant has permission to do the type of work you’re offering (including any limit on the number of hours they can work)

· For students, evidence of their study and vacation times must be seen

· If two documents give different names, the applicant must supply supporting documents showing why they’re different, e.g. a marriage certificate or divorce decree

· Further checks may be required if potential employees have a limited right to work in the UK

· Make a copy that can’t be changed, e.g. a photocopy

· For passports, copy any page with the expiry date and applicant’s details (e.g. nationality, date of birth and photograph) including endorsements, e.g. a work visa

· For biometric residence permits and residence cards (biometric format), copy both sides

· For all other documents you must make a complete copy

· Keep copies during the applicant’s employment and for 2 years after they stop working for you

· Record the date the check was made.



Make sure the General Data Protection Regulations (2018) are followed, for guidance visit the Information Commissioner’s Office website https://ico.org.uk/ 



Qualifications



If a qualification is highlighted on the person specification, the applicant should be asked to provide proof of the qualification. Certificates should be checked to ensure they have been issued to the candidate and that dates tally with information given. 



The Department for Education states that early years qualifications must be ‘full and relevant’ in order for staff to be counted in staff: child ratios. Qualifications can be checked at https://www.gov.uk/guidance/early-years-qualifications-finder 



Where qualifications were obtained overseas, the qualification must be checked to ensure it is comparable with UK qualification.  UK NARIC is the designated United Kingdom national agency for the recognition and comparison of international qualifications and skills. It performs this official function on behalf of the UK Government. https://www.naric.org.uk/naric/   



When any checks are carried out, the candidate should be informed about the checks and all candidates should be informed and give permission for copies to be kept on their personal files.
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