
Adult and Community Learning Service

OTL Action
Confirmation Record

Sector Subject  Area  Grade  

Tutor: Observer:

Prov ider: Course  T it le :

Venue : Week no./Date :

The Observation Report has been discussed with the tutor and the actions detailed below have already 
been taken or are planned. 
 

Signed (Provider) _______________________ Date__________________________ 
 
Signed (Tutor) __________________________ Date__________________________ 
 
Please return this form within one month of receiving the report to: 

Andy Ashley 
Nottinghamshire County Council 
Adult and Community Learning Service 
Communities Department 
County Hall 
West Bridgford 
Nottingham NG2 7QP 
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Adult and Community Learning Service

Tutor Feedback Form
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ACLS welcomes feedback from tutors on the organisation, conduct and impact of the lesson 
observation process. Please use the space below if you have any comments to make. 
 
Tutor: Observer:

Course  
T it le :

Date  of  
observat ion:

Please complete the section below ONLY if you wish to make a FORMAL APPEAL about the 
conduct and/or outcome of the lesson observation. 
 

Tutor Signature:       Date: 
 
Please return this form within one month of receiving the report to: 

Andy Ashley 
Nottinghamshire County Council, Adult and Community Learning Service,  
Communities Department, County Hall, West Bridgford, Nottingham, NG2 7QP 

Your comments:

Please use the space below to outline the reason(s) for your appeal (continue on a separate sheet if 
necessary):
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Key strength and areas of improvement categories 

1 Accommodation

2 Activities

3 Aims and objectives

4 Assessment of learners

5 Attendance

6 Awareness of individuals needs

7 Class profile

8 Classroom management

9 Differentiation

10 Equality and diversity

11 Explanation and instructions

12 Feedback

13 Generating interest and enthusiasm

14 Health and safety

15 Individual Learning Plan

16 Initial assessment

17 Knowledge and skill of tutor

18 Learner interaction

19 Learning environment

20 Learning support

21 Lesson plans

22 Literacy skills

23 Management of the learning process

24 Monitoring progress and achievement

25 Motivation

26 Other

27 Pace

28 Participation

29 Peer support

30 Planning of session

31 Progress of all learners

32 Progression information and advice

33 Progression opportunities

34 Punctuality

35 Questioning

36 Rapport and relationship with group

37 Scheme of work

38 Skills for life

39 Standard of learners' work

40 Start of lesson and introduction

41 Summarising of session

42 Use of ILT

43 Teaching and learning resources

44 Teaching and learning strategies
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Course schedule proforma

reduced example of form
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Appendix 4

Provider Provider Telephone Course Title Day Time Start Date End Date Venue Address 1 Address 2 Address 3 Post Code Venue Telephone Tutor Area of Learning Priority
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OTL Grade targets 2008 - 2009

Targets for grades for 2008-2009 are based on improvements to the actual grades of observations for
2007-2008. Where there were no observations in sector subject area in 2007-2008 due to few or no
courses being delivered the target for 2008-2009 has been set at 60% for grade 1 and 2 and 40% for
grade 3. The target for grade 4 in all areas of learning is 0%.

Appendix 5

Sector Subject Area

1 Health, Public Services and Care
Grade 1 or 2- Excellent or good
Grade 3-Satisfactory
Grade 4-Unsatisfactory
2 Science and Mathematics
Grade 1 or 2- Excellent or good
Grade 3-Satisfactory
Grade 4-Unsatisfactory
3 Agriculture,Horticulture and Animal care
Grade 1 or 2- Excellent or good
Grade 3-Satisfactory
Grade 4-Unsatisfactory
4 Engineering
Grade 1 or 2- Excellent or good
Grade 3-Satisfactory
Grade 4-Unsatisfactory
5 Construction
Grade 1 or 2- Excellent or good
Grade 3-Satisfactory
Grade 4-Unsatisfactory
6 Information and Communication Technology
Grade 1 or 2- Excellent or good
Grade 3-Satisfactory
Grade 4-Unsatisfactory
7 Retailing and Commercial
Grade 1 or 2- Excellent or good
Grade 3-Satisfactory
Grade 4-Unsatisfactory
8 Leisure, Travel and tourism
Grade 1 or 2- Excellent or good
Grade 3-Satisfactory
Grade 4-Unsatisfactory

