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Academic Year 2016/2017 Declaration of 
Subcontractors Form 

 

Instructions for completing the form and how to submit a ‘nil return’  

  

Introduction 

1 This document provides instructions on how to submit an accurate return and 
ensure you remain compliant against the current funding rules. It covers how 
to complete the 2016/17 Declaration of Subcontractors Form and also details 
how to submit a ‘nil return’ online using Skills Funding Service (SFS). 

2 All organisations in scope are required to declare their subcontracting 
arrangements. If you have subcontractors to declare, we have created a new 
form for the 2016 to 2017 academic year. You will find this form attached to 
the email dated 23/11/16 issued from the CF Subcontracting inbox.  

3 Where you do not have subcontracting arrangements, we have simplified the 
process and you are now able to submit your ‘nil return’ online through SFS.  

4 All declarations, including ‘nil returns’, need to be received by 14 December 
2016. If we do not receive a declaration by this date, we will suspend your 
payments, as described in our Funding Rules.  

All completed forms should be sent to the CF Subcontracting inbox. Please 
ensure your UKPRN and provider name appear in the subject title when you 
respond to the email.  

If your completed form has been successfully validated you will not hear from us 
and there is no further action required for this collection.  

Where your form has failed validation we will email you with an error report so that 
you are able to update your form and resubmit for validation. Ongoing validation 
issues will be supported by Business Operations colleagues and we require your 
engagement to ensure all issues are rectified at the earliest opportunity. Failure to 
re-submit the form after receiving an error report will result in your payments being 
suspended from January 2017 onwards.  

Subcontracting rules are different for Advanced Learner Loans please refer to 
the Advanced Learner Loans Funding and Performance – Management rules (F22 
– F24.5) in advance of filling in the form.  

https://skillsfunding.service.gov.uk/
mailto:CDS-Subcontracting@sfa.bis.gov.uk
mailto:CDS-Subcontracting@sfa.bis.gov.uk
https://www.gov.uk/government/publications/advanced-learner-loans-funding-rules
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Definition of a subcontractor 

5 For the purposes of this form, the definition of a subcontractor is a separate 
legal entity that has an agreement with you to deliver any element of the 
education and training we fund, or which is funded through Advanced 
Learner Loans. A separate legal entity includes companies in your group, 
other associated companies and sole traders. It also includes individuals who 
are self-employed or supplied by an employment agency, unless those 
individuals are working under your direction and control, in the same way as 
your own employees. This definition includes companies that are delivering 
education and training via the internet and other forms of distance learning, 
even if the materials were originally authorised by you or you grade learners’ 
assignments.  

6 Examples of provision that are bound by our funding rules and agreements 
are the Adult Education Budget, 16-18 Apprenticeships, Traineeships, 
European Social Funding and Advanced Learner Loans.  

7 You may use subcontractors for purposes other than to deliver education and 
training, like to assess candidates or to deliver the National Careers Service. 
You should not include these subcontractors or their contract value when 
you complete this form.  

8 You should only include subcontracting arrangements on this form if a signed 
agreement with a financial value is in place for the academic year 2016/2017 
on the day you submit the form. For example, do not include prospective 
arrangements, terminated arrangements, completed arrangements or 
framework agreements where no activity has been called off. If activity has 
been called off of a framework agreement, please include the details of that 
specific activity.   

 

Provision and Service Subcontracting  

9 Provision subcontract is when a lead provider has agreed a subcontract(s) 
with a provider(s) and allocated part of their (prime’s) provision. Therefore, 
the subcontractor will hold its own funded allocation profile to achieve starts 
and outcomes. For example, provider A (the lead provider) delivers 
healthcare and diversifies its offer by contracting with provider B (the 
subcontractor) an allocation of funding to deliver business administration. 

10 Services subcontract is when a lead provider has purchased a 
specialism(s) from a provider(s) to deliver a service for the prime. Therefore, 
the lead retains all its provision but uses the subcontractor’s services as an 
integral part of its delivery. For example, provider Y (the lead provider) 
delivers construction and increases its capacity by contracting with provider Z 
(the subcontractor) to purchase off-the-job knowledge training. 
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How to submit a ‘nil return’  

11 If you have no subcontracting arrangements you still need to let us know 
before 14 December 2016.  

12 As in previous years, you can submit a ‘nil return’ by using the attached form 
and sending back to the CF Subcontracting inbox. Alternatively you can now 
submit a ‘nil return’ online through Skills Funding Service (SFS). 

13 To submit your ‘nil return’ online through Skills Funding Service (SFS) please 
follow the steps below: 

a Click on the link to the Skills Funding Service in the email you have 
received from CF Subcontracting: https://skillsfunding.service.gov.uk/ 

 

 
 

b Sign in to SFS using your existing username and password (N.B. You will 
need the Contract Authoriser or Data Returns and Claims Authoriser role 
to make a ‘nil return’ declaration. 

