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Introduction

Introduction

The Royal Borough of Kensington and Chel-
sea’s Adult and Family Learning Service aims 
to deliver high quality learning opportunities 
that meet the needs of individuals through flex-
ible, responsive and coherent provision. Adult 
and Family Learning will enable individuals to 
achieve their aspirations. It will give people the 
best chance to improve their well-being, widen 
their horizons and thereby enrich the communi-
ty. It is our aim that it will be accessible to all and 
we will actively encourage participation from 
every group within the community.

These aims are not easily achievable but we 
have produced this Guidebook with the intention 
that it will aid us all in implementing the on-going 
improvements that will provide an outstanding 
quality service.

This Guidebook sets out what you need to know, 
and to provide examples of all the documenta-
tion that will assist you, to manage and deliver 
such quality learning provision, working in part-
nership with the staff of the Royal Borough. 

The Guidebook will set out the roles that each 
of us has to play in the process of delivering the  
service as well giving you detailed information  
about how we can all ensure that the process   
of Quality Improvement is embedded in every-  
thing we do. We believe that this is the key to  
enabling learners to develop knowledge, under-  
standing skills in a high quality, enjoyable and  
stimulating learning process. For that reason 
this Guidebook places all the key functions of 
delivery within the context of Quality Improve-
ment. None of us can achieve this on our own, 
we all  have our part to play - from the Learn-
ing and  Skills Council, who currently allocate 
funding that originates from central Government 
( DIUS) , to Ofsted who inspect and regulate, to 
front  line staff and the tutors who work directly 
with  learners.  

You can find out more about the specific roles  
of each of the Adult and Family Learning Team  
later in this section but by way of introduction it’s 
important for us to emphasise our commitment  
to the idea of partnership in the delivery of the  
service. As with any government funded provi-
sion there are rules and regulations we need to  
adhere to but we hope that this Guidebook will  
not only be a source of reference for some of  
those more regulatory functions that  we have  
to carry out but also a useful and user-friendly  
guide in demonstrating how those functions can 
help rather than hinder us. 

It will set out some of the key principles behind 
the approaches  to the improvement of quality, 
the processes and cycles, e.g. Self Assessment 
and RARPA, that we follow and that provide a 
framework for our service and the timetables 
and forms we need to use. Of fundamental 
importance is the ability not just to implement 
changes but also to monitor and evaluate ef-
fectiveness and consider further developments. 
Most importantly it starts by letting you know 
what our own service will do to support both the 
achievement of those processes and you –- the 
organisations who deliver the service to learn-
ers.

We then move on to information aimed at coor-
dinators and managers from delivery organisa-
tions –- how the processes of quality cascade 
down to your everyday work .

There is quite a large chapter relating to the  
work of tutors as we hope that not only will this  
act as a point of reference for tutors but it can  
also be used by their managers to induct them  
into the ways of Adult and Family learning when  
they first join.  

Lastly, but by no means least appendices cov-
ering areas such as Equality and Diversity and  
Health and Safety.  

Provider Guidebook
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Who’s Who in Adult and Family 
Learning

The diagram on the preceding page sets out 
three groups of key players in the delivery and 
operation of AFL in our local area. They are 
Royal Borough of Kensington and Chelsea’s 
Adult and Family Learning Service, yourselves 
the Providers and most importantly the Learn-
ers.

However there are other organisations and 
groups of people that have a say in the fund-
ing, regulation and development of the Service. 
The diagram shows them feeding into our local 
groups and this section explains a little more 
about their role

Funding 

Funding for Adult and Family Learning originates 
from Central Government. At the time of writing 
the department responsible for this budget is 
the Department for Innovation, Universities and 
Skills.

Learning and Skills Councils. At the time of writ-
ing funding and responsibility for ensuring the 
delivery of Adult and Family Learning is de-
volved to Learning and Skills Councils. Our re-
gional office, the Central London Learning and 
Skills Council and they contract with the Royal 
Borough annually. From 2010 / 11 responsibility 
will move to the new Skills Funding Agency.

Regulation

The Office for Standards In Education, Children’s 
Services and Skills (OFSTED) are required to 
inspect all aspects of the delivery of the AFL 
Service. In doing so they will have contact with 

ourselves, yourselves and learners. Ofsted are 
there to  ensure that our Service meets stand-
ards set out in the Common Inspection Frame-
work and require that those standards are con-
tinually improved.

Collaboration  and Development

More locally we have established a number of 
groups with the aim of more effective collabora-
tive working and developing our Service. These 
groups are discussed more fully in the section 
“Collaboration and Developmental Groups” on 
page 21. Their work feeds into all our work. Good 
practice shared at Cluster Groups will improve 
the learners’ experience. The Adult Learning Fo-
rum will inform the Service’s strategic planning 
as does the work of the Data sub-group.

Introduction

Who’s Who in Adult and Family Learning
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The Royal Borough currently contracts out the 
majority of its Adult and Community Learning 
provision. The Borough secures service delivery 
through contracting with organisations that can 
demonstrate the capacity to achieve the qual-
ity and performance standards required of us 
by the Common Inspection Framework and the 
LSC.  The number of organisations may vary 
from year to year but currently our single largest  
provider is Kensington and Chelsea college and 
the remainder of our provision is delivered by or-
ganisations from the Voluntary and Community 
sector as well as schools for Family Learning.

These organisations enable the Royal Bor-
ough’s Adult and Family Learning Service to ex-

tend its reach and support the learning needs of 
a wide cross section of vulnerable and hard to 
reach groups.

The two main budget  streams that support 
Adult Learning are First Steps and Personal and 
Community Development Learning (PCDL) but 
the Learning and Skills Council’s ‘Neighbour-
hood in Learning Communities’ (NLDC) cur-
rently provides a small budget to  help build ca-
pacity in a number of these providers.  It is both 
a priority and a challenge to ensure that all our 
providers, particularly those from the voluntary 
and community sector are equipped to meet the 
quality requirements of the Common Inspection 
Framework. 

Adult and Family Learning in the Royal Borough

The Royal Borough Organisation Chart

RBKC Adult &
Family Learning

Exec. Director Family & 
Children Services

Anne Marie Carrie

Director of Community 
Learning

Karen Tyerman

Head of Policy & 
Performance

Nelly Bossick
Head of Adult and Family 

Learning

Don McBean

Adult and Learning 
Manager (Contracts)

Kim Norris
Adult and Learning 
Manager (Quality)

Patricia Carlisle
Family Learning 

Coordinator

Pauline Koku

Research and Statistics 
Officer

Katie Johnstone

Information and 
Administrative Assistant

Wan Tchi Foo

Media Projects Coordinator
Julia Marcus

Employment Projects 
Officer

Fiona Low

Business Support Officer
Maude Chinery

Administrator
Pushpa Khetani

Employment Projects 
Officer

Jan Houldworth
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General Responsibilities

The Royal Borough’s Adult and Family Learn-
ing Service  Quality Improvement Framework 
is developed  by the Adult and Family Learning 
Leadership  Team. Consultation at draft stages 
is sought  from the Director of Community Learn-
ing and the Adult  Learning Forum (ALF) .

All staff have responsibility to improve quality  
across the Service.  

The Head of  Adult and Family Learning  over-
sees  plans and activities contributing to quality 
improvement and reports to the Adult Learning 
Forum.

The Head of Adult and Family Learning, the ACL  
Managers, the Family Learning Coordinator and  
a representative from the Performance and Pol-
icy team meet once every term to develop and 
monitor quality processes, review internal qual-
ity  standards. 

Key Principles

•  Quality improvement and self- assessment 
are complementary processes that cannot 
work effectively in isolation.

•  A culture will be encouraged that motivates 
staff to provide a high quality inclusive serv-
ice, responsive to the needs of learners. 

•  Appropriate resources will be allocated to 
implement the  quality improvement and its 
monitoring processes.

•  There is a designated manager responsible 
for quality. 

   The AFL Service will produce and operate  a 
Quality Framework in the form of a Guidebook 

that sets out the Service’s commitment to im-
proving quality and the processes to be fol-
lowed to achieve them.

•  The Quality Framework will set standards for 
those processes in accordance with the Com-
mon Inspection Framework expectations.

•  The self-assessment cycle forms the basis 
of the Quality Improvement Framework and 
feeds into the strategic planning process and 
subsequent action plans. 

•  The Quality Improvement Framework will be 
regularly monitored and reviewed.

Scope of Quality Improvement

All the following documents, activities and proc-
esses fall within the scope of Quality Improve-
ment. All need to be considered and taken into 
account when setting standards for delivery of 
high quality learning and assessing whether 
those standards have been achieved.

    •   Learner Engagement 
    •   Teaching and Learning 
    •   Learner Support 
    •   Learner Progress and Achievement 
    •   Learner Feedback 
    •   Tutor Course review and evaluation
    •   Attendance and retention 
    •   Progression rates and routes 
    •   Programme Review / Evaluation 
    •   Information Advice and Guidance (IAG)
    •   Staff Development and Performance and 

development review 
    •   Good Practice Sharing 
    •   Self-assessment and Development Plan-

ning 
    •   Quality Management system review 
    •   Equalities 

Adult and Family Learning in the Royal Borough

Responsibilities and Principles
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    •   Health and safety
    •   Awarding Body requirements and proce-

dures
    •   LSC requirements and procedures
    •   Cluster groups

The Quality Improvement Framework sets out 
details the processes associated with each ele-
ment. 

Equality 

The work of the Adult and Family Learning Serv-
ice operates within the context of the  Royal Bor-
ough’s Corporate Equality Policy - “Towards an 
Inclusive Kensington and Chelsea – The Royal 
Borough of Kensington and Chelsea’s Equality 
Scheme” The substance and detail of this policy 
extends to our contracted delivery partners and 
is set out at Appendix I on page 120.

Adult and Family Learning in the Royal Borough

Responsibilities and Principles
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The Adult and Family Learning 
Team

The AFL Leadership team comprises those staff 
shown in the organisation chart on page 14.

The chart includes staff who you may not have 
regular contact with but who, nonetheless also 
contribute to the management, planning and de-
livery of our overall service.

The core leadership team comprises:

    •   The Head of Adult and Family Learning 
    •   The ACL Manager – Quality
    •   The ACL Manager – Contracts and Equality
    •   The Family Learning Co-ordinator
    •   The Business Support Officer

This core team is supported by work from mem-
bers of the Policy and Performance team. 

The roles of respective post holders, particularly 
with relation to Quality Improvement are as set 
out below.

The Head of Adult and Family 
Learning

The Head of Adult and Family Learning is re-
sponsible for all aspects of  the Adult and Family 
Learning Service. 

Key Responsibilities

    •   Developing and implementing the Royal 
Borough’s strategic approach to the deliv-
ery of Adult and family Learning provision.

    •   Ensuring the targets of the contract award-
ed by the LSC are met.

    •   Managing the budget for Adult and Family 
Learning Services.

    •   Managing and developing the staff of the 
AFL team.

    •   Ensuring the continuous improvement of 
quality within the service.

Specific Quality Improvement Responsi-
bilities

    •   Leading and managing the development of 
quality improvement activities and systems 
across the AFL service.

    •   Chairing the Adult Learning Forum / PCDL 
partnership group.

    •   Leading the production of the Royal Bor-
ough’s  Self Assessment report.

    •   Managing the activities of leadership team 
staff to ensure that quality improvement is 
implemented and monitored.

    •   Reporting to the Director of Community 
Learning on issues of performance and 
quality for the service.

    •   Participating in formal review meetings with 
the LSC to evaluate performance and qual-
ity.

    •   Acts as nominee for Ofsted inspections.

Key Roles at the Royal Borough
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ACL Manager – Quality

The ACL Manager - Quality is responsible for 
the operational management, delivery and im-
plementation of Quality Improvement.

Key Responsibilities

    •   Support to delivery partners with all aspects 
of quality improvement.

    •   Monitoring of teaching and learning stand-
ards.

    •   Implementation of self assessment proc-
ess.

    •   Ensuring service adherence to external 
standards and regulations affecting qual-
ity e.g. . Common Inspection Framework, 
RARPA process.

    •   Joint working with other team members to 
ensure consistency of standards.

Specific Quality Improvement Responsi-
bilities

    •   Managing the organisation and delivery of 
the Observation of Teaching and Learning 
process.

    •   Organizing training for tutors, e.g. to meet 
minimum professionally required  stand-
ards or as peer observers.

    •   Managing and organizing quality audits
    •   Organisation and management of cluster 

group meetings.

    •   Supporting voluntary / community sector 
providers to implement the self assess-
ment process  and produce effective indi-
vidual Self Assessment Reports (SAR).

    •   Production of the AFL Service SAR.

    •   Participation in the Peer Moderation net-
work of local authorities for the external 

moderation of Self Assessment.

    •   Ensuring that providers and other staff are 
kept aware of current rules and regulations 
set by external bodies that are relevant to 
quality improvement.

ACL Manager – Contracts and 
Equality

The ACL Manager Contracts and Equality is 
responsible for ensuring that Voluntary and 
Community sector providers meet the required 
levels of performance as detailed in their AFL 
contracts. The post holder is also responsible 
for ensuring that all aspects of the service meet 
the requirements of Equalities legislation.

Key Responsibilities

    •   Monitoring of contracts to community and 
voluntary sector providers to ensure that 
performance standards are achieved.

    •   Support to providers to achieve the re-
quired standards.

    •   Ensuring providers meet current equalities 
legislation and support to improve services 
beyond minimum standards.

    •   Management of the Employment Projects 
team ,an in-house delivery arm of the AFL 
Service Team, and it’s activities.

  
Specific Quality Improvement Responsi-
bilities

    •   Managing and conducting the annual cycle 
of contract monitoring visits to assess pro-
vider performance against targets in areas 
such as Learner numbers, attendance, re-
tention and achievement rates.

Key Roles at the Royal Borough
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    •   Liaising with Policy and Performance staff 
to ensure provider data is punctual and ac-
curate.

    •   Developing action plans with providers 
to overcome poor performance or under-
achievement and monitoring their suc-
cess.

    •   Co-ordinating termly evaluations of provid-
er performance with Head of Service and 
ACL Manager – Quality.

    •   Make recommendations  to Head of Serv-
ice for action to be taking where providers 
are consistently failing to meet targets and 
quality standards.

    •   Liaising with ACL Manager – Quality to re-
inforce actions required as part of that post 
holder’s role.

    •   Providing training to support providers’ staff 
to improve support and access to services 
from people from minority communities 
within the Borough.

Family Learning Coordinator 

The Family Learning Coordinator is responsible 
for the management and delivery of a range of 
activities designed to promote Family Learning.

Key Responsibilities

    •   Identification of appropriate delivery part-
ners for all strands of Family Learning.

    •   Managing Family Learning contracts.

    •   Ensuring targets and performance stand-
ards are met.

    •   Recruitment and management of tutors for 
direct delivery of Family Learning activi-
ties.

Specific Quality Improvement Responsi-
bilities

    •   To ensure that all standards and process-
es applicable to the main strands of Adult 
learning are implemented and achieved 
throughout Family Learning Activities.

The Policy and Performance Team

Staff within the Policy and Performance Team 
do not  work within the same reporting struc-
ture as the AFL team but work alongside them to 
provide specialist tasks relating to the manage-
ment of information systems (MIS).

The post holders within the team who play a key 
role in supporting the work of the AFL team are 
shown on the organisation chart on page 14.

Their Key Responsibilities in Respect of 
AFL

    •   Ensuring the timely and accurate collection 
and submission of data to the LSC.

    •   Management of the Learnertrack MIS that 
is used to record and analyse our data.

    •   Production of detailed quarterly and annual 
reports setting out the key data relating to 
the performance of AFL delivery.

    •   Production of the Annual Learners Survey.

    •   Participation in a variety of quality associat-
ed groups and meetings hosted by the AFL 
team , e.g. Data analysis groups, ALF.

    •   Production of MIS reports for specific AFL 
areas of work , e.g. retention by specific 
ethnic or other minority learners.

Key Roles at the Royal Borough
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Overview of the Quality Process

Having set out the key functions of Council staff   
in the Quality Improvement process this section 
sets out the main processes and methods which 
we and yourselves utilise to assess, implement 
and evaluate improvements.

