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1. Purpose
This policy and strategy sets out BMTC’s approach to starting points, OCN London accredited assessment, CENTURY English and mathematics assessment, RARPA/Kloodle, Learning Review and Progression Planning (LRPP), and weekly progress tracking.  
Bromley Mencap Training Centre uses assessment to understand each learner's starting point, identify individual strengths and needs, plan appropriate learning, recognise achievement and support progression towards adulthood, further learning and employment.
Assessment is an ongoing process rather than a single event. It enables staff and learners to understand:
· what the learner already knows, understands and can do;
· what the learner needs to learn or develop next;
· the progress being made towards curriculum, qualification, EHCP and personal targets;
· where teaching or support needs to be adapted;
· what the learner has achieved; and
· the learner's appropriate next steps and progression pathway.
Our assessment approach combines accredited assessment through OCN London, English and mathematics baseline and progress assessment through CENTURY, RARPA principles for wider and non-accredited learning, individual target-setting and progress review, and formal Learning Review and Progression Planning (LRPP) meetings three times each academic year.
RARPA targets and evidence will be monitored and recorded through the Kloodle App. Learners and staff will use Kloodle to identify targets, record progress and upload appropriate evidence of learning and achievement.
2. Principles of Assessment
Assessment at Bromley Mencap Training Centre will be:
· person-centred and appropriate to the individual learner;
· inclusive and accessible;
· based on clear starting points;
· ongoing throughout the learner's programme;
· used to inform teaching and support;
· proportionate to the learning being assessed;
· based on reliable evidence;
· understood by learners as far as possible;
· linked to meaningful next steps;
· supportive of preparation for adulthood and progression; and
· compliant with OCN London requirements where accredited learning is being assessed.
Reasonable adjustments will be used where appropriate to remove unnecessary barriers without changing the knowledge, skills or competence being assessed.
Assessment records and evidence must be stored in the appropriate system. OCN London assessment evidence will be managed in accordance with qualification and Centre requirements. CENTURY will be used for English and mathematics initial/diagnostic assessment and ongoing progress information. RARPA targets and supporting evidence will be monitored through Kloodle. Overall progress will be recorded in Learner Assessment and Progression Plans (LAPPs), which will support termly Learning Review and Progression Planning.
3. The BMTC Assessment Cycle
Starting Point  ->  Plan  ->  Teach and Support  ->  Assess  ->  Review Progress  ->  Agree Next Steps  ->  Adapt
Starting Points
At the beginning of the programme, staff establish an appropriate baseline using information including:
· EHCP outcomes and most recent Annual Review information;
· previous qualifications and attainment;
· initial and diagnostic assessment;
· learner and parent/carer views;
· communication and support needs;
· previous education and work experience;
· learner aspirations and intended destinations; and
· staff observation during induction and initial teaching.
English and mathematics starting points will be established using CENTURY Smart Initial Assessment and diagnostic assessment alongside previous attainment and other relevant assessment information. CENTURY diagnostic information will be used to identify individual strengths, knowledge gaps and areas for development and to inform teaching and personalised learning.
Starting points are used to establish appropriate curriculum expectations and individual areas for development and targets. Where targets relate to wider, non-accredited learning, the starting point and agreed target should be recorded in Kloodle so that the learner and relevant staff can monitor progress and upload evidence throughout the programme.
4. OCN London Accredited Assessment
For OCN London qualifications, assessment determines whether learners have demonstrated the learning outcomes and assessment criteria specified within the relevant unit.
Tutors/Assessors will:
· make assessment requirements clear to learners;
· use assessment activities that provide appropriate opportunities to demonstrate the required knowledge and skills;
· collect sufficient and appropriate evidence;
· clearly map evidence against the relevant assessment criteria;
· make assessment decisions based upon the evidence produced;
· provide constructive feedback;
· identify where further evidence or learning is required;
· maintain accurate assessment records; and
· ensure learner work is authentic.
Evidence may include written or electronic work, practical activities, observation, questioning and discussion, photographs or video, witness evidence and other methods permitted by the relevant qualification.
An OCN London unit will only be recorded as achieved when the learner has met all required assessment criteria. Assessment evidence must be authentic, sufficient and appropriate to the required level, clearly attributable to the learner and mapped to the relevant assessment criteria. Assessment decisions and feedback must be clearly recorded. Learner feedback and evaluation of their learning experience will also be gathered as part of the Centre's assessment and quality-assurance arrangements.
Assessment will be adapted appropriately for learners with SEND through reasonable adjustments while ensuring that the integrity of the qualification and assessment criteria is maintained.
BMTC may deliver accredited English and mathematics assessment through OCN London at Entry Level 1, Entry Level 2, Entry Level 3, Level 1 and Level 2, according to the approved qualification offer and the learner's assessed starting point and progression pathway. Formal OCN assessment remains separate from CENTURY diagnostic and formative assessment.
Detailed arrangements for checking the quality, validity and consistency of OCN assessment decisions are contained within the Internal Quality Assurance and Standardisation Policy.
OCN assessment evidence must be recorded and retained in accordance with OCN London requirements and the Centre's approved assessment and quality assurance arrangements. Kloodle and CENTURY may support learner engagement, reflection, diagnostic assessment and wider progress monitoring, but they do not replace the formal evidence and assessment records required for OCN London qualifications.
5. Assessment Appeals - Accredited Courses
Learners have the right to question and, where appropriate, appeal an assessment decision relating to an accredited course or qualification. BMTC will ensure that assessment appeals are handled fairly, promptly, transparently and without disadvantage to the learner. Where an appeal progresses beyond the initial informal review, it will be considered by a person who did not make the assessment decision being challenged.
This procedure applies to appeals concerning:
an Assessor's decision about whether assessment criteria have been achieved;
a decision that submitted evidence is insufficient;
the application of assessment requirements or procedures;
a decision concerning a reasonable adjustment or special consideration relating to accredited assessment; and
another accredited assessment decision where the learner believes that the agreed assessment process has not been applied fairly or consistently.