 

 
 

 

 

 

 

mailto:CDS-Subcontracting@sfa.bis.gov.uk
https://skillsfunding.service.gov.uk/
https://skillsfunding.service.gov.uk/
https://skillsfunding.service.gov.uk/
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c Click on Subcontracting and follow the on-screen instructions  

 

 

 

Before You Start to Complete the Form 

14 There are 2 tabs on the form. One tab is labelled ‘declarations page’ and the 
other ‘pre-validation checks’. The declarations page is where you enter your 
subcontracting details. The pre-validation checks will assist you in completing 
the form before returning it.  

15 The form is also available in Excel 2003 format on request if you are unable 
to access the Excel 2007 version.   

16 Please do not: 

 cut and paste data from previous years’ forms 

 delete any columns, rows or individual cells 

 convert the file from Excel to another format, such as pdf.  

17 You can add up to 250 rows of data on the declarations page. If you need to 
include more than 250 rows of data, please use another form. You should: 

 give each form the same version number 

 send them in on the same date 

 amend the file name slightly for each of the forms so that for the first 
form it is suffixed with the letter ‘a’, the second suffixed with the letter 
‘b’ and so on and 

 contact CF Subcontracting to let them know that you will return more 
than one form. They will make separate arrangements for validating 
your forms.   

How to Complete the Form 

18 The following section details how to complete each section of the form. If we 
have pre-populated any of the answer boxes, please do not amend, this will 
cause errors at the validation stage.  

mailto:CDS-Subcontracting@sfa.bis.gov.uk
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Part 1: Lead provider details 

 

 Question 2: You can find your UK Provider Registration Number 
(UKPRN) at www.ukrlp.co.uk.  
 

 Question 3: If you are a Further Education College, Sixth Form College, 
Local Authority, other public body or sole trader, the Companies House / 
Charity Registration Number should be left blank. 
 

 Question 5: We may have pre-populated this field with the number 1. 
Please do not amend the number for the first declaration. You should 
increase this number by 1 each time you resubmit the form to us. 
 

 Question 6: If you select ‘Yes’, please complete Parts 2, 3 and 4 of the 
form. If you select ‘No’, please complete Part 4 of the form only.    

 

Part 2: Subcontractor Details 

 You must not leave any line gaps between entries. 
  

 The legal name of a subcontractor and its UKPRN must be recorded for 
every line of information provided on the form.  
 

 Question 7: You can find on www.ukrlp.co.uk the correct legal entity 
name for each of your subcontractors. Include the name of each legal 
entity exactly as it is recorded on UKRLP. Please be particularly careful 
about use of ‘Ltd’ versus ‘Limited’ and ‘&’ versus ‘and’.   
 

 Question 8: If a subcontractor is a Further Education College, Sixth 
Form College, Local Authority, other public body or sole trader, the 
Companies House / Charity Registration Number should be left blank. 
 

 Question 9: Include all of the full names of the director/s of your 
subcontractor. If a subcontractor is a Further Education College, Sixth 
Form College, Local Authority or other public body, the answer box 
should be left blank.  
 

 Question 11: You will see a drop down menu with one choice for each 
line. Select the budget/programme type you have engaged your 
subcontractor to deliver. If your subcontractor is delivering more than one 
provision type, you will need to complete a separate line on the form for 
each provision type. There will no longer be an option to select Higher 
Apprenticeships. If you subcontract Higher Apprenticeship delivery, this 
should now be recorded either under 16-18 Apprenticeships or 
Apprenticeships 19+ as appropriate.  
 

 Question 12a: You should enter the gross value of the funds received 
from the SFA that you subcontract for ‘provision’ delivery, for the 
budget/programme type already detailed on the same line of the form. 
Please see paragraph 23 of this form for a definition of ‘provision 

http://www.ukrlp.co.uk/
http://www.ukrlp.co.uk/
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subcontracting’. Use the value for the academic year 2016/2017 only. If 
your subcontractor is delivering more than one budget/programme type, it 
may be possible that your contract with them does not break down the 
monetary value of the contract by budget/programme type. If this is the 
case, please include an estimated value for each budget/programme type 
when completing the form.  
 

 Question 13a: You should enter the maximum number of learners you 
have stated in the contract for provision delivery, for the 
budget/programme type and value already detailed on the same line of 
the form. Use the number of learners funded for the academic year 
2016/2017 only. You should enter a value greater than 0 (zero) and the 
value you enter must be in numerical rather than text format, for example 
50 not fifty.  
 

 Question 12b: You should enter the gross value of the funds received 
from the Skills Funding Agency that you subcontract for ‘services’ 
delivery, for the budget/programme type already detailed on the same 
line of the form. Please see paragraph 24 of this form for a definition of 
‘services subcontracting’. Use the value for the academic year 2016/2017 
only. If your subcontractor is delivering more than one budget/programme 
type, it may be possible that your contract with them does not break down 
the monetary value of the contract by budget/programme type. If this is 
the case, please include an estimated value for each budget/programme 
type when completing the form. 
 

