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Summary

To satisfy all the data requirements of the Skills Funding Agency we require

· Complete course information for each course, submitted either using the course form (CO11) or course information spreadsheet (CS11) or by entering the course information directly onto the Management Information System  (AQUA).
· Venue information for each venue not already recorded on AQUA (N.B. this need only be recorded on one course form)

· Tutor information for each tutor not already recorded on AQUA (N.B. this need only be recorded on one course form)

· A fully completed enrolment form for each learner enrolment.  Use the EF11 form for enrolments on Wider Family Learning and FLLN courses, the EN11SB form for enrolments on Adult Skills Budget and Formal First Steps courses and EN11 for enrolments on all other programs.
· Summarised Learner Evaluation information for each course (see section on Learner Evaluation).

· Information on learner attendance in the form of either a fully completed register of attendance (RE11/RF11) or a list of learners together with the number of hours attended and information on learner achievement and intended destination.
In addition, for all Family Learning and FLLN courses we require

· Child summary (FLC11) forms for all joint courses, that is, where children have taken part (rather than just being present in a crèche)

Please note that adult enrolment and evaluation forms are required for all courses, including taster events and workshops of under 6 hours.

The timetable for returning the data should be:

Before the start of the course – Return Course form or spreadsheet (with Venue and Tutor information where applicable) or enter details onto the MIS system (AQUA) as soon as the details are finalised.  For the majority of programs this information will be required by the half term holiday of the preceding term i.e. October half term for Spring term courses, February half term for Summer term courses.
Within 2 weeks after the start of the course – Return enrolment forms for all learners enrolled on the course or ensure all enrolments are recorded on the MIS system (AQUA)
During the course – Return enrolment forms for any learners that enrol late or ensure all enrolments are recorded on the MIS system (AQUA)

Completion – Return 

· registers and achievement data 

· summarised evaluation information
· for joint Family Programmes also return child summary data.

Completing the Enrolment Form (EN11/EN11SB/EF11)

One of these forms must be completed and signed by every learner. These forms have been designed to capture the information required by the Skills Funding  Agency and the information that you will need for your own records so please retain a copy of each of these forms.  A form should be completed for each  learner and returned to Hampshire Learning or recorded on the MIS system (AQUA) even if the learner later withdraws from the course.  
The family enrolment form EF11 should be used for all enrolments onto Wider Family Learning and FLLN courses over 3 GLH.  Wider Family Learning and FLLN workshops (3 glh and below) MAY use the workshop enrolment and evaluation form WO11 if this is considered more appropriate.  The workshop form must not be used for any course that is over 3 GLH.
All enrolments onto Adult Skills Budget (ASB) funded courses must be made on the EN11SB enrolment form.  This contains some additional questions because more information is required for these higher funded courses.

Enrolments onto all other course should use the standard enrolment form EN11 irrespective of the course length.

Forms should be completed by the learners by the end of the first session of the course that the learner attends.  Return the forms to Hampshire Learning or ensure all enrolments are recorded on the MIS system (AQUA) as soon as possible.  Do not wait until the end of the course before sending the enrolment forms.

Please encourage all learners to fully complete all sides of the enrolment form and ensure learners are aware of the Data Protection statement on the back of the form.  Enrolment forms must be signed by the learner to indicate that they have consented to their details being added to the MIS and passed onto the Skills Funding Agency and their partners as detailed in the data protection statement.  The data is not shared with any other part of Hampshire County Council.  

Learner Details

Please ensure that all of these boxes are completed. Please note that data supplied to the Skills Funding Agency includes home postcodes but not individual addresses. Telephone numbers are also useful for contacting learners in case a lesson is cancelled.

Date of Birth

Dates of birth are collected so that the Skills Funding Agency can monitor and report on learning provision by demographic grouping. The learner’s age or age range is not sufficient. Please make every effort to collect the date of birth.  If a learner declines to provide a date of birth please record that this is the case on the enrolment form to show that this information was requested.  Please do not estimate a date of birth. 
The date of birth is required evidence for an age related concession to be granted so any learner exercising their right to withhold their date of birth must pay the full fee.

