[image: image1.png]X&' BME: -



[image: image1.png]

Self-Assessment Report 

For XXXXX CENTRE

Author:
 

Tel:


Email:

Date:


	
	CONTENTS
	


	Section
	Title
	Page Number

	Section 1
	INTRODUCTION
	

	Section 2
	GRADING GRID
	

	Section 3
	OVERALL EFFECTIVENESS
	

	Section 4
	CAPACITY TO IMPROVE
	

	Section 5
	SELF ASSESSMENT PROCESS
	

	Section 6
	ACHIEVEMENT AND STANDARDS
	

	Section 7
	QUALITY OF PROVISION
	

	Section 8
	LEADERSHIP AND MANAGEMENT
	

	Section 9
	EQUALITY OF OPPORTUNITY
	

	Section 10
	SAFEGUARDING
	

	Section 11
	HEALTH AND SAFETY
	

	Section 12
	QUALITY IMPROVEMENT
	

	Section 13
	SUBJECT SECTOR AREAS
	

	Section 14
	ORGANISATIONAL CHART
	

	Section 15
	QUALITY IMPROVEMENT PLAN
	


	Section 1
	INTRODUCTION
	


Unlike most of the report this section should be merely descriptive and factual. After reading this your reader should have a very clear idea of where your Centre is, what it does, who it serves and where it gets its funding

Include, but keeping it concise and as short as possible :

· Company profile, brief history of the organisation and its context, including a brief  description of the social and economic flavour of the local environment and community 

· Scope of Provision - A description of the programmes and subject sector areas (previously areas of learning) delivered

· The size and scale of the organisation, including the total number of learners

· Funding sources

· Average level of attainment/achievement of learners on entry to programme(s);

· Relevant internal and external factors and their influence on the organisation’s provision i.e. re-structuring within the organisation.

	Section 2
	GRADING GRID
	


GRADE DESCRIPTORS

	Grade 1
	Outstanding

	Grade 2
	Good

	Grade 3
	Satisfactory

	Grade 4
	Inadequate


GRADES AWARDED

	Overall Effectiveness 
	Grade
	?

	Capacity to Improve
	Grade
	?

	Achievements and Standards
	Grade
	?

	Quality of Provision
	Grade
	?

	LEADERSHIP and MANAGEMENT
	?

	Equality of Opportunity
	Contributory Grade
	?

	Safeguarding
	Contributory Grade
	?

	Health and safety
	Not Graded
	

	Quality improvement
	Not Graded
	

	SUBJECT SECTOR AREA
	GRADE

	Business Management
	?


	Section 3
	OVERALL EFFECTIVENESS
	GRADE ?


Produce a short paragraph clearly describing in evaluative terms how the centre is meeting the needs of learners and other users overall, and explain the reasons for the judgements made, leading to the grade.  Provide a Strengths and Areas for improvement  and Evidence table, and indicate other areas for improvement. For example : 

	Strengths 
	Evidence

	· Well planned  training 

· Good understanding of learner involvement strategies and efficient survey process 

· Consistent support in progress reviews

· Good progression onto higher levels and employment

· Individual support to learners


	Learner feedback

Reviews

Lesson Plans, learner feedback, Teaching observation

Portfolios

Learners evaluation survey

Trainee files/Reviews



	Areas for improvement 
	Action (see Q.I.P.)

	· Key skills not integrated into vocational assessment 

· Lack of resources for Basic Skills

· Insufficient occupational qualification for in-house staff

· Inadequate data collection and analysis for equality and diversity 


	Improve implementation of Key Skills for all learners

Occupational Training of staff

Improve staff recruitment process

Tracking of progress/ setting targets

Improve Data management system 




Other Improvement Needed

· In house Internal Verification to provide better support to assessors

· More extensive basic skills support

NOTE : Overall effectiveness is graded on the four point scale, and a provider will be judged to be inadequate if it is awarded a grade 4 for overall effectiveness.  A provider which is at least satisfactory in its overall effectiveness will not be judged to be inadequate overall. 

The judgement of overall effectiveness is not merely an average of the three CIF aspect grades (achievement and standards, quality of provision and leadership and management) nor is it linked in a formulaic way to grades awarded to sector subject areas.  It is graded after an appraisal of the reasons why the judgements and grades on other sections have been made.  

A provider that is judged inadequate in one or two sector subject areas may be judged satisfactory overall. In inspections taking account of all circumstances may result in a grade for overall effectiveness that is higher or lower than the average of the three CIF aspect grades and/or the sector subject area grades, and the same applies for your self assessment. Overall effectiveness may be affected by the two limiting grades of Equal Opportunities and Safeguarding.

	Section 4
	CAPACITY TO IMPROVE
	GRADE ?


