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Context and Purpose
North Tyneside Council Adult Learning Service (ALS) is part of North Tyneside Council’s Employment
and Skills Team within the Health, Education, Care and Safeguarding Directorate. The service has a
key role in contributing to the vision and achieving North Tyneside Council’s key objective of ‘Creating a
Brighter Future’, with a specific focus on ‘Ready for Work and Life’, and ‘Ready for School’ through
widening participation in learning and promoting social inclusion.
North Tyneside Council ALS has a strategic fit to meet the needs of our learners and the Borough of
North Tyneside in terms of preparing people for employment, ensuring progression into work and
further learning, addressing skills mismatches in the local economy and working with businesses. We
are committed to helping to address disadvantage and deprivation where it exists in our borough. Our
provision is also designed to address the strategic priorities of the North East Local Enterprise
Partnership (NELEP) and the North of Tyne Devolution proposals.

The purpose of our Quality Assurance Framework is to set out our approach to a key aim
of our service to continuously improve the effectiveness and efficiency of adult learning and to make
sure we meet the needs of our learner’s.
We achieve this by:














Systematically reviewing provision to ensure it is relevant to the labour market, supporting key
priority sectors and targeted to the areas and people in most need
Through regular performance management meetings focusing on outcomes for learners
Thorough interrogation of MIS
Benchmarking our performance and standards against comparative providers and national
standards
A robust governance system that receives regular reports and updates, visits provision and
provides effective challenge and scrutiny
Ensuring through the learner handbooks and induction that learners understand what is on
offer, what is expected of them and what they in turn can expect from us
Having an easily accessible comment, complaints and compliments system and regular
feedback to learners
Updating and reviewing policies and procedures annually that support staff, learners, senior
leaders and governors
Using a range of feedback opportunities for learners, partners and staff so we can evaluate
provision
Regularly observing the quality of teaching, learning and assessment and moderating reports
All staff having an Individual Performance Review which is reviewed and monitored every six
months
Providing staff CPD, briefings, team meetings and course reviews
Through careful contract management and monitoring supported by clear service level
agreements
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Assessing our strengths and weaknesses and producing a self assessment report that is
reviewed regularly
Careful monitoring and completion of a Service Improvement Plan and specific areas quality
improvement plans that builds on our strengths and addresses any weaknesses
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Quality Assurance – Who’s Who?

Employment & Skills
Manager

Programme Manager
Quality

Programme Managers

• Overall responsibility for Quality Assurance
• Reports to Senior Leadership Team and Elected
Members
• Service Improvement Plan
• SAR

•
•
•
•

Regularly report on QA to E&S Manager
Role of Lead Internal Quality Assurer
Manage quality monitoring and audit visits
Lead on Observation of teaching, learning and
assessment
• QA RARPA

• Observe teaching, learning and assessment
• Carry out Learning Walks
• QA of partners and service level
agreements/employers
• Monitor RARPA /ILP's
• Complete Learner forums
• monitor progress and achievement through course
reviews
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Tutor / Assessor

Internal Quality Assurers

External Quality
Assurers/Awarding Bodies

•
•
•
•

Evaluate lesson and performance at end of course
Complete IPR and OTLA Action plan targets
Undertake CPD
Deliver learner induction including complaints
procedure
• Complete ILP's and attend Course Reviews

•
•
•
•

Quality assure all qualifications.
Develop sampling plan
Observe assessor and interview learners
Co-ordinate standardisation

• Quality assure internal quality assurance
• Complete report and action plan and recommend
status of provider

Assessment and accreditation policy S:\ES&I\ALA\Policies & Protocols\2017 - 2018
Masters\Assessment and Accreditation Policy\Assessment & Accreditation Policy 17 - 18.docx
Staff Structure S:\ES&I\ALA\Staffing Records\1. STAFF STRUCTURE DIAGRAMS\Employment and
Skills Structure.docx

Learner Journey
The following diagram displays the ‘stepping stones’ that learners take from the moment they first
contact adult learning, through to them achieving and their progression. Our quality assurance system
ensures that each ‘stepping stone is controlled, monitored, evaluated and improved.
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Employer Voice
Three way reviews are held for all apprentices and young people on study programmes with employers.
They complete a section of the tutors work based OTLA to provide their view on the tutors teaching,
learning and assessment. Employers also complete the National Employer Satisfaction Survey.