Learners on ASB courses are required to be registered for a Unique Learner Number with the Learner Registration Service (LRS).  To register a learner we require their date of birth and so no ASB funding can be provided for learners that withhold their date of birth.

Residency Qualification

The rules governing learner eligibility are too complex to be summarised on the enrolment form or indeed in these guidance notes.  Any learner that has been permanently resident in any European Union country for the three years preceding 1-Sep-2011 is eligible for funding.  If a learner ticks NO then further information will be required and you will need to contact Hampshire Learning to confirm eligibility.
Learning Difficulty or Disability

The Skills Funding Agency now requires more detailed information regarding the learning difficulties and disabilities of learners to be able to ensure all sections of the community have access to Adult Learning opportunities.  Where a learner has indicated  that they have a disability or learning difficulty please encourage them to indicate the nature.  However if the learner does not wish to reveal this information then the section may be left blank.

Ethnic Monitoring

These categories are those used in the 2011 Census and recognised by the Skills Funding Agency.  They appear on the enrolment form in the order and layout recommended by the Office of National Statistics (ONS) to maximise correct completion.  If a learner is unwilling to provide these details please record that this is the case on the enrolment form by asking the learner to tick the “I prefer not to say” box to show that this information was requested rather than just leaving the section blank. This will be needed for Audit purposes.
Employment Status (EN11SB only)

The Skills Funding Agency will be using Adult Skills Budget programs as match funding to draw down European Social Fund funding.  To be able to do this they require additional information regarding the employment status of learners on ASB funded courses.  We are contractually required to return this information on the ILR and to inform all learner that they are on a programme part financed by ESF. 
Course/Learning Details

Course Code

For 2011/12 a standard course code system has been used across the County.  The correct course code for each funded course is included on your funding agreement.  If the course does not appear on the funding agreement you will need to contact Hampshire Learning to seek approval for the course and the allocation of a course code.  Please ensure that only agreed course codes are used to ensure that the enrolment is recorded against the correct course.  To avoid confusion please do not use any other course code here.

Each course requires a unique code, if the same course is run more than once during the year (e.g. at different times or venues) a different code and course information form will be required for each.

Planned Start Date

This start date refers to the specific learner not the course as a whole.  If the learner joins the course after the planned start date of the course please specify the date on which the learner is planned to join the course.

Fee Paid (EN11 and EN11SB only)

Please record the fee paid by the learner on the enrolment form in the course details section.  If no fee is charged for the course please mark the fee paid box N/A. 

Concessions (EN11 and EN11SB only)
If a learner is receiving a fee concession, evidence of their entitlement is now required. Please record the reason for the concession and what kind of evidence was supplied together with the signature or initials of the person who has seen it. If the concessionary fee is not properly recorded on the enrolment form it will not be possible to refund the Provider for the concession granted.  Only concessions specified in the fees policy will be refunded.
Qualifications (EF11 only)

Wider Family Learning and Family Language Literacy and Numeracy programs are free to the learner.  These programs are targeted at specific groups of learners and to ensure that target learners are reached we require information on the qualifications held by learners on enrolment.  In addition to indicating their highest qualifications learners are specifically asked to indicate whether they have a level 2 literacy or numeracy qualification.  Learners may require guidance as to what constitutes a level 2 qualification and tutors on Wider Family Learning and FLLN courses should be ready to provide this guidance.

Qualifications (EN11SB only)

Information on the learner’s highest previous academic achievement is required for all learners on ASB and Formal First Steps funded programmes
Data Protection Statement

Please draw the learners’ attention to the Data Protection statement on the back of the form.

Signature

The enrolment form needs to be signed by the learner.  In signing the form the learner is giving permission for their details to be entered onto the MIS system and passed on to the Skills Funding Agency and their partners as detailed in the data protection statement.  Without this permission no Skills Funding Agency funds are available for this learner and so no unsigned forms can be accepted.
Completing the Course/Learning Activity Information Form (CO11)

Complete course information (dates of sessions, times of sessions, venue, tutor, fees payable etc.) must be provided in advance of the course start.  The precise requirements depend upon the program.

