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	Purpose:  Procedure describes how assessments carried out by third parties are monitored

	Staff Involved:  Work Experience Coordinator, Work Experience Placement Officer, Deputy Principals, Course Directors, Special Duties Assistant Course Directors, Work Experience Teachers.

	Activities
	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	1. Work Experience

· Sourcing/setting up work experience placements 

· Contract / letter of agreement with contracted provider

· Communication with work experience provider


	· Work Experience Placement Officer sets up contact and details of placement with provider

· Student arranges own work experience placement – communicates details to Course Director/Work Experience teacher 

· Set of letters on file

     (WEC File) 
	· Work Experience Coordinator

· Work Experience Placement Officer 

· Course Director

· Work Experience Teacher

· Administration/Office
	· Written details of placement(s) 

· Copies of letters

· Lists of recipients (mail merge)

· Phone Log

	  2.    Guidelines

· Guidelines for students


	· Guidelines for students document (WEC File)
	· Work Experience Coordinator

· Course Director

· Work Experience Teacher
· Administration/Office
	· Document

· Checklist, documenting receipt of guidelines

	Activities
	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	3. Records

· Record of monitoring by Staff 

· Records of meetings with employers 


	· Telephone contact

· Site visits (where appropriate)

· ‘Teacher contact with firm’ document, (WEC File)
	· Work Experience Coordinator

· Course Director

· Class Teacher

· Work Experience Teacher

	· Completed forms/documents

· Records of visits & phone calls

	4. Students’ Feedback

· Learner diaries / log                   

  books 


	· Review of Students’ Work 

     Experience Diaries

· Interview with student(s)

· Questionnaires/Feedback 


	· Work Experience Coordinator

· Course Director

· Class Teacher
· Work Experience Teacher
	· Work Experience Diaries

· Completed Questionnaires

· Report(s)



	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	· Work Experience Coordinator

· Course Director

· Work Experience Teacher
	· Annual
	· Course Management Meetings

· Meetings of Work Experience Teachers and Course Director(s)

· Work Experience Coordinator’s Annual Report 
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