These processes are designed to ensure the 
Service is able to meet its commitment to high 
quality. In addition to processes that have been 
developed locally, such as the Cluster group 
meetings, there are some imposed upon us 
from externally such as the cycle of Ofsted in-
spections.
 
In promoting a culture of continuous quality im-
provement at all levels of the Service we seek 
over each year to build on our strengths and ad-
dress areas where we could work better.

Quality is the responsibility of everyone work-
ing to deliver the AFL Service and alongside the 
processes specifically related to the manage-
ment and delivery of AFL activities, the Royal 
Borough has its own rigorous procedures for 
ensuring quality of all the services it delivers. 
These procedures apply to the work of the AFL 
team and are complementary to our AFL-spe-
cific processes.

Quality Specific Processes

Within the framework for quality set out in this 
Guidebook there is a wide range of processes 
that contribute to the improvement of quality and 
its monitoring and evaluation. Whilst they will be 
listed separately to give an overview they are all 
complementary, and work done under one proc-
ess will contribute to others , e.g.  Observations 
of Teaching and Learning will form evidence to 
complete the Self Assessment Report .

This section aims to give an overview of the 
range of processes only and some will be set 

out in more detail in the later sections for provid-
ers and / or tutors.

Key Processes

    •   Collaborative and Developmental groups
    •   Self Assessment
    •   The Self Assessment report
    •   Development Plans
    •   Observations of Teaching and Learning
    •   External Inspection
    •   Performance Monitoring
    •   Implementation of RARPA

These processes all on-going and have their re-
spective timetables which when combined pro-
duces a cycle of events - a quality cycle. Each 
year we will produce and provide you with a 
calendar of dates for the forthcoming academic 
year outlining the dates for that cycle.

Monitoring and Evaluative Processes

Overview of the Quality Process
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Monitoring and Evaluative Processes

 Collaboration and Developmental Groups

Collaboration and Developmental 
Groups 

These groups are headed by Council officers 
who are also responsible for the organisation 
and administration of the groups, but in the ma-
jority of cases they can only function effectively 
with participation and contribution from our de-
livery partners. The groups currently comprise:

    •   The Adult Learning Forum
    •   The Cluster groups
    •   The Data sub-group
    •   The Peer review network group

Adult Learning Forum / PCDL 
Partnership

The LSC required that all Boroughs develop 
a PCDL partnership group to bring together 
key players within Adult learning and training. 
The aim was to achieve a more strategic and 
planned approach to the delivery of learning op-
portunities within the area regardless of funding 
streams.

In this Borough  our own well-established Adult 
Learning Forum already served this purpose. 
For this reason the ALF and PCDL Partner-
ship group are effectively the same. However 
we continue to refer to the group as the Adult 
Learning Forum. 

Purpose / Objectives

To bring together policy makers, managers, 
planners and practitioners in order to:

    •   Inform the strategic planning of Adult and 
Community, and Family Learning across 
the Borough.

    •   Act as a forum for consultation on Royal 
Borough strategies, plans and policies.

    •   Highlight key issues related to The Royal 
Borough’s implementation of Adult Com-
munity and Family Learning in the context 
of the national objectives for the sector. 

    •   To promote and identify opportunities for 
collaboration and cooperation between 
providers, including joint funding bids.

    •   To promote the sharing of good practice 
between providers.

Key Responsibilities

    •   Identify any issues pertinent to the Royal 
Borough in relation to adult and community 
learning and family learning.

    •   Make recommendations to relevant bodies 
about future developments.

 
    •   Identify partnerships for project funding that 

will extend the capacity of stake holders.
 
    •   Take part in policy consultations.
 
    •   To promote continuous Quality improve-

ment and Equality and Diversity.

Membership

Those involved in the development and imple-
mentation of Adult Learning Provision in the 
Borough, including: 

    •   Policy makers, managers and planners 
    •   Adult learning providers 
    •   Information, advice and guidance provid-

ers 
    •   The  Adult and Family Learning Team 
    •  The Research and Information team
    •  The LSC
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Approach

    •   Inform the local strategic partnership. 

    •   Convene four meetings a year focusing on 
key aspects of implementation.

 
    •   Identify key themes for each meeting.
 
    •   Invite key agencies to make presentations 

and take part in discussions. 

Role of Participants

    •   Sharing of knowledge and information as it 
relates to the theme presented. 

    •   Active involvement in the discussions. 

    •   Disseminating of information relating to de-
velopments to the wider constituency. 

    •   Nominating a suitable representative in the 
event of non attendance. 

Data Sub–Group 

Purpose

To jointly analyse, evaluate and utilise AFL data 
and MI to inform and contribute to the improve-
ment of quality within the service
 
Membership

    •   Head of Adult and Family Learning 
    •   ACL Managers 
    •   Family Learning Coordinator 
    •   MIS Manager 

 Key Responsibilities

    •   Ensuring most effective use is made of 

available data. 
    •   Reviewing available data to inform future 

planning.

    •    Production of data for inclusion within 
SAR.

    •   Reviewing available data to identify im-
provement needs and to consider develop-
mental actions.

    •   Establishing appropriate benchmarks and 
monitoring of performance / standards.

 
    •   To identify future MI / data needs for the 

service. 

Cluster Groups

Purpose

To provide a forum for tutors to meet with their 
peers to share good practice and develop new 
skills and knowledge.

Membership
 
The membership of the individual cluster groups 
is made up of tutors from the Voluntary and 
Community Learning Providers who deliver the 
particular subject area. 

There are currently two cluster groups - one for 
those delivering PCDL provision and one for 
those delivering Skills for Life (SfL) provision.

Key Responsibilities
 
    •   Providing a forum for wider discussion of 

issues relating to curriculum planning, de-
velopment and progression, and the shar-
ing of good practice.

 

Monitoring and Evaluative Processes

Collaboration and Developmental Groups
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    •   Contributing to the self- assessment proc-
ess for curriculum area. 

    •   Disseminating best practice across curricu-
lum areas.

 
    •   Promoting and facilitating the use of e- 

learning across the service.
 
    •   Interpreting, implementing and making rec-

ommendations to senior management on 
key national initiatives and issues.

 
    •   Ensuring that an effective, responsive 

Skills for Life development and training pro-
gramme is delivered.

 
    •   Responding effectively to the teaching and 

learning needs of SfL.
 
    •   Sharing best practice across SfL.
 
    •   Promoting and embedding SfL 

The Peer Review Network

Purpose

This group comprises members from other lo-
cal authorities in London and acts as a way of 
referencing standards for this Borough’s  AFL 
Service with our peers in other areas. 

Key Responsibilities

The ACL Manager - Quality has worked with the 
members of the group on projects such as mod-
eration of  our SAR, development of achieve-
ment standards for non-accredited learning. The 
members of the group act as “critical friends” to 
the other members and are able to provide an 
additional perspective for assessing the quality 
of our service.

Monitoring and Evaluative Processes

Collaboration and Developmental Groups



24

From the Royal Borough of Kensington & Chelsea
Monitoring and Evaluative Processes

Observation of Teaching and Learning

Observation of Teaching and 
Learning

Some of these functions have been developed, 
and are driven forward locally by staff from the 
Royal Borough, e.g. the OTL process. Others 
such as the Self Assessment reporting are re-
quirements of all organisations delivering pub-
licly funded learning / training provision.

Purpose

To improve the standards and quality of learning 
and to develop the skills of tutors.

Key Responsibilities

    •   To ensure that no lessons are graded as 
Inadequate.

 
    •   Accurate grading of lessons.
 
    •   To provide a positive experience for the 

learner.
 
    •   To measure improvement in overall stand-

ard of Teaching and Learning.
 
    •   To identify staff development needs of tu-

tors. 

The Adult and Family Learning Service is com-
mitted to implementing clear and rigorous qual-
ity processes to improve the delivery of teaching 
and learning.

National developments in adult learning have 
provided a focus for the work which has been 
undertaken within Adult and Family Learning to 
enhance the quality of our provision.  Central to 
this are teaching and learning observations.

The benefits of a robust OTL process are:

    •   Ensuring quality of provision for the learner.

    •   Recognising and sharing good practice in 
teaching and learning.

    •   Providing support and feedback to tutors 
Identifying staff development needs

Key Principles
 
    •   Transparency –assessment which is clear-

ly understood and is open.

    •   Fairness– all staff observed will experience 
the same procedures and be assessed 
against common criteria.

 
    •   Reflecting  good adult learning.

    •   Supportive and developmental 

Process

Each tutor will be observed within a two year 
cycle and new tutors are to be observed within 
3 months of starting.

Detailed information on this can be found in the 
Providers’ and Tutors’ sections of this Guide.
Simply put the process comprises: 

    •   A pre-observation, preparatory meeting/ 
discussion.

 
    •   A post-observation meeting for feedback 

and reflection and to agree any develop-
ment needs. 

.   
    •   Agreement of an action to meet any devel-

opmental / improvement needs including a 
second OTL is required.

    •   The  moderation of all OTLs by RBKC staff  
and AFL Peers.

    •   An appeals procedure in cases where 
agreement is not reached.
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Performance Monitoring

The Role and Responsibility of the Royal 
Borough

    •   To ensure that staff undertaking OTLs  
have undergone a programme of training 
and will be familiar with the process and 
documentation associated with it.

    •   To ensure that documentation relating to 
observations will, at all times, be held se-
curely and in confidence.   

. 
    •   To manage the appeals process.

    •   To manage the moderation process.

The Moderation Panel

The Moderation panel will meet annually to 
moderate the grades of OTLs and to identify 
any training needs amongst AFL tutors.

The moderation panel will comprise:

    •   AFL Voluntary and Community sector Ob-
servers from within the Borough.

    •   Observers from Harrow Adult Learning 
service.

    •   The Quality Officer from Harrow Adult 
Learning Service.

    •   ACL Manager (Q) 

Appeals Procedure

Details of the appeals procedure can be found in 
the providers and Tutors Chapter of this guide-
book on page 78.

Performance  Monitoring
 
Purpose

To ensure that contract targets and standards 
are met by our Providers and contribute to the 
improvement of those targets and standards

Process

The ACL Manager–Contracts will work with Vol-
untary and Community sector providers to re-
view and monitor performance on a “right touch” 
basis. In general, monitoring will be conduct-
ed at a series of termly visits and as required 
phone and written communication. This will be 
adapted, however, to meet the needs of support 
required by individual providers.

Key Responsibilities

    •   To conduct a series of termly visits (or more 
if appropriate) to providers.

    •   To use the visits to discuss and assess 
progress towards meeting contractual tar-
gets and standards.

    •   To agree remedial action plans and support 
required where targets and standards are 
unlikely to be met.

    •   To co-ordinate support measures from the 
AFL team  and elsewhere as appropriate to 
achieve remedial actions.

    •   To produce written reports of discussions 
and agreed actions.

    •   To arrange termly evaluations of providers 
performance with AFL team members and 
to recommend withholding of payments 
where performance is below targets and 
standards.

    •   To feed into the self assessment process 
for Adult and Family Learning.
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Self-Assessment and Reporting

Self-Assessment and Reporting

The Adult and Family Learning Service recog-
nises that the self assessment process is funda-
mental to  quality improvement . No organisation 
can expect to implement effective improvements 
without having a robust and embedded process 
for realistically assessing their own strengths 
and development needs.

In order to demonstrate this process all Adult 
and Family Learning Providers are required 
to produce an annual self- assessment report 
(SAR) .It should encompass the views of all staff 
and learners. 

The SAR should be regarded as the culmina-
tion of a continuous process of assessment 
and not as a discrete activity. The most accu-
rate and successful reports are produced by 
organisations who have  well embedded proc-
esses for reviewing their own performance over 
the course of the year rather than focusing on 
the production of a snap shot report once the 
year has ended. That said we must produce an 
annual report and this section sets out the AFL 
timetable and processes for doing so.

The AFL service must complete and submit a 
report to the LSC that encompasses all aspects 
of our work - teaching and learning as well as 
management and leadership. The report is ex-
pected to cover the same 5 key questions set 
out in the Common Inspection Framework.

The report is the fundamental document used 
by Ofsted when inspecting learning services.

Our completion of a comprehensive and accu-
rate SAR relies on you, the Providers, to pro-
duce reports on the delivery of learning within 
your own organisations. 

Our report will cover:

a) Introduction and background comprising:

       •   An overview of the service, context and 
mission.

 
       •   A description of the self-assessment 

process.
 
       •   A table of grades for leadership and man-

agement, and each area of learning.
 
       •   A table of statistical data.
 
       •   A summary of observation grades.
 
       •   Curriculum area / department reports. 

 b)   Report on leadership and management con-
sisting of:

       •   An overview of leadership and manage-
ment, including judgements about equal 
opportunities and quality assurance.

 
       •   An overall grade, with contributory grades 

for equal opportunities and quality assur-
ance. 

 
There is more detailed information your own 
role as Providers in this process in the Providers 
Chapter on page 29. This section gives an over-
view from the  perspective of the AFL team.



27

From the Royal Borough of Kensington & Chelsea
Monitoring and Evaluative Processes

Time Table for Self-Assessment and Reporting

Time Table for the Self-Assess-
ment and  Reporting Process

    Activity   Deadline

    Step 1    July
    Step 2    August
    Step 3   September
    Step 4   September 
    Step 5   September
    Step 6   October
    Step 7   October
    Step 8   1 October
    Step 9   November
    Step 10  December

Step 1 (July – End of Academic Year)

Providers and  the AFL team begin to gather 
evidence to feed into the SAR.  The Adult and 
Community Learning team will support provid-
ers and staff through workshops based on the 
CIF.   

Step 2 (August)

Using evidence gathered we will identify: 

    •   Strengths
    •   Areas for Improvement
    •   Improvement since the last SAR
    •   Grade of Provision

Step 3 (September)

Providers produce SAR and Development 
Plans.

Step 4 (September)

1st stage Moderation – Adult and Family Learn-
ing Leadership Team moderate Grades for Ar-
eas of Learning.

Step 5 (September)

2nd stage Moderation - AFL team confirm 
grades.

Step 6 (October)

Production of Draft Royal Borough of Kensing-
ton and Chelsea  Self -Assessment Report and 
Development Plan.

Step 7 (October)

Consultation with providers on draft Royal Bor-
ough of Kensington and Chelsea SAR and De-
velopment Plan consultations with providers.

Step 8 (1 October)

Amendments or Adjustments to SAR and De-
velopment Plan by Head of Adult and Family 
Learning.

Step 9 (November)

Self Assessment Report and Development Plan  
submitted to the LSC. 

Step 10 (December)

The process of self assessment (as distinct from 
the production of the report) continues.
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Self-Assessment Process

Assessing our own performance is something 
that should be an embedded part of our serv-
ices. It should be a continual process support-
ing us to realistically reflect on what we do well 
– how we can maintain those activities and what 
we want to do better.

Evidence to assist in that process can be gained 
from all aspects of our work but some of the key 
areas are:

a) Performance data (statistics)

       •   Number of starters 
       •   Retention 
       •   Achievement 
       •   Progression 
       •   Individual Learning Plans (ILPs) 

 b) Learner feedback

       •   Termly on-course questionnaires 
       •   Tutor course evaluations 
       •   ILPs 

 c) The learning experience 

       •   Teaching & learning observations and 
grades

       •   Tutor course evaluations 

External Inspection by Ofsted

Process

The Royal Borough of Kensington and Chelsea  
Adult and Family Learning Service is subject to 
external inspection of the service it provides to 
learners aged 19+ by the Adult Learning Inspec-
torate, (Ofsted). Usually, the Service can expect 
an inspection every four years. 

Elements of the Common Inspection 

Framework

The Framework consists of five key questions. 

 1.  How well do learners achieve?

 2.  How effective are teaching, training and 
learning?

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

 4.  How well are learners guided and support-
ed?

 5.  How effective are leadership and manage-
ment in raising achievement and support-
ing all learners?

Grading Scales

Inspectors use a four-point grading scale to 
summarise their judgements about the quality 
of learning sessions.

