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Mission Statement

The New Vision Pupil Referral Unit will aim…

To provide high quality provision in which students are empowered to make choices which will ensure that they are enjoying and achieving in a supported environment in cooperation with partners. We will generate pride, support and confidence in a team that is focused and motivated to achieve the common vision

Ethos

NEW VISION PUPIL REFERRAL UNIT

The aim of New Vision Pupil Referral Unit (NVPRU) is to ensure that young people outside of mainstream education or disengaged from learning receive quality provision in line with DCSF strategies to increase flexibility, access and relevancy for 14 – 16 year olds with a strong work focused element. 

New Vision aspires to build a relevant and flexible curriculum offer for 14 – 16 year olds who, for a variety of reasons, are not accessing mainstream schooling. It is possible that the majority of students on roll of New Vision PRU are unable to access the mainstream curriculum because of the gap between what they need and what is available at the time, and not necessarily because they are disaffected.

By developing and commissioning educational placements at both colleges and voluntary/community organisations students have access to a combination of entitlement and choice that delivers a breadth of study and personal relevance. Most courses will give school aged children access to a post 16 learning environment which will enhance their vocational and academic opportunities through:

· Broader curriculum offerings and establishing Key Stage 4 entitlements 

· Variations in pace of learning 

· Exploring how 14 -16 provision can include young people who are disengaged and have challenging behaviour 

· Access to Post-16 resources for academic and vocational courses 

· Developing Work-Related and Ready to Learn programmes and innovative approaches to designing and delivering vocational courses 

The Learning Trust takes a strategic overview of all the different provision available. The aim is to work in partnership with all stakeholders to ensure that there is a consistency of approach, programmes are delivered effectively and there is ongoing dialogue between New Vision, parents, children and providers.
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Section 1 Introduction and Targets
Key Performance Indicators (KPIs) 2009-10
We will be monitoring the impact of our service and use the KPIs as a base to measure the performance and quality of the provision.

NB These performance indicators apply in all cases but reports should highlight progress of and strategies for our disadvantaged groups (see appendix 7).

1. All students to have a base line assessment in numeracy and literacy which informs a predictive grade

2. All appropriate students to be entered for externally recognised accreditation (e.g.: GCSE, NVQ, OCN, ESOL & ASDAN).

3. All appropriate students to gain internal accreditation or certification

4. All appropriate students to be entered for internal & external numeracy & literacy accreditation

5. 100% of students reach at least their predictive grades as informed by initial and diagnostic assessment, in external or internal accreditation

6. 60% of students exceed their predictive grades in external and internal accreditation

7. 90% of students to progress within education or employment

8. 80% and above attendance to be maintained

9. No Permanent exclusions – 80% Fixed-Term Exclusions shall be no more than 3 days per school term per Young Person

10. Lesson Observations – 90% satisfactory or better

11. Learner Feedback 90% good or very good

12. Parent involvement of at least 90%

NB.  The Annual Provider review will provide the forum to tailor targets to each provision.  This will be held at the start of the academic year.

Definitions:

Attendance – Registration occurs AM & PM / a range of codes are used in case of absence.

Achievement – successful accreditation by a nationally-recognised body or attainment of objectives and targets set out in their Individual Learning Plan (ILP).

Predictive Grades – These are established based on the providers’ interpretation of their initial assessment.

Progress within Education or Employment – The destination of all post 16 learners is tracked.  The aim is for 100% to move into EET.

Punctuality – Lateness is arriving after the register has been closed. If any learner is found to be arriving late or leaving early persistently, then the provider must initiate remedial action.

Learners’ Satisfaction – Learners expressing satisfaction with their course.
Lesson Observation – Formal report of the quality of teaching and learning (please refer to Section 3 for more information).

Important Dates

NVPRU Data Submission Dates 2009/10
Please see the calendar below for submission dates for the following information to New Vision PRU:

· Learner Progression and Achievement Form: indicating each New Vision student and notes in the intervention column indicating the nature of intervention (parental meeting, EPDW, YOT etc)if this has been necessary (see page 36) .

· ILP copies for each student including review and learner comment (see page 26).

· Sample work: One piece of tutor marked maths/numeracy and one piece of tutor marked literacy/English for each New Vision PRU student which provides evidence of the achievements documented on the ILP. This should be extended work, such as a maths investigation or extended writing for English.

	Autumn
	Friday 27th November 2009

	Spring
	Friday 12th March 2010

	Summer
	Friday 14th May 2010


NVPRU Provider Meetings
NVPRU Provider Meetings are an essential opportunity for providers and the central team to meet with the NVPRU Head teacher to allow necessary information sharing. Representation from every providers at all provider meetings is mandatory:

	New Vision PRU Provider meetings

	Date
	Time
	Location

	Tuesday 6th October 2009
	4pm-6pm
	The Learning Trust, meeting room 5


	Tuesday 24th November 2009
	4pm-6pm
	The Learning Trust, meeting room 5

	Tuesday 9th February 2010
	4pm-6pm
	The Learning Trust, meeting room 5


	Tuesday 30th March 2010
	4pm-6pm
	The Learning Trust, meeting room 5


	Tuesday 11th May 2010
	4pm-6pm
	The Learning Trust, meeting room 5


	Tuesday 29th June 2010
	4pm-6pm
	The Learning Trust, meeting room 5



Section 2:  Contract Management

Monitoring Requirements

All payments will be made upon satisfactory returns of data and other monitoring requirements, detailed below.  The list below outlines the data and monitoring requirements that the NV PRU require from all sub-contracted providers:

· Providers’ attendance

· Sample Scheme of Work (specific) for each course

· Sample Lesson Plan of each course

· Sample Initial Assessment tests
· Initial Assessment records

· Induction Feedback

· Individual Learning Plan (updated termly)

· Learners’ satisfaction survey

· Learners’ Achievement & Progression form

· Certificates (for accredited course)

· Self Assessment Report

The timeline below indicates the responsibilities and entitlements of Providers, teachers, students, parents/carers and the New Vision PRU central team.
To New Vision PRU              Manager/Provider      Teacher 


   Student                          Parent/Carer






























Section 3: Quality Assurance Framework

The Learning Trust (TLT) is committed to securing the delivery of services of a high standard.  All contracted providers delivering services on behalf of the Learning Trust are required to follow the Learning Trust’s quality assurance framework.  The Learning Trust’s Performance Indicators and framework for inspecting adult education will be used to measure quality of teaching, learning and attainment.

These quality measures require contracted providers to maintain and regularly up-date Course File.  (Please refer to Section 4: Course File Management)

Providers will also be expected to undertake an annual self assessment of their learning provision.  (Please refer to Section 5: Self Assessment Report)

Providers will be subject to a range of monitoring visits which will include termly visits by the PRU Manager, the Headteacher, and Quality Assurance team, in order to monitor the quality of provision, policies and procedures, and visits at least yearly to monitor the quality of teaching and learning. Some of these visits will take the form of spot checks.

The team will offer support in the form of a time limited action plan if there are reasons for concern.

N.B. The TLT is of the opinion that the Adult Learning framework is appropriate for measuring the quality of teaching and learning within the NV PRU because of the vocational, multi-facility provision within the New Vision PRU.

Implementation of the Quality Assurance Cycle

	
	1st Half term
	2nd Half term

	Autumn term
	-Learning environment
-Systems for recording and monitoring assessment

-Initial assessment

-Diagnostic assessment

-Course outcomes

-Schemes of work

-Lesson plans

 -ILPs
	-Lesson observation

-Lesson planning

-Lesson evaluation

-Feedback

-Work sampling

-Reviewed ILPs


	Spring Term
	-Examination entry

-Student tracking

-Internal performance management procedures/systems

-Training needs

-Reviewed ILPs 
	-Progress towards accreditation

-Predictive grades

-Follow up from previous lesson observation

-Follow up training needs

-Work Sampling

	Summer Term
	-Repeat or missed lesson observations

-Check of coursework

-Check of examination entries

-Appropriate training

	-Evaluation of each course including schemes of work

-SAR preparation

-Future curriculum 

-Final Tracking
-Student feedback


A. Quality Cycle

    




                   
         Intervention     





       

Support                
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Quality Assurance Monitoring Visits

The Curriculum Development Co-ordinator will visit each provider to carry out a quality assurance monitoring visit. The purpose of the visit will be to monitor the maintenance of standards set out in the contract ensuring that providers continue to meet the requirements of Every Child Matters and that New Vision PRU continues to maintain the standards required for Healthy Schools status. 

The checklists below shows the two frameworks that the Curriculum Co-ordinator will work against during the visit. The QA visit Guidance identifies key areas around Health and Safety, Safeguarding, policies, strategies and development. The Every Child Matters Checklist gives guidance as to possible evidence for meeting each outcome for both providers and the central team.

A report from the visit with any required action points will then be sent to the provider manager. 
QA Visit Guidance
	Health and Safety
	Yes/No
	Comments/Action points

	Do you have a Valid Fire Risk Assessment?

Date of when Assessment was carried out:
	
	

	Is there up to date Fire fighting equipment and fire exits?

Date of when tests was carried out:
	
	

	Will learners receive a Health & Safety induction?
	
	

	Is there an up to date accident book?
	
	

	Do staff know who the first aider is and how to reach them?
	
	

	Are there adequate facilities for learner activities? ie 

· toilets 

· rest areas 

· adequate /appropriate sized tables and chairs

· enough space for number of learners

· are 14-16 learners space separate from those over 18?
	
	

	Do you have Insurance (Public liability, employer’s liability, professional indemnity) as appropriate?
	
	

	Safeguarding and Child Protection
	
	

	Do all members of staff have enhanced CRBs?
	
	

	Do you have a child protection policy?

Do all staff know who the Nominated Safeguarding Advisor is?
	
	

	Do you have a Disability Discrimination Act Audit?

Date of when DDA audit was carried out:
	
	

	Policies
	
	

	Do you have the following policies:

-Health and Safety

-Drug awareness

-Equal Opportunities

-Child Protection and Vulnerable Students

-Confidentiality

-Behaviour
	
	

	Strategies
	
	

	Is an annual Healthy Schools audit carried out with actions planning for development points?
	
	

	Does the provision meet the requirements of ECM?

(see ECM audit guidance)
	
	

	Development and Training
	
	

	Is there evidence of implementations of action points from the SAR?
	
	

	Is the SAR informed by tutor evaluations?
	
	

	Are members of your staff appropriately qualified?
	
	

	Is there an internal quality assurance and appraisal system in place.
	
	

	Assessment and monitoring
	
	

	Are systems in place for monitoring attendance and punctuality?
	
	

	Are there systems in place for recording formative and summative assessment?
	
	

	Is there a named person in charge of exam entry?
	
	

	Do registers highlight pupils from vulnerable groups?
	
	

	Do tutors use IEPs to inform planning?
	
	

	Do all students have ILPs?


	
	


	ECM Commitment
	
	Providers:

Possible indicators of meeting the outcome
	Central Team:

Possible indicators of meeting the outcome

	Be Healthy
	1.1 Parents and carers receive support to keep their children healthy
	-Parental guidance
	-parental contact

-parenting programme

	
	1.2 Healthy lifestyles are promoted for children and young people
	-Nutrition in curriculum

-Healthy food available

- PE meets requirements

-Displays promote health

-Events to promote healthy lifestyles
	-Healthy schools monitoring

-Healthy schools induction pack

	
	1.3 Action is taken to promote children and young people’s physical health
	-School nurse involvement

-Health contact information for students

-PE in curriculum
	-PE enrichment opportunities

-Student induction pack

-QA of PE and PSHE in curriculum

	
	1.4 Action is taken to promote children and young people’s mental health
	-Contact information for students

-PSD curriculum

-Key worker support
	- Regular contact with EPDW



	
	1.5 Looked after children’s health needs are addressed
	-Providers aware of LAC

-Providers aware of appropriate agencies for support

-Action/support planning in place for LAC

-Attend meetings re.LAC as appropriate
	-Central team aware of LAC

- EPDW contact with social workers to ensure awareness of particular needs

	
	1.6 The health needs of children and young people with learning difficulties and/ or disabilities are addressed
	-Providers aware of SEN

-SEN indicated on teachers registers/records

-Familiarity with IEP

-Attend meetings re. young people as appropriate 
	-Provide SEN training

-EPDW use IEPs to inform practice

	Stay Safe
	2.1 Children and young people and their carers are informed about key risks to their safety and how to deal with them
	-Safety included in PSHE

- Contact information for outside agencies
	-Parental contact

-Regular EPDW meetings

	
	2.2 Children and young people are provided with a safe environment
	-Provision meets standards for contracting
	-Follow up QA visits

	
	2.3 The incidence of child abuse and neglect is minimised
	-All staff aware of who the NSA is

-All staff have CP training
	-All staff aware of who the NSA is

-All staff have CP training


	ECM Commitment
	
	Providers:

Possible indicators of meeting the outcome
	Central Team:

Possible indicators of meeting the outcome

	
	2.4 Agencies collaborate to safeguard children according to the requirements of the current government guidance
	- All staff aware of who the NSA is

-All staff have CP training
	-All staff aware of who the NSA is

-All staff have CP training

	
	2.5 Services are effective in establishing the identity and whereabouts of all children and young people 0-16
	-Attendance grids returned to TLT

-Systems in place for maintaining good or raising attendance
	-Attendance officer follow up for fourth day no contact absence.

