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Process for evaluating quality of training and outcomes 
Purpose 

The purpose of this process is to demonstrate how The Development Fund Ltd. will: 

• assess our performance as an apprenticeship training provider 
• respond to feedback from employers and apprentices 
• identify and address any under-performance of training 

It also outlines our method and procedure for continuous improvement of training. 

 

Statement of Commitment and Intent 

In December 2018 Ofsted undertook a monitoring visit as part of a programme of visits 
to all newly directly funded providers of apprenticeship training. In the report we were 
graded as making reasonable progress in one area and insufficient progress in two 
others. As a result of the assessment of our “progress by leaders and managers in 
ensuring that apprentices benefit from high-quality training that leads to positive 
outcomes for apprentices” where we were considered to have made insufficient 
progress, we have reviewed this Process for evaluating quality of training and 
outcomes specifically to address the points made by the Ofsted inspector. 

At the same time, recognising the comprehensive review that Ofsted will take in 
assessing our quality, The Development Fund Ltd has created a framework which is 
built upon the criteria within Ofsted’s intended evaluation schedule for apprenticeships. 
We have also incorporated further revisions to our existing self-assessment framework 
to address the planned changes to inspection as described in The Education 
Inspection Framework, Draft for consultation, January 2019 (Reference no: 180039). 

 

Overview of the process for evaluating quality of training and outcomes 

We have incorporated the criteria that sits within each category of the proposed 
inspection framework below into a self-assessment document. This covers our 
activities that relate to our overall effectiveness in: 

• Quality of education 
• Behaviour and attitudes 
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• Personal development 
• Leadership and Management (including arrangements for safeguarding 

apprentices) 

Once adopted, the senior leadership team is responsible for overseeing the 
completion of the self-assessment process, following which a Quality Improvement 
Action Plan (QIAP) is drawn up. (An outline of our QIAP is in Appendix Three). This 
clearly states the actions needed to address any shortfalls against each of our specific 
quality statements. This is signed off at Senior Management Team level and then 
communicated at an annual meeting of employees, apprentice trainers and other 
associates. 

The leadership team take responsibility for their specific sections within the QIAP and 
then cascade these responsibilities through to their line reports’ objectives and targets 
to ensure a company-wide understanding of, and accountability for our achievement 
of high-quality training. 

At regular meetings, at all levels through the organisation, quality is evaluated against 
the above categories, this ensures frequent review and reporting against the QIAP. 
Minutes of meetings are available to inspectorate bodies upon request. This is 
supplemented with informal meetings as we actively encourage colleagues to share 
and disseminate information to inform professional practice, Standards awareness 
and industry custom and practise. 

Our aspiration is to continuously assess ourselves against ‘outstanding’ criteria and 
help us as we strive to deliver ‘outstanding’ services and experiences across the whole 
business.  

Responsibility 

Responsibility for the process for evaluating quality of training and outcomes rests with 
the Quality Manager. Oversight rests with the Managing Director. 

 

How we assess our performance as an apprenticeship training provider 

To continuously assess our performance, we set benchmarks using Ofsted inspection 
“outstanding” criteria and then look at the gap between current performance recorded 
in self-assessment documentation.  

Our process is as follows: 

• Establish the aims as a series of ambitions  
• State how we will achieve each aim in a practical action-based statement 
• Identify what evidence we can provide or what we need to demonstrate to 

prove that we are achieving it. 
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Example of the above process in action: 

Aim - to ensure each apprenticeship curriculum we deliver meets the principles and 
requirements of the relevant apprenticeship Standard. 

How – Prior to adding any new Standard to our portfolio we will: 

• Identify those parts of the curriculum that are best delivered off the job 
• Identify those parts of the curriculum where certain apprentices’ (e.g. with 

protected characteristics) may require reasonable adjustments or additional 
learning support 

• Sequence the learning in the Standard to ensure it meets the needs of the 
employer, follows a logical process of stepped learning so that the 
apprentice has the best chance of really embedding the learning whilst fully 
covering the KSB in the Standard 

• Link the functional skills curriculum to the KSB in the Standard 
• Run a Standards Awareness session for apprentice trainers and other 

operational staff. 

Evidence – One month after the first cohort commencing their apprenticeship, we hold 
meetings as follows: 

1) With the apprentice to glean feedback on learning so far, linked to early 
formative assessment to confirm apprentice self-evaluation is matched by 
tangible evidence of learning as iterated in the KSBs within the Standard. 
The apprentice trainer checks that we have set challenging individual 
targets and plan the development of behaviours and skills so that 
apprentices can make rapid progress. 