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

In preparing the SAR and when assessing 
teaching, The RBKC Adult and Family Learning 
Service uses the same scales.

During an inspection, co-ordination between Of-
sted and the Service is through an inspection 
nominee, chosen by the Service.  The Adult and 
Family Learning Service nominee is responsible 
for Ofsted communications, inspection prepara-
tion and the implementation of post inspection 
plans.  Following an inspection a post inspec-
tion action plan has to be produced and submit-
ted to LSC and Ofsted.

Monitoring and Evaluative Processes

Self-Assessment Process and the External Inspection by Ofsted
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Overview: Quality Assurance Through RARPA

Recognising and Recording Progress and Achievement

Introduction

This Chapter of the Guidebook is aimed at you – 
the Providers of Adult and Family Learning who 
deliver the learning opportunities to the people 
at the centre of all this – the Learners.

In the previous Chapter we set out an overview 
of quality improvement from the perspective of 
those of us who work for the AFL team. Also set 
out were some of the key actions and processes 
that we are involved in to improve quality in our 
service. In this Chapter we move on to focus 
on the actions and processes that you will be 
involved in to the same end. 

Some of those processes will be the same but 
viewed from the perspective of your involve-
ment with them. For example, when you com-
plete your SAR you will be writing it by focusing 
on just your own organisation. Our report has 
to summarise the view across all providers and 
so will include different levels of information and 
detail. 

Similarly with the OTL process – your tutors will 
experience it in a very direct way when they 
work in the classroom being observed. You will 
be responsible for helping them to take forward 
any actions from the action plan, especially if it 
set out any training needs. 

This means you may find some elements of 
repetition across the Chapters but we have tried 
our best to keep it to a minimum ensuring that 
although the subject area may be the same that 
the information set out will be relevant to the tar-
get audience for that Chapter.

A word about the Chapter for tutors. It is intend-
ed that the information in that Chapter will help 
them to do their job but also will help you when 
you take on a new tutor by acting as an induction 
pack for Adult and Family Learning. So please 
don’t ignore that Chapter if you don’t teach your-

self!  If you manage tutors you should be aware 
of its contents – it sets out the processes and 
standards we require of them and that we will be 
expecting you to monitor and evaluate as part of 
your quality improvement processes.

RARPA

The RARPA (Recognising and Recording 
Progress and Achievement in non-accredited 
learning) is one of the foundations of delivering 
and evaluating the success of learning where 
learners are not subject to any external accredi-
tation.

Background

The RARPA process was introduced in 2005 as 
a measure to improve quality and the standards 
of achievement in non-accredited learning. It is 
now a requirement that the process be embed-
ded in the delivery of all such learning funded 
by the LSC.

It provides a systematic approach to ensure that 
the learner is at the centre of learning and the 
learner’s goals are recognised and counted to 
the success of their learning within RARPA. 

There are two interlinked processes: 

    •   Systematic recognition and recording 
of progress and achievement through a 
staged process

    •   Quality assurance of learning through the 
RARPA process

The RARPA staged process helps providers to 
identify areas for improvement. It will enable 
them to make sound judgments as to the ef-
fectiveness of their arrangements and maintain 
consistency with the new Common Inspection 
Framework. 
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Five Elements of RARPA

The five elements of the staged process are 
mapped to the key questions of the Common In-
spection Framework. These five elements are:

 1. Course aims that are clearly stated.

 2.  Initial assessment of learners’ starting 
points and needs.

 3.  Discussion and negotiation to identify ap-
propriately challenging objectives.

 4.  Formative assessment, checking on 
progress and giving feedback.    

 5.  Final recognition of progress, recording 
and celebration of achievement.     

The implementation of these 5 stages are de-
signed to benefit learners and Providers’ staff.

Learners

The RARPA approach is a flexible learner–cen-
tred approach, which enables learners to take 
charge of their learning.

RARPA raises learners’ awareness of the learn-
ing process, builds their confidence and encour-
ages enthusiasm by using a more engaging 
manner of reaching personal goals. 

Providers of Learning
 
The RARPA process supports quality improve-
ment and promotes good practice and consist-
ency across provision. It provides a coherent 
process for measuring achievement across all 
types of learning. A particular strength is that as 
it’s processes reflect the areas of the Common 
Inspection Framework they contribute to the ev-
idence required to make the judgement required 
by the CIF.

RARPA and Cluster Groups

The Cluster groups have  played a key role in 
establishing and implementing the RARPA proc-
esses.

The groups continue to offer a forum for tutors 
to share their own good practice with RARPA 
implementation as well as being able to share 
views and experiences for any problematic is-
sues.

The groups will continue to provide on-going 
peer support for tutors in relation to the opera-
tion of RARPA to ensure that  standards and 
processes are consistent across all Providers.

As providers please ensure that your tutors at-
tend these groups to help us all achieve  con-
sistent high quality standards across the whole 
range of the AFL delivery.

The RARPA Moderation Process 

As with all our quality processes we are keen 
to ensure that there is a procedure for taking 
a step back to assess how consistently those 
processes are being implemented – the process 
of Moderation.

The flow chart below illustrates the steps in-
volved in the quality assurance and control of 
RARPA.  

Moderators will be assigned from across the 
service from SfL, ICT and PCDL areas of learn-
ing..  The outcome of the process will result in 
feedback to the provider in the form of an action 
plan.  The ACL Manager - Quality will monitor 
progress against the action plan.

Overview: Quality Assurance Through RARPA

Recognising and Recording Progress and Achievement
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Overview: Quality Assurance Through RARPA

RARPA Moderation Process Flowchart

End of Course

Samples Learner Achievement
1 low / 1 middle / 1 high

RARPA Moderation Process

Certificate issued
MIS System

RBKC

Moderation evaluation and 
completion of RARPA
moderation form

Moderator to sign off
moderation form

Assign 4 mentors from 
across SFL & PCDL team
to do moderation

Major Issues

Feedback to Provider

Action Targets Set

Review

Sign off by ACL

Moderator identifies 
and completes 

moderation form

Minor Issues

Moderation form is 
sent back to tutor
for further action / 

information
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The Observation Process

Observations of teaching and learning will be 
conducted on your tutors in line with the details 
set out in the “From The Royal Borough” Chap-
ter of the guide on page 11.

The information contained in this section is in-
tended to give you a more detailed over view of 
that process and in particular how the grades 
are judged. It is hoped that this will assist you 
in discussing the results of the observation with 
your tutors and in particular being able to identi-
fy and implement and support or training needs 
where there is room for improvement.

One of our aims is to have no OTLs resulting in 
Inadequate gradings but we also want to ensure 
that you and your tutors are aspiring to have all 
OTLs resulting in Outstanding grades. In order 
for that to happen we all need to take an active 
role in the process.

Stages of the Process

1. Contact Prior to Observation

There should be a meeting between lecturer / 
tutor and person carrying out the observation 
prior to the event . If this is not possible then 
phone or email contact will be acceptable.

2. Observation

Dates and times will be agreed for the actual 
observation which will be conducted along pro-
fessional and development lines. Observers will 
be unobtrusive non-participants in the lesson. 
The observation will follow the format of Com-
mon Inspection Framework.

3. Verbal Feedback

Verbal feedback will be given to the tutor as 
soon as possible and no later than 2 working 
days after the observation.  Grades given at this 
time will be provisional subject to moderation.

4. Written Report

A written report will be given to the lecturer / tutor 
within 7 working days of the observation.  The 
lecturer / tutor can write comments at the end 
of the observation report and should sign and 
date it.  At this stage (if not before) it is intended 
that the tutor will share the feedback from the 
session with their manager in order that good 
practice is captured or developmental needs 
can be met. If the latter then it may be that the 
AFL team will be involved in providing support. 
The report to be returned to the ACL Manager 
- Quality within 7 working days. 

5. Written Action Plan

This should be put into place within one month 
and it is envisaged that the tutor’s manager will 
be involved in supporting and monitoring the ac-
tions.

Judging the Overall Quality of a 
Lesson

The following outlines the grades that can be 
awarded and gives an indication of the stand-
ards that are generally required for each grade. 
The overall judgement will be a ‘best fit’ of the 
grade descriptions in the box, except in the 
case of an unsatisfactory lesson where particu-
lar conditions mean that the lesson cannot be 
satisfactory. 

Clearly, despite adherence to professional 

Recognising: Observation of Teaching and Learning

The Observation Process and Judging the Overall Quality of a Lesson
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standards and training there may be times when 
a tutor does not feel that a grade awarded is 
appropriate. That is why we use the system of 
moderation of grades and also have an appeals 
procedure. Full details of this procedure are to 
be found in the Tutors’ Chapter.

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

Grade 1: Outstanding

The lesson is at least good in all or nearly all re-
spects and is exemplary in significant elements, 
as shown by the exceptional enjoyment and 
progress of the learners.

Grade 2: Good

Most learners make good progress because 
of the good teaching they receive.  Behaviour 
overall is good and learners are keen to get on 
with their work in a secure and friendly environ-
ment in which they can thrive.  The health and 
safety of the learners are not endangered.

Teaching is well informed, confident, engaging 
and precise.  The work is well matched to the 
full range of learners’ needs, so that most are 
suitable challenged.  Teaching methods are ef-
fectively related to the lesson objectives and the 
needs of learners.

Teaching assistants and resources are well 
deployed and good use is made of time.  As-
sessment of learners’ work is regular and con-
sistent and makes a good contribution to their 
progress.

Grade 3: Satisfactory

The lesson is inadequate in no major respect, 
and may be good in some respects, as shown 
by the satisfactory enjoyment and progress of 
the learners.

Grade 4: Inadequate

A lesson cannot be adequate if:

    •   Most learners, or a significant specific mi-
nority of learners, make less than satisfac-
tory progress, whether this is due to un-
satisfactory teaching or the impact of bad 
behaviour

    •   Learners’ overall behaviour or attitudes are 
unsatisfactory, and the tone of the lesson 
is inimical to the development of learners’ 
personal qualities

    •   The health or safety of the learners is en-
dangered

    •   The teaching is unsatisfactory.  This will 
usually cause the learners’ progress to be 
unsatisfactory, but occasionally progress 
will be satisfactory in spite of the teaching 
due to the good attitudes of the learners.  
Unsatisfactory teaching is likely to have 
one or more of the following:

       •   Weak knowledge or the curriculum lead-
ing to inaccurate information 

       •   Work badly matched to the pupils’ start-
ing points

       •   Ineffective classroom management of 
behaviour

       •   Methods which are poorly geared to the 
learning objectives or which fail to gain 
the interest and commitment of the learn-
ers

       •   Inadequate use of resources, including 
assistants and the time available

       •   Poor assessment

Recognising: Observation of Teaching and Learning

Judging the Overall Quality of a Lesson
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Guidance on Observation Reporting

The Observation Report will be based on the 
following headings and questions.  The follow-
ing are guidance notes that frame the work of 
the Observer rather than instructions.  It is im-
portant for you to be aware of these guidelines 
in order to help your tutors gain as much from 
the OTL process as possible and also to under-
stand the standards that are expected to deliver 
high quality learning.

Observers will comment constructively on any 
other relevant features of the lesson.  Class-
room management issues can be identified un-
der all headings.  

As you will probably recognise the main ques-
tion headings link in with those asked by the 
Common Inspection Framework.

Learning

1.  How effective is the learning of all Learners?

    •   Learners understand the purpose of the 
lesson and what they are expected to 
achieve.

    •   The interests of learners are fully engaged 
and sustained and they participate well.

    •   Learners build on and develop previous 
learning.

    •   Learners, as appropriate, demonstrate a 
capacity for working independently and 
collaboratively.

    •   Learners respond to feedback from teach-
ers which enables them to make progress.

    •   Learners apply effort to succeed with their 
work, work productively and make effective 
use of their time.

    •   Learners have access to and make effec-
tive use of appropriate learning and IT re-
sources.

2.  How well does the teaching promote the 
learning of all Learners?

 Planning and preparation
    •   The lesson is well prepared and well 

structured and takes account of learners’ 
needs.

    •   The teacher has clear and appropriate 
aims and objectives which are explained to 
the learners.

    •   The lesson builds on previous learning.
    •   The lesson has planned introductions and 

summaries.
    •   The lesson is linked to previous and future 

learning.

 Techniques / approaches
    •   The teacher demonstrates sound, up-to-

date knowledge of the subject and uses 
appropriate delivery styles.

    •   The teacher gives clear explanations and 
instructions and the lesson is appropriately 
paced.

    •   The activities used are appropriate and ef-
fective and challenge and inspire learners.

    •   The teacher, as appropriate, makes good 
use of opportunities for independent and 
group learning.

    •   Basic and / or key skills are developed and 
applied systematically. 

    •   There is a planned and executed balance 
of teacher / learner activity.

Teaching

 Attention to individual needs
    •   Learners experience a variety of teaching 

and learning strategies during the session.
    •   Equal opportunity issues are handled ap-

propriately – fully incorporated.
    •   The teacher takes account of the ability 

range in the class and the work is suffi-
ciently challenging for all learners.

    •   Learners, as appropriate, are encouraged 
to draw on their own experience.

Recognising: Observation of Teaching and Learning 

Guidance on the Grading of a Lesson
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    •   The needs of students with additional sup-
port needs are fully met.

 Managing the learning process
    •   The lesson starts promptly.
    •   The teacher promotes good working rela-

tionships that foster learning.
    •   Learners have a schedule with the key 

dates for assessments etc., so they can be 
helped to plan their study.

    •   The teacher uses accommodation, equip-
ment and support staff to best effect and 
promotes safe working practice.

 Assessment and Feedback
    •   The teacher regularly checks learner’s 

progress, corrects mistakes and gives 
prompt feedback to help them succeed.

    •   Learners are set a regular pattern of tasks, 
homework and assignments.

    •   Teachers assess work fairly, return it 
promptly and show how learners can im-
prove.

    •   Criteria for assessment / marking are ex-
plicit.

    •   The progress of individual learners is moni-
tored carefully, records are kept and learn-
ing plans regularly updated.

    •   Questions are searching and allow the 
teacher to adjust the lesson to meet learn-
ers’ needs.

Attainment

3.  To what extent do Learners make progress 
and achieve the expected standards?

    •   Learners are confident, know how well they 
are doing and what they need to do to im-
prove.

    •   Learners complete tasks and activities suc-
cessfully.

    •   Learners acquire knowledge, skills and un-
derstanding appropriate to the subject.

    •   Learners make progress at least appropri-

ate to their capacity.
    •   Learners acquire appropriate key skills and 

the skills of critical evaluation, research 
and analysis where appropriate.

    •   Learners attend regularly and are punctual
    •   Latecomers are effectively dealt with.

 Documentation
    •   Was the Lesson Plan, scheme of work, 

Planning / Record of Workbook completed 
effectively?

    •   Was the register taken at the beginning of 
the session?  

    •   Was lateness recorded?  
    •   Is the register up to date?
    •   Is students’ work assessed and corrected?

Action Plan / Suggestions for Future 
Practice

•  Action points require follow up by a specified 
date

•  Suggestions are not mandatory and may be 
construed as possibilities to be considered

•  What needs to be done? 
•  How will it be done? (e.g. courses, in service 

training, ACLM to notify Staff Development)
•  Evidence? (Completion of training, additional 

observation, etc).

Recognising: Observation of Teaching and Learning

Guidance on the Grading of a Lesson
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Recording: The Written Self-Assessment and Development Plan

Self-Assessment Report

Overview of the Self-Assessment 
Report

The information in this section is provided to as-
sist  Providers to complete their annual SAR for 
Adult and Family Learning. Much of it is culled 
directly from the Common Inspection Frame-
work which is the foundation document to which 
all  quality and inspection processes must ulti-
mately refer and respond.

In order to focus your SAR process and ensure 
that Providers supply us with their reports in a 
consistent format we have developed and pro-
vided a template for you to complete. This can 
be found at the end of this Chapter although you 
will also be issued with one at the start of the an-
nual SAR timetable.

Your  SAR should act as a focus for your own 
evaluations of the strengths and areas for im-
provement in your own organisation as well as 
providing the AFL team with baseline informa-
tion to complete the Royal Borough of Kensing-
ton and Chelsea SAR.