Target 2008/2009 (%)

75
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0

60
40
0

75
25
0

75
25
0

60
40
0

85
15
0

60
40
0

60
40
0



9 Arts, media and publishing
Grade 1 or 2- Excellent or good
Grade 3-Satisfactory
Grade 4-Unsatisfactory
10 History, philosophy and theology
Grade 1 or 2- Excellent or good
Grade 3-Satisfactory
Grade 4-Unsatisfactory
11 Social Sciences
Grade 1 or 2- Excellent or good
Grade 3-Satisfactory
Grade 4-Unsatisfactory
12 Languages, literature and culture
Grade 1 or 2- Excellent or good
Grade 3-Satisfactory
Grade 4-Unsatisfactory
13 Education and training
Grade 1 or 2- Excellent or good
Grade 3-Satisfactory
Grade 4-Unsatisfactory
14 Preparation for life and work
Grade 1 or 2- Excellent or good
Grade 3-Satisfactory
Grade 4-Unsatisfactory
15 Business Administration
Grade 1 or 2- Excellent or good
Grade 3-Satisfactory
Grade 4-Unsatisfactory
Family Learning
Grade 1 or 2- Excellent or good
Grade 3-Satisfactory
Grade 4-Unsatisfactory
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Class Visit Report
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Appendix 6

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?

Yes No ?

Yes No ?

Yes No ?

Yes No ?

Yes No ?

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 ?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?
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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 ?

Yes No ?

Yes No ?

Yes No ?

Is the tutor aware of ACLS tutor 

conferences?.............................................

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

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

Tutor Handbook?.......................................

Yes No ?

Yes No ?

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

health and safety arrangements

available?

Yes No ?Is the tutor registered with Institute for 

Learning (IfL)?

Comments from Learners
Prospectus Poster Leaflet

Word of mouth Advert Learning Guide

Internet Other

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)

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

What could be done to improve the 

course?

General Observations
Yes No ?

Yes No ?

Yes No ?

Yes No ?

Yes No ?

Is the venue suitable?.................................

clearly signed?............................................

adequate resources available?...................
tables/chairs appropriate?...........................

E&D / Progression posters displayed?.....

Yes No ?Is the course attracting learners from our 

target geographical areas?

Healthy Living Extended Services

LLDD Quality of Life

Which priority area does the course fit in 
to?

FLLN WFL

Yes No ?

Yes No ?

Yes No ?

Yes No ?

Is ACLS paperwork being used? 

Course File?................................................

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

Lesson plan?...............................................

Yes No ?Is the ILP being used effectively to record 
initial assessment and learner progress? (If 

agreed by learner, get example copies)

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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Adult & Community Learning Service

Learner Course Evaluation

ACLS 02

Provider Venue

Course Day Time

Can you help us by answering some questions about your course? We will use your answers to see
where things are going well or where we can improve.

We value your feedback and assure you that the information will be treated with confidentiality.

Name: Date:
(optional)

Course Reference Number (to be completed by tutor/provider)

From time to time we bring together groups of learners to talk about the quality of our courses. If you
would like to take part then please tick this box and complete your name on the top of this form.

1. Overall, how satisfied or dissatisfied are you with your provider?

Extremely satisfied Very satisfied Fairly satisfied Neither satisfied
nor dissatisfied

Fairly dissatisfied Very dissatisfied Extremely dissatisfied

2. How satisfied or dissatisfied are you with the quality of teaching on your course?

Extremely satisfied Very satisfied Fairly satisfied Neither satisfied
nor dissatisfied

Fairly dissatisfied Very dissatisfied Extremely dissatisfied

3. How satisfied or dissatisfied are you with the level of support you received?

Extremely satisfied Very satisfied Fairly satisfied Neither satisfied
nor dissatisfied

Fairly dissatisfied Very dissatisfied Extremely dissatisfied

4. How would you rate the information and advice offered about your course during your
induction?

Extremely good Very good Fairly good Neither good nor poor

Fairly poor Very poor Extremely poor

5. And how would you rate the information and advice offered about the different options
available to you once you complete your course?