2) With the apprentice trainers and the Quality Manager to share insights and 
lessons learned in the early weeks and assessing what we can do better 
next time related to the Standard. 

3) With the employer and apprentice trainer to gather their feedback on the 
apprentices’ performance to date against a set of work-based performance 
objectives. 

4) KPIs - retention rates, analysis of any fair access arrangements agreed at 
programme start, identification of any safeguarding or equality and diversity 
issues within the cohort that may inhibit the best chance of success, 
checking that we have a record that each apprentice has had their induction 
initial assessment, review of any early amendment to milestones and 
progress targets. 

In our Ofsted Monitoring Visit report of December 2018, it was noted that “Assessors 
do not use the information on apprentices’ starting points well enough to plan learning 
effectively”. As a result, we are adding an action prior to step one above where we 
provide the apprentice trainer with a copy of the initial assessment report so that they 
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improve their knowledge of each apprentices’ starting point on their learning journey 
and use this to inform the meeting described in Step One above. 

 

TABLE ONE 

Frequency Purpose Who 

Annual (month 
1) 

Discuss plans and corporate priorities  

Changes in government funding, policy 
regulation and audit 

Review last year’s performance against 
targets 

Self-assessment criteria agreed and 
self-assessment process kicked off in 
order to generate action plan 

All staff 

All apprentice 
trainers 

English and Maths 
Lead 

Annual (month 
2) 

Review of outcomes from self-
assessment process 

Action plan drawn up 

Senior Leaders and 
Managers  

Lead Apprentice 
Trainer 

English and Maths 
Lead 

Annual (month 
2) 

Action plan implementation meeting, 
ensuring all staff are aware of gaps in 
performance against required standards 
and understand departmental ownership 
of elements of the action plan 

 

All staff 

All apprentice 
trainers 

English and Maths 
Lead 

Annual (month 
3)  

Staff target setting meeting; personal 
responsibilities are identified for key 
elements of self-assessment criteria (in 
year 1) or action plan thereafter. 

All staff on a 1:1 
basis 

Bi-annual Apprenticeship delivery quality and 
standardisation meeting; to review 
action plan progress on all 
apprenticeship experience factors 
including quality, curriculum and delivery 
of teaching and learning 

Operations Director 
(responsible for 
apprentice 
experience and 
safeguarding) 
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Discuss any changes in delivery and/or 
assessment content or style that are 
required 

Commercial Director 
(Employer 
engagement) 

Quality Manager 

Lead Apprentice 
Trainer 

Compliance Manager 

Quarterly Apprenticeship progress and success 
review meeting; review success and 
achievement rates – existing and 
planned. Discuss onboarding, 
safeguarding and apprentice welfare. 

 

Operations Director  

Apprenticeships 
Administrator 
(responsible for data 
and reporting) 

Compliance Manager 

Lead Apprentice 
Trainer 

Monthly Data and reporting meeting to ensure 
accurate and timely data is submitted 

Ongoing monitoring of apprenticeship 
journey and duration to ensure timely 
completion 

Operations Director  

Quality Manager 

Apprenticeships 
Administrator (data 
and reporting) 

Monthly Management meeting – to review 
progress against all business targets; 
highlight any sales, quality operational 
problems and put actions in place to 
address them 

Senior Leaders and 
Managers 

Monthly Sales and Employer Engagement 
meeting - to review progress against 
sales targets, understand pipeline 
delivery expectations for forthcoming 
months, plan capacity in delivery 
resource and any scaling up required 

Chief Executive 
Officer 

Managing Director 

Commercial Director 
(Employer 
Engagement) 

Marketing 
Support/Website and 
Social media  

Operations Manager 
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Lead Apprentice 
Trainer 

 

 

 

How we respond to feedback from employers and apprentices 

We gather feedback from employers at quarterly progress and review meetings. We 
gather feedback from apprentices at monthly progress and review meetings. We also 
consider any complaints or compliments received through our Complaints Policy, 
Procedure and Process or Appeals Process. Apprentices’ are encouraged to provide 
feedback informally through regular contact with their apprentice trainer. We also 
gather feedback from apprentice trainer reports. 

Feedback is reviewed at monthly SMT meetings; responses or rectifying actions are 
considered in the case of formal complaints, for other feedback we link this to the 
appropriate KPI and then into the QIAP. Changes are fed through to managers to lead 
apprentice trainers and apprentice trainers either through announcements on our 
intranet e.g. an alert to the training team when documentation in SharePoint is 
amended.  