Your report should provide a sound basis for 
your own Development / Improvement plans 
which should be active documents that are re-
viewed regularly to assess progress against ac-
tions.

Five Key Questions

The Self-Assessment framework is based on 
the Common Inspection Framework and is bro-
ken down into five key questions under 3 head-
ings:

Achievement and Standards

 1.  How well do learners achieve? 

The Quality of Provision

 2.  How effective are teaching, training and 
learning?

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

 4.  How well are learners guided and support-
ed?

Leadership and Management

 5.  How effective are leadership and manage-
ment in raising achievement and support-
ing learners? 

The Self Assessment framework provides an op-
portunity to assess the strengths, identify areas 
for improvement under each of the 5 CIF ques-
tions. Providers are reminded that even where 
the quality of provision is regarded as high they 
must still demonstrate that they are taking ac-
tion to continuously maintain and improve the 
standard of provision.

Guidance on Completing the Self 
Assessment Report

Identify strengths and areas for improvement 
Providers should analyse the data and evidence 
collected to complete each of the self-assess-
ment forms provided and identify the strengths 
and areas for improvement for each of the 5 key 
questions, considering how each impacts on the 
learner.

In order to focus your assessment on the fac-
tors that are relevant to each of the 5 questions 
please refer to the information contained under 
the heading “Five Questions of the Common In-
spection Framework” on page 41.



To Providers

38

Gathering and Using Evidence for 
Self-Assessment

Your assessment must be backed up by clear 
evidence that can be gathered from a wide 
range of sources. Those delivering learning are  
required to systematically collect, record  and 
review evidence throughout the year – in other 
words  continuous self-assessment.

This can include minutes of meetings, obser-
vation of teaching and learning reports, action 
plans, Records of Progress, enrolment, reten-
tion and completion data etc. 

Please ensure that you include examples of the 
type of documents used in providing evidence 
to underpin the Self Assessment Report. 

Identifying Strengths and Areas 
for Improvement 

Analyse the data and evidence collected to fill in 
the self-assessment forms provided. Identify the 
strengths and areas for improvement for each 
of the five key questions, considering how each 
impact on the learner. 

When reviewing teaching and learning and 
other activities it is important to remember that 
strength is something above the standard qual-
ity requirements.
 
Areas for development and improvement can 
be recognised by asking the question ‘does it 
detract from the learners’ learning experience? 
If the answer is no it is probably ‘satisfactory’ 
and can be identified as an area of improvement 
to turn into strength. 

When writing the Self-Assessment Report, use 
evaluative statements rather than state facts. 

E.g., ‘Some teachers’ session plans do not ap-
pear to address how all learners are included 
in the learning process. This is vague and non- 
committal, there is no impact. 40% of session 
plans in tutors teaching files did not address 
how all learners are actively involved in learn-
ing. This was a factor in student withdrawal in 20 
investigated instances. This much more evalua-
tive and shows impact. 

Grading your Assessment

Using the grading scale below, grade each Area 
of Learning and give an overall grade for provi-
sion taking consideration of the following:

1.  Consider the impact of identified strengths 
and weaknesses on the learner

2.  Weigh up the overall balance of judgements
3.  Be objective
4.  Determine the grade.

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

Who to Involve in the Self-Assess-
ment

Self-Assessment should become embedded 
in the management and day-to-day delivery of 
providers at all levels.

Tutors have prime responsibility for ensuring 
the quality of the programmes. They report on 
progress at curriculum team meetings and in-
dividual meetings with Curriculum leaders. The 
team plays a key role in developing and main-
taining quality standards. The team monitors 
and evaluates progress against agreed stand-
ards and performance indicators and reports to 

Recording: The Written Self-Assessment and Development Plan

Self-Assessment Report
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Recording: The Written Self-Assessment and Development Plan

The Development Plan

a review panel. Involve the whole team in the 
process of Self Assessment and make good use 
of learner feed back.

When it comes to preparing and writing the re-
port all these people should be part  of the proc-
ess of contributing evidence and commenting 
on the content,  judgements and grades even 
if only one individual is responsible for the final 
production of the report.

The Development Plan

As with the SAR a template is provided at the 
end of this section to assist with the production 
of your organisation’s own Development Plan.

Like the SAR your individual Development Plan, 
and the associated Action Plan that will ensure 
you achieve the desired developments , will 
feed into a Development and Action Plan for the 
whole AFL programme of delivery.

Guidance on completing the Develop-
ment Plan

The final part of the Self-Assessment Report is 
a Development Plan, which summarises the ac-
tions providers intend to take over the coming 
year to improve quality based on the strengths 
and areas for improvement identified during the 
SAR process.

Development planning is an essential part of 
quality improvement.  The development action 
plan should follow broadly the structure of the 
self-assessment report.   It should include: 

•  One main section for each area of learning in 
the report – with separate sub-sections for dif-
ferent programmes, where relevant.

•  A section for leadership and management.

What is the Plan For?

The Development Plan is a tool to focus the de-
velopment of delivery of AFL  over the coming 
year and to demonstrate tour joint commitment 
to quality improvement.  It summarises the ac-
tions providers plan to  maintain and build on 
their strengths and address any weaknesses. 
The LSC will take a close interest in the plan.   
Inspection teams also take them into account 
when assessing the quality of provision. 

The Borough will have to submit a development 
plan to the LSC for approval.  Progress against 
agreed development plans will be discussed 
as part of the regular LSC monitoring arrange-
ments with the Borough. 

What Should Be Included

The Development Plan should:

•  Identify the strengths and other improvements 
needed in the Self-Assessment Report.

•  Describe the actions providers will take to 
consolidate strengths, and address other im-
provements needed in the Self-Assessment 
Report.

•  Define expected outcomes of an action or a 
result that marks a significant step towards 
achievement (ie. Milestones).

•  Contain criteria for judging whether actions 
have been carried out successfully – success 
criteria.

•  Identify who is responsible for each set of ac-
tions – responsible person.

•  Indicate the priority for each set of actions.
•  Provide a timescale for completing them - 

timescale.
•  Describe how the actions will be monitored 

and evaluate their impact – monitoring and 
evaluation.

•  Provide Evidence of achievements.
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Inspection and Development Plans

If our provision is inspected by Ofsted in any 
given year the Development plan should be up-
dated to take account of inspectors’ findings. 

Recording: The Written Self-Assessment and Development Plan

The Development Plan
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Evaluation: Common Inspection Framework Quality Criteria

Evidence

Just as for the SAR itself you should identify and 
systematically gather evidence throughout the 
year to contribute to your Development Plan-
ning process. You will be using the same types 
of evidence for example: 

    •   Minutes of meetings
    •   Observation of teaching and learning re-

ports
    •   Action plans
    •   Records of progress, enrolment, retention 

and completion

Five Questions of the Common 
Inspection Framework

1. How well do learners achieve?

When answering this question, consider and 
evaluate:

    •   The extent to which learners achieve 
planned outcomes, develop skills and 
make significant progress.

    •   The provider’s expectations of learners and 
number of learners exceeding expected 
gains.

    •   Attendance and retention rates.
    •   The level of literacy, numeric and language 

skills of the learners.
    •   How well learners acquire knowledge, skills 

and understanding, which are of value to 
them and to improve their quality of life.

    •   How will learners adopt safe working prac-
tices?

Sources of evidence could include:

    •   Observation of learners and their work.
    •   Examples of learners work
    •   Retention and completion data

    •   Discussion with tutors, learners and cur-
riculum managers

    •   Records of Progress and group outcomes 
    •   Individual Learner Records

2. How effective are teaching, training 
and learning?

When answering this question, consider and 
evaluate:

    •   The extent to which tutors hold teaching 
and subject specific qualifications and keep 
their knowledge updated 

    •   Whether tutors use appropriate methods 
and resources to meet the different needs 
of learners.

    •   Whether tutors challenge, inspire and moti-
vate learners.

    •   The extent, to which individual learning 
plans are developed, reviewed and up-
dated with learners and programmes are 
negotiated to reflect their abilities and aspi-
rations.

    •   The extent to which up to date resources, 
including ILT, are used to best effect to pro-
mote learning and are available to all ven-
ues and to all learners for individual study.

    •   Whether accommodation is conducive to 
learning, allowing learners to participate 
fully including learners with disabilities.

    •   Whether tutors use methods and resourc-
es that promote equality of opportunity and 
value diversity.

    •   The extent to which the assessment and 
recording are sensitive to the needs of in-
dividual learners. It should be fair, accurate 
and regular providing learners with accu-
rate information about their progress and 
development.

    •   The extent to which initial assessment in-
forms planning.

    •   Whether programmes are negotiated with 
learners to reflect their abilities and aspira-
tions.

Evidence, Grading, and the Common Inspection Framework
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    •   How accurately individual learning needs 
are diagnosed and additional needs are 
provided for.

    •   How appropriate the additional support 
is for the learners on different types and 
length of courses.

Sources of evidence could include:

    •   Observation of learning sessions
    •   Interviews with learners, tutors, curriculum 

managers about quality of teaching and 
learning and additional support.

    •   Schemes of work and lesson plans.
    •   Records of Progress and group outcomes.
    •   Records of learners work, photographs, 

video / audio tapes, journals
    •   Learners feedback from questionnaires 
    •   Learning facilities, accommodation, adapt-

ed equipment for learners with disabilities

3. How well do programmes and activi-
ties meet the needs and interest of learn-
ers?

When answering this question, consider and 
evaluate:

    •   Whether learners have sufficient opportuni-
ties to study an appropriate range of cours-
es and  programmes.

    •   The extent to which providers use learning 
programmes and individual programmes 
are planned and managed, allowing learn-
ers to progress.

    •   To what extent the range of programmes 
ensures equality of access and opportuni-
ties for all learners or potential learners.

    •   How effectively the range of programmes 
is designed, having in mind ethnic back-
ground and age of potential learner group, 
and local social factors such as unemploy-
ment and health.

    •   How much consideration is given to local 

and national priorities.
    •   How effectively resources are integrated 

and offered across all venues.
    •   The extent to which learners are able to 

broaden their achievements through exhi-
bitions of their work.

Sources of evidence could include:

    •   Interviews with learners, tutors, support 
staff, curriculum managers

    •   Documents relating to the organization of 
learning programmes

    •   Strategic and operating plans.
    •   Records of Progress
    •   Learners feedback
    •   Advertising

4. How well are learners guided and sup-
ported?

When answering this question, consider and 
evaluate:

    •   How effective and impartial the information, 
advice and guidance given to learners is in 
enabling them to choose the most appro-
priate course, understand the details of the 
chosen course and the resources available 
to them.

    •   The extent to which introduction to pro-
grammes enable learners to settle quickly 
and understand their rights and responsi-
bilities and the demands of their course.

    •   Whether procedures and early support are 
available for poor punctuality, non- attend-
ance and poor performance by learners.

    •   To what extent support arrangements are 
planned and managed coherently and 
whether all learners have access to an 
appropriate range of support services, in-
cluding those available from external agen-
cies.

    •   Whether effective, impartial and up to date 

Common Inspection Framework
Evaluation: Common Inspection Framework Quality Criteria
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information is available for learners about 
how to continue their learning.

    •   To what extent guidance and support take 
equality of opportunity into consideration.

    •   The degree to which health and safety 
checks and risk assessments are carried 
out in all venues so learners work in a safe 
and healthy environment.

    •    To what extent tutors monitor and rein-
force safe working practices, particularly on 
courses involving physical activity or use of 
hazardous substances.

 
Sources of evidence could include:

    •   Observation of inductions, learning support 
sessions and progress reviews.

    •   Interviews with learners, tutors, mentors, 
curriculum managers and support staff.

    •   Learner’s plans for progressing to other 
learning opportunities. 

    •   Documents relating to learners support, in-
cluding lesson plans, induction programme 
materials, initial assessment records.

    •   Learner’s feedback.
    •   Information about the organization of addi-

tional learning support.
    •   Policies relating to adults with learning dif-

ficulties or disabilities.
    •   Health and safety policies and records of 

health and safety monitoring.

5. How effective are leadership and man-
agement in rising achievement and sup-
porting all learners?

When answering this question consider and 
evaluate:

    •   To what extent quality improvement ar-
rangements are rigorous, systematic and 
include the views of all learners, tutors and 
staff.

    •   Whether the policies and procedures suit 

the size and nature of the provider.
    •   The extent to which tutors and staff un-

derstand and are involved in the providers 
quality improvement arrangements.

    •   The extent to which tutors are supported so 
that quality of provision is improved.

    •   Whether self-assessment is rigorous 
enough to identify priorities and challeng-
ing targets for improvement and whether it 
plans for continuous improvement based 
on the strengths and weaknesses identi-
fied.

    •   Whether demanding and appropriate tar-
gets are set for retention, achievement and 
progression rates which are regularly re-
viewed to improve performance.

    •   The effectiveness of the management in-
formation system.

    •   Whether the provider has effective ar-
rangements to plan and manage each 
programme in the range of programmes of-
fered.

    •   To what extent are explicit aims and values, 
which promote equality for all the learners, 
tutors and staff.

    •   How well equality of opportunity is promot-
ed through the widening of participation, 
the targeting of under-represented and / or 
disadvantaged groups and diversity in the 
classroom.

    •   To what extent learners’ progress and 
achievements are regularly analysed to as-
sess the effects of the provision on different 
groups.

    •   The effectiveness of measures to eliminate 
oppressive behaviour and whether learn-
ers understand what constitutes harass-
ment and what to do if subjected to it.

    •   Whether the provider has up to date poli-
cies and procedures to deal with any form 
of discrimination, complaints and grievanc-
es.

    •   How well equality and diversity are pro-
moted and reinforced for all learners, tutors 
and staff.

    •   Whether there is enough teaching and sup-
port staff with suitable teaching and subject 

Common Inspection Framework
Evaluation: Common Inspection Framework Quality Criteria
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specific qualifications and experience to 
deliver the programmes effectively.

    •   How the professional development of staff 
contributes to their ability to teach and sup-
port learners and whether it is available for 
all staff, including part-time and volunteer 
staff.

    •   Whether staffs have clear roles and re-
sponsibilities, which they understand.

    •   Whether the use of thorough health and 
safety checks and risk assessments in all 
learning venues allow learners to work in 
a safe and healthy environment and follow 
safe working practices.

    •   Whether all accommodation provides a 
suitable setting for good teaching, training, 
learning and attainment of skills and furni-
ture and equipment is available for those 
learners who need it.

    •   Whether effective and efficient use is made 
of resources.

    •   Whether providers analyse their revenue 
and costs regularly to ensure that they are 
operating cost-effectively and meeting tar-
gets set for income generation.

    •   Whether priorities are supported through 
responsible financial management.

    •   The extent of the provider’s use of avail-
able funding resources, including learners’ 
fee income.

    •   To what extent providers have charging 
policies, which demonstrate a commitment 
to widening, participation and which reflect 
national policies and strategies for adult 
and community learning.

    •   How the ‘value for money’ principle of com-
parison, challenge, consultation and com-
petition are applied when securing resourc-
es and services.

    •   The deployment of staff to meet the needs 
and interest of learners.

Sources of evidence could include:

    •   Interviews with learners, tutors, support 
staff, curriculum managers.

    •   Documents relating to the strategic and 
operational management of the provision 
such as corporate strategies, community 
plans, business plans and minutes of meet-
ings.

    •   Management information about participa-
tion, retention and completion rates.

    •   Equal opportunities monitoring data.
    •   Quality improvement monitoring data.
    •   Policies and procedures.
    •   User surveys and analyses.
    •   Staff development records and curriculum 

vitae.
    •   Staff appraisals and performance reviews.
    •   Visits to learning venues.
    •   Examination of teaching and learning re-

sources.
    •   Health and safety monitoring records.

Common Inspection Framework
Evaluation: Common Inspection Framework Quality Criteria
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Contract Management

Payments Linked to Standards 

In order to reinforce our commitment to improv-
ing quality across the delivery of AFL full pay-
ments of maximum contract value are depend-
ant upon meeting not only numerical targets 
set out in the AFL contract but also taking into 
account performance against a set of Quality 
Standards - The Good or Better Guidelines.