	
	2.6 Action is taken to avoid children and young people having to be looked after
	-Parental guidance

-Refer parents as appropriate for parenting programme
	-Parenting support programme

	
	2.7 Looked after children live in safe environments and are protected from abuse and exploitation
	Awareness of social services guidance and procedures for referral
	-Home visit for all LAC in light of social services guidance

	
	2.8 Children and young people with learning difficulties and /or disabilities live in safe environments and are protected from abuse and exploitation
	Awareness of social services guidance and procedures for referral
	-Home visit for all children with SEN in light of social services guidance



	Enjoy and Achieve
	3.1 Parents and careers receive support in helping their children to enjoy and achieve
	Guidance to parents on curriculum and supporting young people in their course
	-Assemblies

-Parenting programme

	
	3.2 Early years provision promotes children’s development and well-being and helps them meet early learning goals
	
	

	
	3.3 Action is taken to ensure that educational provision 5-16 is of good quality
	Providers quality assurance procedures
	QA cycle

	
	3.4 Children and young people are enabled and encouraged to attend and enjoy school and to achieve highly
	Rewards policy 

Bespoke curriculum

Range of activities
	Curriculum monitoring

Detailed interview/referral process

	
	3.5 Educational provision is made for children who do not attend school
	
	

	
	3.6 All children and young people can access a range of recreational activities, including play and voluntary learning provision
	Out of school extra-curricular opportunities
	-Support from EPDW

	
	3.7 Children and young people who are looked after are helped to enjoy and achieve
	LAC in registers

Action planning for LAC
	LAC monitoring

Assemblies

	ECM Commitment
	
	Providers:

Possible indicators of meeting the outcome
	Central Team:

Possible indicators of meeting the outcome

	
	3.8 Children and young people with learning difficulties and/or disabilities are helped to enjoy and achieve
	Staff aware of IEPs and use to inform planning

Parents/carers and young people involved from start of planning 
	SEN monitoring



	Make a Positive Contribution
	4.1 Children and young people are supported in developing socially and emotionally
	Team/group work incorporated in the curriculum

PSD curriculum


	PSHE observations

EPDW meetings

PDRs

Assemblies bringing NVPRU providers together

	
	4.2 Children and young people, particularly those from vulnerable groups, are supported in managing changes and responding to challenges in their lives
	-Connexions involvement

- Vulnerable groups noted on register.

-Action planning for vulnerable groups
	EPDW meetings

Vulnerable groups on student roll

	
	4.3 Children and young people are encouraged to participate in decision making and in supporting the community 
	-Links to the community
	-Student voice projects

-Feedback on student satisfaction to providers

	
	4.4 Action is taken to reduce anti-social behaviour by children and young people
	-Rewards and sanctions policy implemented

Restorative Approaches training attended 
	-Liaison with YOT

-Behaviour management monitored in observations

Restorative Approaches training provided

	
	4.5 Action is taken to prevent offending and reduce re-offending by children and young people
	Rewards and sanctions policy implemented

Restorative Approaches Training attendance

Involvement in implementation of YOT action planning
	YOT discussed at meetings 

YOT shown on student roll

Involvement in implementation of YOT action planning

	
	4.6 Children and young people who are looked after are helped to make a positive contribution
	Rewards and sanctions policy implemented

Restorative Approaches training attendance


	LAC monitoring from EPDW



	
	4.7 Children and young people with learning difficulties and/or disabilities are helped to make a positive contribution
	SEN on register


	SEN monitoring from EPDW

IEPs created by SENCO



	ECM Commitment
	
	Providers:

Possible indicators of meeting the outcome
	Central Team:

Possible indicators of meeting the outcome

	Achieve Economic Well-being
	5.1 Action is taken by partners to support families in maximising their economic well-being
	Providers to be aware of procedures for referring young people for support with Free School Meals and Travel Plans
	Support through Free School Meals

Support through Travel Plans

	
	5.2 Young people 11-19 are helped to prepare for working life
	Connexions involvement

Time in PSHE and tutorials for guidance
	QA to ensure inclusion of IAG

EPDW specialist in post 16

Liaison with LAC transition worker

	
	5.3 Action is taken to ensure that 5-19 education and training is planned and delivered in a coordinated way, and to ensure that education and training 16-19 is of good quality
	Providers working within Learning Trust Quality Assurance cycle.

Internal quality assurance systems in place
	QA cycle

	
	5.4 Community regeneration initiatives address the needs of children and young people
	-Community link projects
	Student voice projects

Student committee to report to local council

	
	5.5 Action is taken to ensure that young  people have decent housing
	Awareness of social services referral process
	Home visit to young people for whom concern is raised

	
	5.6 Children and young  people who are looked after are helped to achieve economic well-being
	Financial capability in PSHE
	LAC monitoring

LAC on student roll

	
	5.7 Children and young people with learning difficulties and/or disabilities are helped to achieve economic well-being
	Financial capability in PSHE

Staff use IEPs to inform planning 

Work differentiated for pupils’ needs.
	SEN monitoring

SEN on student roll

IEPs created by SENCO


B. Lesson Observation

Throughout the academic year providers will be required to observe their tutors and grade the lessons according to the guidelines below and promote un-graded peer observations among their tutors. In addition, The Learning Trust Quality Assurance staff will observe each tutor, at least once a year.

Note:  these guidelines are based on standards set out in the Common Inspection Framework.
 

Criteria for grading

	Grade 1
	Outstanding
	Outstanding teaching and learning in terms of the appropriate CIF criteria, with negligible weaknesses

	Grade 2
	Good
	Teaching and learning which displays a considerable number of strengths and very few weaknesses

	Grade 3
	Satisfactory
	Teaching and learning meet minimum criteria.

	Grade 4
	Inadequate
	Teaching and learning which shows few strengths and has some significant weaknesses


Outstanding Teaching

· Enthusiastic, authoritative

· High level of subject expertise

· Inspirational

· Setting high expectations

· Changing pace and methods of delivery

· Learner centered

· Highly effective differentiation (extension and support tasks)

· Challenging coursework and homework

· Tutors promote independent research

· Lessons are stimulating/focused/fun

· Learning is checked regularly by formal and informal methods

Outstanding Learning

· Learners are highly motivated

· High levels of autonomy and self-reliance

· Learners aspire to achieve

· Learners ask challenging questions

· Lively debate

· High level critical and evaluative skills

· Learners can evaluate their own performance

· Learners are involved in planning their own learning

· Learners are committed, focused and punctual

Good Teaching

· Lessons have clear aims and objectives

· Lessons are well planned

· Lessons achieve the assessment criteria of the course effectively

· Teaching methods suit the purpose

· Regular checking of learning

· Purposeful atmosphere

· Tutors are supportive and encouraging

· Behaviour management is effective

Good Learning

· Learners respond positively and purposefully

· Many learners are able to work autonomously, but a few remain dependent on the tutor

· Most learners achieve assessment targets on time

· Most learners are focused and punctual

· Most learners are able to evaluate their own performance accurately

· Learners understand the assessment criteria fully

· Most learners have a positive rapport with the tutor and are confident enough to ask questions.

Satisfactory Teaching

· Tutor’s subject command is adequate

· Lessons are planned but do not always contain differentiation tasks

· Syllabus is covered by the scheme of work but there may be lack of variety in teaching styles, methods and pace

· Satisfactory lessons are often overly tutor led

· Lack of emphasis on need for learners to develop autonomy

Satisfactory Learning

· Learners have an adequate understanding of how to progress

· Most learners achieve the assessment criteria

· Not all learners can evaluate their own performance

· A minority of learners have poor punctuality and attendance

Inadequate Teaching and learning

· A significant proportion of learners do not progress well enough because teaching and training is ineffective

· Much teaching and training fails to capture learners’ interest, and activities are  not sufficiently well matched to learners’ needs to provide a suitable level of challenge

· Some tutors’ and trainers’ command of the subject is inadequate for the level demanded by the course

· Assessment is inadequate and some learners do not know how to improve

· Initial assessment is inadequate for a significant number of learners and/or many learners do not receive the additional support that they have been identified as needing

· Many parents and employers do not have sufficient information about learners’ progress.

C. Monitoring and Assessment

Recognising and Recording Progress and Achievement in learning

The Learning Trust will establish any prior educational attainment of students by using the Unique Pupil Number (UPN) if available, to identify them on the National Achievement Database.

On enrolling a new student, New Vision PRU in conjunction with providers offering an access programme will also carry out an initial assessment to inform placement. This will include a reading test and a dispositional test which indicates attitude to learning. Providers will be required to follow the RARPA process once a student is placed.
RARPA is a recognised five-staged process for recognising and recording progress and achievement in adult learning, and the same principles apply to the learning of KS4 Students in the New Vision PRU. The Quality Assurance (QA) team will monitor how RARPA is used. Providers and tutors should ensure that all learners experience all five stages of RARPA.

The process consists of the following elements: 

Aims 

The first element of the RARPA process is about setting aims which are appropriate to an individual learner or group of learners. Aims should be clearly stated, and, ideally, discussed and agreed with learners at the start of a programme.
The aims of each student’s learning programme will be discussed with the young person during their initial interview and during the induction process on placement at a provider.

Initial assessment 

The second element of the RARPA process is about initial assessment to establish the learner's starting point. The process, level of detail and method of recording initial assessment will vary according to the nature and duration of the learning programme. The starting point may be assessed with regard to the content and level of the programme, the learner's skills, knowledge and confidence, and also any support needs. Records may include learner self-assessment and a wide range of activities carried out by and with the learner.
All New Vision PRU providers are required to initially assess all students for literacy and numeracy. The results of these assessments must then be returned to New Vision PRU within two weeks of enrolment.

Learning objectives 

The third element of the RARPA process is about the identification of suitably challenging learning objectives for all programmes and, wherever feasible, for each learner. The level of challenge which is appropriate will vary according to the initial assessment of learners' needs, aspirations and starting points. Objectives identified initially may be re-negotiated and revised during the learning programme, for example, as a result of formative assessment.

Formative assessment 

The fourth element of the RARPA process is about recognising and recording progress and achievement during a programme (formative assessment). This will include tutor feedback to learners, learner reflection and self-assessment, and progress reviews with the learner. The level of detail will vary with the length and structure of the learning programme.
All New Vision PRU students must have an Individual Learning Plan which identifies SMART targets and which demonstrates tutor feedback and student reflection on their progress.
Summative assessment 

The fifth element of the RARPA process is about the review of overall progress and achievement at the end of a programme. It will include learner self-assessment and summative assessment by the tutor. It will be related to the appropriately challenging learning objectives identified at the beginning of, and during, the programme, as appropriate. It may include recognition of learning outcomes not specified during the programme.

********************************
Accreditation

All students who have attended for at least 50% of the course should be entered for the appropriate external accreditation at the end of the course. In the few cases where this is not possible the summative assessment, and appropriate internal accreditation will be used to assess the learning outcomes and progress made.

Progression

Initial target setting and ILP’s should indicate proposed progression.  Each review should evaluate progress against this and specific targets and support indicated to facilitate this.

Progress Monitoring and Reporting System

It is expected that all providers follow a student tracking procedure that is able to support New Vision PRU’s monitoring and reporting systems.  

Initial assessment - results must be sent to New Vision PRU after two weeks in a permanent placement.  A copy of the ILP showing initial assessment grades, SMART targets and details of additional support needs should be attached. 

Termly progress monitoring – this is required mid term and will be based upon provider records of attainment and observations regarding behavior, student reviews and attendance (see data submission calendar). Progress reports should be given to the student/parent/carer and New Vision PRU.  

End of Year Monitoring – final accreditation and details of progression should be sent to New Vision PRU at the end of the academic year.  Analysis of these against initial assessment and predictions is required and must reflect the disadvantaged groups as set out in appendix 7.

Section 4: Course File Management

In this section providers will find pro-forma for the delivery of their KS4 programmes and guidance on how to complete them. 

All documentation listed below should be kept up-to-date by the provider, in a Course File. The file will be monitored by the Quality Assurance team.

NB: We understand that programmes may be made up of several courses, in which case this data needs to be provided for each course.

