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1. Purpose and Scope
Bromley Mencap Training Centre (BMTC) is committed to continuously improving the quality and impact of its education provision. This policy explains how BMTC knows how well its provision is working, how evidence is brought together, and how findings lead to improvement.
understand learners' progress, achievement, participation and experience;
evaluate curriculum, teaching, assessment and support;
identify strengths, variation, risks and areas requiring improvement;
support professional reflection and development;
inform the Self-Assessment Report (SAR) and Quality Improvement Plan (QIP);
ensure improvement actions are followed through and rechecked for impact; and
provide proportionate assurance and challenge through leadership and governance.
BMTC quality assurance is learner-centred, evidence-informed, proportionate and developmental. It focuses on the impact of provision on learners and supports continuous self-evaluation and improvement.
The approach sits within the Organisation's current values: Committed, Community-Led, Empowering, Connected and Innovative.
	PLAN -> DELIVER -> MONITOR -> REVIEW -> ACT -> RECHECK


The central questions are: What are we trying to achieve? How well are we doing it? What evidence tells us? What needs to improve? What action will we take? Did it make the intended difference?
2. Relationship to Organisational and BMTC Policies
This policy does not repeat processes that are fully described elsewhere. Operational policies explain what BMTC does; this policy explains how evidence from that work is evaluated and used for improvement.
	Quality evidence / issue
	Primary source - exact section where verified

	Starting points, curriculum planning and teaching
	Curriculum, Teaching and Learning Policy 2026-27: §§4-7

	Learner progress and whole-programme review
	Assessment Policy and Strategy 2026-27: §§6-9 and §12

	OCN accredited assessment
	Assessment Policy and Strategy 2026-27: §4

	English and mathematics assessment
	Assessment Policy and Strategy 2026-27: §5

	Assessment roles and use of information
	Assessment Policy and Strategy 2026-27: §§12-14

	Curriculum and teaching QA
	Curriculum, Teaching and Learning Policy 2026-27: §§15-17

	Attendance and engagement themes
	Attendance and Engagement Strategy 2026-27: §7

	Safeguarding assurance
	Safeguarding Children, Young People and Adults Policy 2026-27: §26 and Appendix 5

	Behaviour / conduct patterns
	Positive Behaviour, Conduct and Placement Policy 2026-27: §9

	SEND / reasonable adjustments
	SEND, Inclusion and Reasonable Adjustments Policy 2026-27: relevant SEND provision and review sections

	Careers, work experience and destinations
	Careers, Employability, Work Experience and Destinations Policy 2026-27: relevant careers, transition and destination sections

	Accredited assessment quality
	Internal Quality Assurance and Standardisation Policy: relevant IQA, sampling, standardisation and EQA sections

	Training and development
	Employee Handbook April 2026: §2.16 Training and development

	Formal performance concerns
	Employee Handbook April 2026: §5.2 Performance Improvement Procedure

	Formal supervision and appraisal
	Staff Supervision and Appraisal Policy: Purpose; Definitions; Procedures; Training and Development; Appraisals; Procedure


Where a source document is organised by headings rather than numbered sections, this policy references the exact heading rather than inventing a section number.
3. BMTC Quality Assurance Model
3.1 Evidence pathway
	Learner-level evidence -> staff / programme review -> focused QA -> Centre Quality Review -> SAR / QIP -> governance assurance -> improvement -> recheck


The SAR should emerge from ongoing evaluation rather than being reconstructed at the end of the year. The QIP should contain the most significant quality priorities, not become a general administrative to-do list.
3.2 Sources of quality evidence
	Evidence area
	Examples

	Learner progress and achievement
	Accredited achievement; progress from starting points; RARPA; EHCP outcomes; English/mathematics; individual goals

	Participation and personal development
	Attendance; engagement; behaviour; enrichment; independence; Preparing for Adulthood

	Curriculum, teaching and support
	Curriculum review; schemes/planning; Professional Learning Visits; thematic reviews; learner work and experience

	SEND and inclusion
	EHCP-informed provision; reasonable adjustments; communication strategies; specialist input; participation

	Assessment quality
	Assessment records; standardisation; IQA; EQA; awarding-organisation feedback

	Learner and stakeholder experience
	Learner voice; parents/carers; employers; placement providers; professionals

	Progression and destinations
	Careers activity; work experience; transition plans; applications; destinations

	Leadership and organisational effectiveness
	Staff development; safeguarding themes; complaints; external review; governance; QIP progress


Evidence should normally be triangulated. A single data point, learning visit or individual comment should not automatically be treated as a centre-wide conclusion.
3.3 Proportionate evidence and workload
BMTC uses evidence already generated through normal professional practice wherever possible. Staff are not expected to copy information into a second QA record where it is already held accurately in an approved learner, assessment, attendance, safeguarding, careers or staff-development system.
This is consistent with Ofsted inspection information for use from September 2026: providers are not expected to produce written evidence against every toolkit standard, complete a formal toolkit self-evaluation, use prescribed planning formats, create work for inspection, grade individual lessons, or undertake a prescribed amount or type of lesson observation.
4. Roles and Accountability
	Role
	Quality assurance responsibility

	Bromley and Lewisham Mencap Senior Management Team
	Approves this policy and provides organisational oversight and support.

	Education Committee
	Provides strategic scrutiny, assurance and challenge on quality, learner outcomes, SAR/QIP priorities, risk and progress.

	Director of Education
	Owns the BMTC quality system; coordinates the QA cycle, SAR and QIP; identifies significant strengths/risks; ensures actions are owned and rechecked; reports through leadership and governance routes.

	Named SEND Lead / Senior SEND Tutor
	Supports operational quality leadership, particularly SEND/inclusion, teaching and learner support, assessment/IQA, EHCP-informed provision, staff development and follow-up of agreed actions.

