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POLICIES & PROCEDURES
With regard to Delivery of Provision &

 Quality Manual Documents

N.B. the brackets following any named documents are a reference directly to that documents lead number in the Quality Manual e.g. (2-7a) refers to 2-7a-Learner Completion.doc in the Quality Manual list
Structure and Function

Quality Improvement Network (QIN)

The QIN will comprise of delivery partner organisations and will meet at a conducive venue and will meet a minimum of once per term or more frequently subject to demand.

The QIN will be chaired by a Senior Manager of the sector’s regional hub (Humber Learning Consortium).

Each participating organisation will be represented by a member of senior management with the responsibility for Quality Assurance, or a member of staff who will represent the manager in their absence.  If the session is a specialist subject and may be of more relevance to other persons in the organisation, the manager may invite along other members of their staff.
The minutes of meetings or relevant handouts will be distributed to the senior manager of each participating organisation if so requested.

The QIN will ensure that Quality Development issues from HLC or partner organisations Quality Improvement Plans (QIPs) are addressed.
The QIN will provide the management process with the necessary information to determine a participating organisation’s continued operation within Adult & Community Learning funding.

Provider Application process

A delivery partner is defined as an organisation who has met the minimum requirements to deliver HLC’s contract outputs.  They will have submitted to HLC evidence of their:

· Quality Framework

· Quality Manual or evidence of practices

· Named person responsible for Quality

· Last Self Assessment report

· Quality Improvement Plan

· Copy of the 3 year business plan

· Copy of the last 3 years audited finances

· Last Risk Assessments

· CVs of management and delivery staff
For any organisation that does not meet the minimum standard, support will be available to achieve this, through access to training sessions when available or monitoring of action plans that will assist the organisation to develop.

Provider Course Information (2-5a)
Delivery organisations must complete a Provider Course Information document to establish the criteria which HLC will apply as the management hub to identify whether an organisation can meet the necessary requirements to meet contract outputs and has:

· specified policies in place

· meets financial risk assessment

· identified its target group of learners
· planned and costed an appropriate learning programme to meet the needs of those learners

· identified tutors with appropriate experience and teaching qualifications

· holds necessary insurances 

· undertaken risk assessments of the premises and assesses risks affecting tutors and learners
· identified appropriate resources to support the delivery of the programme

· procedures and systems in place to support learners and review their progress
· systems in place to monitor and evaluate delivery and provide appropriate information to the HLC
If an organisation does not meet the necessary requirements then an assessment will be made by HLC as to what help is needed to achieve the criteria which might include:

· support with development of policies and risk assessment

· support with identification of a more appropriate learner programme

· loan of resources for delivery

· staff training

· support with observations if staff are inexperienced in observing other tutors
The Provider Course Information document must reach HLC’s Head of Administration at least two months before the start of the programme
Assistance in completing the Provider Course Information document is offered through HLC’s project lead and the Quality Manual’s Provider Course Guidelines (2-5b)
If the providers plan is accepted then a contract will be offered to the partner organisation which will give specific information on timing of outputs and finances to be claimed.

PRE-COURSE INFORMATION

Promotional material and pre-course information should be in a format appropriate for the target audience

Consideration should be given to pro-active measures to promote equality and diversity (3-21)
The information should be very clear on the aims of the course, who it is appropriate for and at what level it will be delivered

Materials MUST include the current LSC and HLC logos and examples should be provided to HLC 

All promotional literature should inform the potential learner of:

· Course Name

· Venue Address

· Start Dates

· End Dates

· Start Time

· End Time

· Tutor Name

· Who the target learners are

· What the Aims & Objectives are

· Entry requirements

· Brief indication of content

· Possible to achieve

· Progress opportunities from this course

· Contact details within organisation for further information

· Cost

· Additional information e.g. Crèche available

This is so the learner can make an informed choice for their learning, if this is not included in the literature, a contact named within your organisation must be able to go through all this with the learner

COURSE INDUCTION

HLC insists that learners are provided with some basic information at the start of their course.  This can be provided to the learner in a multitude of methods dependant on their course type or contract requirements.
The recommendation is for the tutor to issue the form 1-4-Induction Checklist and to go through all the points on the checklist.

Copies of the 1-3a-Learning Charter and 1-3b-Learning Agreement are included in the Quality Manual and are intended for display in your delivery centre.
It is expected these two documents would be given out to new learners attending a partner organisations centre for the first time.  They indicate the quality of provision we promise all our learners and in return what we would expect from them.  E.g. prompt attendance, notification if unable to attend etc
COURSE STATISTICS - STARTERS, WITHDRAWALS, COMPLETERS
Participating organisations MUST use without alteration
· HLC enrolment form (applicable for type of learning which you will be advised of e.g. ASL, full ILR, ESF short record) 
· 1-2a-ASL Enrolment form

· 1-2b-ESF SR

· Keep a record of achievement, transfer or withdrawal and identify the reason why learners will have left a programme: Learner Completion form (2-7a)
· Maintain an Attendance Register(2-10a or 2-10b) as applicable for course
N.B. The codes and support manual for ESF are designated as 1-2b-ESF SR Codes and 1-2b-ESF SR Support Manual
INDIVIDUAL LEARNING PLAN (ILP) 
Following a learner’s Initial Assessment and acceptance onto a course of learning an ILP must be completed with the learner.  This will provide, when submitted to HLC, the evidence that a learner has had SMART goals set for/with them and that those SMART goals have been met.  In ASL learning this may be the only evidence that a learner has achieved.