Concerns about the quality of teaching, staff conduct or the learner's general experience at the Centre should normally be considered under the Complaints Procedure rather than this assessment appeals process. Allegations of malpractice, maladministration, plagiarism or inappropriate use of artificial intelligence will be considered under the Malpractice, Maladministration, Plagiarism and Artificial Intelligence Policy, although a learner may appeal a resulting assessment decision or sanction through the appropriate route.
5.1 Informing and supporting learners
Learners will be told how their work will be assessed, the criteria they are required to meet, the outcome of assessment and any further evidence required, and how to question or appeal an assessment decision. Information about appeals will be provided in an accessible format appropriate to the learner's communication and learning needs.
A learner may be supported by a parent/carer, advocate or another appropriate person where required. Reasonable adjustments will be made to the appeals process. A learner will not be required to make an appeal in writing where SEND or communication needs make this a barrier; staff may support the learner to record the appeal accurately in another accessible form.
5.2 Grounds for appeal
An appeal should explain why the learner believes that the assessment decision should be reviewed. Grounds may include evidence that:
assessment criteria have been met but have not been recognised;
relevant learner evidence has not been considered;
assessment criteria have been interpreted or applied inconsistently;
the assessment process has not been followed correctly;
an agreed reasonable adjustment has not been implemented appropriately;
an administrative error has affected the assessment decision; or
the assessment decision is otherwise unsupported by the available evidence.
An appeal is not an additional assessment opportunity and does not permit assessment criteria or qualification standards to be changed or lowered.
5.3 Stage 1 - Informal review with the Assessor
A learner should normally raise a concern within 5 working days of receiving the assessment decision, wherever reasonably practicable. The Assessor will listen to the concern, explain the decision and evidence on which it was based, reconsider the evidence against the relevant assessment criteria where appropriate, and correct any clear error. The discussion should normally take place within 5 working days of the concern being raised.
Where the learner is satisfied, no further action is required. Any amended assessment decision must be recorded in the learner's assessment record. Where the learner remains dissatisfied, they may proceed to Stage 2.
5.4 Stage 2 - Formal internal appeal
The learner should normally request a formal appeal within 5 working days of the Stage 1 outcome. The appeal should identify the assessment decision being challenged, why the learner believes it should be reviewed and any evidence they wish to be considered. The learner may submit this themselves or be supported to do so.
The appeal will be acknowledged and passed to the Lead IQA or another suitably competent person who was not responsible for the original assessment decision. The reviewer will consider the learner's assessed work/evidence, the relevant learning outcomes and assessment criteria, the assessment task and instructions, the Assessor's decision and feedback, relevant assessment records, any reasonable adjustments or special consideration, the learner's grounds for appeal and relevant IQA records where appropriate.
A written or accessible outcome will normally be provided within 10 working days of receipt of the formal appeal. The outcome may uphold the original assessment decision, require the assessment decision to be reconsidered, require further internal quality assurance, correct an administrative or procedural error, or identify another appropriate remedial action. The learner will be told the reasons for the decision and how to progress to Stage 3 if they remain dissatisfied.
5.5 Stage 3 - Final Centre review
Where the learner remains dissatisfied, they may request a final Centre review within 5 working days of receiving the Stage 2 decision. The review will be undertaken by the Director of Education or another suitably senior and competent person who has not previously made the assessment decision or determined the appeal.
The purpose of Stage 3 is to establish whether the Stage 2 review was fair and sufficiently independent; the correct assessment criteria and procedures were applied; all relevant evidence was considered; reasonable adjustments were appropriately considered; the conclusions were supported by the evidence; and the learner's appeal was handled fairly. The final Centre decision will normally be communicated within 10 working days.
The outcome will clearly state when BMTC's internal assessment appeals process has been exhausted and, for OCN London accredited provision, will explain the learner's right to take the appeal to OCN London.
5.6 Appeal to OCN London
OCN London permits a learner to appeal an internal assessment decision once the Centre's own appeals process has been exhausted. Under the OCN London Appeals Procedure (version 4.0, 1 August 2026), any appeal to OCN London should then be made within four weeks of the learner receiving the outcome of the Centre's appeal process. OCN London accepts appeals from individual learners or their advocates, groups of learners or their representatives, and Centres.
BMTC will provide the learner with the final internal appeal outcome, information about the relevant OCN London appeals route, copies of relevant assessment/appeal records where appropriate, and reasonable support to understand the process. OCN London's process is independent of BMTC. Its current procedure states that an appeal will be acknowledged within five working days and that OCN London aims to reach its final conclusion within three months of receiving the written appeal, although complex cases may require extensive documentation.
5.7 Independence, conflicts of interest and records
No person should determine a formal appeal where they made the assessment decision being appealed, have already determined an earlier formal stage of the appeal, or have another actual or perceived conflict of interest. Where the normal person responsible for an appeal is conflicted, the Director of Education will nominate another suitably competent and independent person.
The assessment decision being challenged will remain subject to the outcome of the appeal. Where certification or an OCN submission deadline may be affected, the Quality Assurance Lead/Lead IQA will seek advice from OCN London where necessary.
BMTC will maintain an Assessment Appeals Log recording the learner, qualification/unit, decision concerned, date and grounds of appeal, stages completed, people involved, evidence considered, outcome and reasons, dates of decisions, any changes to assessment records and any resulting quality-improvement action. Records will be retained securely in accordance with Centre information-governance and OCN London requirements.
The Director of Education and Lead IQA will review appeals for patterns. Where an appeal identifies a possible wider weakness in assessment practice, BMTC will consider whether other learners may have been affected and take appropriate corrective and quality-improvement action.
The BMTC internal process and timelines are summarised in Appendix 3. The internal 5- and 10-working-day timescales are BMTC service standards. OCN London requires appeals against internal assessment outcomes to be raised with the Centre as soon as possible and, once the Centre's process is exhausted, any appeal to OCN London to be made within four weeks of the learner receiving the Centre's appeal outcome.
6. English and Mathematics Assessment
English and mathematics assessment combines diagnostic information, ongoing formative assessment and formal accredited assessment.
· CENTURY Smart Initial Assessment will be used to establish an initial English and mathematics starting point, alongside previous attainment and other relevant evidence.