Extremely good Very good Fairly good Neither good nor poor

Fairly poor Very poor Extremely poor PTO

Appendix 7



Q6 - Q8 Please indicate how strongly you agree or disagree with the following statements.
Please answer thinking about your provider overall and not just your tutor(s).

6. I am treated with respect by staff.

Strongly agree Tend to agree Neither agree nor disagree

Tend to disagree Strongly disagree

7. I am treated fairly by staff.

Strongly agree Tend to agree Neither agree nor disagree

Tend to disagree Strongly disagree

8. I am asked for my views on how improvements can be made to courses, teaching and
facilities.

Strongly agree Tend to agree Neither agree nor disagree

Tend to disagree Strongly disagree

9. And which of the following best describes how learners’ views are responded to?

They always respond to learners’ views They sometimes respond to learners’ views

They rarely respond to learners’ views They never respond to learners’ views

Don’t know

10. At the end of the course, do you:

• Intend to join a course that will improve your skills/develop further interests? Yes No

• Intend to join a course that will improve your skills and give you a qualification? Yes No

• Think the skills you have learnt will help you to get a job/better job? Yes No

• Feel more confident in your ability to learn? Yes No

11. Have you used any of the following to help you with your learning?

Child Care Yes No Additional Learning Support Yes No

12. How did you find out about the course?

Leaflet Word of Mouth Local Newspaper Local Learning Guides

Other please specify

13. (i) Do you have any suggestions to improve the quality of your course, general comments or
ideas on new courses we could offer or any other information?

(ii) Can you briefly describe what difference this course has made to you?

Thank you for your time and help in completing this form.
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Tutor Provider

Course Title

PTO

Sector Subject Area Venue

Course end date

1. Organisation

In your view:

a) was the information you received prior to starting the course
b) was the marketing of the course
c) was the enrolment process
d) how did the course meet the needs of the learners
e) was the advice given to learners on progression opportunities

Comments:

2. Venue and Resources

In your view:

a) was the venue
b) was the furniture
c) were the teaching resources available e.g. flip charts, OHPs etc
d) was the other equipment available e.g. computers, tools etc
e) were the course materials e.g. handouts, workbooks etc
f) was the safety of the venue and equipment

Comments:

4321

4321

A
C

LS
16

Adult & Community Learning Service
Tutor End of Course Evaluation Form

ACLS 16

Please put a tick in the appropriate box and write any additional comments in the space provided under
each section. (1 = Excellent, 2 = Good, 3 = Satisfactory, 4 = Poor).

☺ �

☺ �
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Thank you for tutoring the course and completing this evaluation.
Please return to ACLS with other course paperwork.

DP&P/07.08/COMS/4703aw2

3. Learners

Please assess the following:

a) learners' achievement
b) the progress learners made relative to their prior attainment
c) learners' enjoyment of the course
d) the use of the Individual Learning Plans to meet individuals' needs
e) learners' attendance
f) learners' punctuality

Comments:

4. Overall Evaluation

Please comment on how the course went from your point of view including what went well and
what you would alter in the future. Also include any anecdotal evidence of the impact the course
has had on the lives of learners.

