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	Tutor’s Course File Checklist

	(


	Marked Register

(initialled and dated by the Tutor for each session)

	

	Information about the Course 

eg course information leaflet, flyer, Tutor’s overview of the course and the current learners.  Should include details of progression opportunities.   


	

	Learner Induction Checklist
(signed by Tutor)


	

	Scheme of Work
(working document to show updates in response to learners’ needs etc) 


	

	Session Plans 
(with Tutor evaluations)

	

	Initial assessment, learners’ progress and achievement
· Record of initial assessment activities, tutor and learner feedback
· Record of learners’ progress and achievement against group and individual learning goals

Individual Learning Plans (ILPs) will incorporate the above

For sports/physical activity classes: additional health assessment for all learners 


	

	Health and Safety Classroom / Activity Risk Assessment
(signed by Tutor)


	


In addition, documents from previous courses may be included in the file eg summary of learner evaluations; tutor evaluations; retention, achievement and success rates; details of learners’ destinations.
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