




Introduction
Rastha Community Training and Advice Centre is committed to ensuring that any learner that we work with has an excellent learning experience and that all possible steps are taken to:


· provide advice, guidance and relevant support to ensure the learning intervention is appropriate to meet the needs and expectations of each individual learner
 

· provide an accessible learning environment so that each learner can participate and benefit fully from the experience


· offer a programme that is well taught, engaging and delivered in a way that meets the learning needs of  individual learners 
· include appropriate assessment, achievement and progress tracking strategies to support each learner to reach his or her full potential
· support appropriate progression for all learners.
Quality Manual 

The Quality Manager produces a Quality manual of all our quality assurance, quality monitoring and  quality improvement procedures, and it is reviewed and updated every year.  The manual includes this Quality Policy, a calendar of the activities in the quality cycle showing when throughout the year aspects  take place, outlines all the responsibilies of relevant managers and staff in terms of quality requirements

Quality Assurance Procedures for the Learner’s Journey

1.
Recruitment 
All courses, training days and other learning interventions will:
- be publicised as widely as possible to encourage participation from a diverse group of learners


- when potential learners show interest in programmes and approach the centre, appropriate advice and guidance will be given to ensure they are put on the relevant course for them, before they continue with an application
- For short courses, application forms will set out standards that learners will be expected to meet
- For longer courses, an initial assessment will be undertaken to ensure that the level and subject matter of the course is appropriate to the learner 
-  all recruitment will include an assessment of any special needs of learners
- all learners will be invited to complete monitoring forms so we can check the diversity of our learners on an ongoing basis.


- wherever possible, bursaries, travel and childcare costs will be available to enable all learners to participate. 



2.
Induction
All learners who start a learning programme with Rastha CTAC will be effectively inducted in two ways : through an organisational induction  and a course induction to the specific course they will be attending.


In the organisational induction they will be informed about:
- the accommodation and its health and safety features
- timings 
- expectations and standards
- - an invitation to feedback on the learning experience
- the complaints and compliments procedure.



In the course induction they will be informed about :


- the programme and any accreditation process


- a timetable of timings for sessions 


- informaton about their tutor and contacting them


- their Individual Learning Plan (ILP)
- any relevant progression opportunities


They will also be required to take an initial Diagnostic Assessment of their current level of attainment and support needs including any special needs of each individual learner;  for short courses, a method to undertake this will be agreed with  the tutor and recorded by the tutor for the course records; for longer courses, an initial assessment record will be completed for each individual learner.


3..
Learning Plans
The tutor employed to deliver the learning intervention will be required to develop an overall learning plan for the course programme setting out learning objectives and specifying teaching methods.
For short courses, the programme will be shared with learners so they fully understand what they will be learning and for what purpose . For longer courses, an individual Learning Plan (ILP) will be developed with each learner so that the course is adapted to meet individual abilities, pace and needs.


4
Malpractice procedure 


They will also be advised that the Company operates a malpractice procedure which will be applied should a tutor suspect a learner of copying work from other students or from the internet or from resources not referenced in their work.  In this event, the learner will have the opportunity to respond to any concerns while accompanied by a fellow student or colleague.  Where a learner is found guilty of malpractice, the Company reserves the right to: 
- disregard the work submitted and request re-submission
- remove the learner from the course.

5.
Teaching and Learning
All tutors employed to deliver learning will be of the highest quality and experienced in the subject matter.  This will be evidenced by CVs.  Every effort will be given to ensuring the diversity of tutors as positive role models to our learners.
Teaching and learning will be observed at least once for each course by an experienced trainer, qualified to level 4.  A template for assessment will be used and grades will be awarded.  Tutors not achieving good grades will not be re-employed.
Students will also be invited to feedback their views on teaching and learning.


6.
Progress reviews
All tutors will undertake regular progress reviews for learners on longer courses to ensure that they are coping with and benefiting from the programme.
A template for this review will be made available to tutors and a record kept on file.  Students will also be given a copy of the progress review as evidence of any action both parties have agreed to. 


Tutors will report issues that concern them to the Internal Moderator and/or the Quality Manager, so that appropriate support can be organised.