	Tutors / Assessors
	Plan, teach, assess and track progress; contribute to learner and programme review; reflect on professional practice; implement and review agreed improvement actions.

	Learner Development & Progression Coordinator and support staff
	Contribute learner participation, enrichment, attendance/engagement, progression and relevant wider-progress evidence; identify emerging themes and support agreed actions.

	All staff supporting learning
	Contribute accurate evidence and professional reflection through normal responsibilities and raise significant concerns promptly.


5. Evaluating the Quality and Impact of Provision
5.1 Learner progress and achievement
Learner progress is a central source of evidence about the effectiveness of provision. Detailed arrangements for starting points, OCN assessment, CENTURY, RARPA/Kloodle, LAPP, weekly tracking and Learning Review and Progression Planning (LRPP) are set out in the Assessment Policy and Strategy 2026-27, particularly §§4-9 and §12.
For quality-assurance purposes, BMTC brings this evidence together to consider whether learners are making meaningful progress from individual starting points; whether intended outcomes are being achieved; whether patterns across learners, cohorts or curriculum areas require further investigation; and whether changes to teaching, support or curriculum have had the intended effect.
The detailed evidence remains in the learner and assessment systems. The QA record should focus on what the evidence means and what, if anything, needs to change.
5.2 Curriculum, teaching and learner support
The Curriculum, Teaching and Learning Policy defines BMTC's curriculum and professional expectations. QA asks two central questions: Are learners receiving the curriculum we intended? Is it making the intended difference to their knowledge, skills, independence and progression?
BMTC uses six common Teaching Practice Framework areas as shared professional language across self-review, learning visits and relevant thematic activity:
Know learners and their starting points
Plan purposeful and sequenced learning
Teach clearly and effectively
Include, adapt and develop independence
Assess, respond and give feedback
Prepare learners for their next steps
These areas are not an observation grading framework and do not require a comment against every area on every visit.
5.3 Professional Learning Visits
Professional Learning Visits are developmental reviews of teaching practice and learner experience. In line with Curriculum, Teaching and Learning Policy §15, each tutor will normally receive at least one planned visit across the academic year. Additional visits may be agreed where useful for development, follow-up or a specific quality question.
have an agreed or clearly stated focus;
consider learner experience and impact;
use the six BMTC practice areas as prompts rather than a grading checklist;
include professional discussion and reflection;
identify strengths and, where appropriate, normally one meaningful next step; and
record agreed support, CPD or follow-up where this will add value.
No Ofsted-style lesson grade is awarded. This replaces the previous 2025 approach in which individual lesson observations were graded.
5.4 Thematic Learning Walks and Focused QA Reviews
Thematic learning walks and focused QA reviews explore a defined question across more than one source of evidence. They are not mini-observations of individual staff. A review should normally establish why the question matters, what BMTC wants to find out, what the evidence shows, where practice is strong or variable, what should change, and how impact will be rechecked.
The longer list of possible triggers is retained as Appendix 2 so that leaders have a practical prompt without overloading the main policy.
5.5 Peer observation and collaborative professional learning
Peer observation, coaching, mentoring, joint planning, specialist modelling and shadowing are professional-learning activities. They are developmental and normally staff-led. A brief reflection may be retained where useful. Recurring themes may inform centre CPD or wider quality review, but peer activity is not a substitute for formal performance procedures.
5.6 Assessment, IQA and standardisation
Assessment and Internal Quality Assurance have connected but different purposes. The QA system uses findings from assessment, standardisation, IQA, EQA and awarding-organisation feedback to evaluate quality, but it does not create additional assessment sampling. Technical requirements remain within the Assessment Policy and Strategy §14 and the Internal Quality Assurance and Standardisation Policy.
5.7 SEND, attendance, safeguarding, behaviour and progression
These areas contribute important quality evidence but are monitored through their own systems. The Centre Quality Review considers the patterns, impact and implications arising from those systems rather than repeating their operational procedures.
Safeguarding: Safeguarding Policy §26 and Appendix 5.
Attendance and engagement: Attendance and Engagement Strategy §7.
Behaviour and conduct: Positive Behaviour, Conduct and Placement Policy §9.
SEND and inclusion: SEND, Inclusion and Reasonable Adjustments Policy.
Careers, work experience, transition and destinations: Careers, Employability, Work Experience and Destinations Policy.
6. Staff Expertise, Professional Self-Review and Development
6.1 Relationship with organisational arrangements
BMTC professional development sits within the Organisation's staff-review and supervision framework; it does not create a parallel appraisal system.
The Employee Handbook April 2026, §2.16 Training and development, recognises a range of development methods and states that training and development needs are identified mainly through staff review and supervision. The Staff Supervision and Appraisal Policy defines supervision as an accountable process that supports, assures and develops knowledge, skills and values, and its Training and Development, Appraisals and Procedure headings link annual objectives to subsequent supervision.
6.2 Professional Practice Self-Review
At the beginning of the academic year, relevant BMTC education staff complete a short role-appropriate Professional Practice Self-Review. Its purpose is reflection and development, not grading or competency scoring.
The rating language is: Secure in my practice | Developing | Priority for development | N/A. Staff identify strengths and normally one or two development priorities. They are not required to produce written evidence against every statement.
Role-specific tools are provided at Appendices 4-9 for tutors, Lead LSA, 1:1 LSA, Learner Development & Progression Coordinator, SEND/middle leadership and senior education leadership. A colleague undertaking more than one role may use more than one framework where helpful.
The self-review informs appraisal and supervision. Formal annual objectives remain agreed through the Organisation's appraisal process. Not every individual development target needs to link to the SAR or QIP.
6.3 Development priorities and CPD
Development needs may arise from self-reflection, learner needs, curriculum or qualification responsibilities, learner progress, learning visits, peer activity, supervision, assessment/IQA, centre-wide themes, or SAR/QIP priorities. Where a theme recurs across several sources, leaders should consider whether it indicates a wider CPD or improvement need.
CPD may include formal courses or qualifications, webinars, coaching, mentoring, peer observation, specialist modelling, joint planning, standardisation, employer or industry visits, shadowing, professional reading/research, communities of practice, curriculum development, supported experimentation and sharing effective practice.
	The key follow-up question is: What changed in practice, and what difference did it make for learners or the role?