Signature Date

4321

☺ �
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ACLS Generic Location Health and Safety Assessment Record

Funded organisation: _________________________________________________________________

Date: _____________________________ Contact Tel: _____________________________________

Initial assessment / Re-assessment * Other (specify): _____________________________________
* delete as applicable

Name of person undertaking assessment: _______________________________________________

H & S Qualification(s): __________________________ Job title: ____________________________

Facility Owner: ______________________________________________________________________

Type of Organisation: ________________________________________________________________

Address: ____________________________________________________________________________

Brief Description of Facility: ___________________________________________________________

Is the facility to be shared with others during classes : ____________________________________

If yes what: _____________________________________

Class and Subject: ___________________________ Number of Learners: ____________________

Tutor Name(s): ______________________________________________________________________

Who is responsible for H&S on Site?: __________________________________________________

Questions marked with an asterisk (*) must be met.

Appendix 10

A

B

C

D

Is there a clear commitment to health, safety
& welfare?
Are the responsibilities for health and safety
clearly stated? 1
Are arrangements for health and safety
clearly stated? 1
How are the commitment, responsibilities
and arrangements for health & safety (in 1A
- 1C above) communicated to employees?

Assessment of Standard 1: Met Part met Not met

1 Health and Safety Policy Yes/No Evidence / comments
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A*

B

C*

D*

E

F

Have risk assessments been carried out and
significant risks identified? 1

Have the significant findings and details of
any groups identified as being especially at
risk been recorded? 2

Have control measures been identified and
put in place as a result of the risk
assessments?
Do the risk assessments take account young
persons (under 18) where appropriate,
including consideration of their age,
inexperience, immaturity and lack of
awareness of risks? 3

Give details of the risks and control
measures relating to the specific activities
carried out in the venue?
How are the risks and control measures
(associated with venue & activity) explained
to learners and others? 4

Assessment of Standard 2: Met Part met Not met

2 Risk assessment (RA) and control Yes/No Evidence / comments

A*

B*

C

D*

E

F

Have adequate arrangements for first aid
materials been made? 5

Have adequate arrangements for trained
first aid persons been made? 6

Are accidents and first aid treatment
recorded?
Are or will all legally reportable accident and
incidents be reported and investigated?
How are the arrangements for accidents,
incidents and first aid made known to all
learners?
Are first aid signs displayed? 7

Assessment of Standard 3: Met Part met Not met

3 Accident, incidents and first aid Yes/No Evidence / comments

A*

B*

Are arrangements in place to provide all
learners with adequate and competent
supervision? 8

Are arrangements in place to provide all
learners with health and safety information
as part of their induction training? 9

Assessment of Standard 4: Met Part met Not met

4 Information, instruction, training Yes/No Evidence / comments
and supervision
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A

B

C*

D*

Is correct machinery and equipment
provided to the appropriate standards? 10

Is equipment adequately maintained?
Are guards and control measures in place as
determined through risk assessment?
Are safe electrical systems and equipment
provided and maintained? 11

Assessment of Standard 5: Met Part met Not met

5 Work equipment and machinery Yes/No Evidence / comments

A*

B

C

D

Is PPE provided, free of charge, to
employees if it has been determined as
necessary through risk assessment?
Is training and information on the safe use
of PPE provided to all learners?
Is the proper use and storage of PPE
enforced? 12

Is PPE maintained and replaced? 13

Assessment of Standard 6: Met Part met Not met

6 Personal protective equipment and Yes/No Evidence / comments
clothing (PPE)

A*

B*

C*

D*

E

F*

G

H

I

J*

K

Is there a means of raising the alarm and
fire detection in place?
Are there appropriate means of fighting fire
in place? 14

Are effective means of escape in place
including unobstructed routes and exits?
Is signage appropriate i.e. exit signs,
assembly point and procedures?
Where is/are the Evacuation Assembly
Point/s?
Does the Evacuation procedure take into
account people with visual, mobility and
hearing impairments?
Is/are there a named/assigned person/s for
specific action in emergencies? 15

Who is responsible for evacuation of the
class/staff?
Is fire-fighting equipment, preventive
measures and emergency arrangements
maintained, including through tests and
practise drills?
Are all learners and staff aware of the
evacuation procedure?
Is a fire log/record book kept?

