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Scheme of Work (reproduced courtesy of Kirklees Post 16 and Adult Learning)


	Centre
	Course
	Venue
	Tutor:

	Start Date:
	End Date:
	Day:
	Time:

	Major aims of the Course:

(Relate these to the course syllabus)
	Key Objectives / Learning Outcomes


(Number these for reference)
	Major Assessment / Exam Methods


(Make sure the learners know what they have to do.

Is there is an exam?  If so, is it scheduled in? Have you built in exam preparation time?

Do the learners have to produce a portfolio of evidence?  If so, have you guidance to give them?  Do you have a completion date?
Are they able to complete the portfolio independently?




	Week/

Lesson
	Syllabus /

Objective 

reference
	Teaching or learning method
(Indicate content and skills to be covered and methods of teaching and learning to be employed) 
	Specific and personal learning objectives
(State how the learners will be assessed and the expected learning outcomes to be achieved during the lesson)
	Resources / Differentiated activities
(State what resources you will use as well as any extended learning or additional learning support you will provide) 
	Key / Basic skills development
(Indicate opportunities to develop key or basic skills)

	General Advice
	Always reference each lesson to key objectives or learning outcomes for the course
	Identify the main topic(s) and the aims and objectives to be covered for each lesson.

Make sure each lesson includes:
- a recap of previous learning
- aims and objectives for the session
- active learning activities that are interesting, varied and that relate to the learners’ previous experience
- whole group work
- individual work
- paired work or small group activity
- regular checks on learning
- a lesson summary.
	Each lesson should indicate what learners should achieve

Learners will 
- be able to relate their learning to their own goals as well as the aims and objectives of the course
- achieve the objectives you identify for the lesson
- develop generic skills eg self esteem and confidence.

How will you assess work?
Will the learners complete an assessment of their progress regularly?
When will they complete Individual Learning Plans?
Do you question all learners regularly to check progress?

	Do the learners have a course file?
Is the information in it clearly related to the course outcomes?

Does it help the learners keep track of their own learning?

Do resources include further practice / extended learning activities?
Do learners need any additional support e.g. learning aids, large print etc?

Ideas for resources:
How you will present them
Are they suitable for your audience?
Do they have pictures & diagrams? Can they be used by learners on their own?
	Consider how learners are developing their key/ basic skills in each session.

- Communication
- Numeracy
- Literacy
- IT
- Improving own learning and performance
- Working together
- Problem solving.




