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Tool 4: Sample Learner Satisfaction Survey
	How can I use this tool

· To gather feedback from learners on the quality of training and support which you provide
· To support other information you might have collected regarding the quality of training and support which you provide
· To review the questionnaires which you currently use to gather feedback from learners




Learner Satisfaction Survey

	For each question please tick the statement that applies to you best




Q1: How good was the information you were given when you were choosing your learning programme
· Very good


· Good

· Not good but not bad

· Bad

· Very bad



Q2.  How good was the help staff gave you in the first few weeks of your learning programme? 
· Very good


· Good

· Not good but not bad

· Bad 

· Very bad

Q3. How good is the training on your learning programme?
· Very good


· Good

· Not good but not bad

· Bad 

· Very bad

Q4. How good is the respect staff show to you?
· Very good


· Good

· Not good but not bad

· Bad 

· Very bad

Q5. How good is the advice you have been given about what you can do after this learning programme?
· Very good


· Good

· Not good but not bad

· Bad 

· Very bad

Q6. How good is the support you get on this learning programme?
· Very good


· Good

· Not good but not bad

· Bad 

· Very bad

Q7. How good is the learning provider at listening to the views of learners?
· Very good


· Good

· Not good but not bad

· Bad 

· Very bad

Q8. How good is the learning provider at acting on those views?
· Very good


· Good

· Not good but not bad

· Bad 

· Very bad
Q9. Overall, how good do you think the learning provider is?
· Very good


· Good

· Not good but not bad

· Bad 

· Very bad

Are there any comments that you would like to add?
	Thank you for your time and help




This survey contains the questions asked by the LSC of all learners as part of its approach to ensuring Learner Responsiveness, a key part of its Framework for Excellence. Analysis of findings from this survey can be benchmarked by providers against any data collated nationally by the LSC.
Tool 5: Sample Partner Satisfaction Survey
	How can I use this tool

· To gather feedback from partners on the quality of training and support which you provide

· To support other information you might have collected regarding the quality of training and support which you provide

· To review the questionnaires which you currently use to gather feedback from partners




Partner Survey

Name of person completing this form: …………………………………………

Name of your organisation (where appropriate): ………………………………
What is your connection with [PROVIDER]? ……………………………………
	
	Very good
	Good
	Not good but not bad
	Bad
	Very bad

	Q1: How good is your working relationship with [PROVIDER]?
	
	
	
	
	

	Comments:



	Q2: How do you rate the quality of the service offered by [PROVIDER]?
	
	
	
	
	

	Comments:



	Q3: How do you rate the effectiveness of the service/s offered by [PROVIDER]?
	
	
	
	
	

	Comments:



	Q4: How good is [PROVIDER] at keeping informed by about what they are doing?
	
	
	
	
	

	Comments:



	Q5: How good is [PROVIDER] at encouraging your involvement in its development?
	
	
	
	
	

	Comments:


	Q6: How good is [PROVIDER] at responding to your comments and feedback?
	
	
	
	
	

	Comments:



	
	Yes
	No

	Q7: Does [PROVIDER] have a beneficial impact on your business/organisation?
Comments:


	
	

	Q8: Would you recommend [PROVIDER] to other organisations and/or individuals?

Comments:


	
	

	Please use this space to add any additional comments you would like to make about [PROVIDER]




. 

	Thank you for your time and help




Tool 7: Sample Lesson Observation Criteria
	How can I use this tool

· To support observers in knowing what to look for when observing teaching and learning sessions
· To help you produce session observation criteria for your own organisation if you do not have any in place

· To help you review your own organisation’s current session observation criteria




Session Observation Criteria

	Date/Location
	
	Observer
	
	Tutor
	

	
	Observer Comments

	How detailed and appropriate is the scheme of work?


	

	How well does the session plan form part of the scheme of work and meet the needs and aims of individual learners?


	

	How appropriate is the learning environment in ensuring that learning can take? 


	

	How effective is the tutor’s introduction in outlining the session’s aims and objectives?


	

	To what extent does the session have pace and structure?


	

	How well does the session plan identify how learners’ skills for life development needs will be met?


	

	To what extent is the tutor providing a purposeful, motivating environment for learners in which they feel safe, secure confident and valued?


	

	How well do learning methods meet learner needs?


	

	How effectively is the tutor using listening and questioning techniques to monitor learning?


	

	How far do learning materials and resources reflect a good standard?


	

	How well is the tutor adopting inclusive learning strategies?


	

	How well does the tutor adopt an appropriate style that met the needs of learners?


