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Feedback to Learners Procedure
1. Purpose of the procedure

The purpose of this procedure is to ensure that individual learners receive timely and constructive feedback on their assessments which informs their participation on the programme.  The feedback is appropriate to the nature of the assessment i.e. formative or summative.
2. Scope/to whom it applies

This procedure applies to tutors of St. John’s Central College of Further Education and Training in relation to progress interviews (formerly called mid-term assessments) between staff and students

3. Procedure details

2.1 Progress Data Entry Procedures

There are ten computers in use in the staffroom for entering comments. Each computer has a brown envelope next to it telling you what subjects are on the computer and the login. You need to login under data, password database. When you log on you will see an access program labelling A1-A10 depending on which computer you are on. Click this to enter the database. You will then choose forms on the left hand side and then click on Christmas progress interviews on the right. This will bring you to your students’ records. Click to enlarge the window and then you can scroll between students. Save your work at the end.  Please make sure not to attempt to cut and paste comments as this can lead to record deletion.  If comments are ready before entry this will free up computers.  Inform Assessment Co-Ordinator if there are any subject changes from last year on any courses, and all modules for new courses.

2.2 Progress Reports

Class teachers need to check to make sure their students reports are completed. Assessment Reports will be printed when comments have been entered.  Two copies will be printed.  Put signed reports in a brown envelope with class name and hand into the office after assessments.

The reports can be collected from the office.  There are grouped in course envelopes and course co-ordinators or class teachers need to sign them out. The class teacher returns a signed copy for records in a brown envelope with the class name on it.

2.3  Progress Interviews
Progress Interviews should take place in the final week of first term. Room details will be provided. Course coordinators devise a rota for students in their group. 

Guidelines

1 Explain the nature of the interviews to your students and let them know the assigned dates

2 You will need to enter your comments on the database in the staffroom (Details will be posted  on the staffroom notice board)

3 It is important to be as objective, clear and transparent as possible. Students should be able to see that each individual's progress is assessed on the basis of the same criteria.
4 Try to avoid subjective comments such as 'good'. We should preferably use quantifiable terms. Talk about your students’ attendance, their grasp of the subject, their course work, amount of the module achieved so far etc.
5 Interviews must be carried out with two teachers, and when possible one male and one female.
6 It is important to understand the aim of the interviews. They are an evaluation of the student’s progress so far and are meant ultimately to help and encourage the student, and to guide the student where necessary.  They are also an opportunity for the student to voice any difficulties they might be having with the course. 

7 Class teachers; please make sure you obtain two copies of each students report. Both need to be signed, one given to the student and the other goes to the office to be kept on record
4. Monitoring Process

This procedure is monitored on an on-going basis by the Assessment Officer and Students Liason Officer who both prepare annual reports for Senior Management.
5. Associated documents

Student Progress Report