6.4 Management 1:1s, formal supervision and appraisal
	Process
	BMTC arrangement
	Purpose

	Management 1:1
	Approximately every 3 weeks
	Current priorities, learner/team matters, workload, support and immediate follow-up

	Formal supervision
	Once per term
	Structured review of objectives, work, development, wellbeing, professional practice and Planning & Assessment Review

	Appraisal
	Annually
	Overall review, recognition of achievement, development needs and formal objectives for the following year


The three-weekly 1:1 is deliberately light-touch and does not replace formal supervision.
6.5 Planning and Assessment Review within supervision
The corporate Staff Supervision and Appraisal Policy includes casefile review within supervision. For BMTC education staff, this is applied as a proportionate Planning and Assessment Review, reflecting the nature of education work.
The supervisor reviews a small, relevant sample of planning and assessment/progress evidence appropriate to the role. This may include curriculum or session planning, learner targets, assessment/progress records, RARPA evidence, intervention/support records or other relevant professional documentation. The purpose is reflective professional assurance and support; it is not a second IQA exercise or an additional lesson observation.
6.6 Developmental QA and formal performance procedures
	Professional self-review, peer observation, Professional Learning Visits, coaching and routine developmental feedback form part of BMTC normal professional-learning and quality-improvement arrangements. They are not, in themselves, part of the Organisation's formal Performance Improvement Procedure.


Where significant or persistent performance concerns arise, these are addressed through the Employee Handbook §5.2 Performance Improvement Procedure and other relevant HR procedures. Developmental QA should not be retrospectively turned into a formal capability process without following the appropriate organisational route.
7. Centre Quality Review
BMTC undertakes a Centre Quality Review at the end of each term. This absorbs the useful function of the previous stand-alone Internal End-of-Term Quality Review Panel: bringing existing evidence together, providing structured challenge and agreeing a small number of quality actions. It should not generate another long report.
The review draws on evidence already held through normal systems and considers, where relevant:
what has changed since the previous review;
learner progress and achievement;
participation, attendance, behaviour and personal development;
curriculum, teaching and support;
SEND and inclusion;
assessment, IQA, standardisation and external quality feedback;
safeguarding assurance;
learner, parent/carer, employer and professional voice;
progression, work experience and destinations;
staff development and recurring professional-practice themes;
significant risks, complaints or recurring concerns;
QIP progress; and
whether previous actions have had the intended impact.
	Centre Quality Review output: Finding -> Evidence -> Action (if needed) -> Owner -> Recheck -> Impact


External colleagues or critical friends may contribute where their expertise adds useful professional challenge.
8. Self-Assessment Report and Quality Improvement Plan
8.1 Self-Assessment Report (SAR)
BMTC maintains an annual SAR informed by evidence gathered throughout the year. It identifies significant strengths, areas requiring improvement, supporting evidence, impact on learners, progress since the previous cycle and priorities requiring further action.
The SAR should distinguish: Activity - what BMTC did; Evidence - what was found; Impact - what difference it made.
The current Ofsted FE and Skills toolkit may be used as an external cross-check, but BMTC does not need to create a parallel written self-evaluation against every toolkit standard.
8.2 Quality Improvement Plan (QIP)
The QIP contains the most significant quality priorities arising from self-evaluation. It is not a general task list.
	Element
	Requirement

	Issue / priority
	What needs to improve?

	Evidence / root cause
	What tells us this, and why is it happening?

	Action
	What will BMTC do?

	Owner
	Who is accountable?

	Timescale
	By when?

	Intended impact
	What should be different?

	Measure / evidence
	How will we know?

	Status
	What has happened?

	Recheck / impact
	Did it work?


Completing an activity is not, by itself, evidence that a quality priority has been resolved. For example, “training delivered” is an action; evidence that practice changed and learners benefited is impact. A priority should only be closed when sufficient evidence shows that the required improvement has been achieved or the issue has otherwise been resolved.
9. Governance and Reporting
The Director of Education reports proportionately to the Education Committee in line with the annual governance cycle. Reporting should focus on learner outcomes and experience, significant strengths, material weaknesses or risks, SAR conclusions, key QIP priorities, progress since previous reporting, whether actions are working and matters requiring governance challenge, support or assurance.
The Education Committee provides strategic scrutiny and assurance rather than day-to-day operational management. It reports through the Organisation's wider governance arrangements. Detailed operational information remains within the appropriate BMTC or organisational system unless governance needs it for assurance.
Safeguarding assurance follows the specific route set out in Safeguarding Policy §26 and Appendix 5.
10. Records, Monitoring and Review
QA records should be concise, secure and proportionate. BMTC will not create evidence solely to demonstrate that QA took place.
	A useful QA record answers: What did we find? What needs to happen? Who owns it? When will we recheck? What difference did it make?