	

	How well does the tutor communicate using different forms of language and media?


	

	How well does the tutor use effective and appropriate teaching and learning techniques?


	

	How good is the tutor’s subject knowledge?


	

	How well is learning managed during the session?

 
	

	How effectively do learners engage in activities that meet curriculum requirements and their individual needs?


	

	How well has the tutor drawn the session to a close and provide a useful summary of key learning points?


	

	To what extent has learning taken place?


	


Tool 8: Sample Lesson Observation Evidence Form
	How can I use this tool

· To support observers in recording the outcomes of teaching and learning observations
· To help you produce documentation  for your own organisation if you do not have any in place

· To help you review your own organisation’s current session observation form



Session Observation Form

	Member of Staff:


	Session: 
	No of learners present:

No of learners expected:

	Observer:


	Time and date:
	Session started on time?  Y  N

No of late arrivals:

	Session context:



	Strengths
	Areas for Improvement

	Teaching


	· 

	Learning/Progress made by learners during the session


	· 


	Observation Summary


	Summary (what happened during the session)



	Tutor comments


	Action points/Training needs



	Tutor signature:
	Observer signature:


	Grade awarded to session

	1

Outstanding

Significant strengths. Few if any weaknesses identified.
	2

Good

Strengths significantly outweigh the weaknesses.
	3

Satisfactory

Balance of strengths and weaknesses
	4

Unsatisfactory

Weaknesses outweigh any strengths


Tool 9 – Sample Learner Progress Review Observation Criteria and Observation Evidence Form
	How can I use this tool

· To support observers in knowing what to look for when observing learner reviews

· To help you produce observation of review criteria for your own organisation if you do not have any in place

· To help you review your own organisation’s current observation of review criteria

· To support observers in recording the outcomes of observations of learner reviews

· To help you produce documentation  for your own organisation if you do not have any in place

· To help you review your own organisation’s current learner review observation form




Observation of Review Criteria

	Date/Location
	
	Observer
	
	Reviewer
	

	
	Observer Comments

	How well prepared is the reviewer to deliver the review
	

	To what extent has a suitable venue been selected for the review?
	

	How well does the reviewer ensure that both the learner and their manager/mentor contribute to the review?
	

	How effectively is progress since the last review evaluated?
	

	How well is progress since the start of the learner’s programme evaluated?
	

	How well does the reviewer ensure that all learning and support needs identified on the ILP were discussed?
	

	How effectively does the reviewer agree SMART targets with the learner that provided both long and short term goals?
	

	How effectively does the reviewer ensure that the learner understood what they have to complete before the next review?
	

	How well does the reviewer ensure that learner understanding of both health and safety and equality and diversity are tested?
	

	How well does the reviewer ensure that the learner feels safe and understands how to raise concerns?
	

	How well is the review form completed and all discussions documented?
	


Feedback
	Context of Review (Location and any relevant background information)

Summary of Key Points (use a grade descriptor with a summary of the evidence, e.g. “The review was outstanding because...”)




	Strengths

Areas for development




	Agreed action points




	Safeguarding Issues


	Health & Safety/Resource Issues
	Equality & Diversity (Including differentiation)


	Reviewer’s Comments




Signature of observer………………………   Signature of reviewer ……………………...

Date feedback given
………………………

Date when progress against any action points will be reviewed    ………………………

	Grade 1
Outstanding
	Grade 2
Good
	Grade 3
Satisfactory
	Grade 4 
Inadequate


Tool 10: Sample File Audit Checklist
	How can I use this tool

· To support those who are responsible for checking that learners’ files are up-to-date and contain all the necessary documentation

· To help you produce your own file audit checklist  for your organisation if you do not currently have one in place

· To help you review your own organisation’s current file audit checklist




File Audit Checklist

	File name:


	Date:
	Auditor:


	Item
	Correct/ In place
	Further action needed

	
	Yes


	No
	

	1. Application form


	
	
	

	2. Interview records


	
	
	

	3. Evidence of eligibility for LSC funding
	
	
	

	4. Registration documents/copies


	
	
	

	5. Records of all initial assessment activities e.g.

· literacy/numeracy assessment

· learning style assessment

· IT skills assessment
	
	
	

	6. Records of any diagnostic testing


	
	
	

	7. Evidence of any existing skills, knowledge or qualifications at the start of the learner’s programme
	
	
	

	8. Evidence of induction


	
	
	

	9. ILP/learner diary/learning log


	
	
	

	10. Evidence of all reviews/ activities at which learner progress is discussed
	
	
	

	11. Are all documents signed and dated where necessary by both tutor and learner?
	
	
	

	Comments:




Tool 12: Sample Self-Assessment Report Template
	How can I use this tool

· To support you in writing your Self-Assessment Report
· To review the layout of your current Self-Assessment Report




Sample Format for a Self-Assessment Report

                                                          ‘Cover Page’

Company Logo

	Company Name

	Self-assessment Report Date


Confidential

	Report prepared by:




Introduction 

	This section should contain information about the organisation, including:

· Location and background

· An overview of work undertaken including details of government funded training programmes, sectors, numbers of learners etc.