· CENTURY diagnostic assessment will identify strengths, knowledge gaps and areas for development and inform personalised learning and teaching.
· Tutors will use CENTURY performance information alongside classroom assessment, learner work, questioning and observation to monitor progress from starting points.
· Formal accredited achievement will be assessed separately through the appropriate OCN London qualification at Entry Level 1, Entry Level 2, Entry Level 3, Level 1 or Level 2 where this forms part of the learner's programme.
· CENTURY data does not replace OCN assessment evidence or assessor decisions.
· English and mathematics will be reviewed separately at LRPP points so that strengths or concerns in one subject are not obscured by progress in the other.
A full diagnostic may be repeated at planned review points where useful and proportionate. Staff should avoid unnecessary reassessment and should use the live information already available in CENTURY to inform teaching and review.
7. RARPA and Wider Learner Progress
Not all important learning undertaken at Bromley Mencap Training Centre is captured through accredited qualifications. The Centre therefore uses the principles of Recognising and Recording Progress and Achievement (RARPA) to identify, plan, evidence and review progress in wider areas of learning.
RARPA will be monitored and evidenced through the Kloodle App. Learners and staff will be able to identify targets, review progress and upload evidence. Evidence should be linked to the relevant target and should demonstrate what the learner has learned, developed or achieved rather than simply confirming attendance or participation.
This includes, where appropriate:
· EHCP outcomes;
· Preparing for Adulthood;
· independence;
· communication and interaction;
· wellbeing and resilience;
· employability and work-readiness;
· careers learning and Gatsby Benchmark-related development;
· social and interpersonal skills;
· community participation;
· enrichment;
· work experience; and
· individual learner areas for development.
The RARPA approach follows five stages:
1. Aims - identifying the overall purpose and intended outcomes of learning.
2. Initial assessment - establishing the learner's relevant starting point.
3. Challenging individual objectives - agreeing meaningful and appropriately challenging targets.
4. Recognition and recording of progress - gathering evidence of learning and reviewing progress during the programme.
5. End-of-programme review - recognising achievement and identifying appropriate next steps.
RARPA targets should be:
· meaningful and relevant to the learner;
· appropriately challenging;
· expressed in terms of development, learning or achievement;
· accessible to the learner;
· reviewed regularly; and
· linked to appropriate evidence.
Evidence should be proportionate to the learning and the individual learner. It may include learner work, staff observations, photographs, learner reflection, work experience feedback, skills assessments, discussions and other appropriate evidence. Where appropriate, this evidence should be uploaded to Kloodle by the learner or a member of staff.
Staff should ensure that Kloodle records are sufficiently clear to show:
· the learner's starting point;
· the agreed target or intended outcome;
· the evidence uploaded;
· the progress made;
· the learner's own reflection or contribution where possible; and
· the next step or outcome of the review.
8. Individual Areas for Development, Targets and EHCP Outcomes
Each learner's programme will reflect their individual needs, aspirations and EHCP outcomes. EHCP outcomes are considered alongside curriculum and assessment information to identify meaningful individual areas for development.
A LAPP area for development should normally derive from an EHCP outcome and/or an identified progression need. It is not intended to create an additional set of targets. Where an EHCP outcome is broad or long-term, the LAPP may identify the aspect of that outcome which will be a particular focus during the current academic year.
Specific RARPA targets can then identify smaller, meaningful steps towards the area for development and be recorded and evidenced through Kloodle. Targets should identify the development or progress expected rather than simply record participation in an activity.
Staff will regularly review evidence against these targets and use this information to:
· recognise progress;
· identify where progress has slowed or barriers have emerged;
· adapt teaching or support;
· increase challenge where appropriate; and
· identify new or revised targets.
Learners will be involved in reviewing their own progress and identifying their next steps. They may upload evidence themselves or be supported by staff to do so.
9. Formative Assessment and Weekly Progress Tracking
Assessment takes place throughout teaching and learning. Tutors use formative assessment to check understanding and determine what learners need next. Tutors should track each learner's progress on an at least weekly basis, using appropriate evidence from teaching, learning activities, observations, learner work, questioning, practical tasks, feedback and progress towards individual targets.
Weekly tracking should be proportionate. It does not require a lengthy written record for every learner every week. Tutors must review the progress of every learner and maintain a current overview. A brief entry should be made where there is a significant achievement, change in progress, emerging concern, assessment milestone, barrier or action required. Where a learner is progressing as expected, the weekly status may simply be recorded as On Track.
Formative assessment may include:
· questioning and discussion;
· observation;
· practical activities;
· quizzes and retrieval activities;
· review of learner work;
· learner self-assessment;
· verbal and written feedback;
· individual tutorials;
· CENTURY performance and diagnostic information for English and mathematics; and
· assessment against personal targets.
Where formative assessment relates to a RARPA target, relevant evidence or a brief record of progress should be uploaded to Kloodle where appropriate.
Assessment information should influence subsequent teaching. Where assessment demonstrates that a learner has not understood or retained important knowledge or skills, staff will revisit, adapt or reinforce learning as appropriate. Significant concerns should be raised promptly with the relevant Lead Tutor or manager rather than waiting for the next scheduled review.
Discussion of Progress Tracking in Staff Meetings
Learner progress tracking should be discussed in staff meetings at least once each half term. This provides a minimum formal opportunity for the education team to review patterns across learners, identify barriers, agree actions and check that teaching and support are being adapted.
Staff meeting discussions should focus on:
· learners making strong progress and how effective practice can be shared;
· learners whose progress is slower than expected;
· barriers to learning, attendance or engagement;
· changes needed to teaching, support or reasonable adjustments;
· progress towards RARPA, EHCP and curriculum outcomes;
· English and mathematics progress indicated by CENTURY and teaching assessment;
· learners requiring additional intervention or increased challenge; and
· actions, responsibilities and timescales.
A brief record of agreed actions should be maintained. Half-termly staff discussions do not replace weekly tutor tracking or the three formal LRPP meetings.
10. Learning Review and Progression Planning
The Training Centre holds three formal Learning Review and Progression Planning (LRPP) meeting days during each academic year. These provide protected time for the education team to consider the learning, achievement, development and progression of every learner across their whole programme, rather than reviewing individual qualifications or subjects in isolation.