This policy is monitored by the Director of Education and reviewed annually, or sooner following significant changes to statutory requirements, inspection arrangements, awarding-organisation requirements, organisational policy or BMTC provision.
Related documents and external framework
BMTC Curriculum, Teaching and Learning Policy 2026-27
BMTC Assessment Policy and Strategy 2026-27
BMTC Internal Quality Assurance and Standardisation Policy
BMTC SEND, Inclusion and Reasonable Adjustments Policy 2026-27
BMTC Safeguarding Children, Young People and Adults Policy 2026-27
BMTC Attendance and Engagement Strategy 2026-27
BMTC Positive Behaviour, Conduct and Placement Policy 2026-27
BMTC Careers, Employability, Work Experience and Destinations Policy 2026-27
Bromley and Lewisham Mencap Employee Handbook, April 2026
Bromley Mencap Staff Supervision and Appraisal Policy (Version 7, supplied corporate policy)
Ofsted Further Education and Skills Inspection Toolkit and provider information for use from September 2026
Education and Training Foundation Professional Standards for Teachers and Trainers and leadership standards
Relevant Skills England occupational standards used to inform role-specific reflection tools
OCN London current assessment and quality-assurance requirements
Natspec Curriculum Review Form, used as a specialist-sector self-evaluation tool


Appendix 1 - BMTC Quality Assurance Cycle 2026-27
This is an operational map of how existing processes connect. It is not a separate policy. Specific dates sit in the annual BMTC calendar.
	Timing
	Quality activity
	Main purpose

	Ongoing
	Normal learner progress, curriculum, assessment, attendance, SEND, safeguarding and progression systems
	Generate the evidence on which QA is based

	At least weekly
	Tutor progress review / tracking
	Maintain a current learner overview and identify significant achievements, barriers, milestones or actions

	Approx. every 3 weeks
	Management 1:1s
	Current priorities, workload, support and immediate follow-up

	Monthly
	Director's short curriculum and teaching-quality standing dashboard
	Maintain oversight of curriculum implementation, teaching-quality evidence and emerging themes

	According to IQA plan / normally monthly where scheduled
	Standardisation and IQA activity
	Assure assessment quality, consistency and awarding-organisation requirements

	Across the year
	Professional Learning Visits
	Developmental review of teaching, learning and learner experience; each tutor normally at least once annually

	Across the year
	Peer professional learning
	Develop and share practice through observation, coaching, mentoring, modelling or joint work

	At least half-termly
	Education-team learner progress discussion
	Review patterns, barriers, actions and whether teaching/support are adapting

	Half-termly / as required
	Thematic Learning Walk or Focused QA Review
	Explore a defined quality question, theme, variation or risk

	Three points annually
	LRPP
	Whole-programme learner progress, development and progression review

	Termly
	Formal supervision including Planning & Assessment Review
	Review objectives, work, professional development, wellbeing and relevant professional evidence

	Termly
	Learner / stakeholder voice review
	Identify experience, strengths, barriers and issues requiring action

	End of each term
	Centre Quality Review
	Triangulate evidence, identify significant findings and update centre evaluation

	Following Centre Quality Review
	QIP review
	Continue, amend, close or introduce significant improvement priorities

	Governance cycle
	Education Committee
	Strategic scrutiny, assurance and challenge

	Start of academic year
	Role-specific Professional Practice Self-Review
	Identify strengths and normally 1-2 professional-development priorities

	Annually
	Organisational appraisal
	Review performance and agree formal objectives

	Annually
	Curriculum review; SAR; QIP reset/roll-forward; CPD impact review
	Evaluate provision and establish the next improvement cycle

	As required
	EQA / external review / critical friend
	External assurance, challenge and benchmarking


The cycle should remain proportionate. Where evidence already exists in an approved system, staff should not create another record solely for QA.


Appendix 2 - Triggers for Thematic Learning Walks and Focused QA Reviews
A thematic or focused review may be prompted by one or more of the following:
	• a current SAR priority
	• a current QIP priority

	• another centre-wide development priority
	• an emerging teaching, learning or learner-support theme

	• learner progress or achievement information
	• qualification or unit completion information

	• differences between Year 1 and Year 2
	• differences between programmes, qualifications or curriculum strands

	• attendance or engagement patterns
	• persistent or long-term absence

	• behaviour or participation patterns
	• wellbeing concerns

	• safeguarding themes
	• learner voice

	• parent/carer feedback
	• employer feedback

	• work-experience or placement feedback
	• EHCP or Annual Review themes

	• SEND or reasonable-adjustment themes
	• communication or SALT needs

	• English progress
	• mathematics progress

	• digital-skills progress
	• RARPA evidence

	• Preparing for Adulthood outcomes
	• personal-development or enrichment evidence

	• curriculum review
	• implementation of a new unit or qualification

	• assessment findings
	• IQA findings

	• standardisation findings
	• EQA or awarding-organisation feedback

	• staff professional self-review themes
	• supervision or appraisal development themes

	• findings from Professional Learning Visits
	• concerns about consistency of learner support

	• use or deployment of support staff
	• transition or destination information

	• complaints or recurring concerns
	• incidents or near misses

	• changes in learner profile
	• new staffing arrangements

	• a new system, policy or initiative
	• an external review or inspection finding

	• follow-up of a previous action
	• a need to check whether an improvement has had the intended effect

	• an area of particularly effective practice that BMTC wishes to understand, share or extend
	• 


	This list is illustrative, not mandatory. A thematic review should only be undertaken where there is a clear question or purpose; BMTC does not undertake QA activity simply to generate evidence.


Where possible, state the focus as a question. For example: “How consistently are support strategies helping learners attempt tasks independently before adult intervention?” rather than “Learning walk: LSAs.”


Appendix 3 - Professional Practice, Self-Evaluation and Development Model
Individual development and centre improvement are connected, but they are not the same process.
	Role-specific Professional Practice Self-Review
What are my strengths? What would I benefit from developing?


↓
	Annual organisational appraisal
What objectives do we agree?


↓
	Professional learning
Training • coaching • mentoring • peer observation • modelling • joint planning • shadowing • qualifications • reading • standardisation • specialist/industry learning


↓
	Approximately 3-weekly management 1:1
What support or action is needed now?


↓
	Termly formal supervision
How am I progressing? What does Planning & Assessment Review show? What support or development is required?


↓
	Normal professional practice and QA evidence
Put learning into practice and gather evidence through normal work.


↓
	Impact review
What changed in my practice or role? What difference did it make?


↓
	Next appraisal / development cycle
Retain, refine or replace priorities based on impact and future need.