Adult Skills Budget
All courses have to be included on a national directory of provision and so courses details for all these courses must be entered onto AQUA by 29-Jul-2011 or submitted on a course form (CO11) or via the Course Details Spreadsheet (CS11) by 22-Jul-2011. All changes or cancellations must be reported to Hampshire Learning using the Course Change (CH11) form so that they can be updated on the national directory.

Leisure Learning, NLDC, Skills for Independent Living, Other Family Learning, Priority PCDL and Formal First Steps
These course will be made available to the Hampshire Learning Course Search.  Details of these courses are required as follows:

Autumn term courses – details recorded on AQUA by 11-Aug-2011 or submitted on a course form (CO11) or via the Course Details Spreadsheet (CS11) by 29-Jul-2011.

Spring term courses - details recorded on AQUA by 3-Nov or submitted on a course form (CO11) or via the Course Details Spreadsheet (CS11) by 21-Oct-2011.

Summer term courses - details recorded on AQUA by 23-Feb-2012 or submitted on a course form (CO11) or via the Course Details Spreadsheet (CS11) by 9-Feb-2012.
Family Language, Literacy and Numeracy and Wider Family Learning
These course will not generally be made available to the Hampshire Learning Course Search.  Details of FLLN course should be entered onto AQUA or submitted on a course form (CO11) or via the Course Details Spreadsheet (CS11) no later than 1 week before the start of the course. 
Partners with access to the MIS system (AQUA) are not required to complete and return paper forms but should enter the course details as soon as possible after the details are known and in any event no later than the dates shown above.

Any subsequent changes need to be approved by Hampshire Learning as it may affect your funding agreement.  A course change form (CH11) should be completed to seek approval for any changes including changing delivery of the course to a different term to that specified in the funding agreement.  Partners with access to the MIS system may alter the course details on the system instead of returning a course change form provided the change does not affect the level of funding and does not change the term in which the course is to be delivered EXCEPT in the case of Adult Skills Budget and First Steps courses where in addition to changing the course on AQUA a paper form must be submitted so that the change can be reflected on the national directory of provision.
The course form indicates the level of detailed information we require for each course.  Please fill in all boxes.  If, after reading these notes, the nature of your provision is such that you have difficulty in completing some of the boxes please contact the MIS team for additional guidance.

Course/Learning Activity Details

Name of Provider

We currently receive forms from around 50 partners so please don’t rely on a compliments slip telling us who the form is from.  

Title of Course or Activity

This is the course title and should match or closely resemble the title used on the funding agreement for the course.  If the course title does not make the nature of the course obvious, please briefly describe the course content at the bottom of the page.  For example, a non-specific course title such as “Family Learning Workshop” would need further explanation before we could assign it the correct learning activity code.

Course Code

Every funded course has been assigned a course code and this appears on the funding agreements.  This code should be quoted on the CO11 course form to establish the link between the course on your funding agreement and the course that is being delivered. Please ensure that these assigned codes are used rather than any provider assigned code.  The same course code should appear on the enrolment form of each learner who enrols on the course.
Each course requires a unique code.   If the same course is run more than once during the year (e.g. at different times or venues) the course should appear more than once on the funding agreement with a different code each time.  A course information form will be required for each.

Funding programme

Please circle the correct funding stream for the course.  The funding agreement lists the courses by funding programmes so you can get the information from there if you are uncertain.

Level of Learning

Use one of the following codes:
	Code
	Level of Learning
	General Qualifications
	Occupational Qualifications
	Adult Core Curricula

	3
	Level 3
	A level
	NVQ Level 3
	

	2
	Level 2
	GCSE grades A-C
	NVQ Level 2
	Adult Literacy/Numeracy Level 2

	1
	Level 1
	GCSE grades D-G
	NVQ Level 1
	Adult Literacy/Numeracy Level 1

	E
	Entry
	
	Adult Literacy/Numeracy Entry 3


Entry Level (E)

This would include most Skills for Independent Living (SILL) and FLLN provision and some Family Learning (FL) or Leisure Learning.  Courses at ‘pre-entry’ level (e.g. some courses for adults with learning difficulties) may be included here.

Level 1 (1)

Courses at this level would include most ‘first year’ Leisure Learning  courses and some Family Learning courses.  FLLN and some SILL courses may be delivered at this level.

