TEACHING AND LEARNING - COURSE FILE CONTENTS 
	Sections in Teaching and Learning File
	Comments and Supporting Documents

	Cours/event  information sheet
	Should show some details of the course so that this information can be used as initial information to recruit learners.

Course information sheet document available.



	Scheme of work for the course
	The SOW is a living document that is likely to be altered as the course progresses.
As the SOW is  produced before course starts, the copy in the course file should be annotated to show any changes. 
Scheme of work document available.


	Initial assessment
	Give details of  how the initial assessment process for this course was undertaken.  Initial assessment should:
· Take account of learners' individual starting points - with the subject, with learning

· Ensure learners on right course - is the course compatible with their needs, aspirations, interests and career goals

· Identify any barriers to learning

· Identify any additional  support requirements (copy of learning support request form available)
· Identification of preferred learning styles - introduce learners to their preferred  styles and  introducing them to strategies to support their styles

· Introduce health and safety issues (eg health issues assessed for fitness courses) (copy of physical activity questionnaire document available)
· Find out why learners on the course

· Find out what learners expect to get from the course

· Find out if there is anything that might prevent regular attendance (eg shift working, family commitments)
Information gained from initial assessment will inform the outline of the group section



	Induction
	Tutors should follow the guidelines in the Induction Checklist (document available).    For ACL provision, initial assessment is also undertaken as part of the induction process.  This checklist is a guide and learners need to have this information early on in the course so that the learners are in a position to make the most of their learning
The induction should also include some kind of icebreaker exercise so that learners feel easier with eachother and with the tutor.  You should also agree a set of ground rules with the group – and this can also be a good opportunity to discuss the safeguarding agenda with the learners
Induction checklist available




	Outline of the group
	· Background information of each individual in the group including information about why they  joined the course the,  outcome  of their initial assessment and any issues that may have an impact on their learning (eg may have problems attending regularly due to work commitments, English may not be their first language, they may have other support needs).

· This should be reviewed regularly throughout the length of the course as it may need to be added to as more knowledge of the learners is gained.  
Group Profile document available



	Session plans
	· Session plans as they are produced

· It is vital to show how you meet the needs of learners in the session plan (ie differentiation)

· Should also have copy of any handouts  or other resources used

· The evaluation section should be completed after  each session and this should influence the contents of the subsequent session(s)

Session plan document available.


	Student progress - Individual Learning Plans and Group Tracking Grid


	· Evidence of  how  students are progressing  against the learning outcomes identified for the course and also their personal learning outcomes should be available in the course file.
· There should be an overall tracking grid for the group to give a quick picture of the progress of the group.

· The learners' ILPs should be  in the teaching and  learning course file  - this way their contents can be used when planning sessions.  
· The ILPs can be distributed to learners either at the start of each session or at regular planned points throughout the course .  
· This will enable the tutor and learners to update the ILP regularly.
Individual learning plan document available.
Tracking grid document available.


	Progression Advice
	· Evidence of  advice given to learners on progression opportunities available

· Evidence that details of the Adult Careers Service are given to learners.

Refer to relevant information in learner handbook regarding Adult Careers advice.


	Evaluation
	Evidence of evaluation  of the course  by the tutor and the learners

Evaluation form available.