	Course File contents
	Copies for The Learning Trust
	Deadline

	Course outline 
	1 up-to-date copy to NVPRU
	August /September

	Course Timetable 
	1 up-to-date copy to NVPRU
	August/September

	Scheme of Work
	1 up-to-date copy for every course to NVPRU
	August/September

	Lesson Plans
	
	

	Enrolment confirmation
	Originals to NVPRU
	On enrolment

	Programme registers – to include indication/SEN & vulnerability 
	Originals to NVPRU
	Termly

	Initial Assessments 
	Copies to NVPRU
	Two weeks after enrolment

	Induction Feedback
	Summary to NVPRU+ 5 completed
	End Autumn term

	Individual Student Timetable
	1 up-to-date copy to VNPRU
	One week after student enrolment

	Individual Learning Plan
	Copies for each student to NVPRU
	Termly

	Progress Monitoring Report
	Copies to NVPRU
	Termly

	Learners Achievement & Progress Spreadsheet
	Up-to-date copy to NVPRU
	Termly

	Certificates or Records of Achievement 
	Copies to NVPRU
	On receipt

	Internal or External Moderation Report
	Copies to NVPRU, if appropriate
	On completion

	Learners’ Satisfaction Survey
	Summary to NVPRU
	One week after end of course

	Programme Self Assessment Report
	Originals to NVPRU
	July

	External accreditation results
	Copy to NVPRU
	August

	Course evaluation, for each course
	Copies to NVPRU
	August

	Health and Safety Policy including drugs policy
	Copy to NVPRU
	On contracting

	Child protection policy
	Copy to NVPRU
	On contracting

	Attendance policy
	Copy to NVPRU
	On contracting

	Equal Opportunities Policy
	Copy to NVPRU
	On contracting

	Confidentiality Policy
	Copy to NVPRU
	On contracting


Course Outline 

(To be completed by the provider or project manager at the beginning of the course)
Course title:     




Mode of delivery:

Hours per week:




No of weeks:

Target group:




Target number:

Enrichment:





No Hours enrichment
	Course aims:



	Course outcomes:



	Learner progression:




Please enter below the names and qualifications of all staff teaching this course

	Tutor name
	Subject taught
	Qualification/s

	
	
	

	
	
	


One copy of this form to be retained in the course file another sent to  NVPRU, The Learning Trust, 1 Reading Lane, London E8 1GQ before course starts.
Initial Assessment & Induction

It is important that learners are fully aware at the beginning of any course what is expected of them by the provider and what they may expect from the provider in return.  A good induction will improve course retention, learner satisfaction and success. All students will have completed an initial assessment and induction interview with the SENCO and assessment team at The Learning Trust, which will inform placement. The following process is required from providers.

Induction

Minimum content of induction session

Please ensure that every learner receives an induction, which should include the following information:

· Welcome by the Provider 

· Entitlements of the learner

· Course information i.e., scheme of work, timetable, assessment schedule

· Learning/training agreement

· Providers Learners’ Handbook

· Guidelines on use of computers and other equipment

· Learning materials i.e., what the learner needs to bring with them to the course

· Health and Safety

· Attendance and punctuality policy

· Complaints Procedure

· Equal Opportunities Policy (what it means & how it will be supported in and outside of the classroom)

· Other policies and procedures, as appropriate

Each learner should then complete an Induction Feedback form.

Induction Feedback form (to be completed by every learner)
Please tick the column that closely describes how you feel about your course.

Provider:  ________________Tutor: ____________________

	
	Strongly agree
	Agree
	Agree a little
	Disagree

	The information I got about the course clear and accurate.

	
	
	
	

	The course induction was helpful


	
	
	
	

	I feel I am on the right course


	
	
	
	

	I know what is expected with regards to attendance and punctuality
	
	
	
	

	I completed an initial assessment prior to starting the course
	
	
	
	

	I have completed an individual learning plan
	
	
	
	

	I understand what I have to do to progress
	
	
	
	

	I understand how my work will be marked or assessed
	
	
	
	

	I feel the staff are approachable and helpful
	
	
	
	

	I understand how I can make a complaint or compliment
	
	
	
	

	I feel safe in the classroom


	
	
	
	


Please make any other comments that you wish to below:

………………………………………………………………………………………………..…………………………………………………………………………………………..

When you have finished, please hand the form to your tutor.
Induction Feedback Summary (to be completed by the tutor)
Name of Provider: 





Date: 

Please summarise the induction feedback from learners and insert the total tally.

	
	Strongly agree
	Agree
	Agree a little
	Disagree

	The information I got about the course clear and accurate.

	
	
	
	

	The course induction was helpful


	
	
	
	

	I feel I am on the right course


	
	
	
	

	I know what is expected with regards to attendance and punctuality
	
	
	
	

	I completed an initial assessment prior to starting the course
	
	
	
	

	I have completed an individual learning plan
	
	
	
	

	I understand what I have to do to progress
	
	
	
	

	I understand how my work will be marked or assessed
	
	
	
	

	I feel the staff are approachable and helpful
	
	
	
	

	I understand how I can make a complaint or compliment
	
	
	
	

	I feel safe in the classroom


	
	
	
	


Any other student comments regarding the induction process:
………………………………………………………………………………………………

………………………………………………………………………………………………

Please return a copy of the summary to the NV PRU, The Learning Trust,                        1 Reading Lane, London, E8 1GQ.
Initial Assessment

Initial assessment is the cornerstone of adult learning programmes. Every adult has accrued different experiences of life, work and learning which need to be reflected in each individual course of study. Initial assessment provides the essential opportunity, early in the learning programme, for learner and tutor to work closely together to look back at what has been learned or achieved in the past; to look forward to what the learner wants to achieve in the future; and to identify the steps which need to be taken, and the support required, if the learner is to attain their goal.

(Adult Learning Inspectorate, 2005)

Purpose of Initial Assessment

· it ensures learners are on the right type and level of learning programme

· it identifies learners’ previous experience and achievement, and uses this to 
improve their progress through their learning programme

· it assesses each learner’s basic and/or key skills ability

Management of Initial Assessment

1. Tutors and project managers must give due attention to the management of initial assessments;

2. Initial assessments must take into account learners’ prior learning, experience and achievements. 

3. The Initial assessment should indicate the level of entry with regard to key skills especially numeracy and literacy.

Advice as to appropriate assessment tools can be obtained from the NVPRU team at The Learning Trust, 1 Reading Lane, Hackney, E8 1GQ.

Diagnostic Assessments (applicable to all Skills for Life provision)
Purpose of Diagnostic Assessment

· it enables the identification of an appropriate starting point, against which  learner progress can be measured

· it allows for the planning of an appropriate Individual Learning Plan

· it assesses each learner’s specific additional support needs.

Management of Diagnostic Assessment

1. Information used to plan the course

2. Results are recorded and used to develop the Individual Learning Plan

Attendance & Register Guidelines 

How to use the register

1. All students must be entered onto the attendance register.

2. The register must be completed during both sessions (morning and afternoon). The register must be taken at ‘supplementary’ venues

3. Non-attendance should be recorded using appropriate codes designated by the DCSF and issued to you via the Learning Trust

4. For every pupil record whether (during the session in question):

· present;

· absent; 

· present at approved educational activity; or 

· unable to attend due to exceptional circumstance (defined in the regulations).

5. For every compulsory school-age pupil must record whether the absence is authorised or unauthorised.

6. Unauthorised absences should be followed up on the same day by contacting the student’s family immediately 

Note: Acceptable reasons for authorising absence include

· Illness.

· Religious observance.

· compassionate reasons

· family holidays: up to 10 days for special reasons;

    more than 10 days for exceptional reasons (at NVPRU   

    discretion)

· Part-time Timetables.
7. Record absence as unauthorised until the reason for the absence is known.

8. Funding depends upon placement and attendance throughout the year.  It is essential that registers are kept accurately and returned promptly whether in manual or electronic format. Attendance data on every student is expected each Monday by 4.00pm for the previous week. Failure to do so could result in the financial penalties.

9. The register is a legal document Education (Pupil Registration) (England) Regulations 2006.  It must be presented to the School Attendance Officer during visits and submitted to the NVPRU Manager as required.
10. Please note that the attendance and retention target for 2008-09 is 80%.  Students should be made aware of their own individual attendance targets. Targets should have prominence in their ILPs, IEPs and progression reports. 

11. Providers are expected to have clear targets for improving attendance by analyzing figures across:

· Tutor groups

· Vocational and academic groups

· Age range

· Gender and ethnicity

· Reason for absence

· Student feedback on placement satisfaction

· academic year (historical)

Reporting procedures

Registers must be kept up to date daily. Every Monday copies of the attendance register showing morning and afternoon sessions for each student must be sent to the School Attendance Officer (SAO) on the NVPRU team.

Where a student has irregular attendance or fails to notify the provision of a justifiable reason for non attendance a designated member of staff from the provision should make contact with the home and record any discussions with student and guardian. Attempts should be made by the provider to resolve any issues arising but if poor attendance continues the SAO must be notified.

Regular meetings will be held between the provider and the SAO in order to monitor attendance and for referrals to be made where a student’s attendance is below 92%. The SAO will arrange to meet with the student and family in order to support an improvement in attendance but continuing failure to attend could result in the issuing of Penalty Notices and prosecution under the Education Act 1996 (actioned by The Learning Trust). 

New Visions Charter to Providers for Attendance
This guidance is a practice to resolve the persistent absence of pupils and will be able to link 

	1st Day of absence Provider informs Parent of Absence on  and email  Attendance officer &EDW 

(If child is absent for 2-3days consistent  please inform Attendance Officer) 

	

	If child is absent more than 5 times fortnight then sends a Attendance concern letter asking parents to come in. 

(If parent is not complying please provide the information to Attendance Officer as home visit can be arranged.  


	If child/parent feels that provider is not the right place for pupil please immediately relay this to attendance officer& Liz Allan and inform parent until another provision is found child must still attend provision. 

(Please also pass information to EDW/YSW if at this stage child is off more than 3-5days to having difficulty at provider/peers and feels cannot return to provision there will be a joint meeting / home visit @the provision with course manager.)  


Student Learning and Development Plans
Individual Education Plan
Where appropriate, IEPs will be completed by the NVPRU SENCO. Copies of these will be available to providers and should be placed in the providers student file and used to inform curriculum planning by all course tutors.

Personal Development Record

A personal development Record will be carried out by each student under the guidance of the EPDW in one to one sessions.

Individual Learning Plan
Every student will be required to have a robust Individual Learning Plan that is frequently reviewed updated termly jointly by the student and course tutor. Review grading to be used to inform the providers’ termly reporting to the Learning Trust.

Please find the template below. 

For Skills for Life and ESOL plans please contact the NVPRU Team at The Learning Trust

Individual Learning Plans

The Individual Learning Plan template for New Vision PRU is the Hackney Foundation Learning ILP template (see appendix 13).
Course Delivery

All courses must have a plan (Course Timetable, Scheme of Work and Lesson Plan, which should be informed by the ILP and IEP where appropriate), which sets out the aims and objectives of the course. 

Please find below the templates for these essential documentations.

Guidelines for Classroom or Workshop Practice

Lesson Preparation

For each session the tutor should have:

· A scheme of work for the part/s of the course that he/she is responsible for

· A lesson plan written in line with ACL guidelines

· A register and record of work

· Good quality handouts and enough for the whole class

· Adequate resources to enable teaching and learning, e.g. tape/CD player

· Individual Learning Plan for each learner

Lesson Delivery

The quality standards for lesson delivery are listed in the lesson observation checklist, a sample of which is in section 1.

A good lesson should include the following:

· Checking of learners’ understanding/learning from previous lesson, homework or private study.

· Clear learning outcomes are shared with the learners and these are appropriate to the level of the group – displayed, and understood by all learners.

· A range of suitable challenging activities, appropriate to the level of the group, which meet the needs of all learners and engage them in the learning process.

· Learning continuously checked during/after each activity and checked against the learning outcomes set at the beginning of the session.

· Effective questioning of learners to check learning.

· Differentiation and equal opportunities carefully considered and planned into the lesson.

· Development of key/basic skills (numeracy and literacy).

· Clear, well-focused oral and written communication skills from the teacher – clear explanations; accurate and up-to-date knowledge.

· A challenge to those who arrive late.  This should take place either at the time, or at the end of the lesson.

· At the end of a lesson, an effective summary of the lesson and a final evaluations of the learning and the setting of specific homework or private study if appropriate.
Learner Files

Learners should be shown how to organise their files and how to keep them in order.  Sections should be clearly labeled.  Tutors should regularly check to ensure that learners’ files are being properly kept.

Environment

The teaching area should be left clean and tidy after each lesson/workshop.

