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Here are the topics we shall cover week by week, and the preparation you need to do to achieve a Quality Framework Award for your organisation, and an Effective Management qualification for yourself. 

	Date
	What we shall learn
	Pages

	Monday  19th May
5.30 to 8.30pm 
	Introduction to the Quality Framework and the Effective Management course. 
The nature and purpose of supplementary schools; comparing supplementary schools; using a quality framework.
The policies and procedures you should have in place to run a successful supplementary school.

	pp3-12
p42

	Monday   2nd June 5.30 to 8.30pm
	Presentation about your supplementary school – prepare this in advance using the sheet provided. 

	p14-21



	Monday    9th June 5.30 to 8.30pm
	What makes an effective learning environment?  We shall cover classroom layout, behaviour, relationships, teaching, assessment and learning resources.

	p23-28

	Monday    16th June 5.30 to 8.30pm
	Consider the welfare needs of your pupils, Health and safety, Child Protection and Safeguarding.

We shall also start to compile your Effective Management assessment file – there will be extra question sheets to help you with any difficult sections.
	pp32-41



	Monday   23rd June 5.30 to 8.30pm
	What partnerships and relationships does a supplementary school need?  What makes a good funding bid?  How do you know when you are successful? 
More on policies and procedures, Health and Safety and Child Protection.  You should bring your Quality Framework Bronze file for initial assessment and support.  
	pp47-52

pp42-46

	Monday    30th June
5.30 to 8.30pm
	Monitoring and evaluation – we shall cover how to consult everyone, the development planning cycle and the role of the management committee.  
	pp53-57

	Monday   
7th July
5.30 to 8.30pm
	Individual tutorials.  Final written exercises for your assessment file can be handed in or done in the class. Assessment files handed in.


	


Homework 

Completing the Effective Management course Assessment file (for you)

Compiling your Bronze Quality Framework File (for your organisation) 

	Date
	Write up your notes each week, and bring …  



	
	For your personal Effective Management qualification 
	For your organisation’s Bronze Quality Framework Award

	For Monday   2nd June
	Some online research about supplementary schools 

(pages 4-6)

Your presentation about your supplementary school (p15)
	Tell your management committee about the Quality Framework Award. Make sure your membership of the National Resource Centre is up to date.  Bring anything showing the aims of your school - publicity material, letters, Annual Report, constitution. 

	For Monday    9th June
	Your school’s behaviour policies, codes of conduct or any other documents that show children and teachers how to behave towards one another.
	Fill in the standard forms for Bronze file.  You can download them from www.supplementaryeducation.org.uk  

	For Monday  16th June
	
	Your own Equal Opportunities policy, Job and role descriptions, Staffing and volunteer policy.  Child Protection Policy, CRB checks, Health and safety policy, Risk assessments, Offsite procedures

	For Monday    23rd June
	Write up any work that needs improvement.

Answer Additional Questions if you need to.  
Find out what partnerships and relationships your supplementary school has with other organisations.

Bring completed Effective Management assessment files


	Your registration forms, registers of attendance, financial rules, petty cash rules, accounts and insurance certificate.
Your Bronze Quality Framework File, completed as far as you can.  

	Final Deadline Monday     7th July
	If you need a tutorial - Bring finally completed Effective Management Assessment file for checking.  You will not leave until you have completed all the assignments!


 