As set out in the Chapter “From the Royal Bor-
ough“ on page 11.  the ACL Manager - Contracts 
will work with you monitor performance against 
your contracted targets and other standards set 
out in the contract document, e.g. timely and ac-
curate submission of data.

The contract sets out the schedule for payments 
and the maximum value of the contract .

Each term the AFL leadership team will meet 
to evaluate performance by all providers and 
where performance is below targets and stand-
ards and not expected to meet minimum per-
formance levels pro rata funding will be withheld 
from the next payment.

Future Contracts

In addition to withholding payments within the 
current year the AFL team wish to offer future 
incentives to those organisations who demon-
strate recognisable commitment to quality im-
provement.

We have set out Guidelines for standards of 
Good and Better performance and, conditional 
upon continued receipt of funding from the LSC 
or other funding body, will offer to roll-over con-
tracts to those Providers who fully meet the 
standards . Those who do not will be required 
to complete a competitive application process if 
they wish to receive future funding.

A table setting out the Good and Better Stand-
ards is on the proceeding pages (page 46). It 
details what we expect from you, our Providers, 
but also the support that we will offer to enable 
you to meet those standards.

It is not our intention to use this as a way of pe-
nalising or disadvantaging any Provider, rather 
as a means for us all to work to raise quality and 
standards across our service.

Contract Management
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e

As part of the ongoing teaching observation, I should like to observe one of
your classes and provide you with feedback on the lesson.

I am intending to observe the following lesson:

- Register
- Scheme of Work

Planning/Record of Work Book
Lesson plan
Samples of Students’ Work for the class being observed

The checklist and proformas related to the observation process are available
in the Providers Guidebook.

Would you please contact me to arrange a convenient time.

Thanks
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A

Title of Task/Learner Outcome/Skills Being Assessed

Is the learner outcome SMART?

Is the task appropriate for the level of learner?

Does the task evidence the learner outcome?

Is it clear what evidence the learner needs to 
generate?

Is the learner feedback informative and spe-
cific?

Has the learner achieved the outcome?

Moderator Feedback

Comments Actions

Moderator Signature:

Date:

Name of learner:     Centre:
Name of tutor:

Moderator/s:
Course/Level:

Adult and Family 
Learning Services
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Introduction 

This Chapter of the Guidebook is aimed prima-
rily at tutors as it sets out information and re-
quirements for delivering learning as part of the 
Royal Borough of Kensington and Chelsea’s 
Adult and Family programme. It gives an over-
view and details of the processes used in learn-
ing delivery including quality improvement as 
well as forms that we require to be used as part 
of your delivery.

Tutors must be professionally qualified to teach 
in Adult Learning and many of you reading this 
will also have previous experience so some of 
this Chapter may not be new to you but it should 
still be used as a reference to our expectations 
and requirements for delivery as part of the AFL 
service.

Earlier it was noted that this Chapter is prima-
rily aimed at tutors but as was mentioned in the 
previous section for Providers we also expect 
that they will read this too as it acts as an In-
duction document . Whenever a new tutor starts 
this section can be worked through to ensure 
that both tutors and the organisation they work 
for are clear about their respective roles and 
what is expected to deliver Adult Learning. It is 
not meant to replace specific Provider induction 
processes. It is to ensure, however, that all tu-
tors understand clearly what delivering learning 
for the Royal Borough of Kensington and Chel-
sea entails.

This Chapter begins with a general overview 
before moving on to more detailed sections 
about the teaching and learning cycle and the 
process of observations. At the end you will find 
the official forms that we require to be used for 
the delivery of Adult and Family Learning in the 
Royal Borough.

Provider-Specific Induction

Tutors must be receive an induction that sets 
processes and requirements specific to that or-
ganisation. It should include the following:

    •   Health and Safety at work
    •   Staff Discipline and Grievance procedures
    •   Equal Opportunities 

General Requirements and 
Responsibilities

The following documentary evidence is required 
for all AFL delivery. Tutors should ensure that it 
is completed, recorded and filed.

    •   A completed register.
    •   A course information sheet. 
    •   Evidence of induction.
    •   Documentation including scheme of work 

and lesson plans for the course.
    •   Individual or group learning plans that show 

evidence of differentiation, as and where 
required.

    •   Record of learner progress and their learn-
ing outcomes.

    •   Risk assessment for the activity.
    •   A course file with the documents above ex-

cept for the register.

Recording Information and Learnertrack

The AFL Service uses a management infor-
mation system called Learnertrack to capture 
course and learner information both for our own 
quality and analysis purposes but also, and es-
sentially, for submission to the Learning and 
Skills Council.

Requirements for Tutors

General Requirements and Responsibilities
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The system captures information about:

    •   Attendance
    •   Retention
    •   Achievement
    •   Course dates

The information required will initially be captured 
using the documents listed above but it needs to 
be input to the Learnertrack system manually. It 
is for each provider to decide who has respon-
sibility for the input. It may be individual tutors 
or it may be a designated administrator or other 
staff member. Whoever that is ,the tutor has a  
responsibility for ensuring that data is collected 
in an accurate and timely manner.

Personal Responsibilities

    •   Continuous professional development ac-
tivities.

    •   Contributing to the annual self assessment 
process.

    •   Sharing of your good practice especially at 
Cluster group meetings if you are nominat-
ed to attend.

Responsibilities to Learners

    •   Inducting  your learners into the course and 
the venue / organisation they are learning 
at.

    •   Make sure your learners’ individual support 
needs are met including literacy or numer-
acy support and any learning aids required.  
This may require support from other learn-
ing staff.

    •   Provide information and guidance and open 
up routes for progression to other learning.  
This may also require referral to other staff 
or organisations.

    •   Make sure your learners are aware of the 
formal complaints procedures.

    •   Improve learner retention rates by check-
ing and following up learners unexplained 
withdrawals.

    •   Improve learner attendance by checking 
and following up learners unexplained ab-
sences.

    •   Make sure that you and your learners are 
safe.

    •   Inform your learners of health and safety 
procedures.

    •   Regularly review learners progress and 
achievements with them. 

    •   Ensure that learners’ feedback about the 
provision is sought.

    •   Ensure ILPs are regularly reviewed.
    •   Deliver well planned, stimulating and chal-

lenging learning experiences.

    •   Complete end of course evaluation and re-
turn to your manager within 2 weeks of the 
end of your course.

    •   Evaluate your own work.

Retention and Attendance

Provider organisations are set targets for at-
tendance and retention achievement in their 
contracts and as a tutor you should be aware of 
what these targets are and take an active role in 
helping to achieve them.

Each Provider should have in place its own pol-
icy and procedures to ensure that those targets 
are met.

Requirements for Tutors

Retention and Attendance
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The policy and procedures should set out as a 
minimum:

    •    How attendance is to be recorded.

    •    How learners are to inform the provider of 
non-attendance.

    •    What follow up action is required where 
learners do not attend and have not con-
tacted the provider with a reason.

    •    What measures are in place to support 
learners who are having specific problems 
with regular attendance.

    •    What measures are in place to ensure 
punctuality.

    •    Which staff are responsible for which pro-
cedures.

Tutors have a key role to play in ensuring that 
attendance and retention is high. You will be the 
person with whom learners have most contact 
and will be first to notice when they are not in 
class.

Whoever is designated within your Provider to 
follow up on non attendance your on-going re-
lationship with learners means that you are well 
placed to contribute to the process of under-
standing and improving poor or erratic attend-
ance or why learners drop out. 

In order to support the actions as detailed in 
your provider’s policy the following should also 
be undertaken:

    •   All tutors are required to keep class regis-
ters and to record attendance and reasons 
for non- attendance.

 
    •   Each provider should ensure that where 

admin or other staff is responsible for tak-

ing messages from learners about non-at-
tendance that there are procedures in place 
to ensure that this information is passed to 
tutors.

    •   Tutors should be trained and supported in 
the correct use of the Learner Track cate-
gories for recording non-attendance, even 
where they are not responsible for entering 
the data themselves.

    •   Where it is part of their duties tutors should 
be supported in the correct use of entering 
attendance details onto the Learner track 
system.

    •   Tutors are responsible for ensuring that 
learners are aware of the attendance pol-
icy. 

Individuals and organisations may all have 
slightly different processes to ensure good at-
tendance . Where something that you do or a 
system you operate works especially effectively 
we ask that you share it with others. 

Summary of Required Course 
Documentation

Each tutor and Provider works slightly differently 
from others but the AFL Service has some mini-
mum requirements relating to course documen-
tation.

The following sets out those requirements. 

Course Description 

Tutors must provide the Royal Borough with:

    •    Course Title
    •    Level (where applicable)
    •    Learning Goals

Requirements for Tutors

Retention and Attendance
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    •    Family learning tutors must also provide 
course start and end date, session start 
and end times.

If this needs to be amended the tutor must pro-
vide the Information and Administrative Assist-
ant in the Policy and Performance team with in-
formation regarding the changes that need to be 
made so that the information can be amended 
on the Learnertrack system.

Course Registration

All tutors are expected to complete a register 
for each session and ensure it is entered onto 
Learnertrack. (The exception is a family learn-
ing course. Data is sent to a co-ordinator who 
enters it onto Learnertrack).

Induction of the Course and Its Learn-
ers 

Learner induction was mentioned earlier as a tu-
tor responsibility. The AFL service requires that 
learners must be inducted within the first week 
of joining a programme and records of induction 
must be kept by the tutor. There Is an Induction 
checklist contained in the section of forms (page 
89).

Quality Assurance Through RARPA

Information about the  RARPA process was set 
out in the Providers Chapter.

The Learnertrack system has now been set up  
to capture information about the achievement of 
Learner Goals. Tutors must ensure that update 
information relating to achievement of goals is 
entered onto Learnertrack whether they enter it 
themselves or provide the information for a col-
league to input. Additionally attendance details 
must be updated weekly on Learnertrack. 

End of Course Evaluation

All tutors must complete an end of course evalu-
ation. Not only is this key Information In terms 
of assessing the quality of learning provided but  
this will feed into the production of the SAR and 
development plan. 

All learners should complete an evaluation at 
the end of course.   Whilst the course is running 
it is expected that tutors will regularly evaluate 
learning sessions. 

Requirements for Tutors

Required Course Documentation
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The Teaching and Learning Cycle

Stage 1 - Identifying Learner Needs

The Teaching and Learning Cycle

Overview

Good practice in teaching and learning de-
mands that we provide evidence of meeting the 
requirements of each of the five stages of the 
teaching & learning cycle:

Stage 1 - Identifying Learner Needs
 (a) Course Rationale
 (b) Course Description
 (c) Effective Initial Assessment

Stage 2 - Planning to meet Learners’ Needs
 (a) Scheme of Work
 (b) Individual Learning Plans, (ILPs)
 (c) Session Plans.

Stage 3.  Teaching & Learning Strategies to 
Meet Learners’ Needs

 (a) Managing the Learning Environment
 (b)  Teaching & Learning Strategies – Good 

Practice

Stage 4 - Assessment of Learners
 (a) Formative Assessment
 (b) Summative Assessment

Stage 5 - Course Evaluations 
 (a) Learner and tutor feedback
 (b) Register

The requirements of each set of evidence un-
der the five stages can now be explored in more 
detail.

Stage 1 - Identifying Learner Needs

Part of the process of identifying learner needs 
is that you should have a clear understanding of 
what your course or activity is set up to achieve. 
This understanding and the understanding of 
the learners needs will demonstrate whether the 
learning you will be delivering can meet those 
needs.

1(a) Course Rationale

It is one of the roles of Provider managers to 
plan provision and your manager should pro-
vide you with a course rationale which describes 
where your particular course ‘fits’ into the cur-
riculum or wider service of the organisation you 
are working and the aims of the AFL Service as 
a whole.

The course rationale will state the:

 I.  Area of Learning in which the course is lo-
cated. Ofsted divides the curriculum into 15 
main Areas of Learning and your course will 
fit into one of these broad categories:

       •   Health, public services and care
       •   Science and mathematics 
       •   Agriculture, horticulture and animal care
       •   Engineering and manufacturing technolo-

gies
       •   Construction, planning and the built envi-

ronment
       •    Information and communications technol-

ogy
       •   Retail and commercial enterprise
       •    Leisure, travel and tourism
       •    Arts, media and publishing 
       •    History, philosophy and theology
       •   Social sciences
       •   Languages, literature and culture
       •    Education and training
       •   Preparation for life and work
       •    Business administration and law

  Also Family Learning and Community Devel-
opment.

 II.  Target group(s) at which the course is 
aimed (e.g. older learners, lone parents, 
carers etc). The AFL Service priorities tar-
get particular groups and your course may 
be aimed at meeting the needs of one or 
more of these. 



67

To Tutors

 III.  Objectives of the course. The course will 
have some high level or strategic objec-
tives  e.g. widening participation, partner-
ship working, community capacity building 
as well as the more operational objectives 
that are about the individual learner’s 
needs  such as helping learners to improve 
their understanding and use of English. 

It is important to understand that the individual 
course(s) you are teaching take place within a 
larger programme that is delivered across the 
Royal Borough by other tutors and organisa-
tions.

It may help to place and understand your own 
course in the wider context of the whole AFL 
programme by asking these questions:

 1.  Can you state where your course ‘fits’ the 
vision for Adult Learning in the Borough?

 2.  Does your course play a distinctive role in 
widening participation in learning amongst 
a particular under-represented group?

 3.  Is your course aimed at achieving a par-
ticular objective – e.g. improving parenting 
skills, promoting integration into the com-
munity, employability etc?

 4.  Is your course an aspect of a wider collabo-
rative approach to meeting learner needs 
e.g. promoting health and well-being?

 5.  Can you explain how the wider context 
of your course is reflected in the way you 
have planned to meet learner needs? 

1(b) Course Information

Course information is for your benefit as a prac-
titioner but also very much aimed at what learn-
ers need to know about the course before they 
commit to it. It should provide information ap-

propriate to their needs including:

    •   For whom the course is intended and the 
level or standard of work expected.

    •   Course objectives.

    •   Any prior knowledge / special skills re-
quired.

    •   How course will be delivered – balance of 
theoretical / practical activity.

    •   Topics to be covered – range of coverage.

    •   How progress and achievement are to be 
recognised and recorded.

    •   Opportunities for progression – further 
courses.

1(c) Effective Initial Assessment

It is essential to conduct and record ‘initial as-
sessment’ to establish learners’ starting points 
/ prior learning, their interests and aspirations, 
and to identify those learners who may require 
support. Tutors can utilise a range of methods 
and tools for assessing learners’ starting points 
and these may include:

    •   Learners’ self-assessment of prior learning 
and / or learning and support needs.

    •   Evaluation of written information (e.g. infor-
mation provided on an application or Enrol-
ment form).

    •   One-to-one and group discussion

    •   Tests or practical tasks relevant to the cur-
riculum.

    •  Observed group activities.

    •  Self-assessment questionnaires.

The Teaching and Learning Cycle

Stage 1 - Identifying Learner Needs
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In conducting effective initial assessment, the 
following points should be noted:

    •   Initial Assessment is often at its most effec-
tive when it is built into teaching & learning 
activities: group discussions and question 
& answer will provide a starting point for as-
sessment.

    •   Initial assessment should give the tutor suf-
ficient information to set realistic and chal-
lenging learning objectives for learners.

    •   Session plans should link the results of 
initial assessment to teaching and learn-
ing strategies, which address individual 
needs.

    •   The results of initial assessment should be 
used to enable ‘differentiation’ and develop 
individual learning plans.

    •   Effective initial assessment should identify 
additional support needs.

    •   The tutor will keep copies of referral forms 
of Learners who are referred for learner 
support.

    •   Support workers must be advised of teach-
ing and learning activities by the tutor so 
that they can fully promote the learning ex-
perience.

Some Questions on Initial Assessment

1.  Do you effectively integrate means of initial 
assessment into your teaching and learning 
activities?

2.  Are you maintaining appropriately detailed 
records of initial assessment?

3.  Can you show that initial assessment is be-
ing used to identify different learning styles of 

individual learners?