COURSE TIMETABLE

PROVIDER 


COURSE



STUDENT NAME

Hrs Weekly

	
	Monday 
	Tuesday
	Wednesday
	Thursday
	Friday

	AM

Session 1


	
	
	
	
	

	Session 2


	
	
	
	
	

	Session 3


	
	
	
	
	

	PM

Session 4


	
	
	
	
	

	Session 5


	
	
	
	
	

	Evening


	
	
	
	
	


Example template. Providers may customize these but essential information must be retained.

SCHEME OF WORK (to be completed by the tutor at the start of the course programme)

	Name of Organisation:



	Name of tutor:
	Course title:
	Course Level:
	Course Duration:



	Course Aims:



	Week/

Date
	Content/Focus
	Syllabus/ Core Curriculum Reference
	Method/Resources
	Assessment/Evaluation

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


One copy for each subject taught to be retained in the course folder another to be sent to the NV PRU, The Learning Trust, 1 Reading Lane, London E8 1 GQ before the start of the course.

Example template. Providers may customize these but essential information must be retained.

Example template. Providers may customize these but essential information must be retained.

	Lesson Plan (to be completed by the tutor before the lesson)

	Course title:



	Name: 


	Date: 
	Time: 
	Venue: 

	Group: 


	Size: 
	Lesson/Session number:
	Lesson/Session Title: 

	Learners’ Details: e.g. previous knowledge and experience, educational level etc; Basic concepts of PC’s; Using the mouse.



	Room Arrangements: 



	Aims:



	Objectives: At the end of the session learners should be able to:


	Syllabus/Core Curriculum Reference:



	Lesson organization



	Timing 

Content

Teacher Activities


	Learner Activities

Resources

Assessment

Differentiation



	Evaluation of the lesson:




D. Progression and Achievement

It is important for every student to be given the opportunity, guidance and support to achieve and progress towards their full potential. 

It is essential to monitor the achievement and progression of a learner. NVPRU curriculum access team is available to discuss individual learner needs, and to offer support.

Please use the following Achievement and Progression form to record the learners’ journey. 

Learner Achievement and Progression Form


[image: image2.emf]Provision

NCY

Course (state each)

Gender 

Ethnicity

Student History 

SEN

IEPILP

Vulnerable Pupil Status

Induction RA

Induction DISP

Summer DISP

Base Line Numeracy

Base line Literacy

ESOL

% Attendance Autumn 08 Half term 1% Attendance Autumn 08 Half term 2

Accreditation gained Autumn 08

Standard (for each course) Autumn 08

Attainment Autumn 08

Behaviour Autumn 08

Progress Autumn 08

Attendance Autumn 08

Intervention Aumumn Term √ if took place and indicate nature

% Attendance Spring 09 Half term 1

%Attendance Spring 09 Half term 2

Accreiditation gained Spring 09

Standard (for each course) Spring 09

Attainment Spring 09

Behaviour Spring 09

Progress Spring 09

Attendance Spring 09

Intervention Spring 09 √ if took place and indicate nature

% Attendance Summer 09 Half term 1

%Attendance Summer 09 Half term 2

Accreditation gained Summer 09

Standard (for each course) Summer 09

Attainment Summer 09

Behaviour Summer 09

Progress Summer 09

Attendance Summer 09

Intervention Summer Term √ if took place and indicate nature


Columns completed by The Learning Trust       Complete Autumn term       Complete Spring term       Complete Summer term
For each course taught within a student’s programme, information on student’s the attainment, progress, attendance and behaviour be collated by the provider and an average figure for each category entered on the Learner’s Achievement and Progression Form for the appropriate academic term.

Refer to New Vision Pupil Tracking Guidance (page 36) for descriptors.
NB 
% Attendance Half Term 1 or 2 refers to data from legal register.
Attendance refers to the average assessment that each course tutors give for classroom attendance and punctuality.
Intervention requires a comment as the nature of intervention ie parent meeting, EPDW involvement if this was required.
New Vision Pupil Tracking Guidance




	Scale
	Standards/

Current assessment
	Attainment. (coursework/ tests/class work)  
	Progress

(towards independent learning)
	Behaviour for learning
	Attendance and punctuality

	1
	E1
	Poor quality work, 

Incomplete work

Grades unsatisfactory ( below C)

Poor test results. Under 35%
	Little interest show

Homework not produced

Avoids extra curricular activities (ECA)s
	Lacks personal organisation

Poor social skills

Responds poorly to instructions

Has difficulty working with others

Can be aggressive
	Poor Punctuality

Attendance below 50%

	2
	E2
	Variable work

Some grades below C

Test results under 50%


	Needs support to complete work and take part in lesson activities

Little homework

Avoids ECAs
	Finds difficulty accepting instructions

Needs support to access learning

Low self esteem

Lacks confidence


	Variable punctuality

Attendance below 75 %

	3
	E3
	Work mainly good and at least satisfactory

Expected work completed

Grades at least C 

Test results 50% +
	Completes work expected

Takes part in lessons when encouraged

Produces some homework

Can be persuaded to take part in ECAs
	Can work with adults and accepts instruction

Can work with peer

Social skills mainly good


	Punctuality mainly satisfactory

75%+ attendance

	4
	L1
	Work of a good standard

Work complete and well presented

Grades mainly B+

Test results 70% +
	Shows motivation

Can work independently 

Extends work when encouraged

Attends some ECAs
	Is self reliant

Positive relationships with adults and peers

Able to work with others

Good self esteem
	Good punctuality

80%+ attendance

	5
	L2
	Work always good quality 

Work extended

Grades A & B

Test results  80%+
	Independent work

Well motivated and interested

Shows initiative

Seeks ECAs

Extends involvement in curriculum

Explores ECAs
	Well organised 

Positive relationships with adults and peers

Works well with others

Confident with good social skills

Responds to a variety of learning styles
	Always punctual

85%+ attendance


NB: Entries for the standard column must be expressed as a number from the scale on the left hand side, not a written level.
If there is difficulty in assigning a scale number for a student on any of the column, please contact the Data Support Officer at NVPRU for further guidance.

Learner Satisfaction Survey

Provider Name: .................................................................................

Course: ..............................................................................................

Gender:
               Male 
     
         Female             
       Please tick (()
	
	Do you agree with the following statements: Please tick (()
	Strongly agree
	Agree

	Agree a little
	Disagree


	1
	The course was the correct level for me 
	
	
	
	

	3
	I felt safe in the classroom

	
	
	
	

	4
	I knew how to make a complaint or compliment
	
	
	
	

	5
	My tutors supported me to achieve my potential
	
	
	
	

	6
	I am happy with my progress.
	
	
	
	

	7
	I found the Individual Learning Plan useful
	
	
	
	

	8
	I enjoyed my course
	
	
	
	

	9
	I received regular feedback from my tutor 
	
	
	
	

	11
	The classroom and equipment were suitable 
	
	
	
	

	12
	I have gained skills to help me make informed choices about my health and well being
	
	
	
	

	13
	I have made friends and feel part of my community
	
	
	
	

	14
	I was treated fairly and felt that my personal / cultural needs were met
	
	
	
	

	15
	This course will help me in the future
	
	
	
	


Have you been offered the Information, Advice and Guidance service: 
Yes  
No             (Please circle)
Did you receive one to one support? 





Yes  
No             (Please circle)
If yes, please answer the following.

	
	Do you agree with the following statements: Please tick (()
	Strongly agree
	Agree

	Agree a little
	Disagree


	16
	The options given to me in the meeting were relevant
	
	
	
	

	17
	I know what I will do next
	
	
	
	

	18 
	I know how to get advice in the future
	
	
	
	


The best part of the course was...

	


The course would be improved if...

	


Are there any other comments you would like to make?

	



Would you recommend the course to a friend?
                                       Yes          No 

Why? 
Student Feedback Summary (to be completed by the tutor)
Provider Name: .................................................................................

Course: ..............................................................................................

Please refer to student satisfaction surveys and enter a tally for the cohort for each statement
	
	Do you agree with the following statements: Please tick (()
	Strongly agree
	Agree

	Agree a little
	Disagree


	1
	The course was the correct level for me 
	
	
	
	

	3
	I felt safe in the classroom

	
	
	
	

	4
	I knew how to make a complaint or compliment
	
	
	
	

	5
	My tutors supported me to achieve my potential
	
	
	
	

	6
	I am happy with my progress.
	
	
	
	

	7
	I found the Individual Learning Plan useful
	
	
	
	

	8
	I enjoyed my course
	
	
	
	

	9
	I received regular feedback from my tutor 
	
	
	
	

	11
	The classroom and equipment were suitable 
	
	
	
	

	12
	I have gained skills to help me make informed choices about my health and well being
	
	
	
	

	13
	I have made friends and feel part of my community
	
	
	
	

	14
	I was treated fairly and felt that my personal / cultural needs were met
	
	
	
	

	15
	This course will help me in the future
	
	
	
	


Have you been offered the Information, Advice and Guidance service: 
Yes  
No             (Please circle)
Did you receive one to one support? 





Yes  
No             (Please circle)
If yes, please answer the following.

	
	Do you agree with the following statements: Please tick (()
	Strongly agree
	Agree

	Agree a little
	Disagree


	16
	The options given to me in the meeting were relevant
	
	
	
	

	17
	I know what I will do next
	
	
	
	

	18 
	I know how to get advice in the future
	
	
	
	


Please summarize student comments. Please use quotes to support the summary.

The best part of the course was...

	


The course would be improved if...

	


Are there any other comments you would like to make?

	



Would you recommend the course to a friend?
                                       Yes          No 

Why?
Section 5: Self Assessment Report

At the end of the academic year providers will be required to complete a Self-Assessment Report (SEF) based on the year’s performance. This self-assessment should be based on evidence gathered from statistical data on recruitment, retention, attendance, achievement and progress, learners’ satisfaction survey, lesson observation grades and TLT monitoring reports, tutor evaluations etc.

This template is based on the requirements of the OFSTED Inspection Framework. It may be adapted to suit the strengths and weaknesses of individual Providers. Each judgmental statement in the SEF should be backed by evidence.  

These Provider’s SEFs together with information gathered from monthly data returns, lesson observation grades, inspection reports, NVPRU monitoring visits and the action plans will be used as evidence for the annual provider review.

A separate form must be completed for each area of learning as well as one for leadership and management.

 SAR 
(To be completed by the provider/project manager or tutor at the end of the academic year).
	 Name of provider:                                                           
Area of Learning
Key:
A Outstanding or good - Very confident on this and work is well in hand all round to sustain the high standards.
B Satisfactory – Some improvement is required but we know what we need to do and how to go about it.
C Weakness - We need to do a lot of work on this.

	ACHIEVEMENT AND STANDARDS

	1. How well do learners achieve?
	a
	b
	c
	Evidence

	Achievement is judged on the extent to which learners achieve one or more goals identified at the outset and/or during the course of their learning activities. These may include:
i) the achievement of national qualifications
ii) gaining new skills, knowledge and understanding in a specific subject, to fulfill personal aspiration
iii) personal development and the acquisition of skills to be able to learn more effectively.
Achievements may be group-based, and may have a wider impact on the social and economic well-being of communities.
	 
	
	 
	Please provide statistical evidence on:
· Qualifications
· Retention rate of learners
· Achievement of planned learning outcomes (ILPs)
· Progression
· Attendance & Punctuality
· Distance travelled

	THE QUALITY OF EDUCATION AND TRAINING
	 
	 
	 

	2. How effective are teaching, training & learning?                                                            Evidence

	1) How well teaching and/or training and resources promote learning, address the full range of learners’ needs and meet course or programme requirements
ii) the suitability and rigour of  assessment in planning and monitoring learners’ progress
iii) the identification of, and provision for, additional learning needs
iv) Equal opportunities
	a 
	b
	c
	Please ensure that you evidence:
· Staff qualifications and CPD
· Differentiation in teaching methodologies
· Reasonably challenging tasks and learning activities
· ILPs have SMART outcomes, are periodically reviewed, and new targets set
· Assessments
· Up-to-date learning materials and resources
· Resources promote equality of opportunity
· Lesson observation grades


	3. How well do the programmes and courses meet the needs and interests of learners? 

	Range of Courses

	Programmes that match learners’ aspirations and potential
How far programmes are responsive to local circumstances 
How well lesson plans incorporate relevant activities and tasks to meet individual goals.
How well planned objectives and courses develop the assessed needs of learners
	a 
	b
	c
	Please supply examples of:
· Schemes of Work
· Lesson Plans
· Learner feedback
· Equality of opportunity monitoring
· Qualifications
· Range/variety of programmes
· Learner progression
· Employer Links

	4. How well are learners guided and supported? 

	Guidance                                                                                                                                                    Evidence

	i) the care, advice, guidance and other support provided to safeguard welfare, promote personal development and achieve high standards
ii) the quality, and accessibility of information, advice and guidance to learners in relation to courses and programmes, and, where applicable, career progression.
	 