The review considers:
· accredited qualification progress;
· English progress;
· mathematics progress;
· RARPA and individual targets;
· progress towards EHCP outcomes;
· attendance and engagement;
· communication and support needs;
· independence and Preparing for Adulthood;
· employability and careers development;
· work experience and vocational interests;
· wellbeing and barriers to learning;
· learner and parent/carer feedback where relevant; and
· intended destination and progression.
CENTURY data will be used as one source of evidence for English and mathematics review. Kloodle records will be used as a source of evidence for reviewing RARPA targets and wider learner progress. OCN records will evidence formal accredited assessment and achievement.
For each learner, staff consider:
Where did they start?
What have they learned, achieved or developed?
What evidence demonstrates this?
Are they making the progress we expected?
What barriers remain?
What needs to change?
What are their next targets?
Are they on track for their intended destination?
Actions and revised targets arising from the meeting are recorded in the learner's Learner Assessment and Progression Plan (LAPP) and incorporated into subsequent teaching, support and progression planning. Revised RARPA targets should be updated in Kloodle.
11. Progression and Destination Planning
Assessment information will inform decisions about:
· future curriculum choices;
· qualification level;
· work experience;
· careers guidance;
· independence development;
· transition support;
· further education or vocational training;
· supported employment, volunteering or employment; and
· other appropriate adult destinations.
As learners move through their programme, assessment and progression planning should increasingly demonstrate how their learning is preparing them for their intended next step.
12. Learner Involvement
Learners are active participants in assessment. They will be supported to:
· understand what they are learning;
· understand what they have achieved;
· recognise their own progress;
· contribute to setting targets;
· reflect on their strengths and areas for development;
· upload or contribute to evidence in Kloodle where appropriate;
· understand feedback; and
· identify aspirations and next steps.
Information will be communicated in an accessible way appropriate to individual communication and learning needs. Where a learner cannot use Kloodle independently, staff will provide appropriate support and ensure that the learner's views remain central.
13. Recording and Use of Assessment Information
Assessment records must be accurate, current and sufficiently detailed to demonstrate learner progress. Information gathered through assessment is used to:
· plan teaching;
· identify interventions;
· monitor individual learner progress;
· inform Learning Review and Progression Planning meetings;
· contribute to EHCP Annual Reviews;
· inform reports to learners and parents/carers;
· evaluate curriculum effectiveness;
· identify differences in achievement between groups;
· inform the Training Centre's self-assessment and quality improvement processes; and
· provide evidence to OCN London and other relevant external bodies where required.
Kloodle will be used to record and monitor RARPA targets and appropriate evidence of wider learner progress. CENTURY will hold detailed English and mathematics initial, diagnostic and progress information. OCN assessment evidence will remain in the Centre's approved formal qualification records. The LAPP brings these sources together at learner level without duplicating them.
Personal data, photographs, videos and other evidence must be handled in accordance with the Centre's data protection, safeguarding and information governance requirements.
14. Roles and Responsibilities
Director of Education
The Director of Education has overall responsibility for ensuring that effective assessment systems operate across the Training Centre and that assessment information is used to evaluate the quality and impact of provision.
Senior SEND Tutor / Quality Assurance Lead
The designated quality lead oversees the implementation of assessment processes, supports consistency of practice and coordinates the relationship between assessment and Internal Quality Assurance. The quality lead also monitors RARPA recording through Kloodle and the effective use of assessment information across the Centre.
Tutors / Assessors
Tutors and Assessors are responsible for:
· planning assessment, making and recording assessment decisions and providing feedback;
· tracking learner progress at least weekly and using assessment information to adapt teaching;
· using CENTURY data appropriately for English and mathematics where relevant;
· agreeing and reviewing RARPA targets with learners and ensuring these are recorded in Kloodle;
· supporting learners to upload or contribute evidence;
· contributing to half-termly staff discussions about learner progress;
· escalating significant concerns promptly; and
· ensuring that progress and next steps are reflected accurately.
All Staff Supporting Learning
Staff contributing observations or other evidence must ensure that information is accurate, objective and attributable to the learner concerned. Staff should contribute relevant information to progress discussions and raise significant concerns as soon as they arise.
15. Relationship with Internal Quality Assurance
Assessment and Internal Quality Assurance are closely connected but have different purposes.
Assessment asks: Has the learner demonstrated the required learning and made progress?
Internal Quality Assurance asks: Can we be confident that our assessment decisions and assessment processes are accurate, fair, valid and consistent?
The separate Internal Quality Assurance and Standardisation Policy sets out arrangements for:
· pre-assessment checking of assessment activities;
· IQA planning;
· interim and summative sampling;
· assessor feedback;
· standardisation;
· monitoring actions;
· preparation for External Quality Assurance; and
· OCN London quality requirements.
IQA may review the use of Kloodle as part of monitoring the quality and consistency of RARPA practice. CENTURY and Kloodle must not be used to replace the formal assessment evidence, assessment decisions or quality assurance records required for OCN London qualifications.
16. Related Policies, Systems and Guidance
· Internal Quality Assurance and Standardisation Policy
· Malpractice, Maladministration, Plagiarism and Artificial Intelligence Policy
· Conflict of Interest Procedure
· SEND, Inclusion and Reasonable Adjustments Policy
· Curriculum, Teaching and Learning Policy
· Safeguarding Children, Young People and Adults Policy
· Attendance Policy
· Careers, Progression and Destinations Policy
· Data Protection and Information Governance Policy
· Kloodle App guidance and acceptable use procedures
· CENTURY guidance and approved Centre procedures
· OCN London qualification specifications and current assessment guidance
References
OCN London - Appeals Procedure: OCN London qualifications and units, version 4.0 (1 August 2026): https://ocnlondon.org.uk/centres/policies-and-procedures/appeals-procedure-ocn-london-qualifications-units/
OCN London - Assessment and Quality Assurance guidance: https://ocnlondon.org.uk/centres/quality-assurance/assessment/
OCN London - Internal Verification / Quality Assurance guidance: https://ocnlondon.org.uk/centres/quality-assurance/internal-verification/
OCN London - External Verification guidance: https://ocnlondon.org.uk/centres/quality-assurance/external-verification/
CENTURY - Further Education and College information: https://www.century.tech/explore-century/fe-college/
CENTURY Support - Diagnostics guidance: https://support.century.tech/support/solutions/articles/44001958285-what-are-diagnostics-


