Annex 4

National Apprenticeship Service

Provider Referral Protocol
This protocol will compliment the national process for referrals of employers to providers and the monitoring and tracking of all referrals. 
The protocol assumes that each ESM has a caseload of providers with whom they are developing a relationship.

Pre-referral








Referral












ESM completes�HYPERLINK "../../../../../Administrator/Local Settings/Temporary Internet Files/Content.Outlook/QVDHFLJ3/SE Learning Provider Profile FINAL DEC 09.doc"�� provider pro-forma� with all information they are able to establish from various information held within NAS.  The partially completed pro-forma is then sent to the provider to complete the remaining information.





ESM makes an appointment to visit provider 4 weeks after the pro-forma sent to provider.  This visit is to discuss the information in the pro-forma and to clarify any information needed. This must include contact details for all leads and fortnightly spreadsheets.





When pro-forma completed it is then filed on the G:Drive �HYPERLINK "../../../../../Administrator/Local Settings/Temporary Internet Files/Content.Outlook/Employer Referrals to Providers Process"��under G:\SE NAS\SE NAS Employer Services (ZC & GS)\Provider Pro-formas� so that everyone in the team can access the information.





Providers will then be visited every 3 months to update the pro-forma information.  At these visits you will also discuss lead referral reports (please see details below).





Request converted to lead when employer commitment established.


Once employer has agreed that they would like to be referred to a provider/s ESM clicks on icon on computer to open and complete �HYPERLINK "../../../../../Administrator/Local Settings/Temporary Internet Files/Content.Outlook/QVDHFLJ3/SE Employer Referral Form FINAL DEC 09.doc"��Employer Referral Form�.








In line with the National MOU the provider must contact the employer within 2 working days and give a progress update on the spreadsheet when requested.











NAS will formally request provider feedback every 2-3 weeks. The team administrator will sort the spreadsheet by Provider and forward each section to the appropriate ESM for forwarding to their provider/s.








All actions and tasks must be recorded in CRM against the relevant employer/lead/opportunity record.  Summary provider reports on all referrals will be produced 6 monthly to support the provider update meetings.





All activity to be logged on CRM








Send completed Employer Referral Form to one or more providers (to the nominated lead recipient). ESM to save the referral form to CRM under the employer section and update the summary ‘referral Spreadsheet’ for tracking.