Produce a short paragraph clearly describing in evaluative terms the effectiveness of steps taken to promote improvements, and particularly since any last inspection or self-assessment (whichever is most recent) and the QIP done then. 

Focus on what has been the impact of these improvements on the learners experience and learner success rates

The grade you give yourself also needs to be based an honest appraisal of how accurate is the whole of your self assessment 

	Section 5
	SELF ASSESSMENT PROCESS
	


In 3 or 4 paragraphs describe:

· how you have managed the process of conducting self-assessment and deciding your grades 

· how the views of your  learners, staff, subcontractors, and other  key stakeholders such as partners and agencies have been obtained and taken into account

· how you review your quality improvement plan  and evaluate its implementation and effectiveness

	Section 6
	ACHIEVEMENT AND STANDARDS
	GRADE ?


Produce a short summary paragraph that introduces the elements of the provision, and presents the overall key findings of the achievements and standards, including the data. 

For example:

	
	2005-

2006
	2006 – 2007
	2007 –2008
	2008- 2009

	
	No.
	%
	No.
	%
	No.
	%
	No.
	%

	Number that started
	12
	
	26
	
	16
	
	9
	

	Still in training
	0
	0
	3
	12
	5
	31
	7
	78

	Individual Learning Plan completed 
	6
	50
	7
	27
	4
	25
	0
	0

	Left without completing Individual Learning Plan
	6
	50
	16
	62
	7
	44
	2
	22

	Level 1 completed
	4
	33
	5
	19
	3
	19
	0
	0

	Level 2 completed
	2
	17
	2
	8
	1
	6
	0
	0

	Gained job
	6
	50
	6
	23
	3
	19
	0
	0


	Section 7
	QUALITY OF PROVISION
	GRADE ?


A short summary paragraph that presents the overall key findings of the quality of provision taken from each of the subject sector areas

	Section 8
	LEADERSHIP AND MANAGEMENT
	GRADE ?


· A short (150 words max.) introductory paragraph to factually describe (no judgements) the management structure, roles and responsibilities and key documentation used to support leadership and management (development plan, strategic plan, business plan etc)

· Produce a Strengths and Areas for improvement  and Evidence table. For example: 

	Strengths
	Evidence

	· Strong structure for internal communication

· Welcoming accessible and safe environment for staff and learners

· Many languages spoken by staff

· Strong links with the community

· Good practice sharing

· Good use of the action plan to drive quality improvement
	Meeting Structure

Agendas/Minutes

Learner feedback

Internal Assessment

National Quality Meetings

Self Assessment Report 

Development Plan

	Areas for Improvement 
	Action

	· Values, procedures and objectives are not fully used by all staff, volunteers and placements

· Inconsistent use of quality information to drive business planning

· Staff overstretched due to vacancies resulting in fire fighting  


	To organise activities where understanding of values and aims are discussed and understood by all

To have intranet set up Dec 2009 to make information more accessible 

To ensure that relevant staff attend training in quality improvement 

To complete recruitment of staff



Other Improvements Needed

· Better involvement of all staff in quality assurance

· Strengthen internal verification systems across all areas of learning 

· Better use of management information by staff and managers 

· Better monitoring of retention, achievement and progression against equal opportunities criteria

Then produce and evaluative paragraph to say more about each of the strengths, and area for improvement es, and explains fully why the judgement for the grade was reached, using evaluative words  like: excellent, very good, good, highly effective, effective, well embedded ,poor, ineffective, insufficient, underdeveloped and weak. Do not just provide descriptive text

Also, provide a few paragraphs that describe the satisfactory aspects of the provision (those aspects that are deemed not to be strengths or area for improvement  of the provision, but are doing what is expected.  In other words – norms)

Strength 1 – Evaluative paragraph


Strength 2 – Evaluative paragraph

Strength 3 – Evaluative paragraph


Satisfactory 1 – Evaluative paragraph

Satisfactory 2 – Evaluative paragraph


Satisfactory 3 – Evaluative paragraph


Area for improvement 1 – Evaluative paragraph


Area for improvement 2 – Evaluative paragraph

	Section 9
	EQUALITY OF OPPORTUNITY
	CONTRIBUTARY GRADE ?


Produce a short (150 words max.) introductory paragraph to factually describe (no judgements) the equality of opportunity structure, roles and responsibilities and key documentation used to support equality and diversity .

Then follow exactly the same format as the previous section, inserting a Strengths and Areas for improvement and Evidence table, and Evaluative paragraphs for each strength, weakness and satisfactory aspects, as before 

	Section 10
	SAFEGUARDING
	CONTRIBUTARY GRADE ?


