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	1. Structure of Greater Merseyside Quality Improvement Network





	 2. SAR Protocol Introduction


The following protocol has been developed by the Greater Merseyside Local Authority Quality Improvement Network (Halton, Knowsley, Liverpool, Sefton, St Helens, and Wirral).  Funding for the project was secured through the Quality Improvement Agency (QIA) as part of a Peer Review and Development activity (2007/2008).  

The purpose of this activity was to 

1. Improve the rigour, validity, reliability, accuracy, consistency and objectivity of both the Self Assessment process and the Self Assessment Reports. 

2. Increase confidence in writing SARs and making judgements as well as developing a greater understanding of grading more objectively.

3. Ensure that there is a Whole Organisational Approach adopted around Self Assessment in terms of evaluating the effectiveness of SAR processes and reports as well as supporting the validation of SAR judgements.

4. Identify a set of SAR Benchmarking/Quality Standards which services can use when producing SARs as well as during internal and external moderation of SARs (at curriculum and service level).

5. Identify key aspects of provision that all services can evaluate at both curriculum and service level.

6. Develop a SAR quality moderation process that can be implemented within services and across services and that will validate at curriculum and service level.

7. Produce a SAR protocol.

	3. Purpose of the Protocol


1. Have a consistent approach to producing Self Assessment Reports across Merseyside

2. To produce  annual Self Assessment reports that:

· Are accurate and realistic.

· Include a clear agenda for improvement.

· Provide a full and candid evaluation of a wide range of appropriate evidence.

3. Have a consistent approach to support peer review

	4. Purpose of Self Assessment


Self assessment is a continuous process and is an evolving record of both quality assurance and quality improvement.  Self assessment needs to:

· Be self critical and honest

· Be thorough and inclusive

· Use data to inform judgements

· Be comprehensive

· Accurately identify significant strengths and weaknesses

· Be evaluative and include judgements that are firmly based on evidence

· Inform clear actions for improvement

· Identify effective processes for monitoring progress

· Be a vehicle for implementing and sustaining change and improvement

· Have the learner at its heart!

	5. Purpose of the Self Assessment Report


The Self Assessment Report should directly relate to and drive service development.  It should evaluate how the Service has performed over a given period. It should be standards driven and include strengths, key areas for improvement and comparative judgments and link to the Quality Improvement Plan.

Self Assessment begins at tutor level. Tutor reports will provide a rich form of evidence to feed in the Curriculum SAR. A good course review (see appendix A) is a rich source of evidence. Each Local Authority utilises a course review system which is collated by the person writing the Curriculum SAR.

Curriculum SARs need to be consistently produced in order for service and strategic managers to understand overall strengths and areas for improvement to plan actions accordingly

	6. The Process of producing a Self Assessment Report



To be effective, the self assessment process should:

· Be effectively led and managed at all levels of the organisation

· Begin at tutor level

· Reflect the scope and scale of provision appropriately  

· Indicate how providers are responding to needs identified by their planning and funding bodies

· Provide training and models of good practice self assessment reports for staff 

· Include views of learners, employers and other stakeholders

· Underpin all learning activity throughout the year (not just a ‘one-off’ activity)

· Show evidence of responsiveness and improvement throughout the year - evaluate both progress in implementing development/action plans and effectiveness in improving quality.  (e.g., possible weaknesses/areas for improvement identified and addressed in the early stages of a learners programme to improve quality of provision and prevent them becoming weaknesses in the final report)  

· Directly relate to and drive providers’ development/action plan

· Use accurate and up-to-date data to support judgements

· Triangulate evidence wherever possible 

· Record development and dissemination of good practice

· Show how providers promote equality of opportunity through all aspects of their work

· Be internally and externally validated (or use external individuals or organisations within validation process)

· Produce an annual self assessment report to LSC minimum requirements


[image: image7]

	8. Sources of evidence for the Self Assessment Report
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	9. Guidance on producing Strengths and Areas for Improvement


When writing key strengths and areas for improvement, it is important to understand the difference between an Evaluative Statement and a Statement of Fact.

9.1 Evaluative Statement
With an Evaluative Statement you are explaining why strength is strength or an area for improvement needs improving and you will provide a description.   An example is: 
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9.2 Statement of Fact
A Statement of Fact is a “so what” statement.  An example is:  
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9.3 Avoiding vague or uncertain judgements.  