Appendix 1 - Learner Assessment and Progression Plan (LAPP)
The LAPP brings together existing assessment information to support Learning Review and Progression Planning (LRPP). It should not duplicate information held elsewhere.
Where information is already held in an approved Centre system or learner record, it may be pre-populated or summarised. Staff are responsible for checking that information is accurate and current.
Where approved by Bromley Mencap, secure AI-assisted tools may be used to support pre-population or summarisation from authorised learner records. AI-generated content must always be checked by the responsible member of staff before being added to the learner record.
Learner Overview
Learner: _______________________________________________________
Academic Year / Year Group: _______________________________________________________
Lead Tutor: _______________________________________________________
Date LAPP established: _______________________________________________________
Current intended destination / longer-term aspiration:
Where does the learner currently want to get to? E.g. paid employment, supported employment, vocational FE course or greater independence before progressing to employment.
__________________________________________________________________________________________
A. ASSESS - Starting Point
This section should normally be pre-populated from existing learner records and checked by the Lead Tutor rather than rewritten from source documents. Keep it brief and include only information relevant to education, support, progress or intended destination.
	Starting-point evidence
	Key information / prompt

	EHCP outcomes and most recent Annual Review
	Summarise current EHCP outcomes BMTC contributes towards and relevant priorities/actions from the latest Annual Review. Do not copy the whole EHCP.