	
	 
	Please evidence the following:
· Start of course surveys
· Punctuality& Attendance records
· Monitoring of learners’ progress to other opportunities
· Additional Learning Support (ALS) sessions
· Initial assessments
· Information on staff qualifications and experience
· Learner feedback/Learner satisfaction survey
· Induction
· Progress reviews
· Career progression  
· Tutorials
· Actions addressing SENDDA


	LEADERSHIP AND MANAGEMENT
	 
	 
	 

	5. How effective are leadership and management in raising achievement and supporting all learners? 

	Curriculum Management                                                                                                                       Evidence

	i) how effectively performance is monitored and improved through quality assurance and self-assessment
ii) how effectively leaders and managers at all levels clearly direct improvement and promote the well-being of learners through high-quality care, education and training
iii) how well equality of opportunity is promoted and discrimination tackled so that all learners achieve their potential
iv) • the adequacy and suitability of staff, including the effectiveness of processes for recruitment and selection of staff to ensure that learners are well taught and protected
v) the adequacy and suitability of specialist equipment, learning resources and accommodation
vi) • how effectively and efficiently resources are deployed to achieve value for money
	 
	
	 
	Please ensure you can demonstrate:
· Quality Assurance systems
· Staff Development
· Equal Opportunities/ SENDDA
· Networking with local partnerships
· Clear staff & department roles and responsibilities
· Learner inclusiveness of service
· Robust induction processes
· Realistic target setting for retention, achievement & progression routes
· Equality of opportunity
· Enough teaching & support staff
· Health & safety and risk assessment
· ‘Value for money’ principles 


Section 6: Appendices

1. Checklist of Documentation

	Checklist and timescales for ACL documentation to be in place

	Key Documents
	Lead Responsibility
	To be completed to access funding
	To be completed if funding bid is successful
	Course Delivery Information
	Keep in Course Folder
	TLT to monitor & quality assure

	
	TLT
	Provider
	TLT
	Provider
	TLT
	Provider
	Before course starts
	1st week of a course
	During the course


	When course ends
	
	

	Course Delivery
	
	
	
	
	
	
	
	
	
	
	
	

	Course Outline
	
	X
	
	
	
	
	X
	
	
	
	X
	X(

	Timetable 
	
	X
	
	X
	
	
	X
	
	
	
	X
	X(

	Sample Lesson Plans
	
	X
	
	X
	
	
	X
	
	
	
	X
	X(

	Sample Schemes of Work (specific)
	
	X
	
	X
	
	
	
	X
	X
	
	X
	X(

	Completed Enrolment Forms
	
	X
	
	X
	
	
	
	X
	
	
	X
	X(

	Initial Assessments
	
	X
	
	X
	
	
	X
	
	
	
	X
	X(

	Diagnostic Assessments
	
	X
	
	X
	
	
	
	X
	X
	
	X
	X(

	Completed Individual (or Group) Learning Plan 
	
	X
	
	X
	
	
	
	X
	X
	X
	X
	X(

	Induction Feedback 
	
	X
	
	X
	
	
	X
	
	
	
	X
	X(

	Internal verifiers report, accredited courses
	
	X
	
	X
	
	
	
	
	
	X
	X
	X(

	External verifiers report, accredited courses 
	
	X
	
	X
	
	
	
	
	
	X
	X
	X(

	Learners’ Achievement/Progression Form
	
	X
	
	X
	
	
	
	
	
	X termly
	X
	X(

	Learners’ Satisfaction Survey
	
	X
	
	X
	
	
	
	
	
	X
	X
	X(

	Awarding Bodies Record of Achievement or copies of Learners’ Certificates 
	
	X
	
	X
	
	
	
	
	
	X
	X
	X(

	Completed Registers 
	
	X
	
	X
	
	
	
	
	
	X
	X
	X(

	SEF
	
	X
	
	X
	
	
	
	
	
	X
	X
	X(

	Tutors details
	
	X
	
	X
	
	
	X
	
	
	
	X
	X(

	Referral Form
	X
	
	
	
	
	
	X
	
	
	
	X
	X

	Initial Assessment Due
	X
	
	
	
	
	
	X
	
	
	
	X
	X

	Attendance Grids
	
	X
	
	X
	
	
	
	
	
	X weekly
	
	X(


2. PAYMENTS
Sample payment schedule which may vary according to terms of specific provider contract.
Payment terms and invoicing arrangements:

The Trust shall pay the Provider, per agreed placement sum as stated in the contract 

Total payment for each term will be calculated on a pro-rata basis and will be dependent on individual placement dates during the term period
Providers shall be paid after receipt of invoice* during each term for the number of Placements filled.  Providers shall invoice* termly, for all works undertaken from the 1st day of the month in which term commences. *Please appendix A for reference to Invoices format

1. Subject to the provisions of the Agreement, Fees will be paid in the instalments and on the dates stated below:
	Term 1 Payment: Pro-rata basis per Student.

ie; Number of pupils placed multiplied by number of weeks on roll

	Invoice Date
	Payment Date

	To be presented to The Learning Trust around mid point of Autumn Term. Target Date: October 2009 (date to be advised)
	Within 30 days of invoice date


	Term 2 Payment: Pro-rata basis per Student.

ie; Number of pupils placed multiplied by number of weeks on roll

	Invoice Date
	Payment Date

	To be presented to The Learning Trust around mid point of Spring Term. 

Target Date: February 2010 (date to be advised)
	Within 30 days of invoice date


	Term 3 Payment: Pro-rata basis per Student.

 ie; Number of pupils placed multiplied by number of weeks on roll

	Invoice Date
	Payment Date

	To be presented to The Learning Trust around mid point of Summer Term. Target Date: May 2010 (date to be advised)
	Within 30 days of invoice date


N.B. Ad-hoc invoices relating to newly admitted students will be also accepted within each term

3. Mandatory Meetings

· Providers’ Induction training

· Contract Monitoring meetings (upon request by Contract Development Manager)

· Professional training and development sessions (as requested by Contract Development Manager or Curriculum Coordinators)

· Twice termly provider meetings

· Appropriate staff meetings as requested by the Central team in order to organize cross service events
Provider Meetings 2009/2010:

	New Vision PRU Provider meetings

	Date
	Time
	Location

	Tuesday 6th October 2009
	4pm-6pm
	The Learning Trust, meeting room 5


	Tuesday 24th November 2009
	4pm-6pm
	The Learning Trust, meeting room 5

	Tuesday 9th February 2010
	4pm-6pm
	The Learning Trust, meeting room 5


	Tuesday 30th March 2010
	4pm-6pm
	The Learning Trust, meeting room 5


	Tuesday 11th May 2010
	4pm-6pm
	The Learning Trust, meeting room 5



	Tuesday 29th June 2010
	4pm-6pm
	The Learning Trust, meeting room 5



4. Complaints Procedure

Complaints and Compliments Procedure

Our promise

The New Vision PRU is committed to providing a quality service and achieving the highest standards of conduct. One of the ways in which we can continue to improve our service is by listening and responding to the views of our learners, providers, tutors and members of the public.

Therefore we aim to ensure that: 

· making a complaint or compliment is as easy as possible; 

· we treat a complaint or compliment as an expression of dissatisfaction or satisfaction with the New Vision PRU which calls for a response; 

· we treat it seriously whether it is made in person, by telephone, by letter, by fax, or by e-mail; 

· we deal with it promptly, politely and, where appropriate, informally (for example, by telephone); 

· we respond in the right way - for example, with an explanation, or an apology where we have got things wrong, or information on any action taken etc; 

· we learn from complaints and compliments, use them to improve our service, and publish information on complaints - for example, in our Self-Assessment Report (SEF). 

This section explains how to make a complaint or compliment about the Adult Learning Services. 

How to make a complaint

You can make a complaint or compliment in writing, by fax, by e-mail, by telephone or in person (by appointment please). 

If you are writing, faxing or e-mailing your complaint/compliment, please provide your telephone number if a response by telephone would be convenient. If you are e-mailing, please state if a reply by e-mail is required and, if not, please provide a full postal address.

Your complaint/compliment should be directed to:


The Headteacher

New Vision Pupil Referral Unit

1 Reading Lane

Hackney

E8 1GQ

Telephone: 020 8820 7129 

Email: liz.tonge@learningtrust.co.uk 

Fax: 020 8820 7174

What happens next?
· We will reply within 15 working days of receipt of your complaint;

· If it is not possible to give you a full reply within this time, for example, if your complaint requires more detailed investigation, we will give you an interim response telling you what is being done to deal with your complaint, when you can expect the full reply and from whom;

· The full reply will include details of who to contact next if you believe that your complaint has not been dealt with properly. This will normally be one of the Directors at The Learning Trust;

· If you are still not satisfied following the second response, you can ask for your complaint to be referred to the Chief Executive of The Learning Trust, Mr. Alan Wood.
Examples of complaints/ compliments:

	Complaint
	Compliment

	e.g. You have started on a course but you have not received any clear instructions or information about what you will learn, how you will be assessed and how you have progressed.   
	e.g. You have enjoyed a course because it has helped you gain more confidence

	e.g. You need childcare support in order to continue with the course that you have started. However the training provider does not offer childcare.
	e.g. You have enrolled on an ICT course to improve your computing skills. However, as you speak very little English, your ICT tutor has also been spending time during and after class to help you with the English language. You feel that she has offered you with a lot of support, beyond the responsibility of an ICT tutor.


Complaints regarding assessment for accredited courses:
If you feel that your course work or exam papers have been marked unfairly, this is how you can submit a complaint:

1. Write a letter to your learning provider, clearly stating the nature of the grievance, e.g. unfair verification of portfolios, lost exam papers, unfair marking of tests, etc. 

2. Send a copy of this letter to The Learning Trust;

3. Your learning provider will follow the matter by writing to the awarding body within 15 days and keep the Learning Trust informed.

4. If the matter cannot be resolved in this way and you wish to pursue the matter further, the Learning Trust can then intervene on your behalf by communicating to the Qualifications and Curriculum Authority directly. 

Summary of Complaints Procedure:

 




5. Child Protection and Vulnerable Students

The New Vision PRU Team will inform providers of all Looked After Children (LAC), students who have a Child Protection Plan (or recently taken off), referred to the Children in Need Team or to the Young Offenders Team. Discussion with key members of staff must take place before placement and regular meetings should be held to monitor and review progression after placement. It is possible that as a provider in contact with a student on a day to day basis that you become aware of circumstances not known to the Learning Trust. In these situations we would expect this information to be shared with a relevant member of the New Vision PRU Team.

Multi Agency Input

Providers may wish to call a multi agency meeting in order to share concerns and seek resolutions for a student and family. Likely circumstances for this could include persistent non attendance, continuous breach of behaviour policy, drug misuse and other circumstances which would put the student at risk. The meeting would include the educational provider, a relevant member of the NVPRU Team and any other appropriate agency either already involved with the family or likely to be e.g. Social Care, Health, YOT. 

Referral and Monitoring

Any situation that would place the student at risk of significant harm should be reported immediately to Social Care (formerly Social Services) 

Access and Assessment Team
Children and Young People's Directorate
205 Morning Lane
E9 6JX

Tel: 020 8356 5500 (Duty Line)

       020 8356 5546 (out of hours number)

Fax 020 8356 5516


Providers need to ensure that they keep a log of information for any student where there are child protection concerns. Any member of staff who has a concern about a student should make a written record. This must be passed on to the Nominated Safeguarding Children Adviser (formerly Designated Teacher/Officer for Child Protection.            

Copies of case conference notes and future action recommendations should not be kept in the student's education file. They should be kept separate, in a secure place with access limited to NSCA and/or head of provision. 

Child Protection Policy

All providers must be aware of the London Child Protection Procedures and devise a child protection policy in line with national and local guidelines. However it is important to note that safeguarding is integral to policies across the spectrum, i.e. Anti-bullying, Behaviour Management, Use of force and restraint, Drugs and Substance misuse, Personal, Social and health Education curriculum etc.

The Nominated Safeguarding Children Adviser should be a senior member of the provision's leadership team who is designated to take lead responsibility for dealing with safeguarding and child protection issues, providing advice and support to other staff, liaising with the Learning Trust, and working with other agencies. He/she must ensure that staff are aware of the key elements of the policy.

The nominated person need not be a teacher but must have the status and authority within the provision management structure to carry out the duties of the post including committing resources to child protection matters, and where appropriate directing other staff. A single designated person will be sufficient, but a deputy should be available to act in the designated person's absence. 

Training
All staff in contact with young people, employed by the provision will be expected to receive training:

· To recognise how to identify signs of abuse and when it is appropriate to make a referral.