How individual themes can inform centre improvement
	Staff reflection -> CPD themes -> Centre Quality Review -> SAR -> QIP -> Action -> Recheck


Not every individual professional-development priority needs to link to the SAR or QIP. Equally, recurring themes from several staff may legitimately become a centre-wide development priority.


	APPENDIX 4
BMTC PROFESSIONAL PRACTICE SELF-REVIEW
Tutor
Academic year 2026-27
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	Purpose: A short professional reflection to identify strengths and 1-2 meaningful development priorities. It informs appraisal and supervision but is not a graded appraisal or competency score. You do not need to provide written evidence against every statement.
Rating: Secure in my practice  |  Developing  |  Priority for development  |  N/A
Framework informed by: ETF Professional Standards for Teachers and Trainers in Further Education and Skills, translated through the six BMTC Teaching Practice Framework areas.


	Name
	
	Date
	



	My professional practice
	Secure
	Developing
	Priority
	N/A

	1. Know learners and their starting points

	I know learners' starting points, strengths, SEND needs, EHCP outcomes and aspirations.
	☐
	☐
	☐
	☐

	I use this information to shape teaching, support and challenge.
	☐
	☐
	☐
	☐

	I maintain appropriately high expectations while recognising individual barriers and support needs.
	☐
	☐
	☐
	☐

	2. Plan purposeful and sequenced learning

	I plan learning with a clear purpose and intended outcome.
	☐
	☐
	☐
	☐

	I build new learning logically on previous knowledge and skills.
	☐
	☐
	☐
	☐

	I provide appropriate opportunities to practise, consolidate and extend learning.
	☐
	☐
	☐
	☐

	3. Teach clearly and effectively

	I explain and model learning clearly and accurately.
	☐
	☐
	☐
	☐

	I use questioning and activities that help learners understand, remember and think.
	☐
	☐
	☐
	☐

	I help learners apply learning rather than simply complete activities.
	☐
	☐
	☐
	☐




Tutor - continued
	My professional practice
	Secure
	Developing
	Priority
	N/A

	4. Include, adapt and develop independence

	I understand how individual SEND and communication needs affect access, participation and learning.
	☐
	☐
	☐
	☐

	I make appropriate adjustments without unnecessarily reducing challenge.
	☐
	☐
	☐
	☐

	I use support and scaffolding in ways that develop learner independence.
	☐
	☐
	☐
	☐

	5. Assess, respond and give feedback

	I check understanding during learning rather than relying only on task completion.
	☐
	☐
	☐
	☐

	I adapt teaching where assessment shows misunderstanding or need for greater challenge.
	☐
	☐
	☐
	☐

	I give useful feedback and can explain the progress learners are making from their starting points.
	☐
	☐
	☐
	☐

	6. Prepare learners for their next steps

	I connect learning meaningfully to independent adult life, employment or progression.
	☐
	☐
	☐
	☐

	I develop relevant English, maths, digital and employability skills through teaching.
	☐
	☐
	☐
	☐

	I help learners understand their own progress and what they are working towards next.
	☐
	☐
	☐
	☐


My reflection
	A strength I want to maintain

	


	My 1-2 professional-development priorities

	



	Support / CPD that may help

	


	Expected difference for learners / my role

	



Relevant link, if applicable: ☐ Individual professional development   ☐ Qualification/programme   ☐ Centre-wide priority   ☐ SAR/QIP
Review point: ________________________________
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	APPENDIX 5
BMTC PROFESSIONAL PRACTICE SELF-REVIEW
Lead Learner Support Assistant (Lead LSA)
Academic year 2026-27
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	Purpose: A short professional reflection to identify strengths and 1-2 meaningful development priorities. It informs appraisal and supervision but is not a graded appraisal or competency score. You do not need to provide written evidence against every statement.
Rating: Secure in my practice  |  Developing  |  Priority for development  |  N/A
Framework informed by: Skills England Level 3 Teaching Assistant occupational standard, with selective reference to specialist SEND practice and the BMTC Lead LSA role.


	Name
	
	Date
	



	My professional practice
	Secure
	Developing
	Priority
	N/A

	1. Know learners and their support needs

	I understand learners' EHCP outcomes, strengths, communication needs, barriers and aspirations.
	☐
	☐
	☐
	☐

	I apply agreed specialist, SALT and tutor strategies consistently.
	☐
	☐
	☐
	☐

	I notice changing needs and communicate them promptly to the right person.
	☐
	☐
	☐
	☐

	2. Support learning effectively

	I understand the intended learning and support learners to engage with it.
	☐
	☐
	☐
	☐

	I use prompting, modelling, questioning and scaffolding appropriately.
	☐
	☐
	☐
	☐

	I can support or deliver agreed small-group or individual intervention effectively.
	☐
	☐
	☐
	☐

	3. Promote high expectations and independence

	I encourage learners to attempt tasks and make choices before stepping in.
	☐
	☐
	☐
	☐

	I recognise when support can be reduced or withdrawn safely.
	☐
	☐
	☐
	☐

	I help learners develop confidence, self-advocacy and transferable independence skills.
	☐
	☐
	☐
	☐




Lead Learner Support Assistant (Lead LSA) - continued
	My professional practice
	Secure
	Developing
	Priority
	N/A

	4. Inclusion, communication and wellbeing

	I make learning and communication accessible without unnecessarily lowering expectations.
	☐
	☐
	☐
	☐

	I model positive relationships, respectful communication and appropriate behaviour.
	☐
	☐
	☐
	☐

	I use agreed regulation, behaviour and wellbeing strategies consistently.
	☐
	☐
	☐
	☐

	5. Observe, record and contribute to assessment

	I distinguish what learners can do independently from what they can do with support.
	☐
	☐
	☐
	☐

	I give tutors clear, objective feedback that contributes to assessment and planning.
	☐
	☐
	☐
	☐