Produce a short (150 words max.) introductory paragraph to factually describe (no judgements) the structure, roles and responsibilities and key documentation used to support safeguarding of children (if applicable) and vulnerable adults..
Then follow exactly the same format as the previous section, inserting a Strengths and Areas for improvement and Evidence table, and Evaluative paragraphs for each strength, weakness and satisfactory aspects, as before 

	Section 11
	HEALTH AND SAFETY
	No grade


Produce a short (150 words max.) introductory paragraph to factually describe (no judgements) the structure, roles and responsibilities and key documentation used to support health and safety 

Follow exactly the same format as the previous section, inserting a Strengths and Areas for improvement and Evidence table, and Evaluative paragraphs for each strength, weakness and satisfactory aspects, as before 

Focus on 

· the Scope - include information and statements of the result of the assessment of the health and safety performance of the provider in respect to;

· Safety Policy – the commitment to H&S, and how is the policy implemented?

· Organisation – comment on the competent advice available, capabilities of all appropriate staff, the co-operation, communication and control of health and safety

· Planning and implementing - include evidence of risk assessments and protective and preventative measures for learners and others. 

· Subcontracting arrangements, assessment and monitoring of placements and learners. 

Measuring performance – Incident and ill health arrangements, identification / reporting / recording / investigation and follow up. 

Monitoring / assessments / inspection / surveys.  Is the learning environment safe, healthy and supportive?

Learners’ understanding of H&S (capabilities / competencies)

The achievement of H&S performance measures / targets.

Review and audit – H&S audits and self-assessment, reviewing the H&S management system / safe learner / safe healthy and supportive environment.

Safe, healthy and supportive environment – ensuring a safe healthy and supportive environment for learners (physical conditions, welfare facilities, environment, equipment and materials and safe systems), wherever the learner may be.

Safe learner - promoting and achieving ‘safe learner’ targets, practical application, learner being involved in the process not just having H&S done to them.
	Section 12
	QUALITY IMPROVEMENT
	No grade


Produce a short (150 words max.) introductory paragraph to factually describe (no judgements) the structure, system and procedures, roles and responsibilities, key documentation used in your quality assurance processes and what you do to ensure quality improvement  

Then follow exactly the same format as the previous section, inserting a Strengths and Areas for Improvement and Evidence table, and Evaluative paragraphs for each strength, areas for improvement and satisfactory aspects, as before 

	Section 12
	SUBJECT SECTOR AREA SECTIONS
	GRADE ?


You should produce information for each subject sector area (not for each programme within the subject sector area), although you should however, make judgements about each programme for inclusion in the overall subject sector area section.  

A list of the official Subject Sector areas is included in Appendix 4.4

Produce a  short (150 words max.) context paragraph to describe the scope of provision, to include the following:

· A description of the type and range of learning programmes offered;

· Qualifications offered;

· Duration of programmes;

· Modes of attendance and location of learning / training centres;

· Where assessment takes place;

Frequency of reviews 

Insert a table programmes delivered, number of learners and grades.  For example

	Programmes Delivered
	Number of Learners
	Grade

	Business Management


	xx+xx Learners
	2

	
	
	

	OCN Certificate in Community Development
	xx learners
	2

	Non-accredited workshops
	xx learners
	3


Qualification Achievement Rates

You should produce qualification achievement data for each qualification route see example below.

Data should be taken from your Provider Performance Report (PPR).  For example 

	
	2006 - 2007
	2007 - 2008
	2008 - 2009

	OCN Certificate in Community Development Level 2/3
	No
	%
	No
	%
	No
	%

	Number of learners starting the course
	11
	100


	
	
	
	

	Number of learners still on the course 
	3
	27
	
	
	
	

	For accredited courses – number of learners who successfully completed the course
	5
	55
	
	
	
	


	
	2006 - 2007
	2007 - 2008
	2008 - 2009

	Non-accredited workshops
	No
	%
	No
	%
	No
	%

	Number of learners starting the course
	31
	100


	
	
	
	

	Number of learners still on the course when the it ended  (for fixed duration courses)
	31
	100
	
	
	
	

	For non-accredited courses – number of learners who successfully completed the course
	-
	-
	
	
	
	


Present Strengths, Areas for Improvement and Evidence table, determined by considering questions relative to aspects 1 and 2 in the Common Inspection Framework.

Then follow with Evaluative paragraphs for each strength, areas for improvement and satisfactory aspects as in previous sections.    Do not just provide descriptive text

	Section 14
	ORGANISATIONAL CHART
	


	Section 14
	QUALITY IMPROVEMENT PLAN
	


Complete a quality improvement plan to:

· build-on (or at least maintain) the strengths you have identified in the SAR;

· address the areas for improvement;

· develop the satisfactory aspects to become strengths;

· allocate responsibility;

· give clear milestones and targets;

· give timescales for completion;

· identify success indicators;

· monitor for completion of actions.

See section 