· Changes since the last self-assessment report

· Key features of the geographic area in which the organisation operates including for example unemployment rates, GCSE performance, ethnicity.




	Type of provision
	Number of learners at time of self-assessment

	14-16
	

	16-18
	

	Adult learners (19+)
	

	Employer provision

Apprenticeships
	


Summary of grades

	Overall effectiveness of provision
	grades

	Capacity to improve
	

	Outcomes for learners
	

	Quality of provision
	

	Leadership and management
	

	Safeguarding
	

	Equality and diversity
	

	
	

	Subject areas
	

	List as appropriate all of the areas covered and their grades
	

	
	

	
	


Overall effectiveness






Grade

	Start with a judgement statement about overall effectiveness. Follow with a summary of the key findings from across your self-assessment report that should clearly support the overall effectiveness judgement.



Main findings 

	Bullet points can be used here to identify key strengths and areas for improvement across the organisation. Satisfactory practice can also be included. 

It is useful to list the bullet points in the order of the inspection framework aspects




What needs to be improved further?

	This section can be used to highlight the key areas that you recognise need to be included in your quality improvement plan for the coming year – keep this section brief and focus on things that will make most difference.



Summary of learners’ views

	Taken from recent feedback




Summary of employers’ views

	Taken from recent employer feedback




Capacity to make and sustain improvement

Grade:

	Text in this section should evaluate the criteria identified under the “capacity to improve” section of the revised inspection framework (2009)




Outcomes for learners





Grade:

	Text in this section should provide a summary of your findings from across the organisation. 

Ensure that as far as possible you evaluate against all of the criteria under aspect 1 of the revised inspection framework (2009)




The quality of provision





Grade:

	Text in this section should provide a summary of your findings from across the organisation. 

Ensure that as far as possible you evaluate against all of the criteria under aspect 2 of the revised inspection framework (2009)


Leadership and management




Grade:

	Text in this section should provide a summary of your findings from across the organisation. 

Ensure that as far as possible you evaluate against all of the criteria under aspect 3 of the revised inspection framework (2009)




Subject area(s)







Grade:

If there are two or more subject areas covered within your self-assessment you should provide separate summaries for each one within this section of your document.

Context

	Use this section to provide a description of how this subject area operates. Provide basic information such as programmes offered, qualification levels and numbers of learners.

This section should not start the evaluation of the subject, its aim is to set the scene




Key findings

	Within this section summarise key strengths, areas for improvement and satisfactory practice within this subject area. Ensure that you have evaluated your provision against each aspect of the revised inspection framework.




What needs to be improved further?

	This section should be used to identify the key priorities within this subject area that will form the main part of the improvement plan for the coming year.



Sample Quality Assurance Calendar
	Process
	January
	February
	March
	April
	May
	June
	July
	August
	September
	October
	November
	December

	Data review and analysis
	
	
	
	
	
	
	
	
	
	
	
	

	Learner Surveys
	
	
	
	
	
	
	
	
	
	
	
	

	Learner feedback meetings
	Feedback meetings held at least quarterly at all sites to s a separate plan
	Info. collated
	

	Partner surveys
	
	
	
	
	
	
	
	
	
	
	
	

	Observation of learning activities
	
	Info. collated
	Observations conducted across the year to a separate plan

	Internal audit of learner file documentation.
	
	
	
	
	
	
	
	
	
	
	
	

	Annual review of policies and policy statements.
	
	
	
	
	
	
	
	
	
	
	
	

	Collation of SAR information 
	
	
	
	
	
	
	
	
	
	
	
	

	Annual audit of IV Processes (where appropriate)
	
	
	IV conducted against a separate sampling plan across the year. 

	Internal audit of procedures and working instructions for the key learning processes.
	
	
	
	
	
	
	
	
	
	
	
	

	Staff appraisal 
	
	
	
	
	
	
	
	
	
	Interim review 
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