	My records are proportionate, accurate and useful in demonstrating progress.
	☐
	☐
	☐
	☐

	6. Contribute to high-quality support practice

	I work collaboratively with tutors, specialists and colleagues.
	☐
	☐
	☐
	☐

	I model and share effective support approaches with colleagues.
	☐
	☐
	☐
	☐

	I reflect on my practice, seek feedback and identify development needs.
	☐
	☐
	☐
	☐


My reflection
	A strength I want to maintain

	


	My 1-2 professional-development priorities

	



	Support / CPD that may help

	


	Expected difference for learners / my role

	



Relevant link, if applicable: ☐ Individual professional development   ☐ Qualification/programme   ☐ Centre-wide priority   ☐ SAR/QIP
Review point: ________________________________
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	APPENDIX 6
BMTC PROFESSIONAL PRACTICE SELF-REVIEW
1:1 Learner Support Assistant (1:1 LSA)
Academic year 2026-27
	[image: ]



	Purpose: A short professional reflection to identify strengths and 1-2 meaningful development priorities. It informs appraisal and supervision but is not a graded appraisal or competency score. You do not need to provide written evidence against every statement.
Rating: Secure in my practice  |  Developing  |  Priority for development  |  N/A
Framework informed by: Skills England Level 3 Teaching Assistant occupational standard, adapted to BMTC one-to-one SEND support practice.


	Name
	
	Date
	



	My professional practice
	Secure
	Developing
	Priority
	N/A

	1. Know the learner

	I understand the learner's strengths, SEND needs, EHCP outcomes, communication and agreed support arrangements.
	☐
	☐
	☐
	☐

	I know the relevant health, safety, behaviour and communication plans for my role.
	☐
	☐
	☐
	☐

	I recognise changes in presentation, wellbeing, participation or need and communicate them appropriately.
	☐
	☐
	☐
	☐

	2. Enable access to learning

	I understand what the learner is expected to learn rather than focusing only on completing the task.
	☐
	☐
	☐
	☐

	I use agreed prompts, visuals, modelling, communication strategies and adaptations appropriately.
	☐
	☐
	☐
	☐

	I work within the tutor's learning rather than creating a separate learning experience for the learner.
	☐
	☐
	☐
	☐

	3. Promote independence

	I give the learner sufficient time and opportunity to attempt things independently.
	☐
	☐
	☐
	☐

	I recognise when to prompt, when to support and when to step back.
	☐
	☐
	☐
	☐

	Where appropriate, my support helps the learner become less dependent on adult support over time.
	☐
	☐
	☐
	☐




1:1 Learner Support Assistant (1:1 LSA) - continued
	My professional practice
	Secure
	Developing
	Priority
	N/A

	4. Communication, regulation and relationships

	I communicate in ways the learner can understand and respond to.
	☐
	☐
	☐
	☐

	I support regulation and positive behaviour using agreed approaches.
	☐
	☐
	☐
	☐

	I maintain respectful relationships, dignity and appropriate professional boundaries.
	☐
	☐
	☐
	☐

	5. Observe progress and communicate effectively

	I notice meaningful progress, difficulties and changing support needs.
	☐
	☐
	☐
	☐

	I give objective and useful information to tutors and other relevant staff.
	☐
	☐
	☐
	☐

	I contribute appropriate evidence to learner progress and review processes.
	☐
	☐
	☐
	☐

	6. Safe and professional practice

	I understand my safeguarding responsibilities and report concerns promptly.
	☐
	☐
	☐
	☐

	I work consistently within agreed plans, policies and professional boundaries.
	☐
	☐
	☐
	☐

	I reflect on my practice and seek support or development when I need it.
	☐
	☐
	☐
	☐


My reflection
	A strength I want to maintain

	


	My 1-2 professional-development priorities

	



	Support / CPD that may help

	


	Expected difference for learners / my role

	



Relevant link, if applicable: ☐ Individual professional development   ☐ Qualification/programme   ☐ Centre-wide priority   ☐ SAR/QIP
Review point: ________________________________
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	APPENDIX 7
BMTC PROFESSIONAL PRACTICE SELF-REVIEW
Learner Development & Progression Coordinator
Academic year 2026-27
	[image: ]



	Purpose: A short professional reflection to identify strengths and 1-2 meaningful development priorities. It informs appraisal and supervision but is not a graded appraisal or competency score. You do not need to provide written evidence against every statement.
Rating: Secure in my practice  |  Developing  |  Priority for development  |  N/A
Framework informed by: The BMTC role responsibilities, informed where helpful by the Skills England Learning and Skills Mentor occupational standard.


	Name
	
	Date
	



	My professional practice
	Secure
	Developing
	Priority
	N/A

	1. Know learners, starting points and aspirations

	I understand learners' strengths, aspirations, EHCP outcomes and personal-development priorities.
	☐
	☐
	☐
	☐

	I help ensure induction and learner-profile information is accurate, useful and shared appropriately.
	☐
	☐
	☐
	☐

	I help learners understand and take increasing ownership of their own pathway.
	☐
	☐
	☐
	☐

	2. RARPA and personal development

	I understand how RARPA captures meaningful non-accredited progress.
	☐
	☐
	☐
	☐

	I support learners and staff to identify useful personal-development goals and evidence.
	☐
	☐
	☐
	☐

	I help review whether activities are making the intended difference to learners.
	☐
	☐
	☐
	☐

	3. Enrichment and Preparing for Adulthood

	I plan enrichment with a clear purpose linked to learner need, independence or development.
	☐
	☐
	☐
	☐

	I use learner voice to help shape enrichment opportunities.
	☐
	☐
	☐
	☐

	I evaluate participation and impact rather than recording activity alone.
	☐
	☐
	☐
	☐




Learner Development & Progression Coordinator - continued
	My professional practice
	Secure
	Developing
	Priority
	N/A

