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	Course Information Sheets (CIS)

CIS are normally completed by the Programme Area Leader (PAL) in conjunction with the tutor.  These forms are essential for new or potential learners to gain an insight into the course they are interested in.  The description given should leave a learner with a clear expectation of what they will need in the way of skills and knowledge to get on the course, what they will learn on the course; and any progression opportunities at the end of the course.



	
	

	Assessment Policy – QA01

The assessment policy describes why and how we access learners to ensure they are on the right course for them and thereby maximise their success.

 

	
	

	Scheme of Work (SOW) – QA15

The SOW is a key document in the planning of any course.  It includes all the essential information on how, where and at what point in the year elements of the course will be delivered.

It is essential from the planning perspective as it ensures that all elements are planned and can be completed in the allotted time frame.  It is also essential in the case of sickness as another member of staff will be able to determine where the learners should be up to at any point in the year.


	
	

	Lesson Plan and Review – QA14

Lesson plans are written to ensure all aspects of the week’s topic are covered, they are essential for informing class support workers on what it is they need to support and also a tool to ensure that all individual needs of the class have been catered for as well as any resource requirements.

The lesson plan is also used to record any unanticipated outcomes along with equality and diversity, health and safety, embedded basic skills, differentiation and reflective practice.


	

	Continued overleaf ………………..

Individual Learning Plan (ILP) – QA09, QA10, QA11 & QA11a

ILP’s are a document used by both learner and staff alike, they include key personal data about the learner in terms of their goals and aspirations and help teaching staff to effectively plan learning on an individual basis whilst allowing the learner to play an active role in individual target setting and ensuring they get the maximum individual advantage from the course by self evaluation.

ILP’s should be contextualised to ensure that the learner connects to a meaningful context.


	
	

	Student Achievement Record – QA12

The achievement record shows at a glance the progress of all learners on the course against both the group and the learners individual expected outcomes.  This makes it easier to check the progress of individuals and highlights any learners that are in danger of not completing the course.

The achievement record and the dates should be closely aligned to the SOW.
  

	
	

	On and End of Course Evaluations – QA02a & QA02b

Evaluations are surveys used to determine how well a course is meeting the expectations of the learner; they are used as a guide to determine whether changes are needed and how effective previous changes have been.

The learners are our customers and for that reason alone we should listen and act upon what they say, we are also obliged by the Skills Funding Agency (SFA) to survey the view of our learners.
 

	
	

	Course Analysis Sheet – OD05

Course and programme reviews are used in conjunction with learners surveys and all other quality assurance processes such as lesson observations, retention, achievement and success data to review the effectiveness of the courses we are running.

They provide a quality assurance framework by which programmes are evaluated and recommendations for improvements made.
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