It is important to be SPECIFIC when writing an evaluative statement (i.e. key strength or area for improvement) in order to avoid a statement being a vague judgement.  An example of a vague judgement is:  
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To turn this vague judgement into an evaluative statement – be specific e.g.  


9.4 What is a real strength compared to a norm?  

A real strength is something that is over and above that which would normally be expected to be in place which impacts on the learner.  The same is true of a real weakness.  A Norm is something we should be doing or have in place anyway and it would be surprising if these things were not the case.  If things are not the case then an Area for improvement has been identified!  Examples to note the difference are:
	Norm: 


	Strength:
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	Area for Improvement:
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	Learners receive advice before starting their course” 

(It is expected that learners should receive advice).


	all learners receive comprehensive information and advice before the start of their course” 

(The impact is that the advice and information is comprehensive).


	Advice and guidance for learners to start courses is inconsistently available” 

(What should be in place as a norm is not and therefore learners’ needs are not being met).




The impact is on the learner, all key strengths and areas for improvement need to emphasise impact
9.5 Using data to support judgements on teaching and learning.  

What do we mean by data?  Any valid data available for us to be able to measure how well (or not) we are doing in terms of student retention, achievement, satisfaction, success and lesson observations.  We cannot possibly know every single set of data available but the data that is available is absolutely key in being able to determine whether something we do is a key strength or an area for improvement.  It also allows us to validate our judgements.  Examples of strengths/areas for improvement using benchmarking data are:

Strength:  Highly effective teaching and learning in Languages.  100% Language tutors were in 2006/2007 and 87% lessons were satisfactory or better.  This compares favourably with the national figure for 2006/2007 which was 79% satisfactory or better.

Area for improvement:  Poor retention and achievement on NVQ L3 Childcare in 2006/2007.  Starters - 25.  Retention 51% compared with national average 68%.  Achievement 35% compared with national average 54%.

9.6 Evidence to support key strengths and areas for improvement.  

The table below shows that any evidence used to support key strengths and areas for improvement needs to be:

	Valid
	the evidence you provide can directly support any judgement made


	Quantifiable
	the evidence is clear and unambiguous using figures, percentages etc


	Sufficient
	the evidence is available from a number of sources – one off  examples do not indicate a strength

examples do not indicate a strength

	Current
	evidence must relate to the current year – comparisons can be made to previous years in order to determine whether improvements have been made (or not)

made to previous years in order to determine whether 


improvements have been made (or not)

	Reliable
	the evidence is real, our own and honest – i.e. we do not identify strengths or areas for improvement knowing full well we cannot support statements made

 strengths or areas for improvement knowing full well we cannot 

support statements made


Some examples:
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	10. Writing a development or improvement action.  


Once a strength or area for improvement has been identified, it is important to write actions to change an area for improvement or build on a strength.  Before writing an action, consider the following:

· What needs to be done?  Before writing an action, consider saying to yourself: “I intend to …” or “I will …..”

· How will the action be carried out?  Consider saying to yourself:  “I intend to or I will (do what) by doing ……. “  

· What improvements will take place as a result of carrying out the action? e.g. lesson observation profile will improve from 67% to 70%

· Who will carry out or implement the action?  Don’t put people’s names – just positions or job titles.

· Who will monitor/review that actions have been carried out and what evidence will be used? 

· When will the action be completed by?  Include a specific date and avoid putting words like: “ongoing”.

	11. Moderation and Validation 



11.1 Why moderate SARs? 

To ensure that each Service’s SAR has undergone rigorous quality procedures, through both Internal & External critical analysis, to authenticate all judgements and evaluations made during the Self Assessment process.  

In essence, the moderation of SARs is the active process of improving the rigour, validity, reliability, accuracy, consistency, and objectivity, of Self Assessment Report writing. 

11.2 How is the moderation process completed?

Proformas and benchmarking standards have been agreed for SAR Moderation.  

Each local Authority will undertake internal moderation during SAR production. External Moderation across the 6 Authorities will take place on completion of Service SARs using the agreed tools (See Appendices). 

Internally moderating using benchmarking standards can help those moderating to form a judgement (either numerical and descriptor). The matrix is useful to profile/plot the judgments so it provides the “overall picture” of whether the key aspects of provision are a strength or an area to improve. This improves confidence in being able to write a judgment in the SAR and back up this judgement with not only evidence but an objective and reliable SAR process.