· Have a working knowledge of the London Children Protection Procedures in general, record keeping, confidentiality, the principles of a child protection case conference and child protection plan and roles and responsibilities of relevant agencies and organisations.

· Ensure each member of staff has access to and understands the provision's child protection policy especially new or part time staff who may work with different educational establishments.

· Ensure all staff have induction training covering child protection and are able to recognise and report any concerns immediately they arise. (This is essential in respect of staff who are perhaps part time or work with more than one school. such as Connexions personal advisors, trainee teachers and supply teachers.)

· Be able to keep detailed accurate secure written records of referrals/concerns.

· Obtain access to resources and attend any relevant or refresher training 
courses at least every two years.

For training courses and application: www.hackney.gov.uk/soc-cfc-chscb

Raising Awareness

· Ensure the provision’s child protection policy is updated and reviewed annually and work with the governing body/management committee regarding this. 

· Ensure parents see copies of the child protection policy which alerts them to the fact that referrals may be made and the role of the provision to avoid conflict later. 

· When students leave the establishment ensure their child protection file is copied for the NVPRU team 

The Vulnerable Pupils Team at the Learning Trust and The Department for Children, Families and Schools (DCFS) have clear guidelines on what schools, governing bodies and (LEAs) should do if they suspect that a child has been abused or assaulted. It is not, however, the responsibility of teachers and other staff in schools to investigate suspected abuse. They should not take action beyond that agreed in the established procedures.

If provision staff are in doubt as to whether a referral should be made to Social Care or the police the Learning Trust Vulnerable Pupils Team and NVPRU Team should be contacted for advice.

New Vision Team

Tel: 020 8820 7065/7210

Vulnerable Pupils Team

Tel: 020 8820 7551

Access and Assessment Team
205 Morning Lane
London E9 6JX

Tel:  020 8356 5500 (Duty Line)

        020 8356 5546 (Out of hours number)

Fax: 020 8356 5516
[image: image3.emf]London Child Protection Procedures 
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6. Confidentiality

The Learning Trust works within in the following guidelines. All providers should have their own confidentiality policy which should cover these areas.  Please contact TLT for further guidance.

Rationale

In order to support staff, pupils, visitors and volunteers it is important to have a clear and explicit policy on confidentiality so that all parties involved are aware of the boundaries and legal frameworks to which they have to adhere. The school at all times puts the safety and welfare of the child first and any issues will be referred to the school’s Nominated Safeguarding Children Adviser. This policy is in effect for all situations inside and outside of the classroom. It will underpin other school policies such as the SRE (Sex and Relationship) and Drug Education and Drug Related Incidents policies.

All School Staff Members : Confidentiality and Pupils

All school staff should:

· Understand the school’s policy in relation to confidentiality and know that they can not offer unconditional confidentiality to pupils.  However, they should offer confidentiality to pupils where possible

· Understand the boundaries agreed by the school in relation to sensitive issues

· Be aware that an unrealistic confidentiality agreement should not be offered to pupils. The classroom is a public place and confidentiality cannot be offered. However, teachers should establish ground rules with their teaching groups and use distancing techniques in order to avoid inappropriate questions and answers in class or in group sessions that may lead to personal disclosures.
· Know the procedure for recording and reporting disclosures and the nature of access to this information (refer also to the Child Protection Policy)

The school should ensure that pupils:

· Are made aware of the existence of this policy, its content and how it might affect them
· Know that teachers cannot offer unconditional confidentiality

· Are reassured that their best interests are maintained

· Know that if confidentiality has to be broken, they will be informed before this occurs and then supported as appropriate

· Are encouraged to talk to their parents or carers 

· Are informed of alternative sources of confidential help and advice.  For example the school nurse, Connexions, counsellor, GP or other local support and advice services

· Are given opportunities to agree ground rules for lessons where sensitive issues may arise.  Ground rules should be behaviour focused and implementation needs to be consistent.  

Staff and pupils should be aware of opportunities when they are able to talk in confidence and be referred to services within or outside of school, including websites and help lines.

Parents and Families: Confidentiality and information about parents/carers and families

The school should ensure that parent/carers understand the school’s policy in relation to confidentiality.  Schools may also wish to include a statement to recognise when they are prepared to keep information from parents/carers confidential.  

Safeguarding Children

The right to confidentiality needs to be balance against the responsibility to protect children and young people.  Some children and young people need support to protect themselves from:

· Deliberately harming themselves

· Harming other people and/or

· Being harmed by other people

Both adults and young people need to be clear about confidentiality and boundaries.  If they are in a position where they may receive confidential information of a sensitive nature, it is very important they have adequate supervision and support.  For example, young people involved in peer mentoring may need training, guidance and support to help them identify situations where information must be passed on to others, to help them decide who to pass information to and how to do this.

Although respect for confidentially is essential, schools cannot grant an absolute right to complete confidentiality in all circumstances.  Adults within the school cannot offer unconditional confidentiality to either pupils or other staff.  Appendix A contains the key points on information sharing, from the practitioners guide.

School also need to consider their responsibility in ensuring that children are kept safe through the protection of their identify and consideration to identifying information.  For example, not allowing children’s full names to be used with their photographs in public places, including the press.

Information and Data

The Data Protection Act (1998) deals with the processing of personal (sensitive and non-sensitive) data.  Personal data is considered to be any data which relates to a living person, including the expression of any opinion.  Sensitive personal data includes personal data relating to racial or ethnic origin, religious or other similar beliefs, physical or mental health or condition, sexual life, political opinions and membership of a trade union.

Organisations which process personal data must comply with the data protection principles set out in the Data Protection Act. This includes that data be:

· fairly and lawfully processed

· processed for limited specified purposes

· adequate, relevant and not excessive for those purposes

· accurate and up to date

· kept for no longer than necessary

· processed in accordance with individuals’ rights and

· kept secure.

This relates to all data kept by the school relating to both pupils and staff.  

Schools may also want to consider their ‘default’ position in relation to the sharing of personal information between staff.

All of the above consideration should be kept in mind when developing a confidentiality policy.

7. Equal Opportunities

Disadvantaged Groups

Reporting on progress and achievement must highlight the priority disadvantaged groups in Hackney:

Caribbean Heritage 

Turkish, Kurdish and Cypriot

White working class

Reporting should reflect both boys and girls of these groups.

Each provider will be required to submit their own Equal Opportunities policy on contracting. However, providers should also be aware of the New Vision Equal Opportunities policy:

Equal Opportunities Policy

At New Vision PRU we have a commitment to ensure equality of opportunity for every member of the school community regardless of age, gender, race, disability, sexual orientation, religion, social class, ethnic or national origin, language, marital status or employment status.

NVPRU is made up a variety of individuals and groups with many lifestyles, languages and cultures. We believe that this diversity enriches our lives, deepens our understanding and broadens our vision. We are, therefore, committed to sharing and learning from one another and building an environment that values difference. 

Our student’s differences and needs will be respected and considered in our planning of lessons, in the enrichment classes on offer and in their individual learning plans. We are committed to this irrespective of gender, racial and cultural backgrounds so that they can maximize their ability to achieve. 

At NVPRU we intend to make opportunities for all individuals, both adults and students, to explore differences and to work at an acceptance of them be it through training, discussion, PSHE lessons or the use of specialist outside agencies. We feel that this will be of particular value to our students who we are preparing to take their place in further education or work in a multi-racial and diverse society.

We are committed to challenging prejudice and discrimination on the grounds of; ability, age, class, disability, gender, HIV positive and AIDS status, language, physical appearance, racial, ethnic or national origin, religion, sexual orientation or status
We can do this through:

· Encouraging respect for the individual

· Encouraging collective action to challenge prejudice

· Promoting positive images rather than stereotypes

· Challenging any language, action or belief that is prejudiced or encourages prejudice in others

· Challenging institutional and organizational structures which have prejudicial or discriminatory effects

· Using disciplinary procedures when there is behaviour that contravenes this policy

Gender

New Vision’s population is made up of significantly fewer female students than males and it is our duty as a staff team, therefore, to protect them from sexist language and attitudes. It is a student’s right not to be a victim of gender discrimination and any sexist behaviour towards any member of the school community will be dealt with appropriately.

We believe we can challenge sexist views by:

Raising awareness of gender issues with all members of the New Vision community

Breaking down and challenging stereotypes and promoting positive gender images

Celebrating achievements of women, men, boys and girls 

Provide positive role models as is reflected by the staff working for New Vision and those who will be appointed

Encourage vocational or enrichment choices that are not based on gender stereotypes

We will use a variety of strategies that will consolidate our anti-sexist views:

· High expectations of all students despite gender

· Examine and adjust areas of learning where males or females need particular assistance

· Adopt a range of teaching styles, which include challenges, risk taking, talking and listening skills 

· Involve students in discussion about gender in tutorials, PSHE and reflect gender issues in assemblies

· Encourage participation of both boys and girls in all activities, which challenge gender stereotypes 

Anti-Racist Statement
The Race Relations (Amendment) Act (2000) places a duty on every local authority to stop racial discrimination and to promote good race relations. Racism takes several forms that most people would recognize as:

· Open hostility to ethnic groups on grounds of race, nationality, culture or belief

· Not recognizing the differences between groups in society, thus ignoring racial identity

· Failing to recognise and tackle deep-seated racism within institutions

· Not recognising and reflecting the multi-ethnic and multi-cultural nature of present society when making decisions

· Stereotyping and negative images of people from ethnic groups

Racism within the school may take the form of:

· Racial comments, name-calling and jokes

· Imitating accents

· Racist graffiti or any other written insult

· Bringing offensive literature or racist materials into a New Vision provider or trying to recruit people into racist organizations

· Physical assault against a person or group because of their colour or ethnicity

· Isolating people because of their colour or ethnicity

· Challenging ‘internalised’ comments e.g. it is acceptable for a black student to use racial language to another black student

Less obvious racism may take the form of:

· Unacceptable stereotyped views and images

· A curriculum that does not acknowledge racism

· Staff not being fully aware of how racism and stereotyping may effect the decisions they make

We will:

Record all racist incidents and deal with them appropriately

In the event of repeated racist incidents the student will be interviewed with parents or carers

Strategies for dealing with racist incidents:

· Encourage staff to develop appropriate skills so that they can counsel and support those affected by racism

· To actively recruit from different groups so that the staff team better reflects the ethnic balance of the community

· Ensure that courses and classes fully reflect a multi-ethnic society

· Value the differences of language and culture in the school and explore the provision of mother tongues courses

· Communicate with parents (wherever possible) in the language of their choice

· Use disciplinary procedures when there is behaviour prejudicial to this policy

8. Drug Awareness
New Vision PRU’s Drug, Alcohol and Substance Misuse policy will be supplied to all providers. All providers should have their own Drug awareness policy which should cover these areas.  The flowchart below shows the action that should take place if a member of staff becomes aware of a school drug related incident.

Table 1 Decision Making Flow Chart



























9. Behaviour for Learning Policy

Behaviour for learning is addressed through the Teaching and Learning Policy (appendix 10).Each provider should have their own Rewards and Sanctions Policy which works within the Teaching and Learning Policy guidelines. 
10. Teaching and Learning Policy

Guiding Principles

New Vision Pupil Referral Unit is a fresh start for our young people.  We are committed to working in partnership with all stakeholders to deliver a flexible, vocationally related curriculum that meets the individual needs of all our learners and empowers them to reach their full potential.  Successful provision is not, therefore, simply defined by academic pass rates – it is also importantly, delineated by our ability to produce responsible young adults capable of working independently and purposefully towards their own goals.  The following policy informs all practice.

1) Responsibilities of the Central Team

The Central Team is ultimately responsible, in general, for securing and monitoring the PRUs provision of high quality educational outcomes.  To this end, the Head Teacher, supported by the PRU Manager will act as Head of Curriculum with first instance authority to lead on all issues relating to teaching and learning.

The Headteacher will:

· Ensure that all providers are fully aware of, and comply with, their roles and responsibilities regarding teaching and learning

· Work in partnership with all stake holders and Learning Trust Consultants on the implementation of all National Strategy Strands and Whole School Initiatives in so far as they impact on teaching and learning.

· Ensure that providers have as much information on prior attainment, educational history and SEN data as is available in order to set realistic targets for the progression of their students and adequately plan to meet their individual learning needs.

· Advise on appropriate programmes to address  the training requirements of teaching staff within the provisions

· Support providers in their duty to carry out the monitoring of teaching and learning.

· Ensure quality assurance in teaching and learning

· Keep providers up to date regarding current curriculum developments and requirements which impact on their courses.

· Support the tracking of pupil progress by reviewing provider returns at the end of every half term.