 Question 13b:  You should enter the maximum number of learners you 
have stated in the contract for services delivery, for the 
budget/programme type and value already detailed on the same line of 
the form. Use the number of learners funded for the academic year 
2016/2017 only. You should enter a value greater than 0 (zero) and the 
value you enter must be in numerical rather than text format, for example 
50 not fifty.  
 

 Question 14: Choose ‘X’ from the drop down box for each geographic 
area that your subcontractor is delivering in.  At least one area must be 
chosen for each line of information declared on the form. 
 

 Question 15: You must let us know whether a subcontractor’s delivery 
will be for carry over learners only or if your contract with them will permit 
them to start new learners.  
 

 Question 16: Please confirm the start and end dates of the 
subcontracted activity, using the format dd/mm/yyyy. Do not include a 
start date before 1/08/2016 or an end date beyond 31/07/2017, even if 
your contract goes beyond these dates.  
 

 Question 17: If you select ESF in question 11 you will need to select the 
ESF specification that the subcontracted delivery relates to. You will see 
a drop down menu with one choice for each line. Select the specification 
type you have engaged your subcontractor to deliver. If your 
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subcontractor is delivering more than one specification type, you will 
need to complete a separate line on the form for each specification type.    
 

 Question 18: If you have declared provision subcontracting (Question 
12a), please provide the link to the page of your website which contains 
your supply-chain fees and charges policy. If you are an employer direct 
grant holder and not published your policy on line but have sent it to your 
Account Manager contact, please write in the box ‘Sent to Account 
Manager’. 

 

Part 3: Second Level Subcontracting 

 Question 19: You need to declare whether or not any of your 
subcontractors further subcontract any of the SFA’s funding by choosing 
‘Yes’ or ‘No’ from the drop-down box. You are required to obtain the 
Agency’s permission in writing before subcontracting to a second 
level. See the link below for further information: 
http://skillsfundingagency.bis.gov.uk/providers/Subcontracting 
 

Part 4: Declaration 

 Read Parts 5 to 6 and then make each of the three declarations, by 
choosing ‘yes’ in the associated boxes (or just the final one if you are 
making a ‘nil return’ by using the form). 
 

 Questions 20 and 21: We would expect the person making the 
declaration to be the person who signs the funding agreement between 
your organisation and the SFA.  

Returning the Form 

19 After you have completed the form and the declarations has been made, 
please reply to the email you have received from CF Subcontracting 
and ensure your UKPRN and provider name are included in the subject. 

20 You should return your form as early as possible. When you return your form 
to us, we put it through an automated validation tool. If your form does not 
validate successfully, you will need to resubmit it after addressing the errors. 
We will provide information on the areas where your form has failed to enable 
you to understand where corrections need to be made before you resubmit it.    

21 Your form must be received by 14 December 2016. If your form is not 
received by this date, we will suspend your payments as described in the 
SFA’s Funding Rules.   

Resubmitting the Form 

22 If you are required to correct and resubmit your form, you should do this at 
the earliest opportunity.  

23 After making corrections to the form, increase the version number by one 
in the Version box (Question 5) in Part 1. 

http://skillsfundingagency.bis.gov.uk/providers/Subcontracting
mailto:CDS-Subcontracting@sfa.bis.gov.uk
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24 Resubmit a copy of your completed form by emailing CF Subcontracting 
inbox (CDS-Subcontracting@sfa.bis.gov.uk).  

25 We will again run your form through the automated validation tool. If your 
form still does not validate successfully, we will notify you of this. We will 
provide information on the areas where your form has failed to enable you to 
understand where corrections need to be made before you resubmit it.    

26 Your form must be received by 14 December 2016. If your form is not 
received by this date, we will suspend your payments as described in the 
Agency’s Funding Rules.   

Questions 

27 If you have any questions relating to populating and submitting this form 
please contact the Business Operations Service Centre on 
servicedesk@sfa.bis.gov.uk 0370 267 0001.   

 

Common mistakes 

28 Based on the 2015/2016 subcontractor declaration collection we have 
identified the following common mistakes which may help you to submit a 
successfully validated declaration form: 

 Missing information – not all fields are completed. Please review the pre-
validation tab to ensure that all fields are complete before submission. 

 The name included in the ‘subcontractor name’ column isn’t the 
subcontractor’s exact legal name as per the UKRLP website. 

 The UKPRN included in the ‘subcontractor UKPRN’ column is missing or 
incorrect.  

 The provider has ‘unprotected’ the form.  

 Rows, columns and/or individual cells have been deleted.  

 Data has been inserted into the form and then cut and pasted into other 
cells.  

 The file name has been changed by the provider.  

 The version number has not been increased when the provider resubmits 
the form.  

 If there are any gaps on the form between each row which has information 
inserted, only the first section of data will validate. 

 

 

mailto:CDS-Subcontracting@sfa.bis.gov.uk
mailto:CDS-Subcontracting@sfa.bis.gov.uk
mailto:servicedesk@sfa.bis.gov.uk