7 Fire and emergencies Yes/No Evidence / comments

Assessment of Standard 7: Met Part met Not met



(01-2009) 65

Assessment of Standard 9: Met Part met Not met

A*

B
C

D*

E*

F*

Are access/egress routes well marked and
unobstructed?
Is there suitable disabled access/egress?
Are traffic routes defined and people/vehicles
segregated?
Are premises (structure, fabric, fixtures and
fittings) safe and healthy (suitable,
maintained and kept clean)?
Is the working environment (temperature,
lighting, space, ventilation, noise) an
appropriate safe and healthy one? 16

Are welfare facilities (toilets, washing,
drinking, eating, changing) provided as
appropriate and maintained?

8 Safe and healthy working environment Yes/No Evidence / comments

Assessment of Standard 8: Met Part met Not met

D

E*

F*

G*

Does the employer review health and safety
annually? 17

Does the employer display the necessary
signs and notices health and safety law
poster, fire and first aid signs?
Has an OSR1 / F9 been completed and sent
to the enforcing authority? 18

Is employer's liability insurance current and
other insurance in place as appropriate to
the business undertaking? 19

9 General health and safety manageemnt Yes/No Evidence / comments

Insurer's name:
Policy number:
Expiry date:
Insurer informed of learners? YES / NO / N/A
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Additional Comments

Recommendation: ____________________________________________________________________

(accept, accept with action plan, reject)

Risk category: _______________________________________________________________________

(low, medium or high) 20

Next assessment due: _________________________________________________________________
(date)

Action / development plan agreed and provided? YES / NO *
* delete as applicable

All comments raised or areas for improvement are documented and included on the following
action plan sheet(s).

Assessment completed by:

Name: _____________________________________________________________________________

Signature: __________________________________________________________________________

Date: ______________________________________________________________________________
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Action Plan

Ref Action required By who Target date Completed
(signed of)

Action plan prepared by:

Print Name: ___________________________ Signature: _________________________ Date:_____________

Action plan approved by senior management: (repeat as above if prepared by senior management)

Print Name: ___________________________ Signature: _________________________ Date:_____________

Page of
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ADDITIONAL NOTES - LEGAL STANDARDS

1 It is mandatory to record Policy Statement and “significant findings” of risk assessments in writing when
the organisation has 5 or more employees (including volunteers).

2 Groups of employees particularly at risk would include young & inexperienced workers, new & expectant
mothers, night, home & lone workers, disabled staff.

3 It is mandatory that young people are not be employed for work beyond their physical & psychological
capability / competence, or involving harmful exposure to toxic, carcinogenic & genetically damaging
substances, radiation, extreme cold, noise & vibration, unless it is necessary for their training to do a job.
Activities involving these issues need to be particularly considered, specifically concerning training,
supervision & controls to reduce risk.

4 In the form of work instructions, recorded in H&S manuals & files, detailed in written procedures,
provided in training, cross referencing with risk assessment indexes, etc.

5 Minimum requirement is access to a first aid box. Contents should be appropriate to activities and
number of people present.

6 Minimum requirement is that someone at the venue knows how to summon the emergency services. If
activities present a higher level of risk (hazardous substances, tools etc) then it will be appropriate for
people with knowledge of first aid to be available.

7 Providing staff & learners of the details of first aid provision.
8 The supervisor must be competent in terms of the activity and their ability to supervise. Assessors should

look at the organisation's recruitment policies. The level of supervision depends on the number of
learners, mental, physical and psychological capabilities of the learners, the skills and competencies of
the learners, the complexity of the tasks involved and the associated hazards. Supervision should ensure
the safety of learners to an acceptable level.

9 Recording attendance of learners on H&S /Induction training may be very basic e.g. ticking off a name
register with reference to a check list of H&S subjects covered, but it should be recorded.

10 Equipment should be suitable for purpose and used in accordance with manufacturers instructions.
Learners need to be trained or instructed accordingly.

