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SELF ASSESSMENT CHECKLIST

FOR COMPLETION BY THE HOST ORGANISATION PRIOR TO THE PEER REVIEW
To be given to the Peer Review Team Leader on the first day of the Peer Review.
The self-assessment and planning process

Answer the questions using the four-point scale.  

(Remember that all your answers need to be backed up by evidence).

	

	
	
	

	Yes/Achieved
	

	No/Not Achieved


	Preparing for self-assessment
	
	
	
	

	Has one person taken responsibility for leading the self-assessment?
	
	
	
	

	Do we have all evidence that we will need?
	
	
	
	

	· Data on performance
	
	
	
	

	· Audit reports
	
	
	
	

	· EV reports
	
	
	
	

	· Learner/staff/employer survey results
	
	
	
	

	· Observation records
	
	
	
	

	· Previous SAR and action plan
	
	
	
	

	· Course reviews
	
	
	
	

	· Completed self-assessment reports from each training and functional area
	
	
	
	

	· Strategic Plan
	
	
	
	

	· Operational Plan
	
	
	
	

	· Benchmarking data
	
	
	
	

	· Costing information
	
	
	
	

	Do we have a process for recording self-assessment that meets the needs of our organisation?
	
	
	
	

	Have we planned a timetable for self-assessment?
	
	
	
	

	Have we allowed enough time to carry out self-assessment effectively?
	
	
	
	

	Do we have a clear policy and guidelines about the way observations should be conducted?
	
	
	
	

	Do we have a shared understanding of standards?
	
	
	
	


	Involving managers, staff and partners
	
	
	
	

	Will all managers be involved in self-assessment?
	
	
	
	

	Will all staff and partners be involved in the self-assessment process?
	
	
	
	

	Have all staff and partners been informed about the self-assessment process and their part in it?
	
	
	
	

	Is there an opportunity for observers to discuss their experience?
	
	
	
	

	Are the trainers and teachers who are being observed well-informed and comfortable about the process?
	
	
	
	

	Has feedback to all staff and partners been included in the self-assessment process?
	
	
	
	

	Is there an opportunity for feedback from staff and partners on the process?
	
	
	
	


	Listening to learners
	
	
	
	

	Do we have formal and informal ways of finding out whether the education and training we provide meets the needs and interests of our learners?
	
	
	
	

	Do our learners have opportunities to judge the quality of the services we provide?
	
	
	
	

	Do we take learners’ views seriously?
	
	
	
	

	Do we monitor complaints made by learners?
	
	
	
	

	Is there evidence that we have responded effectively to learners’ concerns, tackled issues and made improvements?
	
	
	
	

	Do we inform learners about outcomes and our actions?
	
	
	
	


	Producing the self-assessment report (SAR)
	
	
	
	

	Have we made good progress in implementing actions in out previous plan?
	
	
	
	

	Does the evidence from self-assessment show strengths?
	
	
	
	

	Does the evidence from self-assessment show what needs to be done to improve performance?
	
	
	
	

	Is the evidence first-hand, up-to-date and easily available?
	
	
	
	

	Is the completed SAR evaluative and evidence-based?
	
	
	
	


	Writing the Quality Improvement Plan (QIP)
	
	
	
	

	Has everyone in the organisation been involved in developing the QIP?
	
	
	
	

	Have we planned actions to address all the issues raised by the SAR?
	
	
	
	

	Have we agreed priorities for action?
	
	
	
	

	Have we agreed timescales for implementing actions?
	
	
	
	

	Have we identified what resources (human and financial) are needed to carry out the actions we’ve planned?
	
	
	
	

	Have we agreed how we will measure the outcomes of actions?
	
	
	
	

	Have we agreed which staff are responsible for carrying out the actions in the QIP?
	
	
	
	

	Have we agreed which managers are responsible for monitoring progress on the QIP?
	
	
	
	

	Have we linked the QIP clearly to our strategic and operational planning and shown this through cross-referencing?
	
	
	
	


	Taking action and tracking progress
	
	
	
	

	Are the actions in the QIP happening according to the timescale planned?
	
	
	
	

	Are any changes needed to make actions more effective?
	
	
	
	

	Have completed actions achieved what we expected?
	
	
	
	

	Do some actions need to be continued into the next QIP?
	
	
	
	

	Did we review the QIP regularly and produce quarterly updates?
	
	
	
	

	Has the plan been cost-effective?
	
	
	
	


	Evaluating leadership: quality and standards
	
	
	
	

	Do we have systems to ensure that we regularly monitor and evaluate all aspects of our planning, performance and outcomes?
	
	
	
	

	Have we acted on issues identified by the monitoring process and set targets for improvement?
	
	
	
	

	Have we provided the resources needed for improvement?
	
	
	
	

	Does our quality cycle link to the planning process?
	
	
	
	

	How accurate is the internal data managers and course leaders receive?
	
	
	
	

	Have we made use of benchmarking data and national comparators to evaluate performance?
	
	
	
	

	Do we regularly ask for the views of learners, staff and partners and respond to what they tell us?
	
	
	
	

	Do we have systems for identifying, sharing and developing good practice in training and assessment?
	
	
	
	

	Do we plan internal verification, carry it out regularly during training programmes and keep records?
	
	
	
	

	Do we make sure that recommendations from external verifiers are implemented promptly?
	
	
	
	

	Did the self-assessment involve all staff and partners?  Were they fully briefed about the process?
	
	
	
	

	Do the training observation reports focus on learning?
	
	
	
	

	Does our self-assessment clearly identify strengths and area for action based on a full range of first-hand up-to-date evidence?
	
	
	
	