Learner Voice
Online Learner Satisfaction Survey can be accessed using the web link:
https://www.surveymonkey.co.uk/r/NTCALA

Or scan the QR code below with their phones:

The Comment, Compliments and Complaints process is in the Learner Handbook, discussed at
Induction and widely advertised in centres. It can be found:
S:\ES&I\ALA\Course Docs\TAP\2017-18\TAP 6 Comments, Compliments and Complaints 17-18.doc
Other methods used to capture the learner voice includes tutor evaluations, ILP’s and feedback, learner
forums, community activities and tutors and programme managers interacting with learners in the
centres.
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Observation of Teaching Learning and Assessment and IPR’s
All teaching staff will be observed teaching at least once annually in order to offer a consistently high
quality learning experience to learners. S:\ES&I\ALA\Policies & Protocols\2017 - 2018 Masters\OTL and
Performance Management

It is expected that education and training activity commissioned from other providers through the ALS
contract will meet the same standard of delivery and quality monitoring arrangements as those of the
service. These requirements and monitoring arrangements will be outlined in the Service Level
Agreement specifying the contract. Sub contracting arrangements will be informed by the QA process
of the main deliverer. Work based observations for apprentice delivery staff are followed up by a walk
through observation on training sessions.
The OTL report, feedback discussion and subsequent action plan, along with course reviews, function
as an IPR for tutors with less than 100 hours annually. For tutors 100 hours plus, an IPR is also
completed. The OTL report, action plan and IPR will inform a programme of staff development activity
to improve the quality of teaching, learning and assessment, the learner experience and outcomes for
learners.
Tutors and staff being observed (and/or undertaking an IPR) will be given detailed feedback, on their
performance and their grade, in a confidential face-to-face interview with their observer. The Action
Plan ensures relevant CPD is planned, undertaken and effectively improves performance, progress will
be monitored by the faculty manager.
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If there are additional IPR related CPD needs they will be discussed and planned with, or soon after,
the observation and feedback. All actions should be included in the OTL Action Plan.
The consistency of grading and the quality of report writing for OTLA is monitored by the Moderation
Panel, which meets at least once each half term.
IPR’s are graded and sent to one up manager for sign off.

Performance Monitoring of OTLA
In the event of a session being graded ‘requires improvement’ (grade 3) or ‘inadequate’ (grade 4) full
feedback will be given and a performance improvement plan written to address the CPD needs
identified. Support and training will be arranged by the manager to address the development needs
identified. It is expected tutors will engage with the support offered.
A formal re-observation will be undertaken within eight to ten weeks. This will be a paired observation
with a second member of the observation team. If the second observation is graded as ‘requiring
improvement’ or ‘inadequate’ this will trigger North Tyneside Council’s formal procedure for managing
underperformance, which will include a third and, if necessary a fourth, observation within four weeks.
A formal improvement meeting will be held after the second successive grade 3 or 4 and a personal
improvement plan based on OTL performance, action plans and IPR targets will be put in place to
support the tutor. The formal procedures to manage underperformance and attendance will cease when
there is an improvement in OTL grade 2 or 1 and the performance plan including IPR targets are met.
Failure to do so will lead to further action which could include dismissal.

Policies and Procedures
The Adult Learning Service has policies and procedures including code of conduct, respect and
consideration, e safety to name a few. The full suite can be found:
S:\ES&I\ALA\Policies & Protocols

Specific polices are available on:
S:\ES&I\ALA\Policies & Protocols\2017 - 2018 Masters\Safeguarding
S:\ES&I\ALA\Policies & Protocols\2017 - 2018 Masters\PREVENT
S:\ES&I\ALA\Policies & Protocols\2017 - 2018 Masters\Equality and Diversity
S:\ES&I\ALA\Policies & Protocols\2017 - 2018 Masters\British Values
S:\ES&I\ALA\Health and Safety

