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	Provider: 

	Course: 

	Sector Subject Area:  
	Venue: 

	Tutor: 
	Date: 

	Number on register: 
	Number Present: 

	Childcare available: 

	Name of person undertaking visit:  


	Comments from Tutor

	How was the group/course identified?

	

	How were learners recruited?

	

	Did learners have an induction?................

Were the following topics covered/explained:

Equal opportunities?..................................

Bullying and harassment?.........................

Ground rules agreed and displayed?.......
Health and Safety issues?........................
	Yes
	
	No
	
	?
	

	
	

	
	Yes
	
	No
	
	?
	

	
	Yes
	
	No
	
	?
	

	
	Yes
	
	No
	
	?
	

	
	Yes
	
	No
	
	?
	

	
	

	Did learners undergo an initial assessment? What format did this take?
	Yes
	
	No
	
	?
	

	
	

	Were learners issued with the “Learner Handbook”?
	Yes
	
	No
	
	?
	

	
	

	Is learner’s progress being recorded?
How is this done?
	Yes
	
	No
	
	?
	

	
	

	Is the tutor using Individual Learning Plans?
	Yes
	
	No
	
	?
	

	
	

	Is the tutor aware of RARPA?

	Yes
	
	No
	
	?
	

	
	

	Are progression opportunities available to learners? What are they?
	Yes
	
	No
	
	?
	

	
	

	Have learners been informed of these opportunities?
	Yes
	
	No
	
	?
	

	
	

	Is the tutor aware the course is funded by ACLS?
	Yes
	
	No
	
	?
	

	
	

	Is the tutor aware of ACLS tutor conferences?.............................................

tutor email group?......................................

Curriculum Leader?...................................

Tutor Handbook?.......................................
	Yes
	
	No
	
	?
	

	
	Yes
	
	No
	
	?
	

	
	Yes
	
	No
	
	?
	

	
	Yes
	
	No
	
	?
	

	
	

	Is the tutor happy with the venue/ resources?................................................

health and safety arrangements available?
	Yes
	
	No
	
	?
	

	
	Yes
	
	No
	
	?
	

	
	

	Is the tutor registered with Institute for Learning (IfL)?
	Yes
	
	No
	
	?
	

	
	

	Does the tutor know who the Provider’s Designated Person is for reporting Safeguarding issues to?
	Yes
	
	No
	
	?
	

	
	


	Comments from Learners

	How did they find out about the course?
(For each category indicate the number of learners spoken to that identified this as how they found out about the course)
	Prospectus
	
	Poster
	
	Leaflet
	

	
	Word of mouth
	
	Advert
	
	Learning Guide
	

	
	Internet
	
	Other
	
	

	
	

	What did they do at the first session? (induction / initial assessment?)
	

	As part of their induction did they talk about working together as a group and what to do if they were unhappy about something to do with the course?
	

	Did they receive a “Learner Handbook? Was its content explained to them? Ask some questions to check their understanding of content. For example “What would you do if something was said/done to upset you or make you feel uncomfortable?”
	

	How well do they think they are getting on?
	

	How is their progress recorded? (Is the ILP being used and reviewed?)
	

	What do they like about the course?
	

	What do they think of the venue/resources available?
	

	Do they know what they can progress on to?
	

	Do they intend to do further courses?
(Indicate the number of learners spoken to making each response)
	Yes
	
	No
	
	?
	

	
	

	What could be done to improve the course?
	


	General Observations

	Is the venue suitable?................................. 
clearly signed?............................................

adequate resources available?...................

tables/chairs appropriate?...........................

E&D / Progression posters displayed?.....
	Yes
	
	No
	
	?
	

	
	Yes
	
	No
	
	?
	

	
	Yes
	
	No
	
	?
	

	
	Yes
	
	No
	
	?
	

	
	Yes
	
	No
	
	?
	

	
	

	Is the course attracting learners from our target geographical areas?
	Yes
	
	No
	
	?
	

	
	

	Which priority area does the course fit in to?
	Healthy Living
	
	Extended Services
	

	
	LLDD
	
	Quality of Life
	

	
	FLLN
	
	WFL
	

	Is ACLS paperwork being used? 
Course File?................................................

Register?.....................................................

Enrolment form?.........................................

Lesson plan?...............................................
	Yes
	
	No
	
	?
	

	
	Yes
	
	No
	
	?
	

	
	Yes
	
	No
	
	?
	

	
	Yes
	
	No
	
	?
	

	
	

	Is the ILP being used effectively to record initial assessment and learner progress? (If agreed by learner, get example copies)
	Yes
	
	No
	
	?
	

	
	

	Are learners’ additional needs being met?
	

	Are arrangements for health and safety adequate (risk assessment, first aid, medical questionnaire completed where required etc.)?
	

	Are arrangements satisfactory to ensure equality issues are addressed?
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