 

Our method or procedure for continuous improvement of training 

This links to our internal verification and standardisation procedure (See Appendix 
One) and to how we manage the performance of apprentice trainers (See Appendix 
Two). 

We are committed to ensuring that teaching and learning within our apprenticeship 
programmes is of the highest quality and fully meets the spirit of the relevant 
apprenticeship Standard.  

The strategy for the continuous improvement of the quality of education has three 
levels: 

Tier One: Internal audit – undertaken by the Quality Manager (with oversight from the 
Operations Director) 

Tier Two: buying in the services of an external reviewer who is an experienced 
education quality and compliance manager who challenges our self-assessment and 
checks that we properly record improvements in the QIAP and Continuous 
Improvement Log 

Tier Three: Ofsted audit or monitoring visit. 
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The feedback and inspection reports from Ofsted (and also awarding organisations 
where qualifications are part of the Apprenticeship Standard) form a vital part of our 
continuous improvement of the quality of education.  

In addition, as stated in the section above we use a number of other mechanisms to 
provide feedback into the continuous improvement cycle. Feedback is gathered 
formally and informally. 

• Feedback from apprentices 
• Feedback from employers 
• Feedback from apprentice trainers 

An area of our website will enable apprentices and employers to record their 
comments, complaints or praise. They will be provided with information on how to do 
this at their induction and for employers at the apprentice on-boarding session. We 
also encourage employers to put feedback into the Find Apprenticeship Training site. 

Apprentice trainers are invited to provide feedback and suggestions for improvement 
at one to one meetings, at standardisation meetings and at CPD and other training 
events. 

Our procedure for continuous improvement of training follows the pattern of meetings 
over the timings described in Table One above. The example in the first section of this 
document (pages two to three) exemplifies the approach we take to making continuous 
improvement practical and action based. 

 

How we identify and address any under-performance of training 

Using KPIs and regular data analysis combined with the self-assessment process we 
seek to identify underperformance promptly and to address it rapidly. We work to 
ensure we have a detailed understanding of the progress apprentices make. For 
example, leaders and managers will ask apprentice trainers what action they have 
taken to enable apprentices to get back on track if they have fallen behind. 

An example of how we address under-performance 

We know that if apprentices absent from off the job training, they are likely to miss 
milestones leading to delayed completion. Apprentice trainers report absent 
apprentices to the Apprenticeships Administrator and these are quickly followed up 
and the cause identified. Where welfare issues or mental health issues are identified 
the Operations Director, who is responsible for apprentice experience will be involved. 
If we find out that the reason is due to the employer not releasing them from work to 
attend training, we will refer the employer to the Commitment Statement and look at 
how we can build in flexibilities to meet their business need but also ensure the 
apprentice does not drop behind. 
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In the Ofsted monitoring visit report (December 2018) it was noted that “apprentices 
do not receive enough time to complete their studies and, as a result, they complete 
their work at home. These apprentices make slower progress”. In response to this, 
during the on-boarding process we shall be asking employers to ensure that they give 
apprentices more time to work on their learning assignments and apprentice trainers 
will check with apprentices’ how much time they are taking to complete the tasks we 
set. We intend to personalise our understanding of each apprentice so that 
expectations of their progress and achievement of milestones are met. Where learning 
targets are missed this is to be more regularly reported to leaders and managers so 
that we build up a profile of cohorts with the different employers we work with. 

Under performance within the training team is identified through the Apprentice 
Trainers RAG reporting rating scheme. A copy of which is in Appendix Two. Where 
progress within the performance of the training team is weak, we look at where and 
what sort of intervention is needed and this is discussed at one to ones and appraisals. 
Individual performance improvements targets are agreed and reviewed at one to 
one’s.  

One aspect mentioned in our Ofsted monitoring visit report (December 2018) was that 
our apprentice trainers were failing “to ensure that apprentices develop the skills 
required for professional discussion throughout their programme in preparation for 
their end point assessment”. As we migrate over to offering Standards, we will be 
asking apprentice trainers to report on the apprentices’ readiness for the specific end 
point assessment components as iterated in the relevant assessment plan. Leaders 
and managers will check that the apprentice trainer is both properly preparing the 
apprentice for end point assessment and knows what is expected to help them achieve 
higher grades. Apprentice trainers failing to report on this aspect will be RAG rated 
appropriately (See Appendix Two). 

 

Review 

This process is reviewed annually by the Managing Director and senior management 
team. 
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Appendix One 
The Development Fund Ltd. 

 
 
 
 
Internal Quality Assurance Policy  
 

The Internal Quality Assurance Policy is to ensure effective management and 
verification processes, effective support for assessment and verification personnel and 
to quality assure the outcomes of assessment in line with Apprenticeship Standard. 