	4. Progression and vocational development

	I support early vocational profiling and help learners identify meaningful future pathways.
	☐
	☐
	☐
	☐

	I work collaboratively with tutors and careers/employment colleagues.
	☐
	☐
	☐
	☐

	I help learners build confidence, independence and skills for adult life and future progression.
	☐
	☐
	☐
	☐

	5. Learner, family and professional communication

	My communication is accessible, timely and professional.
	☐
	☐
	☐
	☐

	I promote learner voice and involvement in decisions that affect them.
	☐
	☐
	☐
	☐

	I work constructively with families, visitors and external professionals within my role.
	☐
	☐
	☐
	☐

	6. Organisation, evidence and improvement

	I maintain accurate, useful records and follow through agreed actions.
	☐
	☐
	☐
	☐

	I use attendance, participation and learner feedback to identify emerging issues.
	☐
	☐
	☐
	☐

	I reflect on my role and identify ways systems or learner experience could be improved.
	☐
	☐
	☐
	☐


My reflection
	A strength I want to maintain

	


	My 1-2 professional-development priorities

	



	Support / CPD that may help

	


	Expected difference for learners / my role

	



Relevant link, if applicable: ☐ Individual professional development   ☐ Qualification/programme   ☐ Centre-wide priority   ☐ SAR/QIP
Review point: ________________________________
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	APPENDIX 8
BMTC PROFESSIONAL PRACTICE SELF-REVIEW
SEND / Middle Leadership
Academic year 2026-27
	[image: ]



	Purpose: A short professional reflection to identify strengths and 1-2 meaningful development priorities. It informs appraisal and supervision but is not a graded appraisal or competency score. You do not need to provide written evidence against every statement.
Rating: Secure in my practice  |  Developing  |  Priority for development  |  N/A
Framework informed by: ETF Professional Standards for Middle Leaders in Further Education and Skills, combined with BMTC SEND, quality, staff-development and operational responsibilities.


	Name
	
	Date
	



	My professional practice
	Secure
	Developing
	Priority
	N/A

	1. Lead inclusive SEND practice

	I maintain a strong understanding of learner needs, barriers, EHCP outcomes and relevant statutory expectations.
	☐
	☐
	☐
	☐

	I ensure specialist advice and learner information translate into effective provision.
	☐
	☐
	☐
	☐

	I maintain high expectations while supporting appropriate reasonable adjustments and inclusion.
	☐
	☐
	☐
	☐

	2. Lead curriculum, assessment and learner progress

	I help ensure curriculum and assessment are appropriate to learners' starting points and intended destinations.
	☐
	☐
	☐
	☐

	I use progress and assessment evidence to identify strengths, gaps and required intervention.
	☐
	☐
	☐
	☐

	I support robust IQA and awarding-organisation requirements without losing focus on learner impact.
	☐
	☐
	☐
	☐

	3. Develop people and professional practice

	I communicate clear expectations while supporting staff to reflect and improve.
	☐
	☐
	☐
	☐

	I use supervision, feedback, coaching and professional discussion constructively.
	☐
	☐
	☐
	☐

	I identify development needs and help colleagues access appropriate support or CPD.
	☐
	☐
	☐
	☐




SEND / Middle Leadership - continued
	My professional practice
	Secure
	Developing
	Priority
	N/A

	4. Operational leadership

	I organise and follow through responsibilities reliably and communicate emerging issues early.
	☐
	☐
	☐
	☐

	I support consistent implementation of BMTC policies and systems.
	☐
	☐
	☐
	☐

	I balance immediate operational needs with longer-term quality priorities.
	☐
	☐
	☐
	☐

	5. Collaboration and learner-centred leadership

	I work effectively with learners, families, tutors, support staff and specialists.
	☐
	☐
	☐
	☐

	I support effective EHCP and multi-agency review processes.
	☐
	☐
	☐
	☐

	I use learner and stakeholder perspectives to inform decisions.
	☐
	☐
	☐
	☐

	6. Quality assurance and improvement

	I contribute evidence-informed evaluation to centre review, SAR and QIP.
	☐
	☐
	☐
	☐

	I distinguish between completed activity and evidence of actual impact.
	☐
	☐
	☐
	☐

	I follow up agreed actions and evaluate whether they improved provision.
	☐
	☐
	☐
	☐


My reflection
	A strength I want to maintain

	


	My 1-2 professional-development priorities

	



	Support / CPD that may help

	


	Expected difference for learners / my role

	



Relevant link, if applicable: ☐ Individual professional development   ☐ Qualification/programme   ☐ Centre-wide priority   ☐ SAR/QIP
Review point: ________________________________
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	APPENDIX 9
BMTC PROFESSIONAL PRACTICE SELF-REVIEW
Senior Education Leadership
Academic year 2026-27
	[image: ]



	Purpose: A short professional reflection to identify strengths and 1-2 meaningful development priorities. It informs appraisal and supervision but is not a graded appraisal or competency score. You do not need to provide written evidence against every statement.
Rating: Secure in my practice  |  Developing  |  Priority for development  |  N/A
Framework informed by: ETF Professional Standards for Senior Leaders in Further Education and Skills, adapted to BMTC education leadership responsibilities.