Curriculum SARs have a format to follow (i.e. the key aspects of provision) and so need to comment on all of these aspects for the SAR process to be consistent.  If there are missing judgments, then the overall service judgments are not based on the “full picture” i.e. not reliable.

11.3 Greater Merseyside QIN Moderation process 

Staff training will take place within services to support the SAR process including SAR Protocol Induction for new staff. There are also joint training events for key staff involved in SAR writing and moderation across the 6 Authorities. 

The SAR protocol will act as a Guidance note for staff new to the SAR writing and SAR moderation processes
	12. The role of the GM QIN and CIGS


Through the moderation process the GM QIN group will review whole SARs and sections on Leadership and management. 

It is part of the role of CIGs to moderate Self Assessment Reports. This is being further developed across Greater Merseyside.
	Appendix A: Tutor Course Reviews (contents)


A good tutor course review should include:

1. Review for each course a tutor teaches.

2. How learner enrolment & induction processes went.

3. Appropriate and usable data for the curriculum SAR (and Service SAR).

4. A qualitative reflection on how each course went. 

5. Strengths & Areas for Improvement.

6. RARPA processes and methods of learner assessment should be highlighted (soft outcomes).

7. Direct reference to quantitative data e.g.,:

· Retention

· Achievement

· Attendance

· Success

· EDIM Data (learner age, gender etc)

8. Details of learner support.

9. Learner evaluations.
 

	Appendix B: Structure and content of a good SAR (SERVICE)


SECTION 1:

1.
Background Information



1.1 Introduction to the service



1.2 Contextual background



1.3 Strategic Priorities



1.4 Mission Statement



1.5 How judgements have been arrived at



1.6 Quality Improvement Planning 



1.7 Scope of the Self-Assessment Report

2.
Overall judgement



2.1 Effectiveness of provision:





- Quality of Provision





- Progress since the last SAR



2.2 Capacity to improve





- Capacity to make further improvements

3.
Summary of Self-Assessment Report Grades



3.1 Table of Grades: (4 columns (Last ALI Grade, 05/06, 06/07, 07/08))






- Overall effectiveness of provision






- Capacity to Improve






- AOL grades






- Grade (Leadership & Management)






- Equal Opportunities


4.
Key Strengths

5.
Key Areas for Improvement


6.
ECM outcomes



6.1 Be healthy



6.2 Stay safe 



6.3 Enjoy and achieve 



6.4 Make a positive contribution 



6.5 Achieve social & economic well-being

7.
Main findings



7.1 Achievement and Standards





- Learner Numbers and Enrolment Numbers





- Retention & Achievement data



7.2 Quality of provision



7.3 Effectiveness of Teaching and Learning





- OTL Grades (by curriculum area)



7.4 Assessment and identification of support needs



7.5 Meeting the interests and needs of learners 



7.6 Guidance and support 

8.
Leadership & Management



8.1 Equality of Opportunity



8.2 EDIM Data (male, female, age profile, disability, deprived area, BME)



8.3 Management Information



8.4 Health & Safety



8.5 Property/Accommodation Strategy



8.6 Staffing and Staff Development



8.7 Response to social inclusion

9.
What learners like or dislike about the Service


SECTION 2:
(AREA OF LEARNING REPORTS)

10.
Sector Subject Areas




10.1 AOL 1: Public Service and Care (+ Grade) 




- Introduction and scope of provision 




- Key Strengths  




- Areas for Improvement




- Progress since last Self Assessment Report 




- Achievement and standards (KQ1) and Grade 




- Data tables: (e.g., retention, achievement etc (Last ALI + 3 years’ data)) 




- Quality of Provision (KQ 2, 3, 4) and Grade 




- Leadership and Management (KQ5) and Grade 




- Evaluation of Skills for Life throughout the curriculum (learner journey as a guide)



- Development Plan

SECTION 3:

11.
 Quality and Improvement plan

SECTION 4:

12. 
Appendices
	Appendix C: Features of a good Self Assessment Process 


	Person (or group) reviewing the SAR process
	

	Date
	

	SAR Process:

	Comments

	Is self-assessment an integral part of the management of the service?  Is self-assessment owned by staff?  Are all staff involved?
	

	Is there a climate of trust within the service where all staff are self-critical about their performance?
	

	Is the Head of Service and senior management team involved in the self-assessment process?  Is the process led by a Senior Manager?
	

	Does the Head of Service critically evaluate performance as part of their responsibility of raising standards?
	

	Is accurate and robust and appropriate data used as the basis of the self-assessment process?
	