	Previous qualifications and attainment
	Qualifications, units and levels already achieved, including relevant English, maths and vocational attainment.

	Initial and diagnostic assessment
	BMTC baseline information, including CENTURY English/maths baseline and diagnostic information where relevant, and what it tells us about current knowledge, skills and levels.

	Learner views
	What the learner says they are good at, find difficult, want help with and want to achieve.

	Parent/carer views
	Relevant strengths, concerns, areas for development or aspirations identified by parents/carers.

	Communication and support needs
	Key information staff need to teach and communicate effectively, e.g. processing time, visual support, simplified language or anxiety around unfamiliar tasks.

	Previous education
	Relevant previous provision/pathway and anything important about what has or has not worked previously.

	Previous work experience / vocational experience
	Placements, volunteering, vocational learning or employment experience and what these indicate about strengths, interests or support needs.

	Learner aspirations and intended destination
	Current career/vocational interests, next educational step and longer-term adult aspirations.

	Staff observations during induction and initial teaching
	What BMTC staff observe the learner doing independently or with support. Focus on information that confirms, adds to or challenges the documentary starting point.


Key strengths / what the learner can already do:
Summarise the most important strengths demonstrated across the evidence above. Focus particularly on independence and what the learner can reliably do now.
__________________________________________________________________________________________
Key areas for development:
What are the most important things the learner needs to develop to achieve their EHCP outcomes and move towards their intended destination?
__________________________________________________________________________________________
Key barriers to learning or progression:
E.g. attendance, anxiety, communication difficulty, low confidence, gaps in prior learning, difficulty generalising skills or travel independence.
__________________________________________________________________________________________
Reasonable adjustments / approaches important for learning:
Record only the key approaches staff need to know and consistently use. Detailed provision remains in the EHCP/learner profile.
__________________________________________________________________________________________
B. PLAN - What Matters This Year?
This section identifies the key individual areas for development that bring the learner's programme together.
What is a Key Area for Development?
A Key Area for Development should normally come from the learner's EHCP outcomes and identified progression needs. It is not another set of separate targets. Where an EHCP outcome is broad or long-term, identify the part of that outcome that BMTC will particularly focus on during this academic year. A Key Area for Development can also be included where assessment identifies something essential to the learner's intended destination that is not adequately captured by an existing EHCP outcome.
Example: EHCP outcome: "X will develop the communication and interaction skills required to participate successfully in adult life and employment." LAPP Key Area for Development: "Develop workplace communication and confidence with unfamiliar people."
Specific measurable steps towards this area for development can then be recorded and evidenced through Kloodle/RARPA, rather than creating another set of targets here.
	Key Area for Development
	Starting Point
	Intended Outcome
	Where monitored/evidenced

	
	What can the learner currently do and what support is needed?
	What meaningful difference do we expect to see?
	OCN / Kloodle-RARPA / EHCP / Other

	
	
	
	OCN / Kloodle-RARPA / EHCP / Other

	
	
	
	OCN / Kloodle-RARPA / EHCP / Other

	
	
	
	OCN / Kloodle-RARPA / EHCP / Other

	
	
	
	OCN / Kloodle-RARPA / EHCP / Other


Do not create five areas for development simply because five rows are available. Record only meaningful individual areas for development.
Programme at a Glance
OCN / accredited learning:
Qualification/pathway being followed and current level.
__________________________________________________________________________________________
English:
Record CENTURY starting point/current position, key diagnostic focus and relevant OCN level/pathway. Do not copy detailed CENTURY data.
__________________________________________________________________________________________
Mathematics:
Record CENTURY starting point/current position, key diagnostic focus and relevant OCN level/pathway. Do not copy detailed CENTURY data.
__________________________________________________________________________________________
Key RARPA / EHCP areas for development:
Main wider learning areas being actively targeted and evidenced through Kloodle.
__________________________________________________________________________________________
Employment / work experience area for development:
What does this learner particularly need to develop or experience to move towards their intended employment/vocational destination?
__________________________________________________________________________________________
Preparing for Adulthood / independence area for development:
The most relevant independence/PfA focus for this learner, rather than a generic activity undertaken by the whole group.
__________________________________________________________________________________________
C. DO - Current Provision
Do not list everything on the learner's timetable. Record only individualised provision, reasonable adjustments, interventions or significant opportunities put in place because of the learner's assessed needs and areas for development.
Examples: SALT strategy implemented across lessons; supported travel training; targeted social communication work; differentiated work-experience placement; additional English intervention; planned opportunities to practise independent purchasing.
	Provision / Action
	Why is this needed?
	Lead

	
	Which area for development, barrier or assessed need does this address?
	Who makes sure it happens?

	
	
	

	
	
	


D. REVIEW - Learning Review and Progression Planning
LRPP 1
Date: _________________________
Current Picture
Use a quick professional judgement from evidence already held elsewhere. Do not reproduce the evidence in this table.
	Area
	Current position
	Action needed?

	OCN / accredited learning
	On track / Some concern / Significant concern
	Only note an action where something needs to change.