· Correlate and evaluate the teaching and learning outcomes based upon all provider returns

· Act as the first point of call for providers on all matters related to teaching and learning

All Providers will be responsible for the organisation of the particular courses that they are contracted to deliver

The provider with support from the Central Team will:

· Ensure that all assessments instruments are fit for purpose by reviewing them at least two weeks in advance of their delivery and securing remedial action where appropriate.

· Work to ensure that teachers use effective assessment for learning strategies.

· Ensure an effective system of recording learner achievement is in place.

· Advise on opportunities for evidence generation and collection.

· Keep records of the verification process.

· Liaise with external verifiers as appropriate

· Secure robust assessment judgements through termly sampling of student work.

· Provide teachers with clear and precise feedback on sampling.

· Take part in the formal stages of any student appeal against a grade.

· Provide feedback on assessment issues to the Head Teacher.

2) Responsibilities of teaching staff

Teachers bear first instance responsibility for the quality of the course they deliver regarding the planning and delivery of classroom teaching and learning; the full implementation of all necessary school and exam board systems; the effective use of LSAs and all resources, and the quality of all course administration and paperwork.

Providers will ensure that their teachers and tutors will:

· Familiarise themselves with their course specifications in detail and design an inclusive curriculum that meets the individual learning needs of all their students.

· Plan courses (in compliance with the school’s 12 point lesson policy) using only the school’s long, medium and short term planning documents and make the plans available to the Head of Curriculum according to the review schedule already stipulated.
· Plan the regular assessment of courses and provide evidence of how standards are met.

· Take all reasonable steps to keep student work safe, secure and in good condition.

· Present all course documentation to be kept in the Providers management file, copy to TLT

· Plan for the effective use of LSAs in their lessons and, where appropriate take into consideration any pertinent information supplied to them by LSAs.

· Liaise with pastoral staff, parents/carers and the TLT (as appropriate) where students are failing to reach their full potential or experiencing problems making a positive contribution to lessons.

· Proactively seek training when required.

· Work co-operatively with Learning Trust Consultants, Exam Boards Representatives and members of other outside agencies.

· Apply assessment for learning strategies to give their students ownership of the assessment process

· Use assessment to identify students who are underachieving or have Special Educational Needs and take all remedial steps necessary to secure progression in their learning.

· Keep an accurate and up to date mark book that details prior attainment data, target grades and SEN information as well as course grades.

· Evaluate the success of all lessons in collaboration with LSAs using the relevant section of the school’s short term plan and ensure that all evaluations are signed by themselves and the LSA.

· Write reports on students as required by the school that rest on a secure evidence base.

· Present all course documentation to be kept in the Providers management file, copy to TLT

3) Providers will ensure that their Support Staff

· Familiarise themselves in detail with the ILPs and learning styles of all students in order to support lessons that meet students’ individual needs.

· Conduct ILP reviews with their key worker students.

· Contribute to assessment record keeping and the collection of evidence of students’ progress.

· Contribute to the organisation and differentiation of lesson resources and the preparation of the classroom for learning in general.

· Take primary responsibility for classroom display.

· Contribute to lesson planning and delivery.

· Contribute to behaviour management.

· Contribute to the teacher’s lesson evaluation of all lessons and sign off all lesson plan evaluations.

· Proactively review teachers’ lesson plans prior to their delivery and prepare for their role in the lesson.

· Proactively seek to liaise with teachers, parents/carers, mentors and other service representatives when their key worker students are in danger of failing to reach their full potential or are not having their individual learning needs met.

· Write reports on students, as required by the provider that rest on a secure evidence base.

· Apply the providers’ reward and sanctions policy in the same way as a teacher.
11. Lesson Observation Policy

1. Policy Statement 

NVPRU operates a three-tier lesson observation policy. NVPRU staff carry out graded lesson observations for each tutor at least once per year. In addition, providers can expect 1 unannounced visit per year. Providers’ programme managers / curriculum coordinators will be expected to observe all their key stage 4 tutors at least once in an academic year and grade the session.  In addition the Learning Trust will expect providers to promote confidential peer lesson observations amongst tutors. These are ungraded but the findings should be reported to the management to inform their CPD programme. These lesson observations will enable us to provide evidence of the quality of teaching and learning across all curriculum areas, including the identification of good practices to be shared amongst sub-contractors and weaknesses that need to be addressed.  These observations will also inform the annual training programme.  They will also help us to identify any areas for improvement to the learning experience of the learners.
2. Rationale

Lesson observation is an important component of quality assurance in NVPRU Learning programmes. The Learning Trust’s NV service will ensure that this is a fair, valid and reliable process that does not focus solely on the tutor's competence, but takes into account the totality of the learning experience, the environment and the context in which it takes place. 
3. Observers

All lesson observers, including peer observers, will be trained to carry out lesson observations. Whenever possible, observers from the Learning Trust will conduct joint lesson observations with a provider’s course coordinator/subject specialist as a means of capacity building their quality assurance framework.  When such cross-moderation takes place the observer from the Learning Trust will, as normal, grade the lesson in line with the OFSTED Inspections Framework and recommend areas of improvement within a given timeline. 

Observers are required to use the standard pro-forma (attached) and criteria outlined in the Providers’ Handbook for Lesson Observations.
4. Structure of Lesson Observations sessions

New Vision providers/ sub-contractors will be observed at least once in an academic year, by The Learning Trust’s quality monitoring team.

NVPRU tutors will be observed at least once in an academic year, by the centre/ contract manager.

Providers should build confidential peer observations in their programmes.

NVPRU course tutors will be given at least two week’s notice prior to being observed. 

Observations will take up to a minimum of one hour or last the length of the class being observed depending on the observer’s timescale and availability.

Observers will provide feedback to the tutor immediately after the observation session or at the earliest convenient time for the tutor, but no longer than three working days after the observation.

A written feedback report must be sent to the tutor no later than seven working days after the lesson observation. This report will include recommendations and actions, which will be followed up to ensure that they have been actioned. 

Reports will be sent to the centre/project manager and to the tutor’s home or e-mail address, if supplied.

5. Preparations

It is important that the provider or tutor has the following documents ready and accessible to the observer for the session:

· Lesson plan for the session

· Scheme of work

· Attendance register

· Examples of learner’s folders and practical work

· Records of assessments and achievement

· Reports from progress reviews with learners 

· Group or Individual Learning Plans

6. Support & development for tutors

Observers will share the results of the observation, in a written report, with the tutors and the centre/project managers. Tutors will be expected to carry out the recommended actions (or areas for improvement) specified on the written report within the timescale given.

The tutors should receive support (through training; meeting other tutors to share good practice; one-to-ones, and so on) from the centre/ project managers as well as the NVPRU team to complete the actions detailed.

Any recommended actions/ areas for improvement must be followed up within 2 weeks after the lesson observation session, by the centre/ project manager and the NVPRU quality assurance team will monitor this.

7. Appealing against the written report

Following a lesson observation the project manager & tutor will receive a brief oral feedback at the end of the lesson and a written report from the observer within 7 days.  Reports will be sent to the tutor’s home address if supplied.

If the tutor or manager wishes to challenge any comments made by the observer, he or she should try to resolve these differences through the verbal discussion or feedback session. 

If the issue is still not resolved, the tutor or project manager can appeal against the report by submitting a letter to the Headteacher of NVPRU within 14 days of the report, at The Learning Trust, 1 Reading Lane, London, E8 1GQ.

The written appeal should contain the following information:

· Name of complainant

· Organisation/ Provider Name

· Date of lesson observation report & name of observer

· Reasons for the appeal.

The tutor is then entitled to have a second independent lesson observation, which will be carried out by a different observer, appointed by the Headteacher

No action plan for the tutor or project manager until the second observation has taken place and a new report has been completed.

If the tutor or project manager is satisfied with the second lesson observation report then it will be used as a basis of an action plan for the tutor.

If the second report shows substantial agreement with the first, and the tutor or project manager remains dissatisfied, that judgment prevails and an action plan is drawn up accordingly.

8. Contacts 

If you have any query, please contact NVPRU Manager, 2nd Floor, Technology & Learning Centre, The Learning Trust, Reading Lane, London, E8 1GQ.
12. Lesson Observation Form

Date: 

Provider: 

Teacher/class: 

Lesson: 

Observer: 
Observation start/end: 

Attendance: Learners in class:       Learners late: 
              Evidence base for judgments
	Documents


	Seen

Y/N
	Comments

	Lesson plan for the lesson


	
	

	Scheme of work


	
	

	ILPs (including reviews if applicable)
	
	

	Attendance register


	
	

	Examples of learners’ folders and/or practical work
	
	

	Records of assessments and achievement (e.g. Initial assessment)
	
	


	Is there evidence of scheme of work/unit planning?
	
	

	Is there evidence of teacher individual lesson planning?
	
	

	Are there stated objectives and expected outcomes against which learning can be assessed?
	
	

	Does the lesson match pupils’ needs and abilities?
	
	

	Has the planned work been differentiated to match pupils differing needs? 
	
	

	Does the lesson fit into the sequence of lessons/module?
	
	



	Is the room orderly and does it provide an environment conducive to learning? 
	
	

	Where used, are  non- teaching staff effectively managed
	
	· 

	Is the learning environment safe?
	
	



	What is the degree of subject understanding? 

	
	

	Are the learning objectives shared with pupils?

	
	

	Are instructions clear and explicit?
	
	

	To what extent is lesson content introduced with knowledge, skills and imagination?
	
	

	Are cross-curricular links made (particularly to functional skills)?
	
	

	How appropriate are the range of teaching methods and resources considering pupils abilities and understanding?
	
	

	Is the lesson conducted at an appropriate pace?

	
	· 

	Does the teacher expect suitable standards of conduct from the pupils?
	
	· 

	Does the teacher manage behavior effectively in accordance with an established code of conduct?
	
	· 

	Are the personal development and well being of learners promoted?


	
	· 

	Are pupils encouraged to make a positive contribution to the community?
	
	· 

	Does the teacher judge pupils’ levels of understanding accurately?
	
	

	Is differentiation used to ensure that individual needs of learners are met?
	
	

	Is learner autonomy promoted?
	
	

	Is assessment for learning used effectively to support, encourage and extend pupils?
	
	

	Do learners make progress relative to prior attainment and their potential?
	
	




	Do learners feel safe?
	
	

	Do students enjoy the lesson?
	
	

	How do students feel about their learning/progress?
	
	


Identified STRENGTHS

Areas for professional Development


Grade:

Outstanding

Good

Satisfactory

Inadequate
	Tutor’s comments/response to verbal feedback

Manager’s response to verbal feedback




Tutors’ Continual Professional Development (CPD)

What training needs have you and your line manager highlighted this year?

What training has been offered to you this year?

What training have you attended/planning to attend and how will this impact on your practice?
Quality Statements for Teaching and Learning

Outstanding Teaching

· Enthusiastic, authoritative

· High level of subject expertise

· Inspirational

· Setting high expectations

· Changing pace and methods of delivery

· Learner centred

· Highly effective differentiation (extension and support tasks)

· Challenging coursework and homework

· Tutors promote independent research

· Lessons are stimulating/focused/fun

· Learning is checked regularly by formal and informal methods

Outstanding Learning

· Learners are highly motivated

· High levels of autonomy and self-reliance

· Learners aspire to achieve

· Learners ask challenging questions

· Lively debate

· High level critical and evaluative skills

· Learners can evaluate their own performance

· Learners are involved in planning their own learning

· Learners are committed, focused and punctual

Good Teaching

· Lessons have clear aims and objectives

· Lessons are well planned

· Lessons achieve the assessment criteria of the course effectively

· Teaching methods suit the purpose

· Regular checking of learning

· Purposeful atmosphere

· Tutors are supportive and encouraging

· Behaviour management is effective

Good Learning

· Learners respond positively and purposefully

· Many learners are able to work autonomously, but a few remain dependent on the tutor

· Most learners achieve assessment targets on time

· Most learners are focused and punctual

· Most learners are able to evaluate their own performance accurately

· Learners understand the assessment criteria fully

· Most learners have a positive rapport with the tutor and are confident enough to ask questions.