Level 2 (2)

This represents study at the level of a GCSE.  Courses to be entered include learners who have had previous experience in studying the subject, for example learners undertaking a second or third year evening class in the subject.

Level 3 (3)

This represents study at the level of an A level. Many Partners will only be offering vocational courses at this level. However some similar unaccredited courses might include:

· Advanced language courses

· Coastal Skipper and Ocean Navigation courses (though many of  these will be funded vocationally and accredited by  the RYA.)

· Training courses such as Community Work and Early Education and Childcare

 Do not use values such as “E / 1” – it must be one or the other.  For mixed ability groups an average level of learning should be specified.  If this is inappropriate, the level for the course should be set at the correct level for the majority of learners and individual learning aims at a different level assigned to appropriate learners on enrolment. 

Subject Sector Category

	Description
	Code
	Description

	Health, public services and care
	1.1a
	Medicine and dentistry

	
	1.2a

1.2b

1.2c

1.2d
	Nursing

Dental

Complementary health services

Other subjects and vocations allied to medicine

	
	1.3a

1.3b
	Social care

Counselling

	
	1.4a

1.4b

1.4c

1.4d
	Cleaning

Security

Public services

Health and safety/environmental health

	Science and mathematics
	2.1a

2.1b
	Science

Psychology

	
	2.2a
	Mathematics and statistics

	Agriculture, horticulture and animal care
	3.1a

3.1b
	Agriculture

Fisheries

	
	3.2a

3.2b

3.2c
	Horticulture

Forestry and arboriculture

Floristry and flower arranging

	
	3.3a

3.3b

3.3c
	Equine

Animal care

Veterinary services

	
	3.4a
	Environmental conservation

	Engineering, technology and 

manufacturing
	4.1a
	Engineering

	
	4.2a

4.2b
	Manufacturing technologies

Printing

	
	4.3a

4.3b
	Motor vehicle

Transportation

	Construction, planning and the built environment
	5.1a
	Architecture

	
	5.2a

5.2b

5.2c
	Construction crafts

Technician and professional

Building services

	
	5.3a
	Urban, regional and rural planning

	Information and communication technology
	6.1a

6.1b

6.1c
	Developing IT systems

IT and electronic services

Telecommunications

	
	6.2a
	ICT for users

	Retail and commercial enterprise
	7.1a

7.1b
	Retailing and wholesaling

Call centre operations

	
	7.2a
	Warehousing and distribution

	
	7.3a

7.3b

7.3c
	Hairdressing

Beauty therapy

Other service enterprises

	
	7.4a
	Hospitality and catering

	Leisure, travel and tourism
	8.1a
	Sport, leisure and recreation

	
	8.2a
	Travel and tourism

	Arts, media and publishing
	9.1a

9.1b

9.1c
	Dance

Dramatic arts

Music

	
	9.2a

9.2b

9.2c
	Fine arts

Crafts

Design

	
	9.3a
	Media and communications

	
	9.4a

9.4b

9.4c
	Information services

Writing and journalism

Publishing

	History, philosophy and theology
	10.1a
	History

	
	10.2a
	Archaeology and archaeological sciences

	
	10.3a

10.3b
	Philosophy

Critical thinking

	
	10.4a
	Theology and religious studies

	Social sciences
	11.1a
	Geography

	
	11.2a
	Sociology and social policy

	
	11.3a
	Politics

	
	11.4a
	Economics

	
	11.5a
	Anthropology

	Languages, literature and culture
	12.1a

12.1b
	Language, literature and culture of the British Isles

EFL

	
	12.2a
	Other languages, literature and culture

	
	12.3a
	Linguistics

	Education and training
	13.1a
	Teaching and lecturing

	
	13.2a
	Direct learning support

	Preparation for life and work
	14.1a

14.1b

14.1c

14.1d

14.1e

14.1f

14.1g
	Literacy

Numeracy

ESOL
Literacy and numeracy

Independent living and leisure skills

Access programmes

Citizenship

	
	14.2a
	Employability training

	Business administration and law
	15.1a
	Accounting and finance

	
	15.2a
	Administration

	
	15.3a
	Business management

	
	15.4a

15.4b
	Marketing and sales

Customer service

	
	15.5a
	Law and legal services


If you are still in doubt about the subject sector please contact the MIS team.  The subject sector category also appears on your funding agreement.