11 Fixed and portable electrical systems must be maintained in a safe condition. Portable equipment can be
checked by visual inspection and by portable appliance testing (PAT) . Frequency of test usually ranges
from 1 to 3 years depending on use and possible abuse, as identified by risk assessment.

12 All PPE needs to be stored safely so it is prevented from being contaminated or damaged.
13 Arrangements need to be in place so that PPE can be easily replaced or repaired when required, and

staff / learners are aware of these arrangements.
14 Extinguishers need to match the possible class of fire. E.g. _

Powder (Blue) for all fires,
CO2 gas (Black) for flammable liquids / gases & electrical hazards,
Foam (Cream) for wood/ textiles, Flammable liquids & vehicles.
Water (Red) for wood/textiles

15 E.g. Fire wardens / ushers to ensure prescribed areas are cleared and to liaise with emergency services in
the event of an emergency.

16 Temperatures depend on comfort levels but generally in premises they should normally be at least 160C
(or 130C where work involves physical effort). Lighting should be sufficient to allow people to work &
move safely. Workrooms should have free space to move with ease, approx 11 m3 per person with room
empty (ceiling limit 3m). Workplace must be adequately ventilated to provide fresh air without draughts.

17 The employer should periodically examine arrangements in place to see if they are a) complied with and
b) effective and suitable.
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18 Business need to be registered with an H&S enforcing authority. The HSE enforce over premises such as
factories, building sites, mines, farms, fairgrounds, quarries, railways, chemical plant, offshore and
nuclear installations, government bodies, schools and hospitals. Local Authorities (Environmental Health
Departments) enforce over premises such as retailing, some warehouses, most offices, hotels and
catering, sports, leisure, consumer services and places of worship. To register with HSE use form F9.
Hard copies are available from your local HSE office. To register with your Local Authority use form
OSR1 Hard copies are available from HSE Books.

19 Employer's liability insurance is mandatory and must be current, available and displayed. Other
insurance, which is appropriate but not mandatory, is public liability insurance to cover accidents and
compensation of members of the public.

20 High risk is unacceptable and submission should be rejected. Medium risk requires remedial actions to
be completed and improvements made. Low risk is acceptable and submission may be accepted.
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Health and Safety Risk Assessment for General ACL Classes

Title of Course: ___________________________________ Tutor: ___________________________________

Course Code (if applicable): ________________________ Venue: ____________________________________

Venue Address: ______________________________________ Provider: _____________________________

Please respond to every question below by circling the appropriate answer.
A bold 'yes' or 'no' indicates a potential risk. If these are circled, please indicate actions that will be taken to
reduce the risk.

Appendix 11

1. Are the desks at a suitable height?
2. Do the chairs provide suitable

support?
3. If there is a demonstration space or

central black/whiteboard is it
accessible to all learners?

4. Will leads to any electrical
equipment be trailing on the floor?

5. Is there any damage to or exposed
wires on electrical equipment?

6. Will learners be expected to lift any
equipment?

7. Are there blinds or curtains on the
windows?

8. Is there adequate ventilation?
9. Is there adequate heating?
10. Are there enough accessible power

points?
11. Will electrical equipment be near

liquid hazards?
12. Will all learners - including those

with learning difficulties or
disabilities - be able to move
around the room safely, and exit
the room and building in case of a
fire or other emergency?

13. Are there any other potential risks
to learners from the proposed
activity? If so how do you intend to
ensure that learners are aware of
the risk and minimise the risks
involved?

Question Answer Action/Comments

Yes No
Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No
Yes No
Yes No

Yes No

Yes No

Yes No
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Adult and Community
Learning Service

New Provider Checklist

Provider name: ______________________________________________________________________

Address: ____________________________________________________________________________

Email: ___________________________________________ Tel: _______________________________

Are you a:

Voluntary organisation Public Sector organisation

Private company Individual

Other If Individual are you registered as self
If other give details employed with the Inland Revenue?