	English
	On track / Some concern / Significant concern
	

	Mathematics
	On track / Some concern / Significant concern
	

	RARPA / individual targets
	On track / Some concern / Significant concern
	

	EHCP outcomes
	On track / Some concern / Significant concern
	

	Attendance & engagement
	On track / Some concern / Significant concern
	

	Independence / Preparing for Adulthood
	On track / Some concern / Significant concern
	

	Employment / careers / work experience
	On track / Some concern / Significant concern
	

	Wellbeing / communication / support
	On track / Some concern / Significant concern
	


Learning Review
What has the learner learned, achieved or developed since their starting point / previous review?
Focus on what the learner now knows, understands or can do better or more independently - not a list of activities attended.
__________________________________________________________________________________________
Key evidence: OCN assessment / CENTURY / Kloodle / Tutor assessment / Learner voice / Work experience / Attendance / EHCP targets / Other
What is not progressing as expected / what barriers remain?
Only complete where relevant. Consider learning, attendance, engagement, support, wellbeing, communication and curriculum level.
__________________________________________________________________________________________
Progression Planning
Is the learner currently on track for their intended destination? Yes / Broadly / Not yet / Destination needs reviewing
What needs to happen next?
What learning, experience, qualification, independence, careers activity, support or increased challenge is now needed?
__________________________________________________________________________________________
Targets/provision to: Continue / Change / Increase challenge / Add / Close as achieved
Key actions before the next LRPP - record actions arising from the review, not routine teaching.
	Action
	Who?
	By when?

	
	
	

	
	
	

	
	
	


E. LRPP 2
Date: _________________________
Current Picture
Use a quick professional judgement from evidence already held elsewhere. Do not reproduce the evidence in this table.
	Area
	Current position
	Action needed?

	OCN / accredited learning
	On track / Some concern / Significant concern
	Only note an action where something needs to change.

	English
	On track / Some concern / Significant concern
	

	Mathematics
	On track / Some concern / Significant concern
	

	RARPA / individual targets
	On track / Some concern / Significant concern
	

	EHCP outcomes
	On track / Some concern / Significant concern
	

	Attendance & engagement
	On track / Some concern / Significant concern
	

	Independence / Preparing for Adulthood
	On track / Some concern / Significant concern
	

	Employment / careers / work experience
	On track / Some concern / Significant concern
	

	Wellbeing / communication / support
	On track / Some concern / Significant concern
	


Learning Review
What has the learner learned, achieved or developed since their starting point / previous review?
Focus on what the learner now knows, understands or can do better or more independently - not a list of activities attended.
__________________________________________________________________________________________
Key evidence: OCN assessment / CENTURY / Kloodle / Tutor assessment / Learner voice / Work experience / Attendance / EHCP targets / Other
What is not progressing as expected / what barriers remain?
Only complete where relevant. Consider learning, attendance, engagement, support, wellbeing, communication and curriculum level.
__________________________________________________________________________________________
Progression Planning
Is the learner currently on track for their intended destination? Yes / Broadly / Not yet / Destination needs reviewing
What needs to happen next?
What learning, experience, qualification, independence, careers activity, support or increased challenge is now needed?
__________________________________________________________________________________________
Targets/provision to: Continue / Change / Increase challenge / Add / Close as achieved
Key actions before the next LRPP - record actions arising from the review, not routine teaching.
	Action
	Who?
	By when?

	
	
	

	
	
	

	
	
	


F. LRPP 3 - End-of-Year Review and Progression Planning
Date: _________________________
End-of-Year Position
	Area
	Outcome

	OCN / accredited learning
	Achieved/On track / Partially achieved / Not achieved

	English
	Strong progress / Expected progress / Limited progress

	Mathematics
	Strong progress / Expected progress / Limited progress

	RARPA / individual targets
	Strong progress / Expected progress / Limited progress

	EHCP outcomes
	Strong progress / Expected progress / Limited progress

	Independence / Preparing for Adulthood
	Strong progress / Expected progress / Limited progress

	Employment / careers / work experience
	Strong progress / Expected progress / Limited progress


What Difference Has the Programme Made?
Most significant learning, achievement and development this year:
Summarise the most important changes across the whole programme. Do not simply list qualifications or activities.
__________________________________________________________________________________________
What can the learner now do that they could not do, or could not do as independently, at their starting point?
This should make progress from the original baseline clearly visible.
__________________________________________________________________________________________
Key areas still requiring development:
What should carry forward into future learning, support or the next stage?
__________________________________________________________________________________________
Progression
Planned destination / next step:
E.g. Year 2 BMTC programme, FE course, supported internship, volunteering, supported employment, paid employment or other identified next step.
__________________________________________________________________________________________
Evidence that this is an appropriate next step:
Briefly explain how assessment, learner progress, interests, experience and learner voice support this decision.
__________________________________________________________________________________________
Transition actions required:
Only practical actions needed to make progression successful - e.g. application, visit, travel training, information sharing, work placement or careers support.
__________________________________________________________________________________________
For returning learners - areas for development for next year's programme:
Identify the main areas that should inform next year's starting point and planning. Do not write the new targets here.
__________________________________________________________________________________________
Learner Voice
This may be completed directly by the learner, recorded by staff, or drawn from an accessible learner review.
I am proud of:
Something I have achieved, learned or become more confident doing.
__________________________________________________________________________________________
I have got better at:
Something I can now do better or more independently.
__________________________________________________________________________________________
Next I want to:
Something important to me for my next stage.
__________________________________________________________________________________________
Review Sign-Off
Learner contributed: Yes / No
Lead Tutor: __________________________
LRPP review completed: Yes / No
LAPP / Kloodle targets updated where required: Yes / No
Progression actions recorded: Yes / No


Appendix 2 - Weekly Learner Progress Tracker (Exemplar)
This is the light weekly record referred to in Section 9. It is a tutor/subject overview, not an additional assessment system. Detailed evidence remains in OCN records, CENTURY, Kloodle and learner work.
Tutor: _____________________________________________
Subject / Unit: _____________________________________________
Week commencing: _____________________________________________
Status key: OT = On Track   |   SC = Some Concern   |   SIG = Significant Concern
	Learner
	Learning / assessment focus this week
	Current position
	Evidence / brief note
	Action / next step

	Learner A
	Interview skills - responding to questions
	OT
	Independently answered 4/5 questions using relevant examples.
	Increase challenge - unfamiliar questions next week.