7.
Assessment
Learners will be advised about when and how work will be assessed.  Tutors will undertake this promptly and feedback will be given so that improvement can be achieved as appropriate.  
Final assessment for accredited courses will be modified by an internal moderator who will be appropriately trained for this purpose to ensure objectivity and to confirm that appropriate and fair standards have been applied.  Where appropriate, tutors and internal moderators will attend standardisation events with relevant accredited bodies to support these fair assessment procedures.


8.
Achievement
Certificates will be provided to all learners for both accredited and unaccredited courses.  These will be provided promptly after the course has been completed.
Wherever possible, celebration events will be organised to provide an incentive for continued learning.


9.
Progression
All learners will be given information, advice and guidance on how they can progress from the learning intervention undertaken. 
For short courses, this will be provided by the course tutor.  For longer courses, matrix accredited IAG specialists will be used.


10.
Equality of service for learners with disabilities
While we seek to ensure that all our learners receive the highest quality learning experience at our centre, we recognise that disabled learners may benefit from additional support to ensure that our learning interventions are fully accessible to them.  We will therefore ensure that:
i.
our recruitment activities encourage disabled learners to disclose any additional support that may help them take full advantage of the learning we provide by asking them in person and in written application forms to describe their support needs.  We will aim to do this in a non-threatening and supportive way.

ii.
our assessment processes provide further opportunities for the disabled learner to explain any additional support they may need to participate fully.  Any diagnostic, formative and summative assessment activities will be adjusted where necessary to ensure that the tutor can gain an accurate view of the disabled learner’s skills and abilities; this may require providing information in large print, on tape, on coloured paper, in bold font, allowing extra time to complete assessment tasks, a helper to assist the learner etc. In all cases, we will ensure that the disabled learner him/herself is in control of agreeing the appropriateness of any support provided; 

iii.
all teaching and learning is adjusted as appropriate to meet the disabled learner’s needs and that discussions are ongoing throughout the learning intervention;



iv.
where appropriate, specialist support is signposted to ensure the disabled learner can benefit fully from the course and where the learner progresses onto another course at the Centre or with another provider, with the agreement of the learner, the tutor will share any information gained to support a successful transition to the new learning opportunity.

.

11
Learner Involvement Strategy 

Our strategy outlines all the methods and activities we will use to motivate the learner and gain their full participation in their  learning journey. We expect that tutors will give pastoral support to learners, as well as help with learning. 

We provide: 

- excellent  catering facilities

- spaces for learners to meet socially and discuss their course

- three clubs offering leisure activities operate in twilight sessions between 5 and 7 p.m

- we perform two annual surveys to collect  learner views of their course and the centre 

 Quality Assurance Procedures for our systems and processes

The Centre’s performance will be maintained and improved by checking that processes and procedures are working efficiently to give value for money, and are effective in achieving organisational objectives and meeting learner needs. We will check efficiency by using regular monitoring that things happen as they should, and effectiveness by evaluating processes for their value and impact for the learner and the Centre.

1
Monitoring 

i .
Through out the delivery of the programme we will regularly monitor that our processes work efficiently to ensure excellent performance results 

ii.
We will monitor that that all data is collected efficiently, inputted into secure IT systems, and stored with care, so that it can be used in evidence for our Self Assessment process and always produced at the request of any funders, auditors or inspectors 

ii.
Data will be critically analysed to provide the crucial information, statistics, and trends that need to be reported to funders and inspectors at their identified times, put as evidence into our Self Assessment Report, and used to inform the improvements we need to do in our Quality Improvement Plan:


- our recruitment and diversity numbers


-  additional support allocations


- retention,  achievement and progression results 


-  funding, costing and budgeting 
 

iii.
Regular and consistent collection, storage and analysis of data will occur during the normal activities of the following processes:  



- recruitment



- induction and initial assessment 



- production of learning plans



- lesson observation



- assessment 



- achievement results 



- progress reviews



- learner feedback surveys / Learner Involvement Strategy



- course reviews at end of course 



- progression destinations 



- health and safety



- communication with internal and external stakeholders, 


            including the Board 



- all group and individual meetings with staff and with 


            learners   



- marketing, finance, and planning 

2 
Evaluation and Review 


Effectiveness will be evaluated by checking the value and impact of our processes by means of opinion surveys for learners and staff, internal audits to check if procedures are providing the benefits they should, and reviewing the whole programme for strengths and areas to improve at the end of each year.





















Appendix 2.2.1: 


Quality Assurance Procedure for the Learner’s Journey
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