___________________________ Yes No

Do you have a:

• Written constitution

• Health and Safety Policy

• Equality of Opportunity Policy

• Venue Risk Assessment procedure

• Activity Risk Assessment procedure

• Public Liability Insurance Certificate (£5 million minimum)

When applying for a grant you will need to submit copies of the above

Have you previously received funding for training and development activity? Yes No

If yes, please give details of the funding source LSC ESF SSP

Other please specify: _________________________________________________________________

Type of activity delivered: ______________________________________________________________

Appendix 12
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(For basic skills provision only)
If your organisation plans to deliver programmes with a Basic Skills element please give details of
the qualifications of staff undertaking this work.

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

(For basic skills provision only)
Do you have arrangements/networks in place to carry out National Tests? Please provide details

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

All ACLS provision is subject to inspection by the Adult Learning Inspectorate and must meet
Common Inspection Framework (CIF) requirements. Details of these can be found at
www.ali.ac.uk, under 'Publications' - if you are new to this area of work support is available. You
will receive monitoring visits from the Service to ensure compliance.

If you have received funding for training from organisations other than LSC, please supply two
references that you are happy for us to contact.

Name: __________________________________ Name: _________________________________

Address: _________________________________ Address: ________________________________

________________________________________ ________________________________________

Post Code: _______________________________ Post Code: _______________________________

Email: __________________________________ Email: __________________________________

Signed: ___________________________________________ Date: ___________________________



Adult and Community Learning Service

Provider Pre-course
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Appendix 12a

Provider Pre-Course Checklist October 2008 Version 1.2 

The Adult and Community Learning Service (ACLS) expects the following actions to 
be taken for all courses, to ensure good communication between ACLS, providers, 
tutors and learners and high quality delivery. 
Providers should be informed of the following:  

! that ACLS funding is only to be used to support learning activities and not 
projects.

! that ACLS has to meet the quality standards set by OfSTED in their Common 
Inspection Framework and as such courses will be subject to ACLS’s quality 
monitoring processes 

! ACLS’s aims and target learners and that the ACLS Course File (ACLS 26)
should be used to keep course documents in.

! ACLS’s fees policy along with discussing provider’s arrangements for 
collecting fees where necessary.  

! the Provider Handbook (ACLS 34) as a document that provides a summary of 
all quality requirements. 

! It is important to be clear if the provider is delivering full courses or short 
courses in order to explain where paperwork requirements differ e.g. use of
Individual Learning Plan (Short Course) (ACLS 13). 

! That they must inform ACLS of any changes to their original course plans 
including changes to start dates and venues 

 
Before the course begins

! Promotion of courses. Tutors and Learners should know ACLS fund the course. This
can be helped by use of the ACLS posters and Nottinghamshire County Council logo
on adverts and flyers.

! Tutor Handbook. Every tutor should have and use a copy of the ACLS Tutor
Handbook (ACLS 08).

! Scheme of Work. All courses must have a Scheme of Work. There is an example in
the ACLS Course File (ACLS 26).

! Lesson Plan. There must be a Lesson Plan for each session. Again refer to example 
in ACLS Course File (ACLS 26

Where providers are delivering a nationally accredited short course the following 
applies:

All short courses are required to have a scheme of work and lesson plans. 
Where a short course has a predetermined, nationally recognised syllabus (for example 
Food Hygiene and First Aid) this is acceptable as a scheme of work as long as there is a 
clear indication as to how the syllabus will be delivered over the sessions of the course. 
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Provider Pre-Course Checklist October 2008 Version 1.2 

Where a short course has a commercially produced training manual, (either produced by 
the awarding body or other organisation) that contains session plans for the delivery of the 
course then these are acceptable as lesson plans as long as all the requirements of the 
ACLS lesson plan are being met. However they should be working documents and 
amendments to the commercially produced plans should be made to ensure the needs of 
individual learners/groups are being met. 
 