	Learner B
	Interview skills - responding to questions
	SC
	Can identify suitable answers but needs verbal prompts to expand.
	Model response structure; reassess next session.

	Learner C
	Interview skills - responding to questions
	OT
	OCN evidence completed and criteria met.
	Move to next assessment criterion.

	Learner D
	Interview skills - responding to questions
	SIG
	Absent for 2 sessions; insufficient evidence and behind planned point.
	Arrange catch-up and monitor.

	Learner E
	Interview skills - responding to questions
	OT
	Secure in taught skill; evidence saved.
	Continue as planned.


What Goes in Each Column?
Learning / assessment focus this week: What were you actually expecting the learner to learn, practise or demonstrate? This can usually be copied down for the whole group rather than typed separately for every learner.
Current position: Based on this week's learning, is the learner where you reasonably expected them to be? This is a professional judgement, not a grade.
Evidence / brief note: What tells you that? One short phrase is enough. Examples: independent after modelling; 3/5 correct; criterion 2.1 achieved; still needs visual prompt; CENTURY identifies a fractions gap; practical task completed independently.
Action / next step: What are you going to do with that information? Leave blank or use "continue as planned" if nothing needs to change. Otherwise: reteach, additional practice, increased challenge, further evidence, reasonable adjustment, intervention, catch-up or Kloodle evidence.
Weekly Recording Expectation
Tutors review every learner's progress at least weekly. A brief entry should be made where there is a significant achievement, change in progress, emerging concern, assessment milestone, barrier or action required. Where a learner is progressing as expected, the weekly status may simply be recorded as OT. Staff should not create narrative for every learner simply to demonstrate that tracking has taken place.
English and Mathematics - Example
For English and mathematics, CENTURY already holds detailed baseline, diagnostic and progress information. The weekly tracker should therefore record only the teaching/progress judgement and action needed, rather than copying CENTURY data.
	Learner
	CENTURY / teaching focus
	Weekly position
	OCN position
	Action

	Learner A
	Sentence structure
	OT
	Entry 3 on track
	Continue

	Learner B
	Reading inference
	SC
	Entry 3 on track
	Assign targeted CENTURY learning and revisit in class

	Learner C
	Fractions
	OT
	Level 1 on track
	Increase challenge

	Learner D
	Number operations
	SIG
	Entry 3 at risk
	Targeted tutor intervention and catch-up


CENTURY remains the detailed English/mathematics data source; OCN records remain the formal accredited assessment record; Kloodle remains the RARPA/wider progress evidence source; and the LAPP/LRPP brings the whole learner picture together.
Appendix 3 - Accredited Assessment Appeals Process and Timeline
This flowchart summarises BMTC's internal appeals process for accredited assessment decisions and the route to OCN London once the Centre process has been exhausted. The 5- and 10-working-day internal timescales are BMTC service standards; the four-week external deadline is set by the OCN London Appeals Procedure.
	LEARNER RECEIVES AN ACCREDITED ASSESSMENT DECISION

	↓

	Stage 1 - Informal review with Assessor
Raise concern normally within 5 working days of receiving the decision. Review normally takes place within 5 working days.

	↓

	Resolved?
If yes: record any amended decision and close. If no: learner may move to Stage 2.

	↓

	Stage 2 - Formal internal appeal
Request normally within 5 working days of Stage 1 outcome. Independent review by Lead IQA or another suitably competent reviewer. Outcome normally within 10 working days.

	↓

	Resolved?
If yes: record outcome and close. If no: learner may move to Stage 3.

	↓

	Stage 3 - Final Centre review
Request normally within 5 working days of Stage 2 outcome. Director of Education or another suitably senior, competent and independent reviewer. Final Centre outcome normally within 10 working days.

	↓

	Internal BMTC process exhausted
Final outcome explains the external OCN London appeal route.

	↓

	Appeal to OCN London
Any appeal to OCN London must be made within 4 weeks of the learner receiving BMTC's final appeal outcome.


Timeline at a Glance
	Stage
	Expected timescale

	Learner raises concern after assessment decision
	Normally within 5 working days

	Stage 1 informal review
	Normally completed within 5 working days

	Learner requests Stage 2
	Normally within 5 working days of Stage 1 outcome

	Stage 2 independent formal review
	Outcome normally within 10 working days

	Learner requests Stage 3
	Normally within 5 working days of Stage 2 outcome

	Stage 3 final Centre review
	Outcome normally within 10 working days

	External appeal to OCN London
	Within 4 weeks of receiving BMTC's final outcome


OCN London note: appeals against outcomes of internal assessment should be made to the Centre as soon as possible following the assessment decision. Once the Centre's own appeals process is exhausted, any appeal to OCN London should be made within four weeks of the learner receiving the outcome of the Centre's appeal process.
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