4.  Can you show that planned aims and objec-
tives in session plans are informed by initial 
assessment of learners?

5.  Do your session plans indicate that the infor-
mation from initial assessment is being used 
effectively to set realistic and challenging 
learning objectives for individual learners?

6.  Do your session plans link the results of initial 
assessment to teaching and learning strate-
gies to address individual needs?

7.  Do your Individual Learning Plans reflect the 
use of initial assessment to identify appropri-
ately challenging learning objectives for each 
learner?

8.  Do you link initial assessment with feedback 
to learners so that they understand their indi-
vidual starting points?

9.  Can you show that the information gained 
from initial assessment is effectively contrib-
uting to the measurement of achievement or 
‘distance travelled’?

10.  Do you have evidence that initial assess-
ment is identifying learners’ support needs?

11.  Do you have evidence that initial assess-
ment of learners is appropriately informing 
the activities of support workers?

Stage 2 – Planning to Meet Learners’ 
Needs

2(a) Scheme of Work

Your Scheme of Work is evidence that you have 
planned a programme of learning to enable 
learners to achieve specific learning goals.

    •   Learning Goals should be written accord-

The Teaching and Learning Cycle

Stage 2 - Planning to Meet Learner Needs
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ing to the format ‘By the end of the course 
learners should be able to ________’

    •   Note that your initial Scheme of Work is a 
draft: it will change following negotiations 
with learners and during the progress of 
the course

    •   Ensure that the Scheme of Work includes 
the Learner Induction and Initial Assess-
ment: tutors should keep a check-list 
signed by learners to show full coverage 
of learner induction topics including, for 
example, rights and responsibilities, health 
and safety, learner support etc. Learners 
must be given enough information to un-
derstand what their course involves and 
the resources required / available to them.

2(b) Initial Assessment & Individual Learning 
Plans (ILPs)

With regard to initial assessment Individual 
Learning Plans (ILPs) must be used as working 
documents and should:

    •   Identify appropriately challenging individual 
learning objectives for each learner.

    •   Indicate learners’ different learning styles.

    •   Indicate teaching and learning activities 
to address different abilities and learning 
styles.

    •   Track the progress of learners’ work and 
link this back to objectives on session 
plans.

    •   Targets must be SMART (see details be-
low).

2(c) Session Plans

Session plans should put the individual learner 

at the centre of the learning process and dem-
onstrate ‘differentiation’ as a fundamental part 
of lesson planning. They should be inclusive 
and cater for the individual needs of all learners 
informed by initial assessment and be demon-
strably linked to initial assessment.

    •   Session plans must indicate plans for dif-
ferentiation, giving a brief indication of, for 
example, the varied means of delivery and 
additional support for learners.

    •   Session plans should not consist merely 
of lists of session content, activities and in-
tended finished products, but must clearly 
define learning objectives in the form of:

  Specific, Measurable, Achievable and Realis-
tic and Time-based objectives:

  Specific
    Short and precise, stating exactly what 

the outcome will be

  Measurable
    Link easily with ongoing assessment of 

learner progress

  Achievable
    Learners must be able to realistically 

achieve the objective

  Realistic
     Given the conditions, time, ability of 

learners etc

  Time-based
    Within the lesson, over a few lessons, 

within the course

    •   Objectives should be written on the session 
plan following the format ‘By the end of the 
session learners will be able to _______’ 
followed by a verb, e.g. record, describe 
create, design, write etc which requires ac-

The Teaching and Learning Cycle
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tion by the learner. If learners are engaged 
in activities these can be linked to the gen-
eration of evidence of learning which can 
then be assessed.

    •   Avoid phrasing objectives in the form of 
‘learners will be able to, ‘ for example, ap-
preciate, ……understand, be aware of… 
as these are passive and cannot easily be 
assessed.

    •   Tutor activities (including learner support) 
need to be specified on the session plan:  
i.e. what the tutor is going to do in order to 
facilitate learners meeting their objectives, 
e.g. demonstrations followed by questions 
and answer sessions; facilitation of paired 
work, group work etc.

    •   Session plans should indicate the activi-
ties whereby learners will acquire and ap-
ply practical and technical skills in their 
work and, where appropriate, how they will 
achieve more confidence and self-esteem. 
Where appropriate, session plans should 
also indicate how learners will develop 
skills of reflective learning and engage in 
independent learning.

    •   Session plans should indicate how resourc-
es are to be used to support and reinforce 
effective learning.

    •   Session plans should be shared with sup-
port workers so that they can fully promote 
the learning experience.

    •   Tutors must indicate how they are going to 
assess learner activities, e.g. through ob-
serving and commenting on processes or 
products, setting tasks and providing writ-
ten feedback etc.

    •   Finally, tutors should provide written evi-
dence that they have evaluated how well 
the session went in terms of how well 

learners’ needs were met, and this should 
include a record of any unplanned learning 
outcomes.

Some Questions on Planning

1.  Have you established clear learning objec-
tives with measurable outcomes that are 
shared with, and understood by, learners?

2.  Can you show, through ILPs and session 
plans that you have planned to meet the re-
sults of the initial assessment of learners?

3.  Have you planned to use a variety of methods 
and styles of teaching to meet the different 
needs of learners?

4.  Do your teaching materials and methods pro-
mote equality of opportunity?

5.  Have you planned regular and varied activi-
ties for learners to help them to develop and 
progress?

6.  Have you planned the regular reviewing 
and updating of learners’ individual learning 
plans?

7.  How will the outcomes of your planning be 
shared with learning support workers?

Stage  3 - Teaching & Learning Strate-
gies to Meet Learners’ Needs

3(a) Managing the Learning Environment

In all their teaching sessions tutors must:

    •   Ensure that classes start on time.

    •   Ensure that learning resources, accommo-
dation and teaching activities promote the 
full participation of learners with learning 
difficulties or disabilities.

The Teaching and Learning Cycle
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    •   Ensure that the teaching environment is 
well organised and complies with health & 
safety requirements.

    •   Be vigilant in health & safety matters and 
immediately correct issues, which may 
arise.

    •   Be sensitive to, and promote equality & di-
versity: ensure that the presentation and 
content of learning materials positively 
values peoples’ different backgrounds and 
cultures.

    •   Encourage learners to be punctual and 
to attend regularly; learners should main-
tain an agreed pattern of study and tutors 
should ‘manage’ any lateness from learn-
ers, not simply ignore it. Reasons why par-
ticular learners may be expected to be late 
should be noted on the session plan.

    •   Establish a purposeful and enjoyable learn-
ing environment where all learners are ac-
tively engaged in learning.

    •   Establish an atmosphere that is conducive 
to learning by negotiating ‘ground rules’ 
with learners and, if necessary, challenging 
behaviour which has a negative impact on 
learning.

    •   Liaise with the learning support worker(s) 
and ensure that aims, methods, materials 
etc are shared

    •   Ensure that all learners are valued and 
supported.

3(b)  Teaching & Learning Strategies (Good 
Practice)

In each teaching session, the tutor should:

    •   Agree clear aims and objectives with learn-
ers at the beginning of the session and es-
tablish clear links with prior learning

    •   Clearly explain and suitably vary learning 
activities for the range of abilities in the 
group and set tasks that are achievable for 
all learners in the group (activities linked to 
group and ILPs)

    •   Use a variety of teaching methods and 
learning activities that involve learners 
throughout the session - avoid long periods 
of tutor input

    •   Maintain a pace that is suitable for learners 
whilst being challenging and stimulating

    •   Consistently check understanding and 
learning by various means, e.g. question & 
answer, observation of individual & group 
activities, assessment of work produced

    •   Respond sensitively to learners and value 
their contributions in ways that motivate 
them to do well

    •   Build on learners’ existing experience and 
knowledge to involve and extend – the best 
sessions are those where learners are en-
joying learning and gaining confidence and 
skills that they can use in their lives

    •   Encourage learners to contribute confi-
dently and effectively and incorporate con-
tributions into the session

    •   Be enthusiastic and provide learning that 
challenges and stretches learners 

    •   Encourage learners to develop independ-
ence and ‘high order’ skills such as inter-
pretation, evaluation and analysis of own 
and others’ work.

The Teaching and Learning Cycle
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    •   Use varied and effectively produced learn-
ing resources in ways which enhance 
learning; e.g. power-point, video clips etc.

    •   Integrate, where appropriate, use of ILT re-
sources into teaching & learning activities.

    •   Assess learning regularly to check that 
learning objectives are being achieved.

    •   Ensure that assessment criteria are openly 
shared with and understood by learners.

    •   Ensure that learners are given feedback 
on assessments so that they know what 
progress they have made and what they 
must do in order to improve.

    •   Use the final stages of teaching sessions to 
review and evaluate learning.

    •   Maintain full and accurate records of all 
work set and assessed, including work to 
be completed independently out of class.

Stage 4 -  Assessments of Learners and 
RARPA

R.A.R.P.A. stands for the Recognition and Re-
cording of Progress and Achievement in learn-
ing. Since much of our work is ‘non-accredited’ 
leading to ‘non-vocational’ and ‘non- certificat-
ed’ outcomes, it is important that we are able 
to demonstrate learners’ achievements through 
‘fit-for-purpose’ means of RARPA.

As stated in the Providers’ Chapter RARPA is 
a ‘staged process’ with five elements that are 
mapped to the key questions of the Common 
Inspection Framework. 

These five elements are: 

 1. Course aims that are clearly stated.

 2.  Initial assessment of learners’ starting 
points and needs.

 3.  Discussion and negotiation to identify ap-
propriately challenging objectives.

 4.  Formative assessment, checking on 
progress.

 5.  Final recognition of progress , recording 
and celebration of achievement.

This process may appear to be about the intro-
duction of more paperwork that detracts and 
distracts from learning session but it is a vital 
process to monitor and assess quality. Provid-
ing a high quality learning experience is at the 
heart of all our roles and without that means to 
monitor and assess we cannot accurately judge 
or demonstrate that we are doing so.

Implementing and embedding the RARPA proc-
esses into your work is an essential means of 
quality improvement.

Previous sections looking at the Learning Cycle 
have covered the first three elements of RARPA. 
This stage details the use of assessments.

4(a) Formative Assessment

    •   We establish and record learners’ starting 
points through initial assessment; the dis-
tance travelled from here in the learning 
journey, or the measurement of achieve-
ment, is established through means of 
formative assessment.

    •   Formative assessment can be either in-
formal or formal. Examples of informal 
assessment activities may include obser-
vation, practical activities, question and 
answer, group discussions, games and 
quizzes. Examples of formal assessment 
activities may include portfolio building, 

The Teaching and Learning Cycle
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learning journals, and assignments.

    •   Assessment criteria must be openly shared 
with and understood by all learners so that 
they know how they are progressing and 
what they need to do in order to improve.

    •   Effective, fit-for-purpose, arrangements for 
recording learners’ progress and achieve-
ments may include:

       •   Tutor records of assessment activities, in-
dividual and group progress and achieve-
ment e.g. group and individual learning 
plans.

       •   Evidence of progress and achievement 
of learning objectives in learners’ files, 
journals, diaries, portfolios, artwork; vid-
eos, audio tapes, performances, exhibi-
tions and displays; individual or group 
learner testimony; artifacts, photographs 
and other forms of evidence.

       •   Records of learner self-assessment, 
group and peer assessment.

       •   Recognition and recording of any addi-
tional or unplanned learning outcomes.

       •   Tutor feedback and guidance given on as-
sessed work – feedback should indicate 
clearly to the learners, their strengths and 
what they could do to improve the quality 
of their work.

       •   Records of ‘tutorial’ sessions and evi-
dence that learners are given specific 
actions to help them improve / attain tar-
gets

4(b) Summative Assessment

    •    Summative or end-of-programme assess-
ment, reviews learners’ overall progress 

and achievement in relation to learning ob-
jectives identified through the programme.

    •    Examples of learners’ work can be collect-
ed and records of assessment maintained 
in order to demonstrate achievement of 
planned learning outcomes and other 
learning gains.

    •   Through summative assessment learners 
should have opportunities to discuss with 
the tutor what they have learned and how 
this has contributed to the achievement of 
their personal objectives.

    •   Learners’ achievements should be recog-
nised and celebrated e.g. through displays, 
presentation events, publicity etc.

    •   Learners should be given impartial advice 
and guidance (recorded) on progression 
opportunities and where necessary this 
may involve IAG staff.

    •   Tutors should record learners’ stated in-
tentions for progression. ‘Progression’ 
may mean moving on to a higher level 
programme, but it can also involve under-
taking more learning at the same level, or 
the learner consolidating their knowledge 
through a different role, e.g. by becoming a 
community volunteer.

Questions on Assessment

1.  Are learners in your classes able to state 
what progress they have made in achieving 
their learning objectives?

2.  Do your records of learners’ progress and 
achievement and learners’ own work provide 
clear evidence that learners are achieving 
their learning goals?

3.  Are you able to show (through Initial Assess-

The Teaching and Learning Cycle
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ment and RARPA) that learners are making 
progress relative to their prior attainment and 
potential?

4.  Can you show that learners are developing 
personal and learning skills – that, for exam-
ple, they have grown in confidence and that 
they are more able both to work independ-
ently and collaboratively and to take more 
control over their own learning? Are you able 
to show that your learners are developing 
higher order skills such as interpretation, re-
search, critical evaluation and analysis?

5.  Can you show that your learners are ready 
to progress to further opportunities in, for ex-
ample, education, employment, community 
participation etc?

Stage 5 - Course Evaluations 

5(a) Learner and Tutor Feedback

Through summative assessment and other 
means (e.g. the outcomes of learner question-
naires) tutors should evaluate how successful 
the course was in meeting its aims and objec-
tives. This evaluation should actively inform the 
next stage of course planning and the subse-
quent formulation of aims and objectives, there-
by completing the ‘teaching and learning cycle’.

5(b) Register and Course Documentation

Tutors should note that register must be prop-
erly completed and returned promptly along 
with other course documentation required. This 
information is required for data entry and sub-
mission to the Learning and Skills Council. Late 
or inaccurate submission of the data affects the 
standard of our performance and potentially the 
amount of funding awarded for Adult and Fam-
ily Learning in future years .It is also vital in the 
planning of future provision that is appropriate 
to meet learner needs.

The Teaching and Learning Cycle

Stage 5 - Course Evaluations
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Observation of the Teaching and 
Learning Process

Background

One of the most significant factors in ensuring 
that we are continuously improving what we are 
providing to learners is the quality of classroom 
delivery.  There is a great deal of good teach-
ing and learning within the Royal Borough.  We 
need to ensure that we are sharing good prac-
tice and supporting staff in the development of 
their teaching and learning methods.

Purpose

The focus of the observation process is:

    •   To support the wider Borough aim of con-
tinuous improvement of teaching and learn-
ing

    •   To improve the quality of the learners’ learn-
ing experience

    •   To facilitate the sharing of good practice

    •   To inform the self-assessment process.

Stages of the Process

This information is also set out in the Provid-
ers’ Chapter but for ease of Tutor reference it is 
repeated here.

1. Contact Prior to Observation

There should be a meeting between lecturer / 
tutor and person carrying out the observation 
prior to the event . If this is not possible then 
phone or email contact will be acceptable.

2. Observation

Dates and times will be agreed for the actual 
observation which will be conducted along pro-
fessional and development lines. Observers will 
be unobtrusive non-participants in the lesson. 
The observation will follow the format of Com-
mon Inspection Framework.

3. Verbal Feedback

Verbal feedback will be given to the tutor as 
soon as possible and no later than 2 working 
days after the observation.  Grades given at this 
time will be provisional subject to moderation.

4. Written Report

A written report will be given to the lecturer / tutor 
within 7 working days of the observation.  The 
lecturer / tutor can write comments at the end 
of the observation report and should sign and 
date it.  At this stage (if not before) it is intended 
that the tutor will share the feedback from the 
session with their manager in order that good 
practice is captured or developmental needs 
can be met. If the latter then it may be that the 
AFL team will be involved in providing support. 
The report to be returned to the ACL Manager 
- Quality within 7 working days. 