Fee Rates

All partners are expected to implement the fees policy which sets maximum hourly rates and details the concessions for those meeting certain criteria.  Where this is the case, it would only be necessary to specify the standard fee rate as we can then calculate the concessionary fee.  If a deviation from the fees policy has been agreed with the Head of Hampshire Learning, please specify both the standard fee rate and any concessionary rate that applies.
Expected Start Date
Expected End Date

In order to be able to plan classroom observations, we need to know when each session is planned to occur.  This means we need an exact start and end date and not just the month, for example, 03-Nov-2011 rather than Nov-2011.  If the planned dates later change then a CH11 course change form should be used to inform Hampshire Learning.  

We need to know the date and time of each session.  For some courses the start date, end date, session start time and number of sessions will be sufficient.  For other courses more information may be required.  For example, if the start and end dates are 12 weeks apart but there are only 10 sessions we would need to know which weeks the course was not scheduled to run.  Please attach an extra sheet for any additional information required.  If the sessions are not regular, it may be easiest to list the date and time of each session.
Session Start Time

We need to know when the sessions are held so please fill in the start time of the session.  If this is not the same for each session we’ll need sufficient additional information to ensure we know the start time of each individual session.  Please attach an extra sheet for any additional information required. (See Expected Start Date above.)
Total Guided Learning Hours

This is the number of hours in total that a course runs, calculated by multiplying the number of sessions by the guided learning hours per session. Guided learning hours are those in which a tutor is in attendance with a class or group.  If the length of session is variable, please leave the ‘Guided Learning Hours per session’ box empty and give the total number of sessions and the total guided learning hours.  Then, on an accompanying sheet, give the date and length of each individual session. Where the course is a ‘drop-in’ arrangement the figures should be an estimate for an average learner.
Anticipated Number of Enrolments
Please record the target number of enrolments for the course.  This would normally be the number of enrolments for which you are being funded and can be found on your funding agreement.

Course Accreditation

Please indicate whether the course is an accredited course and if so by whom.

Venue details

If the course will be running at a new venue, please complete the venue details requested on the reverse of the form so that we can enter the details on to our database. A venue is considered to be ‘new’ if it has not been used for funded courses in the last five years and so is not currently on the MIS database. If you elect to use the course spreadsheet rather than the forms, the venue details should be entered on the Venues tab of the spreadsheet.
Tutor Details

Please enter details of the main tutor who will be delivering the learning and a second tutor if there is one. For learning programmes where there may be several tutors, for example computer workshops, please include only the main and second tutors. If either tutor is a new tutor please also complete the tutor details requested on the reverse of the form so that we can enter the details on to our database. A tutor should be considered to be ‘new’ if they have not taught a funded course in the last five years and so do not currently appear on the MIS database. If you elect to use the course spreadsheet rather than the forms, the tutor details should be entered on the Tutors tab of the spreadsheet.
Home Address

If possible, please give the tutor’s home address so that staff development information etc. can be sent directly to tutors rather than via the Centre Managers where appropriate. If the tutor would prefer not to have staff development information sent to their home address it is acceptable to give a centre address but it is then the centre manager’s responsibility to ensure any mail reaches the tutor.

Contact E-mail Address

For staff development purposes we would like to be able to contact the tutor directly.  Preferably this would be by e-mail and so we ask for a contact e-mail address for the tutor.  If the tutor prefers not to be contacted by e-mail or has not got an e-mail address, the home address will be used to send information by post.

Teaching Qualification

For each new tutor please indicate the teaching qualifications held and give the date the qualification was achieved.  Please also indicate if  the tutor is registered with the Institute for Learning and if so, what Membership grade has been awarded. 

If this section is not completed the tutor’s entry on the database will record them as unqualified which may jeopardise the funding of the course.
CRB Checks
All partners are required to create a safe, healthy and supportive environment and comply with the Skills Funding Agency’s  funding terms and conditions.  Partners must adopt recruitment processes that comply with the law and ensure that young and vulnerable adults are protected.  Where partners’ employees or volunteers may have regular contact with learners under 18, or other vulnerable learners, partners must register with the Criminal Records Bureau to ensure that appropriate checks are made. Any employment involving regular contact with young people under the age of 18 must not be offered to, or held by, anyone who has been convicted of certain specified offences, or whose name is included on lists of people considered unsuitable for such work held by the Department for Children, Schools and Families and the Department of Health.

