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MAKING THE MOST OF THE QCF 
A guide for colleges: Practical tips and checklists
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Introduction

The materials in this MS Word booklet are from the publication, Making the most of the QCF: A guide for colleges, the full version of which is available on the Excellence Gateway at http://www.excellencegateway.org.uk/page.aspx?o=331699. The practical tips and checklists have been presented in this format to enable you to edit the materials prior to use, for example, as staff development tools.

Practical tips for a whole organisation approach to implementing the QCF:

· Have a clear senior management lead who ensures there is a plan in place, that information is communicated across the organisation and roles and responsibilities are decided early on in the process. Your QCF champion can play a key role in making this happen. They should take the lead on QCF developments, be a main point of contact within your organisation and be able to answer questions and communicate information to staff 
· Identify the implications of the QCF for all the organisation’s services, including financial services, MIS, marketing and communications, human resources – using an implementation planning tool such as the LSIS QCF action planner will help http://www.excellencegateway.org.uk/252278 
· Ensure buy-in from key members of staff and ownership of their role in the implementation process. You need to involve staff with responsibility in areas such as MIS, Quality, Finance, staff development and IAG as well as middle managers who will be instrumental in optimising the benefits of the QCF for learners
· Ensure you have a process which provides clear and relevant information about the QCF to keep everyone up to date and motivated
Practical tips for developing staff skills and knowledge:
· Design a staff development programme that provides training at the right level to the right people at the right time. Staff with responsibility for the following areas will need tailored QCF-related training: 
· senior management

· quality assurance and improvement

· curriculum leadership and management

· course delivery and assessment
· information, advice and guidance

· management information systems

· business development

· marketing

· staff supporting learners with special needs 
· Have a joined up approach to planning, ensuring different departments/ services have an understanding of how what they do impacts on one another
· Encourage teams to work collaboratively
· Provide a rolling programme that ensures new and existing staff are kept up to date

· Keep Governors up to date so they have an understanding of the amount of  change staff are experiencing  

Practical tips for exploiting the flexibility of the QCF:
You need to know the Rules of Combination for the qualifications that you are offering/ planning to offer so that you are clear about:
· the range of units learners can choose from and whether any combinations are barred

· which (if any) units are mandatory/ optional

· opportunities to achieve credits at the level above/ below that of the qualification
· exemptions, that is, how achievements recognised outside the QCF can count towards qualifications within it 

This will help you to:

· work out how much choice you can offer your learners

· plan different pathways for different learner groups

· establish whether you can offer units at different levels to match learners’ needs

· consider whether there are opportunities to bring learners together from different courses where the same unit(s) appear in the Rules of Combination for more than one qualification

Practical tips for effective MIS:
Your systems and processes will need to:

· register learners and manage certification at various times throughout the academic year

· identify and, where required, set up Unique Learner Numbers (ULN)
· check and record what credits a learner has already achieved before they begin a course leading to a QCF qualification (in the absence of a fully functioning PLR). This is important for the learner so that they do not have to repeat learning that they have already covered. It is also important for you as a provider, especially where you are drawing down public funding for the provision. Providers do not receive funding for QCF units that a learner has already achieved; you are funded proportionally for the remainder of the units needed to claim the full qualification

· capture accurate learning targets – qualification, unit or non-accredited
· log individual learning aims for each unit as well as for each qualification 
· record and track learner achievement data across the organisation to support credit accumulation and transfer and internal progression, for example from unit to Award

· deal with partial completions
Practical tips for working with awarding organisations
· Negotiate a better pricing structure – either as an individual organisation or as a consortium of colleges
· Negotiate more appropriate quality assurance arrangements
Gloucester College agreed alternative external verification arrangements with their AO as     the traditional 2 visits per year were no longer appropriate, for example, for the ‘express’ courses where learners were only in college for a few weeks

· Change to AOs that offer cheaper unit registration rates

· Gain Direct Claims Status enabling your centre to sign off learners’ achievement without having to wait for external verification 
· Or, consider establishing your own AO! 
Practical tip for identifying qualifications for those who are returning to or re-engaging in learning and are unsure about what they want to do:

Combined qualifications such as BTEC Introductory Vocational Studies and WorkSkills and NOCN Progression Qualifications and Step-Up enable units to be combined to create individualised learning programmes tailored to learners' needs. They offer a wide choice of options and range of routes to qualifications at various levels and of various sizes. They enable learners to keep their options open and continue to shape their own pathway rather than requiring them to follow and persist with a narrow route to an outcome that may not be appropriate. 

IAG Checklist

	IAG needed
	Staff have knowledge and information to deliver (Yes/No/Partial)
	Action/ training needed

	Start of programme (recruitment, enrolment, initial assessment)

	What QCF qualifications or units are on offer – level, size, content, progression opportunities 


	
	

	What makes the QCF different and how that might benefit the learner

	
	

	Identifying whether or not the learner already has a ULN, applying for a ULN where a learner does not have one, and explaining its importance

	
	

	Identifying relevant prior learning, accredited or otherwise, which may allow them to use RPL, exemption or CAT to avoid repeat learning

	
	

	Calculating course fees (based on knowledge of fee remission and costs for part courses where RPL, CAT or exemption affect funding levels)

	
	

	On-course

	Which units are available and how many need to be completed

	
	

	How Rules of Combination work, and therefore how the units for a learner’s qualification  can be combined (including any barred units)

	
	

	How to choose the most appropriate optional units 

	
	

	Which level of unit would be most suitable

	
	

	The implications of any choices a learner makes in terms of career development

	
	

	End of programme 

	Possible progression routes, including how to use CAT to build on recent QCF achievement, for example: carrying forward unit(s) towards a full qualification, transferring a Level 2 unit completed in the context of a Level 1 qualification into a Level 2 qualification
	
	

	Options for extending learning through your own provision or through that of other local providers

	
	

	Carrying out ‘Find a qualification’ queries through the PLR to identify ways in which learners can build on existing QCF achievements to gain further qualifications
	
	


Checklist: planning a QCF unit offer for the unemployed 

	Areas to consider
	Suggestions
	Actions/ training needed

	Attracting learners (partnership working, marketing)

	How can we develop our relationship with Jobcentre Plus? 

	
	

	How do we make sure Next Step is aware of our offer?
	
	

	How might we reach the target group to encourage self-referral? 
	
	

	IAG

	What additional IAG do we need for this sort of provision?

	
	

	Curriculum planning

	What research do we need to do to establish the kind of offer that is needed locally? 

	
	

	What range of provision could we offer and how will we decide what is affordable? 
	
	

	How will we decide which units to use?
	
	

	How many units might we expect learners to achieve?  
	
	

	How much personalisation could we manage (different units, different levels, different number of units for different individuals)? 
	
	

	Managing the offer

	What kinds of learner groupings might be viable? 
	
	

	What kind of flexibility will we need to build into the offer so that it fits around job search and does not affect learners’ benefits? 
	
	

	How will we manage the inevitable roll on/ roll off nature of this sort of provision? 
	
	

	How will we staff it?
	
	

	Progression

	How will we gather destination data and capture longer term outcomes like sustained employment?

	
	

	How can we actively encourage learners to return to build on their unit achievement at a later point?
	
	

	Evaluation

	How will we measure our own success in this area of provision? 
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