5. Written Action Plan

This should be put into place within one month 
and it is envisaged that the tutor’s manager will 
be involved in supporting and monitoring the ac-
tions.

For detailed information on how observations 
are assessed, graded and reported please refer 
to the section entitled “Judging the Overall Qual-
ity of a Lesson” and “Guidance on Observation 
Reporting” in the Providers’ chapter (page XX).  
This section supplements that information with 
details that are relevant to tutors who will be 
subject to observations.
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How Often Will Observations Take 
Place?

It is our policy that all tutors new to the delivery 
of AFL within this Borough are observed within 
3 months of starting. If the observation is graded 
as satisfactory or above then the cycle of obser-
vations is every two years.

What Support is Available?

It is important that if the aims of improving the 
quality of students’ learning experience, of shar-
ing good practice and of supporting staff to fa-
cilitate learning are to be achieved that com-
prehensive and accessible support is put into 
place.  It is not realistic to identify all forms of 
support required but the following framework is 
provided:

    •   An ongoing programme of Staff Develop-
ment and Training on Teaching and Learn-
ing will be provided. 

    •   This will be open to all staff but attendance 
will be required of staff when it is part of the 
action plan agreed following observation.

 
    •   The focus of this training will be on practi-

cal delivery skills and classroom manage-
ment. 

    •   This training will be responsive to the feed-
back received from the observation proc-
ess.

    •   In some cases it may be useful to link the 
member of staff to a temporary “mentor” 
to assist them in their individual develop-
ment.

    •   Mentors with matching and appropriate 
skills / approaches should be identified by 
the ACL manager - Quality (in consultation 
with the observer).

    •   An appropriate allocation of time will be 
made to this temporary “mentoring”. 

    •   Where the observation programme identi-
fies that there are needs common to sev-
eral tutors , then specific Staff Training will 
be provided. 

Who can Observe?

In order to establish credibility it is necessary 
to ensure that there is consistency of approach 
in the conduct of the observation so only those 
who have been fully trained will be able to un-
dertake observations. Managers, management 
staff, senior tutors / lecturers may do so If they 
meet the training requirement. Observations 
may be carried out by staff from within this Bor-
ough’s  AFL programme or by staff from other 
Boroughs and services. 

Can a Tutor Object to an Assigned 
Observer?

For the process to be effective there needs to be 
some trust and credibility between the observer 
and the tutor being observed.  For this reason if 
a tutor objects to particular observer, the follow-
ing procedure should be followed:

    •   Where the proposed observer is a man-
ager or part of the management staff of 
the organisation the tutor is employed by, 
then the tutor should meet with the Man-
ager to discuss the issue.  If no satisfactory 
outcome is reached then another  suitably 
trained member of the organisations man-
agement , or other specialist appointed by 
the ACL Manager - Quality will be asked to 
conduct the observation.

    •   Where the proposed observer is not a Man-
ager then the tutor should discuss the is-

Observation of the Teaching and Learning Process
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sue with their  Manager who will then carry 
out the observation themselves if deemed 
appropriate or arrange for a suitably quali-
fied specialist to be brought in to do so. 

    •   It is anticipated that such situations will 
happen only in exceptional circumstances. 

    •   The choice of which class is observed rests 
with the Adult and Family  Learning Team 
subject to final agreement with the member 
of staff being observed.

 
    •   Group tutorials can be included in the ses-

sions to be observed.  Individual tutorials 
dealing with student progress can only be 
included with the agreement of both the tu-
tor and the learner. 

How Much Notice Will be Given?

 The purpose of this process the improvement of 
quality and to raise standards in teaching,  not to 
“catch people out” and so those being observed 
will be given at least 10 working days notice of 
the observation using standard pro forma.

Will There be an Opportunity to 
Discuss the Observation Before-
hand?

It is essential the observer meets with the lec-
turer / tutor before the observation to:

    •   Discuss criteria to be used
    •   Clarify any organisational issues
    •   Discuss any issues relating to the session / 

group
    •   Discuss documentation, ie. Scheme of 

Work, Planning / Record of Work 
    •   Book / Register, Lesson Plan, samples of 

students work
    •   Establish a time for feedback to be given.

How Will Feedback be Given?

The feedback meeting will take place as soon 
as possible and within 2 working days of the ob-
servation, taking the form of a dialogue between 
the observer and the tutor.

The dialogue will cover areas of strength, areas 
of development / action points, the grades al-
located and staff development needs.

Split grades will not be awarded.

If necessary the timing of the second observa-
tion will be identified. (See “What happens if the 
Session Observed is Not Satisfactory).
 
A written report and agreed points / training 
needs will be provided within 7 working days of 
the verbal feedback using a standard feedback 
pro forma.  

What Happens if There is No 
Agreement on the Feedback?

This should happen only on very rare occa-
sions, but where there remains a difference of 
view or interpretation between the observer and 
the lecturer / tutor, and then the lecturer may 
attach his / her comments to the record of the 
observation.

Who Else Receives a Copy of the 
Observation Report?

The ACL Manager - Quality, the observer and 
the tutor who was observed will hold the record 
of observation, grades and any action points.  A 
copy will held in the AFL section for access by 
the Head of Service and a further copy will be 
sent to the Provider Manager.

Observation of the Teaching and Learning Process
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In addition, a termly summary sheet will be pro-
vided to the AFL Leadership Team, including the 
number of observations and profile of grades. In 
both cases the will ensure that action is taken 
and specifically will:

    •   Identify any lack of resources / issues over 
the environment, which had a negative im-
pact on the observation.

    •   Pass on requests for staff development to 
the Head of Staff Development. 

What Happens if the Session Ob-
served is Not Satisfactory? (ie 
Grade 4)
 
The observer and the tutor will discuss the sig-
nificant areas where there is need for devel-
opment and an action plan / time scale will be 
drawn up, including support to be provided.
 
A second observation will be carried out: the tim-
ing of this will reflect the nature of support identi-
fied. However, this would normally be within 12 
working weeks.  The procedures for the second 
observation will be largely the same as those 
used for the first observation with the following 
difference.

The written feedback / action points produced 
following the first observation will be discussed 
during the pre-observation meeting.

All second observations will be moderated. 
Where performance remains unsatisfactory a 
member of the AFL leadership team will discuss 
further action with the Provider Manager.

What is the Appeals Procedure?

If a tutor is dissatisfied with an observation out-
come or grade they have the right of appeal 

within 10 working days of receipt of their ses-
sion observation form.  There are 3 stages in 
the appeals procedure and each stage must be 
exhausted before proceeding to the next one. 

The main reason for appeal is likely to be:

    •   The tutor does not agree with the grade 
awarded.

 
    •   The tutor does not agree with the narrative 

written.

Tutors are advised to keep their own copies of 
all the documents used in the appeals proce-
dure. 

Stage One 

Tutors, having received their moderated ses-
sion observation form with which they are not 
satisfied, have the right to appeal to the ACL  
Manager - Quality.

This appeal must be in writing and clearly indi-
cate the points of disagreement with examples 
and reasons. 

As part of this investigation it may be necessary 
to carry out a further observation. 

Stage Two

Tutors who are not satisfied with the outcome 
of their stage 1 appeal can next appeal to the 
Head of Adult and Family Learning.

The appeal must be in writing, but need not 
repeat the detail provided at stage 1 as all the 
documentation used at stage 1 will be passed 
on. 

Stage Three 

This appeal must be in writing to the Head of 

Observation of the Teaching and Learning Process
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Adult and Family Learning Appointed Repre-
sentative and be accompanied by copies of 
all the documentation used in stages 1 and 2.  
There must also be evidence that tutors have 
exhausted all the appeals procedure of the 
Service.  The Appointed representative will un-
dertake an investigation and will make the final 
decision. 

Observation of the Teaching and Learning Process
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Course Documentation

Description of Documents

Course Documentation

Checklists and Course Pro Formas

 Documents:

    •   Tutor Course File Contents List
    •   List of Intended Learning Outcomes
    •   Overall Course Plan  
    •   Induction Checklist 
    •   Quality Check of Course Folders 
    •   Student Achievement Tracking Grid

These documents (beginning on page 83) are 
the minimum course / management information 
required in delivering Adult and Family Learning 
programmes in the Royal Borough. 

Tutor Course File Contents List

List all documents required for delivering train-
ing in the Royal Borough.

List of Intended Learning Outcomes

These are the Course Learning Outcomes 
which must be provided to the Performance and 
Monitoring Team to facilitate RARPA updates on 
the database.

Overall Course Plan

Contains relevant course information tutors 
must know for delivering programmes.

Induction Checklist

List various processes to be covered during in-
duction.

Quality Check of Course Folders

List the RARPA processes in the tutors course 
file for full implementation.

Student Achievement Tracking Grid

This form at a glance lists the Learning Out-
comes / Learning Goals, learners’ names which 
the tutor should maintain of individual and group 
progress. 

Assessment Process Documen-
tation

 Documents:

    •   ESOL Initial Assessment
    •   Evaluation Forms
    •   RARPA

The section beginning on page 101 contains the 
ESOL Initial Assessment; in future updates ini-
tial assessments for other areas of learners will 
be included once agreed through consultations 
in the cluster groups.

A section on RARPA and the RARPA modera-
tion documents, as well as various evaluations,

Initial Assessment

This is used to establish learners starting point 
and is standardised across the borough to facili-
tate referrals
 
Tutor End of Course Review

Tutor summary at the end of each course

Learner Feedback Form 

To obtain learner feedback on various aspects 
of programme.

Monthly Questionnaire

To facilitate learners progress and obtain feed-
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back / review.

End of Course Evaluation

Forms use at the end of each course to obtain 
feedback at end of the course.

Session Evaluations

This form may be used by tutors to summarise 
sessions.

RARPA Moderation Report

This is a document used in auditing tutors course 
files and documentation for the quality assur-
ance and improvement of RARPA processes 
and implementation.   This is used by Quality 
Manager during visits to Community Learning 
Provision to record and action findings

Course Documentation

Description of Documents
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I

Equality and Diversity

Introduction

The improvement of quality is the driving force 
behind the reason for this guidebook. An essen-
tial, and mandatory, element of that is to ensure 
that the provision we deliver and all the work we 
do is informed by a robust approach to Equality 
and Diversity.

The Royal Borough of Kensington and Chelsea 
have produced a corporate Equality Policy en-
titled “Towards and Inclusive Kensington and 
Chelsea – The Royal Borough of Kensington 
and Chelsea’s Equality Scheme”. This sets out 
the Royal Borough’s Policy and Commitment 
to the promoting of, and compliance with, all 
Equalities legislation in respect of delivery of its 
own services. It also encompasses the work of 
its partners and sub-contractors. This includes 
those organisations that deliver Adult and Fam-
ily Learning (AFL). 

Whilst the above document provides the over- 
arching Policy for Adult and Family Learning 
this section of the Guidebook supplements and 
complements the above with specific reference 
to the delivery of AFL. 

Key Principles

For Adult and Family Learning In the Royal Bor-
ough, Equality and Diversity means:

    •   Putting into practice and promoting the en-
titlement everyone has to equal rights and 
the same opportunities.

    •   Seeking to identify and eliminate all forms 
of discrimination, whether overt, covert or 
by omission.

    •   Embracing diversity and ensuring equal ac-

cess to our learning programmes and re-
sources.

    •   Encouraging and supporting all learners 
and staff to reach their potential.

Our intention is to ensure that these key princi-
ples are embedded in all our work.

The following information sets out how we will 
achieve that.

How we act on the Key Principles

To support the Key Principles listed above our 
Service will:

    •   Ensure equality of access to facilities and 
resources for learners and staff

    •   Provide an environment where equality of 
opportunity is actively promoted and is free 
from unlawful discrimination, harassment 
or victimisation of any kind.

    •   Provide learning and working environments 
where diversity is celebrated

    •   Respect equally, support appropriately and 
reward fairly each learner and each em-
ployee

    •   Support and enable staff to put equality of 
opportunity into practice

    •   Establish systems to monitor, analyse and 
evaluate provision to ensure that it meets 
learners needs

    •   Comply with all current equalities, data 
protection and safeguarding legislation in 
employment and the provision of teaching 
services
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Roles and responsibilities for 
Equality and Diversity

The following information outlines those involved 
in the promotion and establishment of equality 
and diversity and their responsibilities:

    •   The members of the Adult and Family team 
are responsible for devolving policy, ensur-
ing that all those involved in the provision 
and delivery of AFL are aware of legisla-
tion and their responsibilities within it. To 
achieve this they also have a responsibility 
to support providers and their staff to meet 
their obligations, to promote best practice 
and to monitor implementation.

    •   The management of provider organisations 
have responsibility for ensuring that any or-
ganisational Policy document or statement 
is consistent with and complementary to 
the Royal Borough Policy.

    •   The management of provider organisations 
are responsible for raising staff awareness 
of their responsibilities under Equalities 
legislation, and for monitoring those pro-
cedures. They are responsible for ensur-
ing there is an appropriate response where 
learners or staff are disadvantaged in any 
way and that complaints of discrimina-
tions or offensive behaviour are dealt with 
promptly.

    •   Managers are responsible for ensuring 
their staff understand Equality and Diver-
sity issues and know how to put them in 
practice in a learning environment, includ-
ing how to report, perceived discrimination, 
harassment or inequality of opportunity.

    •   Management of provider organisations 
must assess issues of access and ensure 
any reasonable adjustments are imple-
mented to enable access to those with dis-
abilities.

    •   The AFL team have a responsibility to pro-
vide support and training to enable provider 
management to meet their responsibilities

    •   Tutors are responsible for promoting equal-
ity and celebrating diversity amongst them-
selves, their organisation and their learn-
ers.

    •   All those who participate in AFL have a re-
sponsibility to treat others with equality and 
respect.

Equalities legislation

The Royal Borough’s Policy document sets out 
in detail at Annex A the scope of the current leg-
islation but for the purposes of this document 
Equalities legislation is:

    •   Race Equality – the Race Relations Act 
1976, as amended by the Race Relations 
Amendment Act 2000.

    •   Disability Equality – the Disability Discrimi-
nation Act 2005

    •   Gender Equality – the Equality Act 2006

    •   Faith and Sexual Orientation – The Equal-
ity Act 2006

    •   Age – Employment Equality (Age) Regula-
tions 2006

I
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Safeguarding

Education providers of post–16 learning and 
skills have responsibilities to ensure the safe-
ty of children, young people and those adults 
deemed “vulnerable.” A vulnerable adult is de-
fined as a person who is or may be in need of 
community care services by reason of mental or 
other disability, age or illness; and who is or may 
be unable to take care of him or herself, or un-
able to protect him or herself against significant 
harm or exploitation. 

In order to meet our responsibilities Adult and 
Family Learning require the following:

    •   That providers have in place a policy / 
statement and mechanisms for assess-
ing the risk of their staff and tutors working 
with children, young people or vulnerable 
adults.

    •   Where such contact is likely that CRB 
checks are conducted and the names of 
staff for whom checks have been conduct-
ed and the dates of those checks are pro-
vided to the AFL team.

Bullying and Harassment

The Royal Borough of Kensington and Chelsea 
have a workplace bullying and harassment poli-
cy that covers all staff. The AFL Service requires 
that the principles of this policy are extended to 
all providers of AFL, their staff, volunteers and 
learners.

Definitions

When groups of people work or learn together 
patterns of behaviour can become established.

The majority of people work and learn well to-
gether, and most recognise individual differ-
ences and backgrounds. In some situations 
however, individuals may feel uncomfortable 
or even humiliated. Sometimes this might arise 
from misunderstanding or clumsiness, or from 
occasional or persistent insensitivity. This guid-
ance seeks to give advice on matters which may 
cause significant distress to staff or learners.

Bullying can be described as persistent behav-
iour against an individual which is intimidating, 
offensive or malicious and which undermines 
the confidence and self-esteem of the recipient. 
The behaviour may be intended or unintended.

Harassment is where unwanted conduct has 
the effect of violating someone’s dignity. It may 
include behaviour that is offensive, frightening 
or in anyway distressing. It may be intentional 
bullying which is obvious or violent. Harassment 
may also be subtle and insidious. It may involve 
nicknames, teasing, name calling, gestures or 
other behaviour which may not be intended to 
be malicious but is nevertheless upsetting. Har-
assment may be persistent or a serious isolated 
incident.