You are advised to refer to the publication: ‘Safeguarding Children: Safer Recruitment and Selection in Education Settings’.

Completing the Course/Learning Activity Change Form (CH11)

Should there be a change in the course information submitted you must complete a Change Form.  In the case of minor changes, this informs Hampshire Learning of the change to ensure that the AQUA database holds information that is as complete and accurate as possible.  Major changes, for example the cancellation of a course or postponement to a later term, must be authorised by Hampshire Learning prior to the change being implemented and this form is used to seek such authorisation.  Partners with access to the MIS system may inform us of minor changes by changing the details on the system.  Major changes must still be submitted  on a change form.  In particular please note that Hampshire Learning must be informed about all course cancellations and simply changing the course status on the system is NOT sufficient.
Course change forms must be submitted for all changes to Adult Skills Budget courses so that the national directory of provision can be updated.

Request Details

The form should be used to

· Inform Hampshire Learning that a funded course has been cancelled.
· Inform Hampshire Learning of a minor change to the details given previously.  Minor changes include a change of venue or tutor or the changing of the start date within the original term specified on the funding agreement – select Course Change

· Request a change of details that has a material effect on funding.  This would include increasing or reducing the length of the course or changing the term in which the course is scheduled to run.  This would also include running the course as a non-accredited course when the course is marked as being accredited on your funding agreement – select Course Change

· Request funding for an additional course.
Course Cancellation
Fill in the title and course code of the course that has been cancelled.  No other details are necessary

Course Change
Fill in the title and course code of the course concerned together with those details that have changed.  Details that remain unchanged may be omitted.  If the change includes a new tutor or venue, please don’t forget to complete the full details on the back of the form.

Additional Course

Please fill in all course details as on the CO11 form ( see above)
Once received by the MIS team and approved, the changes will be implemented on the AQUA database and any necessary adjustments made to your funding agreement.  A copy of the amended funding agreement will be returned to you to indicate that the change was approved.
Completing the Record of Attendance (RE11 / RF11)
We require details of the number of hours of tuition received by each individual learner together with information on completion and achievement.   Two register forms are available, one for Family Programmes (RF11) and one for all other programmes (RE11).

Number of Families taking part (RF11 only)

For Family Programmes we need the total number of families that took part.  

Literacy/Numeracy Skills Level (RF11 only)
For all FLLN courses the literacy/numeracy skills level of each learner as determined by the initial assessment should be recorded on the register.

Completed

If the learner does not complete the course the date of withdrawal should be given.
Learning Outcomes Achieved

Achievement should be recorded using the following scale:

Y = The learner has achieved his/her learning outcomes.

N = The learner has not achieved his/her learning outcomes.
Destination

The learners’ intended destination at the end of the course should be recorded on the register by the tutor.  There are different codes for the two registers.

RE11 codes:
1 New course of study at the Centre

2 New course of study at Further Education college
3 Higher Education

4 New or changed employment
5 Continuing in current employment

6 Involvement in voluntary and community activities

7 Other

RF11 codes:

A   Progression within family learning
B   Increased progression to a higher level eg 1, 2 or 3

C   Increased involvement in voluntary and community activities

D   Progression into new or improved employment

E   Increased personal progression eg confidence

F   Progression to other learning or training

G  Increased ability to support children’s learning and development
H  Learner has nothing to report
ONE code should be entered onto the register for each learner.
Tutor Initials

Each session should be initialled by the tutor to indicate that the register is a true and accurate record of those learners attending the session.  At the end of the course the register should also be signed and dated by the tutor to indicate that the register accurately reflects the learner achievement.  The register is an auditable document so it is vitally important that all registers are signed.
Alternative Formats

If the nature of the course makes the register inappropriate then the alternative is to supply a list of learners on the course with the total number of hours attended for each learner but the list must also give all the additional data requested on the register form, that is,