	Does the service compare itself with national and local benchmarking data?
	

	Are trends over time used within the self-assessment process to evaluate performance?
	

	Does the self-assessment process involve the systematic identification of good practice?  Systems and procedures have the capacity to demonstrate how high quality is sustained and continued improvement is ensured?
	

	Does the self-assessment process methodically use identified good practice to raise standards?
	

	Has the service identified proven intervention strategies for raising standards?  Is self-assessment pro-active and not re-active?
	

	Does the self-assessment process demonstrate that intervention strategies (which are fit for purpose) are effectively implemented to improving the quality of provision?
	

	The self-assessment process includes standardised documentation to evidence findings?
	

	Self assessment systems and procedures involve robust monitoring and evaluation mechanisms?
	

	Systems and procedures monitor and evaluate progress against specific objectives?
	

	Systems and procedures evaluate the extent to which weaknesses identified in the previous report have secured improvement?
	

	Does the self-assessment process involve external and appropriate individuals to provide objectivity to your internal quality mechanisms?
	

	Are internal quality decisions moderated by an appropriate external person to provide validity?
	

	Are observations of teaching and learning based on national standards?
	

	Further Comments (Outstanding & Innovative Practice etc):


	Appendix D: Moderating a Self Assessment Report (Service)


	Person (or group) reviewing the Service SAR
	

	SAR (Authority)
	

	Date
	

	Does the SAR:
	Detailed
	Sufficient
	Missing
	Examples of Evidence

	Include an introduction that sets the report in the context of the service?
	
	
	
	

	Include an introduction to provide information on the main elements which make up your self-assessment process?
	
	
	
	

	Identify what the organization does well?

 
	
	
	
	

	Honestly highlight what the organization needs to improve?
	
	
	
	

	Include an accurate evaluation of the extent to which actions identified in the previous report have improved?
	
	
	
	

	Include a high-level summary?   


	
	
	
	

	Report on the effectiveness of the improvement strategies set out in the development plan?
	
	
	
	

	Evaluate the success at various stages of the development plan and how effective strategies are in improving quality?
	
	
	
	

	Make judgements against the revised Common Inspection Framework?
	
	
	
	

	Include judgements about accredited and non-accredited provision inspected by inspectorates?
	
	
	
	

	Evaluate the success in raising standards since the last inspection?
	
	
	
	

	Evaluate the quality of teaching and learning?


	
	
	
	

	Evaluate learners’ achievements?


	
	
	
	

	Provide information on how stakeholder views have been obtained and taken into account (learners, staff, others)?
	
	
	
	

	Grade all the key questions in the revised common inspection framework?
	
	
	
	

	Grade all the subject areas offered by the service as defined in the revised common inspection framework?
	
	
	
	

	Demonstrate how the service promotes and is successful at meeting equality of opportunity?
	
	
	
	

	Demonstrate how the service meets the requirements of the Race Relations (Amendment) Act and the Disability Discrimination Act?
	
	
	
	

	Detail how the service is promoting the concept of safe learners?
	
	
	
	

	Detail sufficiently appropriate arrangements for health and safety within the service?
	
	
	
	

	Evaluate how responsive you are at meeting client / customer needs?
	
	
	
	

	Evaluate the service’s level of understanding of skills needed in the local area, the wider region and within sectors and the national demands by employers?
	
	
	
	

	Evaluate the effectiveness within each subject area of learners having the necessary workplace skills for employment?
	
	
	
	

	Provide details on and evaluate the service’s success at involving employers / partners to ensure that teaching, training and assessment meet local needs?
	
	
	
	

	Align to subject categories as defined in the common inspection framework?
	
	
	
	

	Contain data that is rigorous and analytical?
	
	
	
	

	Include Evidence based on national standards and it is valid and reliable?
	
	
	
	

	Get submitted to the relevant funding body each year?
	
	
	
	

	Involve Senior Managers making an informed decision about approving the SAR?
	
	
	
	

	Further Comments (Outstanding & Innovative Practice etc):



	Appendix E: Self-checklist for Curriculum SAR Writers


	Person (s) undertaking the check:
	

	AOL:
	

	QUESTION
	Y/N
	COMMENT/EXAMPLE

	Does each separate paragraph/area start with a judgement?


	
	

	Is the information concise?


	
	

	Are any norms recorded as strengths?


	
	

	Are judgements supported by clear evidence?


	
	

	Are you able to grade areas of provision from the information provided?