The Royal Borough considers the following to 
be some examples of unacceptable behaviour:

    •   Aggressive behaviour, shouting or threats, 
impolite or discourteous behaviour.

    •   Unwelcome sexual innuendo or attention.

    •   Spreading malicious rumours or insulting 
someone.

    •   Ridiculing or demeaning someone.

    •   Exclusion or victimisation.

    •   Behaviour or decision making that is based 
on improper prejudice.

I
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    •   Making unjustified, persistent criticisms.

    •   Being overbearing or neglecting to super-
vise properly, or otherwise misusing power 
or position.

    •   Making threats or comments which are 
without foundation, about job security.

The Law

Employers have a duty of care to all their work-
ers to protect them from bullying and harass-
ment. The AFL Service requires that all provid-
ers adopt the legal requirements for workers as 
standard practice for learners and volunteers.

Dealing with complaints

In addition to the procedures set out below it is 
expected that providers have appropriate infor-
mal, as well as formal procedures for dealing 
with bullying and harassment.

Complaints Under the Equalities Scheme

Complaints concerning unfair treatment within 
the scope of the Scheme may be raised under 
the Learners’ Complaints Procedure and / or the 
Royal Borough Complaints Procedure as ap-
plied in each service provider, or in the case of 
service staff, the Staff Grievance Procedure.

The Learner Complaints Procedure

Adult and Family Learning is committed to pro-
viding a high level of service. Where learners 
feel that this is not the case and the matter can-
not be resolved informally they have the oppor-
tunity to register a complaint formally.

Complaints must be received, and action taken, 
initially at the Provider level following any infor-
mal and / or formal procedures for that organi-

sation. Progression to the Royal Borough Com-
plaints Procedure to be followed only where the 
provider response does not lead to resolution of 
the issue. 

All Providers must maintain internal learner 
complaints policy / procedures, to include the 
following:

    •   A statement of the learner’s right to com-
plain (or otherwise comment).

    •   A clear indication of the procedure to be fol-
lowed (including internal appeal) with con-
tact details.

    •   A commitment, in case of complaint, to re-
spond within 7 days, stating what action 
has, or will be taken.

    •   Clear signposting to the Royal Borough 
complaints procedure, through the man-
ager, where the complainant considers pro-
viders responses or actions unsatisfactory.

All providers must maintain a record of com-
plaints and outcomes. This should include de-
tails of equalities data, e.g. age, ethnicity etc, for 
all complaints.

Reviews of complaints will be made by the AFL 
team during monitoring visits.

Significant issues should be included in the rel-
evant section of the Self-Assessment Report.

Widening Participation

The AFL service has a commitment to making 
learning accessible to all and to raising partici-
pation and achievement across the full range of 
communities that we serve. We actively seek to 
engage in learning those most disadvantaged 
or socially excluded.

Equality and Diversity
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In order to achieve this we will:

    •   Use appropriate research, needs analy-
sis, consultation and data management to 
identify groups of individuals and areas of 
most need.

    •   Ensure that resources are targeted at 
those groups and areas to promote access 
to learning.

    •   Ensure that our learner profile reflects the 
social and demographic diversity of the 
communities we serve.

    •   Develop and deliver a curriculum that is rel-
evant, responsive and inclusive.

    •   Offer a range of progression opportunities 
within and beyond the service.

    •   Provide learner support to remove barriers 
to participation and achievement.

    •   Provide learning as close as possible to 
where people live.

    •   Work in partnership with other organisa-
tions and agencies to reach members of all 
the communities we serve.

Learner Support

The AFL service requires that providers offer the 
following as a minimum to support its learners:

    •   Pre-course information 

    •   Appropriate progression routes or sign-
posting to further learning or development 
where desired

    •   Access to sufficient ICT facilities

    •   Appropriate learning support and reason-
able adjustments fro learners with disabili-
ties, mental health difficulties and learning 
disabilities

    •   Provision of or direction to independent in-
formation advice and guidance 

    •   Where specialist support is required that 
cannot be met by the provider to notify the 
AFL service for further guidance

In order to achieve the above it is the responsi-
bility of the AFL service to ensure that providers 
have appropriate support and knowledge to of-
fer effective services.

 Providers and their staff are responsible for the 
delivery of the support and should ensure that:

    •   All staff and learners are aware of learning 
support, including eligibility , and how it can 
be accessed

    •   Learning support is easily and quickly ac-
cessible to all learners at all stages of their 
learning

    •   The support is appropriate to the learner’s 
needs and based on early assessment and 
/ or review

    •   Learning support is recorded and moni-
tored

Disclosure:

Providers should ensure that learners are en-
couraged to, and feel comfortable about dis-
closing information about their support needs 
and/ or disabilities.

Equality and Diversity
I
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Confidentiality

Issues around the provision of support for learn-
ers may involve confidential information. All staff 
should ensure that the appropriate level of care 
is taken in the communication and storage of 
such information

Learning Support and RARPA

To evaluate learning support it is necessary to 
track it effectively in order to monitor and make 
judgements.

The RARPA processes (detailed in the chapter 
to Providers on page 30) require initial assess-
ments and individual learning plans, which are 
essential elements, in identifying and planning 
additional learning support.

Clear course aims, the effective use of feedback 
and monitoring and recording of achievement 
and progress will also ensure that the support is 
identified and meets the needs of the learner.

The RARPA processes are integral to quality 
improvement for learner support and across all 
aspects of learning management and delivery.

Provision of specialist learner support

Our AFL service is delivered through sub-con-
tracting partnership arrangements. Many of our 
partners can provide specialist learner sup-
port either in the form of specialist provision 
or through advice and guidance to learners or 
other providers.

Kensington and Chelsea College integrate 
learning support for ACL learners into their wid-
er operation

ADKC runs specialist provision and can give 
advice and guidance relating to learners with 
physical or sensory impairments

SMART runs specialist provision for those with 
mental health difficulties

Open Age have developed a wide range of 
learning opportunities and other advice and 
support for older learners

Nova, St Clements and St James CDP, Re-
generation Trust, Midaye and Westway De-
velopment Trust all offer either Skills for Life 
and / or ESOL programmes including Outreach 
.

 

Equality and Diversity
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II

Staff Development

Staff Development

Continual quality improvement of our Service  
requires that staff working for our delivery part-
ners are appropriately qualified and profession-
ally trained.

To achieve this the Adult and Family Learning 
Leadership Team will encourage and provide 
resources to enable staff teaching on the Adult 
and Family Learning programmes access to ed-
ucation and training, which will enable them to 
further their professional development; and pro-
vide them with the skills to deliver high quality 
teaching and learning across the programme.

All tutors working for our Providers must be 
professionally qualified and it is primarily the re-
sponsibility of Providers to ensure that they do 
not recruit anyone without the necessary teach-
ing qualifications.  However, the AFL Leader-
ship team will encourage and fund initial teach-
er training at Stage 1 and Stage 2 to teaching 
staff. 

The AFL Team will lead and support the forma-
tion and operation of curriculum cluster groups 
to encourage peer support and the sharing of 
good practice. Where teaching staff are un-
able to attend these meetings, Adult and Family 
Learning managers will offer one to one support 
and mentoring. 

Providers have a responsibility to encourage 
and support teaching staff to further their pro-
fessional development. Where resources are 
a barrier in meeting staff development needs, 
Providers can seek additional support from the 
AFL Service by setting out their request, stating 
the benefits to the individual, the learners and 
the ACL programme, in writing; for considera-
tion by the Adult and Family Learning Leader-
ship Team. 

The Contract between the AFL Service and each 
Provider will commit organisations to engaging 
with a programme  of compulsory training to en-
hance the delivery of the AFL programme. This 
will also include workshops aimed at raising 
awareness and good practice around issues of 
Equality and Diversity.
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III

Course Development and Review

Course Development and Review

The Adult and Community Learning Manager -
Quality will lead the curriculum cluster groups 
which have been identified for each curriculum 
area; co-ordinating the framework outlined be- 
low. The aim of these groups is to provide a peer 
to peer forum for tutors to support each other 
and develop good practice across the service.

Each term a meeting of curriculum leaders and 
tutors will be convened in the respective cluster 
groups to review the curriculum and share good 
practice with the Adult and Community Learning 
Manager.  Re-imbursement of costs for cover-
ing tutor absence due to attendance at Cluster 
Group meetings and other compulsory training 
will be made to Providers by the AFL Services. 

Autumn term: Self-Assessment and De-
velopment Planning

    •   Identify key strengths and areas for im-
provement in areas of learning.

    •   Agree actions to address key areas for im-
provement.

    •   Produce self-assessment and action plan 
for RBKC self-assessment report.

    •   Produce a timetable for observation of 
teaching and learning across the curricu-
lum.

    •   Sharing of Good Practice.

Spring term:  Curriculum Review

    •   Identify areas of unmet need through local 
consultation and research.

    •   Review RBKC curriculum and identify any 
areas of overlap / duplication.

    •   Produce a set of recommendations for 
changes to the curriculum.

    •   Sharing of Good Practice.

Summer term: Curriculum mapping 

    •   Mapping of RBKC provision and progres-
sion routes.

    •   Produce curriculum leaflets for the area of 
learning.

    •   Sharing of Good Practice.

Course File Audits

As part of the quality improvement process, 
termly audits for course files will be carried out.  

Strategy

As part of is quality improvement, the AFL team 
will decide each term which areas will be au-
dited according to feedback from OTL process.

Each Provider and ACL Manager - Quality must 
carry out a 100% audit of course files each aca-
demic year. 

Individual Learning Plans (ILPs)

Each learner at the start of his or her course will 
complete an ILP.  These ILPs will be kept in the 
course file and will be reviewed with the learn-
ers at least twice during their course.  All tutors 
will complete the final part of the ILP and return 
to their course file.

The ILPs will be returned to the Provider Man-
agers and be available during monitoring visits 
by Adult and Community Learning Managers.  

Adult and Community Learning Managers will 
audit ILPs in liaison with the Providers. 

Tutor End of course Evaluations

All tutors will complete their end of course eval-
uation and return to their Manager within two 
weeks of their course ending.

These evaluations will be audited and respond-
ed to by Provider Management or Curriculum 
leader and made available to the Adult and 
Family Learning Service when required.
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IV

Data Management

Data Management

Management Information, Data Analysis, 
Benchmarking and Target Setting

The AFL Service currently uses the Learner-
track Management  Information system to elec-
tronically manage and analyse our data.  We are 
now able to carry out in-depth analysis on our 
learner and provider data enabling us to bench-
mark our performance locally and nationally and 
set targets to inform the strategic direction for 
the Service.  We are able to analyse our pro-
vision at Borough level, areas of learning and 
provider level enabling us to manage and steer 
the AFL curriculum across borough to meet both 
service, regional and national priorities. 

Timetable for Adult and Family Learning 
Data Collection

Effective analysis of data relies upon the accu-
racy and timely submission of data to the sys-
tem.

Dates for data submission are determined by 
the Learning and Skills Council and for the cur-
rent academic year (2008/09) those dates are:

    Date Range       Deadline
  
  1 Aug 08 – 1 Nov 08   3 Dec 08  
  1 Aug 08 – 1 Feb 09  9 Feb 08 
  1 Aug 08 – 1 May 09  11 May 09  

     All year activity   7 Aug 09
     
These actual deadline dates may  change slight-
ly from year to year and you will be informed of 
the relevant deadlines at the beginning of each 
academic year and sent reminders throughout 
the year as deadlines approach.

   

Reports Produced

As a result of the data collected our colleagues 
in the Policy and performance team produce 
and Annual Report covering the following areas 
of information: 

    •   Profile of Learner Achievement By Area Of 
Learning

    •   Area Of Learning Summaries
    •   Attendance And Profile Data By Organisa-

tion
    •   Organisation Summaries
    •   Fee Information
    •   Family Learning
    •   Enrolment Profile Data Tables By Area of 

Learning
    •   Attendance And Profile Data By Organisa-

tion
    •   Learning Difficulty And Disability Detailed 

Categories
    •   Fee Concessions

Analysis is carried out with regard to:

    •   Enrolments and guided learning hours 
(GLH)

    •   Area of learning enrolments per provider
    •   Retention rates
    •   Gender breakdown
    •   Age breakdown
    •   Ethnicity
    •   In and out Borough of learners

We are working on establishing appropriate 
methods for recording, collecting and monitor-
ing:

    •   Retention
    •   Achievement
    •   Learner progression

Full implementation of RARPA across the provi-
sion from the end of July 06 is expected.  This 
will enable the introduction of effective achieve-
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ment recording on non-accredited programmes.  
Methods have been developed for collecting 
and recording this achievement data and updat-
ing on Learner  Track.

Annual Reviews and Development Plan-
ning

Data is used for quality improvement as it can 
show whether there are areas for improvement 
in the provision and in the support we offer to 
ACL learners.  

It can also show where those weaknesses lie 
and measure the impact of any improvements 
introduced.   

We will use the data to compare performance 
with targets and to monitor the progress of in-
dividual learners.    Ultimately we will use the 
data for quality improvement to look at trends 
over period of time.   This will show trends, al-
though this requires providers to have been col-
lecting data in a consistent way for at least three 
years.

Providers are expected to analyse their own 
data to monitor their performance in meeting 
contracted targets and ensuring equality of op-
portunity.  The Providers will receive monitoring 
visits no less than every term in line with their 
Contracts. 

Staff from the Policy and Performance team 
produce community learning monitoring reports 
at the end of each term in addition to an annual 
report. 

The AFL Leadership  team and Policy and per-
formance  Officer now review these reports to 
monitor performance against targets, identify 
emerging trends, which will now inform our ac-
tion planning where appropriate.

IV

Data Management
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V

Health and Safety

Health and Safety

All staff involved in the management nand de-
livery of the AFL Service , whether employed by 
the Council or Providers , have a responsibility 
for matters of health and safety, Additionally we 
all have a duty to ensure that learners are kept 
safe and healthy and understand how the regu-
lations of health and safety apply to them.

It is a contractual requirement that all our Provid-
ers have a satisfactory and appropriate Health 
and Safety Policy and conduct regular risk as-
sessments.

Additionally the AFL Leadership team will ar-
range that new venues will be the subject to a 
formal Health and Safety inspection to ensure 
the premises are fit for purpose and comply with 
Health and Safety requirements. All existing 
venues will be subject to a formal inspection on 
a two-year cycle. 

Risk assessments will be undertaken by provid-
ers to ensure the activities being delivered in the 
venue represent an acceptable level of risk to 
learners and staff. 

The Royal Borough will provide training in Risk 
Assessment to ensure providers have the nec-
essary knowledge and skills to undertake effec-
tive risk assessment. 

The Adult and Family Learning Leadership  team 
will include Health and Safety checks and risk 
assessment evaluations as part of their routine 
monitoring function.

Teaching staff must ensure the accommodation 
is fit for purpose at the commencement of each 
session. Any concerns or potential hazards must 
be reported to Provider management. Providers 
must investigate any reported concerns or po-
tential hazards and take all required corrective 
action.
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ACLM (Q)  Adult & Community Learning Manager Quality
ACLM (C)  Adult & Community Learning Manager Contracts 
ADKC    Adult Disability Kensington & Chelsea
AFL    Adult & Family Learning
CIF    Common Inspection Framework
DIUS    Department of Innovation, University, and Skills
ESOL    English for Speakers of Other Languages
GLH    Guided Learning Hours
IAG    Information, Advice, and Guidance
ICT    Information and Communication Technology
ILP    Individual Learning Plans
KCC    Kensington and Chelsea College
LSC    Learning & Skills Council
MIS    Management Information Services
Ofsted   Office for Standards in Education, Children’s Services and Skills
OTL    Observation of Teaching and Learning
PCDL    Personal & Community Development Learning
RBKC    Royal Borough or Kensington and Chelsea
SAR    Self-Assessment Reporting
SFL    Skills for Life
SMART   St Mary Abbots Rehabilitation and Training

VI

Acronyms Used in the Guidebook
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