Performance Monitoring Map of Adult Learning
The local authority Targeted Operating Model (TOM) underpins performance. All performance is
reported to Senior Leadership.
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DATA/MIS
A key driver for our performance improvement is the corporate ‘Target Operating Model’ which ensures
that our delivery targets the most vulnerable residents, setting challenging targets for engagement of
learners. Annual course reviews ensures that performance, cost effectiveness and targeting of delivery
is good, and that we can continually improve our delivery in each subsequent academic year providing
greater breadth, depth and relevance to meet the needs of our learners and the local economy. The
ongoing review of our curriculum ensures that we are continuing to respond to local, regional and
national challenges and priorities.
Performance reports are available at course and tutor level to enable in depth analysis and challenge to
take place. Targets are set during course reviews and IPR’s and all tutors are aware of expectations
on them. The management information system also gives the information we need to measure our
rates of learner achievement, retention and attendance. All of this information is reviewed at team
meetings and one to one’s so they are monitored effectively and if required, additional support and
actions are agreed to keep people on track.
Clear and concise summary reports, using dashboard formats, are available for adult learning meetings
and programme managers performance reviews. A quarterly performance meeting also receives
reports on Safeguarding, PREVENT, OTLA, Health and Safety and equality and diversity issues.
Data reports are also produced to enable reporting through our Governance structures, at Senior
Management Team (SMT) meetings and Cabinet Member Briefings (CMB) on a monthly basis. The
reporting is at a level that is enabling an increasing level of challenge and scrutiny to take place,
highlighting key success, areas for improvement and actions being taken to address these, including
professional development.
Reporting of performance is recorded through briefing notes, minutes of meetings and discussion
records to ensure that we plan, monitor and refine our actions, whilst also ensuring that they are
followed up.

Information Governance
The ALS produces and receives a great deal of information every year. The local authority Information
Governance Assurance Framework sets out the relevant roles and responsibilities, policies and
procedures, along with best practice and standards for managing the Authority’s information assets.

S:\ES&I\ALA\Policies & Protocols\2017 - 2018 Masters\Information Governance Framework 2017
final.pdf
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Financial Management and Business Support
Monthly budget and performance meetings take place between Senior Managers and the Business
Manager. Senior managers discuss with managers and tutors clear targets for starts, performance and
growth in delivery. The overarching Service Quality Improvement Plan clearly identifies priorities to
develop and improve key areas.
Financial reports of funding streams are made available at every Adult Learning Service managers
meetings. Targets are checked and actions are identified if any is required to make contracts.
The business support team underpins the work of the service from its initial contact with the public
through to its support for staff. Enrolments and advice and guidance are monitored to ensure learners
enrol on a course that is suited to their needs. Course documents and tutors administration packs are
reviewed and produced annually to a high professional standard.
The examination team ensures that all exams and accreditation are correctly and efficiently
administered and meets the needs of learners and awarding bodies. External quality assurance visits
are organised and monitored with the Lead Internal Quality Assurer to ensure that any actions raised in
visits are completed and concluded.

Working with Awarding Bodies and Partners
The service works with a number of awarding bodies and takes great care to adhere to their quality
assurance procedures. The service has direct claims status with all established provision. All visits are
recorded and any action plans are monitored to ensure any tasks are completed. A termly meeting of
internal quality assurers focuses on quality of assessment, learner needs and standardisation.
Work with partners has increased specifically around the jobs market. Employability staff, linked with
adult learning, are located in job centres and out in neighbourhoods to work with those furthest away
from the jobs market. Work experience and job placements are monitored through good working
relationships and service level agreements that include health and safety, PREVENT and safeguarding.
The service works with employers to support the monitoring of the 20% off the job training requirement
for apprentices. The apprentice commitment statement - Insert Link - outlines the agreement
between apprentice provider and employer and identifies who is responsible for what. The e-portfolio
also allows employers and partners to monitor progress and achievement of the apprentices.
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SAR
The adult learning service treats self assessment as a continuous process. Taking into account local
authority and national government priorities, staff and partners contribute to the process through data
analysis, evidence, evaluations, consultation, staff briefings, learner voice comments, compliments and
complaints.
Self Assessment Report Process

Initial meeting

CIF leads
Evidence and Data

1st draft

CIF Leads , staff and partners

Peer Scrutiny and Challenge Meetings

Each CIF area

Peers

Second draft - Scrutiny and Challenge

Managers

CIF leads
Final draft - Scrutiny and Challenge

Senior Leaders Team and Members

External challenge

Completed SAR

Upload to site and circulate

Develop quality improvement plans

The SAR informs the Service Improvement Plan which subsequently inform specific Quality
Improvement Plans. Objectives and targets are then included in staff IPR’s. The SAR is updated
during the year to take account of what has been completed and achieved.

Service Improvement Process

SAR
IPR

Adult Learning
Service

SIP

QIP
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