	
	

	Can you find an example/s of an evaluative judgement?


	
	


	Appendix F: Moderating a Self Assessment Report (Curriculum)


	Person (or group) reviewing the curriculum SAR
	

	Authority 
	

	AOL
	

	Date
	

	Does the Curriculum SAR:
	Detailed
	Sufficient
	Missing
	Comments

	Make judgements against the revised Common Inspection Framework?
	
	
	
	

	Include judgements about accredited and non-accredited provision inspected by inspectorates?
	
	
	
	

	Evaluate the success in raising standards since the last inspection or SAR?
	
	
	
	

	Evaluate the quality of teaching and learning?


	
	
	
	

	Evaluate learners’ achievements?


	
	
	
	

	Provide information on how stakeholder views have been obtained and taken into account (learners, staff, others)?
	
	
	
	

	Grade all the key questions in the revised common inspection framework?
	
	
	
	

	Grade all the subject areas offered by the service as defined in the revised common inspection framework?
	
	
	
	

	Demonstrate how the service promotes and is successful at meeting equality of opportunity?
	
	
	
	

	Evaluate how responsive you are at meeting client / customer needs?
	
	
	
	

	Evaluate the service’s level of understanding of skills needed in the local area, the wider region and within sectors and the national demands by employers? (were appropriate)
	
	
	
	

	Evaluate the effectiveness of learners having the necessary workplace skills for employment? (were appropriate)
	
	
	
	

	Provide details on and evaluate success at involving employers / partners to ensure that teaching, training and assessment meet local needs?
	
	
	
	

	Contain data that is rigorous and analytical?


	
	
	
	

	Include Evidence based on national standards and it is valid and reliable?
	
	
	
	

	Further Comments (Outstanding & Innovative Practice etc):



Structure of Greater Merseyside Quality Improvement Network





Greater Merseyside


Quality Improvement Network





Curriculum Information Groups *(CIGs)





Skills for 


Life 


CIG





Languages 


CIG





ICT


CIG





Family


Learning


CIG





Equality & 


Diversity  


CIG





Art/Crafts


CIG





*There are agreed terms of reference for the Curriculum Information Groups (CIGs), some meet more regularly than others and some are still being established.  One of the activities of the CIG’s, which is still being developed is to cross moderate curriculum and leadership and management self assessment reports.





7. The Self Assessment Cycle





Tutor documents


Course info/outlines


Lesson plans


Scheme of work











Quality Audits





Feedback from partners Including subcontractors and NLDC











Tutor and learner 


course evaluations








Observation of 


Teaching and 


Learning





Learner feedback


Learner satisfaction Survey


Focus Groups











Analysis of strategic /


performance


data








Draft SAR for AoL and contributory areas for Quality Improvement Plan





Internal review/moderation of draft


 SAR and awarding of provisional


Grades.





Amendments





Final internal moderation


Of grades





External validation of SAR


With partner organisation





FINAL PRODUCTION 


OF 


SAR AND QIP





Key to abbreviations:





EV: External Verification


IV: Internal Verification


JCP: Job Centre Plus


LEA: Local Education Authority


LSC: Learning and Skills Council


Ofsted: Office for Standards in Education


SAR: Self-assessment Report











“All learners have access to a vocationally relevant work placement that is integral to their programme and contributes to the practical assessment of learners”.








“Work experience is included as part of the learning programme”. 





(








So what?  Why?  Is the work experience relevant?  Do learners learn from it?





“Learners appear not to understand the assessment criteria”.  








The learners either do or they don’t.  Is it all learners or some learners? 





“There are many learners who do not understand the assessment criteria”.








9 out of 10 External Verifier Reports in Languages specifically highlighted effective assessment processes.





Evidence:  External Verifier Reports 2003/2004.








95% learners surveyed in 2006/2007 rated the overall quality of provision as very good or excellent (92% response rate from 105 learners surveyed).  





Evidence:  Learner Survey 2006/2007








Example:





Area for Improvement: “Tutorial time for identified learners is not consistently available”





Action: (I intend to) Increase tutorial time for at risk learners by ensuring all learners attend a weekly 1-2-1 tutorial session.





Improvement:  100% identified learners to have weekly tutorial sessions.





By Whom:  Tutor





Monitored by:  Team Leader





Evidence:  Tutorial Records, Audit of Tutorial Process, Learner Data





By When:  Weekly between September 2008 and July 2009
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