· indicates the withdrawal and the date of withdrawal of any learner who leaves the course

· Specifies the achievement of each learner using the above scale

· Indicate the learners’ intended destination using the codes above
· Gives the number of families that take part (Family Programmes only)

Learner Course Evaluation

Learner evaluation forms are longer processed centrally and so partners are not required to send in learner evaluation forms.  Instead, we require a summary of the evaluation data received.  This summary takes the form of a spreadsheet giving the responses received per course and should be sent to us at the end of each term. The procedure is detailed below:

· Evaluation Forms issued to all learners at the end of each course:

· Family Programmes:   

Form QD23

· Skills for Independent Living:
Form QD21

· All other programmes;

Form QD19

· Summary of evaluation prepared at the Centre at the end of each course (QD20)

· Centre Manager to ensure any action points from the evaluation have been addressed 

· Copy of summary pro-forma retained on tutor’s Course File with action plan as appropriate

· Summarised data for each course entered onto the ‘end of course’ overall summary spreadsheet (ES11)

· Spreadsheet (ES11) returned electronically to Hampshire Learning  by the deadline (end Jan, end April, end July)

· Learner evaluations for Skills for Independent Living courses should be processed at the Centre.  Centres are not required to submit summarised data for this provision but should retain this for review by Quality and Curriculum Development Officers.

Additional Data for Wider Family Learning and FLLN Programmes
Family Workshop Evaluation Form (WO11)

These forms can be used for events of 2-3 hours in length in place of Enrolment Forms (EF11) and Learner Evaluation forms if you feel they would be more appropriate for your taster or workshop event. For all events of 3 hours or more Enrolment Forms (EF11) and Learner Evaluation Forms must be used.

Child Enrolment Form (ENC11)

Child Enrolment forms are designed to help you to collect the information which will be needed when completing the summary data form for children.  Copies of these forms do not need to be forwarded to Hampshire Learning .
Child Summary Data Form (FLC11)

The information to complete this form should be compiled from the individual data collected on child enrolment forms as well as from your own monitoring of learning.  Please return one of these forms for every family programme where children have participated in the learning (rather than being present in a crèche).
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DO and DON’T list for the Completion of Data Forms 2011-12
	
	

	DO use the course code from your funding agreement on both the course form and the enrolment form.
	DON’T cancel, postpone or change any course on your funding agreement without informing Hampshire Learning.

	
	

	DO fill in all course details including dates and times of sessions on the CO11 course form.
	DON’T give incomplete information such as partial dates like NOV-2011.

	
	

	DO send in the completed CO11 course forms or enter the details onto the MIS as soon as the course details have been finalised.
	DON’T wait until the course finishes before sending in the enrolments and course form.

	
	

	DO get the learners to complete an enrolment form at their first session and send these forms in or enter the details onto the MIS immediately.

DO include a reference to the course on any enrolment forms you send in.
	DON’T wait until the end of the course getting the enrolment forms completed.

DON’T hold on to the forms until the end of the course.

	
	

	DO keep a register of learner attendance.  At the end of the course indicate on the register which learners achieved the course learning aims.
	DON’T forget to send in a copy of the completed register at the end of the course.

	
	

	DO send the FL/FLLN summary data at the end of the course if children took part in the course.
	DON’T send in the learner evaluation forms.  These should be summarised and reviewed at the centre. 

	
	

	DO contact us if you have any queries or problems in completing the forms.
	DON’T expect to be paid for courses if you haven’t sent in all the data !!


Contact Information

	FLLN,

WFL,
Other FL
	Julia Gahagan

Tel: 01962 847121

E-mail:

Julia.Gahagan@hants.gov.uk

	Priority PCDL,
SIL,
Leisure Learning


	Gillian Fifield

Tel: 01962 847290

E-mail:

Gilian.Fifield@hants.gov.uk


	ASB


	Sue Muldowney

Tel: 01962 847120

Sue.Muldowney@hants.gov.uk
	First Steps,

NLDC


	Jane Kent

Tel: 02392 254626

Jane.Kent@hants.gov.uk


Hampshire Learning
Children’s Services Department
Hampshire County Council

The Castle 
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