	Name
	
	Date
	



	My professional practice
	Secure
	Developing
	Priority
	N/A

	1. Strategic educational leadership

	I maintain and communicate a clear educational purpose centred on learner outcomes, inclusion and progression.
	☐
	☐
	☐
	☐

	I translate organisational strategy and values into meaningful education priorities.
	☐
	☐
	☐
	☐

	2. Curriculum, teaching and outcomes

	I maintain strategic oversight of curriculum relevance, teaching quality, assessment and learner outcomes.
	☐
	☐
	☐
	☐

	I act when evidence shows inconsistency, barriers or insufficient impact.
	☐
	☐
	☐
	☐

	3. SEND, inclusion and safeguarding

	I ensure SEND, high-needs, equality and safeguarding considerations shape strategic and operational decisions.
	☐
	☐
	☐
	☐

	I maintain high expectations while ensuring specialist advice and statutory responsibilities inform provision.
	☐
	☐
	☐
	☐

	4. Developing people and professional practice

	I set clear expectations while supporting staff wellbeing, workload and professional growth.
	☐
	☐
	☐
	☐

	I develop expertise and leadership in others rather than retaining responsibility unnecessarily.
	☐
	☐
	☐
	☐




Senior Education Leadership - continued
	My professional practice
	Secure
	Developing
	Priority
	N/A

	5. Self-assessment and quality improvement

	I maintain an accurate, evidence-informed understanding of strengths, weaknesses and risks.
	☐
	☐
	☐
	☐

	I ensure SAR and QIP priorities lead to action and are rechecked for impact.
	☐
	☐
	☐
	☐

	6. Governance and accountability

	I provide senior leaders and governance with clear, balanced information about quality, outcomes and risk.
	☐
	☐
	☐
	☐

	I respond constructively to challenge and ensure actions are followed through.
	☐
	☐
	☐
	☐

	7. Partnership, progression and responsiveness

	I use learners, families, employers, local authorities, specialists and professional networks to strengthen provision.
	☐
	☐
	☐
	☐

	I ensure provision remains responsive to learner aspirations, destinations and changing local need.
	☐
	☐
	☐
	☐

	8. Evidence-informed and reflective leadership

	I use information proportionately, distinguishing meaningful evidence from administrative activity.
	☐
	☐
	☐
	☐

	I critically evaluate my own leadership and identify where I need additional expertise or development.
	☐
	☐
	☐
	☐


My reflection
	A strength I want to maintain

	


	My 1-2 professional-development priorities

	



	Support / CPD that may help

	


	Expected difference for learners / my role

	



Relevant link, if applicable: ☐ Individual professional development   ☐ Qualification/programme   ☐ Centre-wide priority   ☐ SAR/QIP
Review point: ________________________________


Appendix 10 - Bromley and Lewisham Mencap B6 Self Appraisal
This reproduces the supplied organisational B6 self-appraisal wording for use within the BMTC pack. The values in question 2 have been updated to the current April 2026 organisational values: Committed, Community-Led, Empowering, Connected and Innovative.
B6 | Self appraisal
Name ………………………………………..
Department …………………………………
Purpose of the Appraisal Meeting
To enable you to discuss, with your manager, your job performance and your future. The discussion should aim at a clearer understanding of:
The main scope and purpose of your job
Agreements on your objectives and tasks
Standards or targets for measuring your performance
Your training and future prospects
Please can you prepare for the meeting and discussion by completing the first part of this form and hand this to your manager 1 week before your appraisal meeting. This will give him or her time to consider any concerns and suggestions. This will not be copied or filed without your permission.
You will be given the opportunity to read the comments added by your manager; you will be able to add your comments, agree objectives for the coming year and sign the appraisal form.
Please bring to the appraisal meeting:
your current job description
your current objectives from last year
Self appraisal
Name ………………………………….
1. Tick appropriate answers, and comment below
	Do you have an up-to-date job description?
	Yes ☐
	No ☐

	Do you understand all the requirements of your job?
	Yes ☐
	No ☐

	Do you have regular opportunities to discuss your work, and any action plans?
	Yes ☐
	No ☐

	Is your mandatory training up to date?
	Yes ☐
	No ☐


2. What have you accomplished within your role which has given you most job satisfaction, in the period under review (consider the early part of the period as well as more recent events)? How have you worked within the values of the organisation: Committed, Community-Led, Empowering, Connected and Innovative?
	

	


3. List any difficulties you have in carrying out your work. Were there any obstacles outside your own control which prevented you from performing effectively?
	

	


4. What parts of your job do you:
   (i) do best?
	

	


   (j) Find more challenging?
	

	


5. Have you any skills, aptitudes, or knowledge not fully utilised in your job? If so, what are they and how could they be used?
	

	


6. Can you suggest training which would help to improve your performance or development?
	

	


7. Additional remarks, notes, questions, or suggestions
	

	


Joint appraisal meeting
8. Manager’s comments
	

	

	


9. Objectives for following year
	

	

	


Signed …………………………………………………  (Appraisee)
Signed …………………………………………………  (Manager)
Date …………………………………


Appendix 11 - BMTC Formal Supervision Record
This simple BMTC record supports the Organisation's Staff Supervision and Appraisal Policy. Formal BMTC supervision takes place once per term. The organisational requirement to review casefiles is applied in the education context as a proportionate Planning and Assessment Review.
	Staff member
	

	Role
	

	Supervisor
	

	Date
	

	Next formal supervision
	


1. Previous actions and appraisal objectives
Progress, impact and any outstanding action:
	

	


2. Current work and responsibilities
Learners, workload, successes, difficulties, risks or priorities requiring discussion:
	

	


3. Professional development
Current objective / development priority; development undertaken; impact on learners or role; further support / CPD required:
	

	


4. Wellbeing and support
Any wellbeing, workload, resource or support issues:
	

	


5. Planning and Assessment Review
Review a small, relevant sample of professional planning and assessment/progress evidence. Record what was reviewed, strengths / points for reflection, and any action or support required. This is not an additional IQA exercise.
	

	

	


6. Changes and information
Relevant policy, legislation, qualification, organisational or Training Centre developments:
	

	


7. Actions
	Action
	Owner
	By when / review

	
	
	

	
	
	

	
	
	


8. Comments and sign-off
Staff member comments:
	

	


Supervisor comments:
	

	


	Staff signature
	Date

	
	

	Supervisor signature
	Date

	
	


Corporate recording requirements: the supervisor completes a supervision record, gives a copy to the supervisee, obtains both signatures, keeps the record securely, and completes notes as soon as possible and no later than two weeks after the meeting.
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