The type of learning a learner undertakes will dictate the type of ILP the organisation will be expected to submit as evidence at the end of the course.  
The ILPs in the Quality Manual are:
1-5a-Long ILP for all courses over 10 GLH, accredited, in any contract
1-5b-Short ILP for short courses less than 10 GLH e.g. 1 day courses

1-5c-ASL ILP for ALL ASL courses greater than 6 GLH and un-accredited
COMPLAINTS & COMPLIMENTS

Participating organisations will publish information about their complaints policy to all learners as part of their induction process
Learners must be made aware at induction that if they are not able to resolve their problem with the participating organisation or feel compromised in presenting the issue to them, they have recourse to make a submission to HLC through HLC’s complaints procedures.

Initial contact is always encouraged to be the tutor or organisation.  Following that, contact with HLC’s Head of Quality & Performance Improvement on 01482 327438 or at HLC’s normal postal address should be made available to the learner.

Complaints will be acknowledged within 7 days and responded to in full within 21 days

OBSERVATION OF LEARNING (3-8 & 3-10)
Regular observation of tutors and the delivery of learning programmes is an integral part of the quality system.

Observations to be carried out by qualified trainers with significant experience who have undergone training in the observation procedures used by Humber Learning Consortium

They will have been observed themselves as tutors and will be observed also undertaking observations

The benchmark is to observe every tutor and each programme at least once per year internally through peer observation by participating organisations.  Humber Learning Consortium will observe tutors on their programmes through the QA audit process; this will be done by notifying the organisation which tutor and which programme will be externally observed with at least two weeks’ notice.
Where tutors in participating organisations do not currently have the requisite experience, training will be provided and HLC staff will support and mentor them until they are judged to be capable of doing observations independently 

Observation reports will provide information and feed into appraisal and staff development

Internal & External observation reports to be received and considered by the Peer Observers group at bi-annual moderation sessions, to be hosted by HLC. 
Where the observation grade indicates, or feedback suggests, weakness then appropriate action will be taken to provide support and development for the organisation and/or tutors.
COLLECTION & MANAGEMENT OF DATA for ASL
Documentation to be submitted to HLC

Pre-course
· Provider Course Information documents for approval (2-5a)
No course to be started before written permission from HLC
Course start

· Original enrolment forms (1-2a ASL Enrolment form)
· Copy of register showing learners and first two weeks (2-10b Attendance register)
· Claim Form for agreed starts against profile.  
Course completion 
· Copy of ILP (1-5a Short or 1-5c ASL ILP as agreed with Project Lead)
· Original completed register, must be signed by the tutor (2-10b Attendance Register)
· Original Learner Completion form showing completion status (2-7a Learner Completion)
· Summarised learners feedback of course

· Course reviews from tutor
· Claim Form for agreed completions against profile. 
Follow on
· Moderation reports and evidence of achievement
· SAR by SSA

· SAR full
Participating organisations to provide or make available to HLC, when requested for audit: 

· Files (Course, Tutor & Learner)
· Self assessments

· Action plans
· Access to tutors

· Access to learners

· Access to learning environments

· Access to Management

HLC will collate, process and submit the information to the LSC in a relevant format

Any significant achievements, case studies and success stories to be documented and submitted to the QAG

RARPA

HLC is committed to use Recognising and Recording Progress and Achievement (RARPA) as the framework for its delivery, monitoring and evaluation.  RARPA is a staged process that provides a systematic approach to ensure that the learner is at the centre of learning and the learner’s goals are recognised and count towards the success of their learning.
The RARPA staged process will help organisations to identify areas for improvement, make sound judgements and maintain consistency with the new Common Inspection Framework.
The five stages of RARPA that we shall follow are:

	Element
	Evidence

	Aims
	Clearly stated Aims for all programmes.

	Initial Assessment
	Record of established learners’ starting points & needs

	Identification of appropriately challenging learning objectives
	Clearly stated and appropriately challenging objectives for all programmes and individually for each learner

	Recognising and Recording of progress and achievement during programme (formative assessment)
	Evidence of formative assessment techniques and must include tutor feedback to learners, learners reflection, progress reviews & targets

	End-of-programme (summative assessment)
	Evidence of learner self-assessment, tutors summative assessment, review of overall progress and celebration of achievement
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