When the course begins

! Induction. Every course must have some form of induction. Every learner to be issued 
with the ACLS Learner Handbook (ACLS 09) or Learner Entitlement Statement (ACLS
33). The checklist on page 6 should be used to ensure that learners are clear about
the arrangements for the course. However the content of the Learner Handbook
should be explained to learners and their understanding checked. Learners to be 
issued with ACLS Learner Folder (ACLS 10) and ACLS Pen (ACLS 19).

! Enrolment Form. All learners must complete an Enrolment Form (ACLS 05) or Family
Learning Enrolment Form (ACLS 06) at induction. Support should be given with this
where needed. A version of the enrolment form for people with learning disabilities is
available.

! Course Data Sheet. Course Data Sheet (ACLS 01) to be completed and returned to
ACLS with enrolment forms.

During the course

! Individual Learning Plan. All learners to have an Individual Learning Plan (ILP 12) or
Individual Learning Plan (Short Course) (ACLS 13). Tutor to be referred to ILP 
completion guidance notes in the Tutor Handbook (ACLS 08). Alternatively, for SHARE
and PEEP courses explain the use of the SHARE or PEEP diaries.

! Register. Register (ACLS 04) to be completed at each session. 
! Withdrawals. A Withdrawal Form (ACLS 15) should be completed for each learner

who withdraws from the course (these can be photocopied). The completed withdrawal
forms should be returned to ACLS with the pink copy of the course data sheet. 

 
At the end of the course

! Learner Evaluation Form. Every learner to complete a Learner Evaluation Form
(ACLS 02) at the end of the course. A version of the Learner Evaluation form for
people with learning disabilities is available.

! Returns to ACLS. Learner Evaluation Form (ACLS 02), Register (ACLS 04), Tutor
End of Course Report (ACLS 16), Claim Form (ACLS 17) and invoice to be sent to
ACLS as soon as possible.

If there are any areas for concern or issues raised during the Pre-course visit these 
should be reported to Andy Ashley. 
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Adult and Community
Learning Service

OTL Verification Visit Report

Tutor:

Course Title:

Sector Subject
Area:

Week no./Date:

Observer:

Provider:

Venue:

Time of
Session:
Duration of
Observation:

Verifier:

For each of the questions below the verifier should circle the most appropriate answer and add any
additional comments on the issue.
? - Indicates that this may not have been seen happening during the observation or a clear yes/no answer
is not appropriate.

Did the observer introduce him/herself to the
group and the tutor in order to put all at
ease?

Did the observer sit in a position that was
unobtrusive but still allowed a clear view of
the activities taking place?

Did the observer ask to see the Course File
and note details of the planning documents,
register and risk assessment?

Did the observer get the opportunity to speak
with learners?

Did the observer ask learners appropriate
questions in order to support the observation
process including checking that induction
requirements were met?

Did the observer get the opportunity to speak
with the tutor either during or at the end of
the session?

Did the observer ask the tutor questions that
helped to evaluate the sessions?

Yes No ?
Comments:

Yes No ?
Comments:

Yes No ?
Comments:

Yes No ?
Comments:

Yes No ?
Comments:

Yes No ?
Comments:

Yes No ?
Comments:

Appendix 13
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Did the observer check all additional
documentation including initial assessments of
learners, Individual Learning Plans, Learner
progress records etc?

Did the observer provide feedback that
reflected the main strengths and weaknesses
of the session?

Did the evidence written in the report
accurately support the grade given ?

Did the verifier agree with the grade awarded
by the main observer?

Do the action points reflect the main
weaknesses identified in the written report

Yes No ?
Comments:

Yes No ?
Comments:

Yes No ?
Comments:

Yes No ?
Comments:

Yes No ?
Comments:

Record any examples of good practice that were observed:

Record any areas for development that have been discussed with the observer:

Signed (Verifier): ___________________________________________ Date: ___________________

Signed (Observer): _________________________________________ Date: ___________________
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Contacting us
email acls@nottscc.gov.uk
phone 0115 977 2185
fax 0115 977 3859
post Communities Department, County Hall,

West Bridgford, Nottingham NG2 7QP
internet www.nottinghamshire.gov.uk
published January 2009
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