Longbeach Place Inc – Quality System Document


Sessional Trainer Mid-course Checklist

The following checklist is to be used as mid-course appraisal for sessional employees.

	Name:


	Program being delivered:


Checklist for delivery requirements: 

· Students are clear on class times, dates, attendance requirements and method of advising of absence.

· Students are aware emergency evacuation procedures and the location of emergency information.

· Students are aware of rights and responsibilities, grievance procedure, appeals process, privacy

· Course delivery schedule shows relationship between units of competency and weekly delivery/assesments

· At the first class, students provided with a copy of the delivery schedule outlining units of competency, assessments and weekly schedule.
· Students informed of assessment methods and requirements.

· Correct records of attendance are maintained.
· Correct records of integrated unit delivery are maintained.
· Privacy requirements are met and confidentially is maintained.

· Records of attendance show relationship to units/modules of competency and elements of competency.
· Session Plans show relationship to units/modules of competency and elements of competency.
· Class notes are distributed to students throughout the program

· Follow up action is taken if students miss two weeks of class in succession.

· Individual learning requirements are supported and reasonable adjustments are made so that learners with disabilities can participate on the same basis as others.

· Learning activities reinforce employability skills.
· Assessment meets the principles of assessment and rules of evidence

· Copies kept of all assessment work set for students.

· Assessment documents show accredited unit/module codes and version control is maintained.

· Student records are stored appropriately. 
· Student’s progress is documented and monitored.
· Copies of all students completed assessment work, results/marking sheets, delivery schedule and lesson plans will be available at the end of course for submission to Co-ordinator for processing.

Professional Development attended (including assessment validation):

Documents accessed as needed throughout the delivery of the program:

(http://www.longbeachplace.org.au/trainer_info.htm)
	Health & Safety Information
	
	

	Information for Trainers & Code of Practice
	trainer_info.doc
	

	Accident/Incident Report
	accident-incident-report.doc
	

	VET Information for trainers/assessors
	VET_information.doc
	

	Training & assessment web resource list
	web_resource_list.doc
	

	(Risk Management) Corrective Action Request
	corrective_action.doc  
	

	Delivery Strategy for Training Packages 
	delivery_strategy.doc
	

	Assessment Procedure 
	assessment_procedure.doc
	

	RPL Procedure
	RTO_recognition_procedure.pdf
	

	Assessment Validation Procedure
	assessment_validation.pdf
	

	Use of IT Lab by Tutors
	computer_policy_for_tutors.doc
	

	Version Control
	version_control.doc
	


Trainer to sign:
Date:
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