Satisfactory Teaching

· Tutor’s subject command is adequate

· Lessons are planned but do not always contain differentiation tasks

· Syllabus is covered by the scheme of work but there may be lack of variety in teaching styles, methods and pace

· Satisfactory lessons are often overly tutor led

· Lack of emphasis on need for learners to develop autonomy

Satisfactory Learning

· Learners have an adequate understanding of how to progress

· Most learners achieve the assessment criteria

· Not all learners can evaluate their own performance

· A minority of learners have poor punctuality and attendance

Inadequate Teaching and Learning

· A significant proportion of learners do not progress well enough because teaching and training is ineffective

· Much teaching and training fails to capture learners’ interest, and activities are  not sufficiently well matched to learners’ needs to provide a suitable level of challenge

· Some tutors’ and trainers’ command of the subject is inadequate for the level demanded by the course

· Assessment is inadequate and some learners do not know how to improve

· Initial assessment is inadequate for a significant number of learners and/or many learners do not receive the additional support that they have been identified as needing

· Many parents and employers do not have sufficient information about learners’ progress.
13.  Individual Learning Plans 
INDIVIDUAL LEARNING PLAN

To be completed by Learner with support from their tutor

This document represents my Foundation Learning pathway following my Induction Programme.  It will help me to see what I have achieved, what I want to achieve and how and who will help me to achieve it!  My targets will be reviewed every half - term and my qualifications will be up-dated termly.

It contains the following sections:

1. My record of learning and achievement

2. My programme of study

3. My personal and learning targets and progress reviews

MY DETAILS

Name: 

DOB:

Centre/School/College

Pathway start date:

Learning aim*:


Parent/Carer comment:


Section 1

MY RECORD OF LEARNING & ACHIEVEMENT


Learning achievements* so far:

	Personal Achievements*:


	

	Skills & Qualities*:


	

	Likes*: 


	

	Dislikes*:


	




Section 2    

MY PROGRAMME OF STUDY


	My destination/ What I hope to have achieved by 16*:​​​


	

	What I hope to have achieved by 18*

 
	

	Skills/ Knowledge/ Experience* I will need to get there:
	



My pathway*:
	Principle/ Vocational Qualification
	Support* I need to achieve this

	Course name
	
	

	Duration
	
	

	Units
	
	

	Study centre 
	
	

	Awarding body
	
	

	PHSE Qualification
	Support I need to achieve this

	Course name
	
	

	Duration
	
	

	Units
	
	

	Study centre 
	
	

	Awarding body
	
	

	Functional Skills in Maths Qualification
	Support I need to achieve this

	Course name
	
	

	Duration
	
	

	Study centre 
	
	

	Awarding body
	
	

	Functional Skills in English Qualification
	Support I need to achieve this

	Course name
	
	

	Duration
	
	

	Study centre 
	
	

	Awarding body
	
	

	Functional Skills in ICT Qualification
	Support I need to achieve this

	Course name
	
	

	Duration
	
	

	Study centre 
	
	

	Awarding body
	
	


Section 3 
(This section can be added to each time targets are reviewed and new ones are set)

MY TARGETS & PROGRESS REVIEWS  

Course title:

Initial assessment score:

Target grade

Learning targets*:
	Target

(M)
	Date set

(M)
	Who will help me achieve it?

(O)
	How will I know when I have achieved it?

(O)
	Review date

(M)
	Progress at review

Tutor and learner comments

(M)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Personal targets*: 
	Target

(M)
	Date set

(M)
	Who will help 

me achieve it?

(O)
	How will I know when I have achieved it?

(O)
	Review date

(M)
	Progress at review

(M)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Form completed and signed by:

Tutor……………………………………………………………………………………………………………….Date………………………

Learner…………………………………………………………………………………………………………...Date………………………
14.
Invoice template

	Insert your Organisation’s name and address


INVOICE








Invoice No NVPRU 09/10- 001








Invoice Date
Account Payable

The Learning Trust

Adult Community Learning

1 Reading Lane

London E8 1GQ

	DESCRIPTION
	Amount due

	For the Provision of (Name of Courses)


	

	TOTAL
	


NB Please ensure you specify the name of the courses you are running.

 All NVPRU invoice number should start NVPRU 09/10 – followed by the invoice number eg 001 for the first term, 002 for the second term 2 and so on. 

Finally, the code should be followed by your organisation’s initials.  An example of a 2nd invoice for a course run by The Learning Trust would be NVPRU 09/10–002 –TLT. 


15.     Data Protection Statement 2008-09 

“Data Protection Act 1998 – The information you provide will become part of TLT data which is requested by the DfES which is registered under the Data Protection Act 1998.  The information you provide will be shared with other organisations for the purpose of administration, careers and other guidance and statistical and research purposes. Other organisations with which we will share information include Connexions, Higher Education Statistics Agency, Higher Education Funding Council for England, educational institutions and organisations performing research and statistical work on behalf of the TLT or DfES.

At no time will your personal information be passed to organisations for marketing or sales purposes. 

16.                List of Contacts

	Job Title
	Name
	Contact number

	Headteacher

	Elizabeth Tonge

	020 8820 7129

	New Vision PRU  Manager
	Liz Allen
	020 8820 7168

	SENCO
	Petula Andre
	020 8820 7173

	Education Personal Development Worker

	Anita Akuwudike

Nathaniel Stevens
Cordel Fraser

Michelle Ellis
	020 8820 7128

020 8820 7418
020 8820 7083

020 8820 7083

	Attendance Officer
	Farid Abdullahi
	020 8820 7281

	Children Missing Education Officer
	Billy Baker
	020 8820 7406

	Headteachers’ PA
	Anna-Kaarina Ahti
	020 8820 7180

	Family Support Officer
	Patricia Shodimu
	020 8820 7065

	Data Support Officer
	Rohan Ramkissoon
	020 8820 7210

	Curriculum Development Co-ordinator
	Lisa Webster
	020 8820 7408

	Supplier Relations Contract Manager

	Andy Mills
	020 8820 7117


17.  
 List of Abbreviations

	ACL
	Adult & Community Learning

	A&G 
	Advice & Guidance

	CC
	Childcare

	CPD
	Continuing Professional Development

	CU
	Commissioning Unit

	EMET
	External Monitoring & Evaluation Team

	ESOL
	English for Speakers of Other Languages

	ICT
	Information & Communications Technology

	ILP
	Individual Learning Plan

	KPI
	Key Performance Indicator

	LDD
	Learning Difficulties & Disability

	LS
	Learning Support 

	LSC
	Learning & Skills Council

	NVPRU
	New Visions Pupil Referral Unit

	PDN
	Professional Development Network

	PIAP
	Post Inspection Action Plan

	QA
	Quality Assurance

	SEF
	Self Evaluation Report

	SENDDA
	Special Educational Needs and Disabilities & Discrimination Act

	SoW
	Scheme of Work

	TLT
	The Learning Trust


Inspection Framework


Quality standards embedded in contract


QA pre-commissioning checklist ensures minimum standards met (e.g. tutors qualified, sample policies, schemes of work and lesson plans ) 


QA visit to monitor maintenance of standards


Targets for attendance, punctuality, achievement 


Progressions


Behaviour














Induction Feedback


Internal QA system (supported through cross moderation)


Observations of teaching/learning


Learner experience gauged through verbal interviews (visits, forums, learner satisfaction surveys)


Documentation checks


On going Hackney Records





High risk provider listed 


Project managers engaged directly, through EMET and contract management meetings


Support and re-observations within stipulated timeline


Self Assessment Report and action plan – to review progress against targets and action plan implementation.





Tutor training


Good practice sharing forums


QA visits to support with initial assessments, & ILPs, SOW, Lesson Plans (TLT Caseworker)


Curriculum support


Risk Assessment














Headteacher New Vision 


PRU





Write, fax, email or telephone





Address: The Learning Trust, 1 Reading Lane, Hackney, E8 1GQ


Telephone: 020 8820 7339 Fax: 020 8820 7174


Email: � HYPERLINK "mailto:liz.tonge@learningtrust.co.uk" ��liz.tonge@learningtrust.co.uk�





You, the learner





Investigation





Response within 15 working days





Learner Feedback








Marking and Assessment








Subject knowledge and tasks





Lesson/ pupil management





Classroom management





Subject knowledge and tasks





Preparation and planning








Curriculum Co-ordinator: QA, lesson observations, CPD





SENCO: Place young people, Assess Special Educational Needs, Complete IEPs 





August





EPDW: To support young people, complete the PDR                                               – Parent liaison 








-Participate in initial and diagnostic assessments          -Participate in target setting                                  - Complete induction feedback





-Review progress on PDR goals with EPDW 





Educational Family Support Officer: Attendance monitoring and family support. 





Attendance and punctuality register for each class





Participate in student satisfaction survey





- Support young person to attend observing provider’s attendance & punctuality and behaviour codes                





- Complete induction feedback (return to NVPRU)                


- 





- Attend meetings with provider as required                


- 





- Receive student progress reports from providers                             - 





- Receive information on parent coffee mornings and assemblies from central team





Complete parent/carer satisfaction survey (return to NVPRU)





Central Team





Head teacher: Strategic lead





Data Support Officer: Data collection, monitoring and tracking





Tutor course evaluations





-Initial/diagnostic assessments                        -Induction programme and feedback





-ILP per learner                           -Formative assessment records                                  -Achievement & progression records





2 weeks after enrolment





Weekly





-Weekly attendance grids       





-Initial literacy and numeracy assessment results                                     -Induction feedback





-Learner satisfaction survey summary                                          -SAR 





External accreditation results 





Half termly





Termly: 27.11.09, 12.3.10 & 14.5.10





Termly





At end of course/year





- Attend observing provider’s attendance & punctuality and behaviour codes                





Participate in lesson observation





– Keep ILP and reflect on goals





-Attendance at Provider Meetings  (see p.4 for dates)      





Receive disseminated info








-ILPs                                              -Progress & Achievement spreadsheet                                            -Sample student work





Invoice 





Sept/ On enrolment





SoW & lesson plans





-Course outline                                    -Student timetable                                -SoW (per course)                                    -Enrolment confirmation                  -Enhanced CRB no. for all staff 








 





Receive details of course/s





Receive details of course/s





On contracting





Policies – H&S, Child protection, Drug awareness, Equal opportunities Confidentiality, Attendance 


-Payment schedule confirmation





Youth Offending Team (YOT) involved.





Consider options for provision and student/s. Inform Learning Trust





See gathering evidence guidance




















Personal Targets


What personal goals might you have which will help you in reaching your destination?


Give yourself targets that may give you more opportunities for example: doing some voluntary work; join a club; save or earn some money; be more helpful in the home!





My Pathway


This is where you will need to look at all the courses and qualifications that would help you to get to your ‘destination’.  It will need to consist of courses that will interest you and that you feel confident in achieving.





Skills/Knowledge/Experience


Here you need to put what skills and knowledge and experience you think would be needed in order to get to this destination and also be successful in the destination.





Destination


Here you can write what it is you want to progress to at 16/18.  It can be a specific career, a course at college or within the school, an Apprenticeship programme or another course or ideal outcome.





Think about...


What do I want to progress to?


What skills do I need to develop to get there?


What will my overall pathway look like?


What support will I need to follow this pathway?





Skills & Qualities


Here you should write what you think you are good at and personal qualities that will help you to achieve your aim.





Personal Achievements:


 Here you can put awards or certificates you have achieved in other areas plus ones you are working towards.  You can also put any other progress in hobbies or any other activities/experiences that you feel good about or proud of.  This can be in and out of school.





Likes & Dislikes


Here you should write what you like to do in school and what kinds of places you like to learn in.  Also, what kinds of teaching help you to learn the best and the type of work you enjoy doing the most.  Your dislikes should be about the kinds of work, teaching, place where you feel you learn less and feel less comfortable.





Think about...


What have I achieved?


What am I good at/ enjoy?


What do I need help with?





Parent/Carer comment:


This is for your parent/carer to say what they hope you can achieve and how.

















Learning aim


Here you should write what it is you want to achieve in your learning and how you plan to get there.


Your learning aim could be that you want to achieve Maths and English Level 1 qualifications in KS4 so as you can do GCSE’s in Maths, English and Art at Level 2 in a local college.





Subject knowledge and tasks





OFSTED GRADING/ GRADE KEY





Classroom





Marking and Assessment





Every Child Matters: Provider and Central Team Responsibilities





Every Child Matters: Provider and Central Team Responsibilities





Every Child Matters: Provider and Central Team Responsibilities





Manager: 


Operational lead, referrals.





Possible arrest of suspects.





Seek advice from police. If required.





Member of staff reports to provision manager/coordinator.





Staff become aware of school Drug- Related Incident. (DRI)





Check incident against Levels of concern.


Range of  decisions & Police responses 








Decision made whether to deal internally or involve police.


See type of incident & appropriate response guidance 





Urgent or serious cases - Police deal with DRI in ‘fast time’.





Deal with DRI within provision but be alert to litigation issues.





Police deal with less serious DRI in ‘slow time’ through relevant agencies.





Use of range of recommended interventions, and log for  records.





Recorded as “crime” by police. Where appropriate





Dealt with by way of “Final Warning”.








Case dealt with by court.





Dealt with by way of “Reprimand”.








No formal action.





First offence guilty plea = “Referral Order”








Subsequent Offences = Various Orders.





Youth Offending Team (YOT) involved.
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