 

To achieve this, The Development Fund Ltd. will:  

 

1) Arrange the direct supervision of all trainee apprentice trainers, by a qualified 
person who countersigns the assessment or verification decisions  

2) Develop all new and existing staff to meet the Standard, needed to carry out 
high quality assessment and verification  

3) Ensure effective appraisal and continued professional development (CPD) for 
all members of the assessment and verification team  

4) Ensure all apprentice trainers are qualified to meet the Standard (and the 
awarding body requirements where relevant) 

5) Monitor and ensure consistency of assessment decisions against the Standard, 
including direct observation of assessments taking place using a range of 
assessment methods  

6) Ensure that staff understand and follow the policies and procedures through 
regular training and development, and recorded on CPD  

7) The Quality Manager will meet regularly with apprentice trainers to exchange 
good practice and to conduct verification of documentation. This will then be 
disseminated throughout the team at meetings  

8) Standardisation will be held a minimum of every twelve weeks, and will cover 
the range of Standards which The Development Fund Ltd. delivers  

9) Records and documentation of assessment and internal verification decisions 
will be maintained, and made available for inspection purposes  
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10)  Where an apprenticeship Standard includes a qualification, the Quality 
Manager holds a sampling plan, which will show all units, across all qualifications 
are sampled in line with risk assessment documentation  

11)  Sampling decisions will be based around RAG reporting, and reviewed 
regularly to reflect apprentice trainer competence  

12)  Formative sampling decisions will show effective appraisal of assessment and 
appropriate supportive feedback  

13)  Where qualifications form part of the apprenticeship Standard, external quality 
assurance feedback and actions will be disseminated throughout the team at 
regular team meetings and one to ones. 

 

Process of Verification and Standardisation by The Development Fund Ltd.  

Verification strategy, policy and documentation is managed and maintained by Quality 
Manager, with support from the Apprenticeships Administrator. 

Table Two 

Action Documents to be held  

 

Verification is planned as ongoing 
sampling, Observations of Teaching and 
Learning (OTLs) and observation of 
assessment by the Quality Manager. 
Standardisation meetings are managed 
by the Quality Manager to ensure 
consistency and sharing of good 
practice.  

 

 Internal Verification and Policy 
Statement and Management of 
Verification 

 Master Sampling Planner  

 Observation Planner  

 Assignment Brief  

 Standardisation agendas and 
minutes of meetings  

Held in main office 

 

Actions for completion on the Verification 
and Standardisation Report are 
managed to completion. Report is 
summarised and fed into SMT 
management meetings, minuted and 
retained on file.  

 

 Minutes of management meetings 

 Quality Improvement Action Plan 

 Self-Assessment Report 

Held in main office  
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Appendix Two 

RAG Reporting for The Development Fund Ltd. Assessment Team  

 

The RAG reporting rating scheme is to show progress within the training team and 
make it clear where intervention is needed. 

An inappropriate RAG rating can lead to issues within the team and impact on the 
timely and successful completion of apprentices, so it is important that this tool is used 
effectively and wisely, focusing on key issues, and not clouding the report with too 
much detailed information.  

The Quality Manager will conduct a RAG report on each apprentice trainer, not only 
to highlight issues, but to track progress and show good practice. 

Below are the status definitions to help track or identify specific aspects that need 
attention.  

Table Three 

The RAG Status 
Definition  

Action Taken 

Red  

 

There are significant issues with the apprentice trainer. 
The issue needs escalating up to the Quality Manager.  

The Quality Manager will then organise a formal one to 
one, with the apprentice trainer and a development 
plan put in place.  

 

Where the issue needs corrective action and cannot be 
handled by the Quality Manager alone, it is referred up 
to the Operations Director. 

 

Amber  

 

 

A problem has a negative effect on performance but 
can be handled by the Quality Manager. They should 
record it in the trainers’ development plan and regular 
feedback given to the Operations Director on how the 
development is progressing. 
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Regularly monitor the situation. 

 

Green  

 

The apprentice trainer is performing well, OTLs do not 
pick up any issues around teaching and learning 
practice and the quality of education provided to the 
apprentice. 

No action needed.  

 

All aspects of the job are going well.  

 

Positive and supportive feedback is given to the 
apprentice trainer. 
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Appendix Three 
 

Quality Improvement Action Plan (QIAP)  

 

Overarching criteria Criteria for assessment Internal 
assessment 
score (1-4) 

Action required By 
when  

Owner 

      

      

      

      

      

      

      

      

      

      

      

 


