
Skills Development Scotland Quality Standards for delivery of Training  

ENABLERS – ACTIVITY

LEADERSHIP
	Standards
	Pointers
	Alternate

Standards
	Example Evidence

	1.1 Leaders of the Provider set a clear mission, vision and values for the organisation. 
	· Clear and comprehensive aims, objectives and targets that meet learner needs and expectations (SMART)

· Clear acknowledgement that need to be responsive  to changing environment

· Staff understand and are committed to Training Provider aims, objectives and targets

· Communicate that vision, mission and values through the organisation to ensure alignment
· The aims, objectives and targets of the Training Provider should meet the training requirements of their learners and be flexible enough to cope with changes in the needs and expectations of learners.

	HMIE 9.1

Curriculum for Excellence
	· Mission & Vision

· Business Plan 

· Proposal

· Targets / KPI’s

· Online Intranet sites

· Questionnaires – Learners, staff & stakeholders



	1.2 Leaders take responsibility for the development of the Provider’s training services. 
	· The Directors and senior managers of the Training Provider assume overall responsibility for Quality Assurance 

· Strategies are in place for improving delivery of training, trainee learning, retention, achievement and attainment

· Strategies are in place for involving, motivating and developing training staff 
· Directors and senior managers take overall responsibility or monitoring of Equal Opportunities issues


	HMIE 9.2

Curriculum for Excellence
	· Mission & Vision

· Business Plan

· Proposal

· Job Titles / Job Descriptions

· Progress Reports

· Internal verification reports

· Organisation Staff

· Staff Development Plan

· Minutes of meetings

· Questionnaires – learners, staff & stakeholders

	1.3 The Provider actively encourages continuous improvement in training service development and delivery.
	· Appropriate review processes are in place 

· Continuous improvement plans, including priority areas for improvement are in place and acted upon

· Staff and learner engagement in the process of continuous improvement  
	HMIE 9.4

Curriculum for Excellence


	· Quality system – policies, procedures, paperwork

· Self assessment and action plan

· Business Plan

· Vision / Mission

· Quality Standard eg ISO, IIP,

· Awards eg. for Company, Staff & Learners

· Learner/staff/stakeholder feedback


	1.4 Leaders ensure that the organisation is flexible enough to cope with internal and external drivers for change including changes in the needs and expectations of learners
	· Internal and external drivers can be evidenced and responses are appropriate

· Involvement of all relevant stakeholders

· Positive approach to innovation

· Good communication lines between with staff, learners and partners (including employers)

· Training Provider monitors and reviews new activities or practice to measure their effectiveness
	HMIE 9.1

HMIE 6.3


	· Mission and vision

· Strategic planning process

· Business plan

· Stakeholder feedback

· Contingency Plans

· Strategic Review

· Risk register

· Job Descriptions / Resource Planning

· PEST analysis (political / economic / social & technology) – scenario planning / risk analysis

· Feedback from staff, employers, stakeholders

· Pilot programmes / development activity



PLANNING OF TRAINING DELIVERY 

	Standards
	Pointers
	Alternate

Standards 
	Example Evidence

	2.1 Provider plans to deliver training services in line with its Strategic and Operating Plans. 
	· Clear plan that aligns with mission and vision

· Clear Strategic Plan that dovetails with clear Operating Plan and Training Team plans

· Needs of learners are fully included in the planning of training delivery
	HMIE 6.1

Curriculum for Excellence
	· Strategic & Operating Plans

· Team delivery plans

· Staff feedback



	2.2 The Provider takes appropriate action to achieve the aims, objectives and targets of its plans.
	· Clear communication of plans and associated actions and targets to training staff

· Training staff are clear how to implement plans 
	HMIE 6.2

Curriculum for Excellence
	· Strategic & Operating Plans

· Minutes of Meetings

· Staff feedback



	2.3 The Provider responds appropriately to changes in its external and internal environment.
	· Training plans and programmes are reviewed regularly to reflect changing needs (external and internal)

· Identified environmental changes are acted upon and changes made to programmes

· Risks are identified and managed (external and internal)
	HMIE 6.3

Curriculum for Excellence
	· Contingency Plans

· Risk register

· Job Descriptions / Resource Planning

· PEST analysis (political / economic / social & technology) – scenario planning / risk analysis
· Curriculum for excellence factors incorporated in training delivery (the 4 capacities)

	2.4 The Provider engages with employers to ensure their needs are met.
	· Employers involved in planning what training will be delivered.

· Employer requirements are reviewed regularly to reflect changing needs 
	
	· Minutes of employer meetings

· Outcomes 

· Marketing material

· Employer questionnaires

	2.5 The Provider engages with learners to ensure their needs are met.
	· Learner involvement in planning delivery
	
	· Learner feedback

· Minutes of review meetings

· Complaints register

· Award Body Appeals procedure


STAFFING

	Standards
	Pointers
	Alternate

Standard
	Example Evidence

	3.1 The Provider has effective workforce planning for staff involved in training delivery.  
	· Clear identification of current and future skills requirements

· Deployment of staff to meet business needs

· Training Provider has staff plans to meet changing training delivery needs
· Ensure that in all matters of training, promotion and discipline procedures all employees are treated equally without reference to sex, race, colour nationality, ethnic or national origin, disability and marital status
	HMIE 7.4

Curriculum for Excellence
	· HR Strategy

· Minutes of meetings

· Evidence skills needs analysis

· Staff feedback



	3.2 Training staff are appropriately competent.
	· Staff have appropriate level and currency of qualifications

· Staff have appropriate relevant experience

· Staff are involved in appropriate Continuing Professional Development including training in equal opportunities
	HMIE 7.1

Curriculum for Excellence
	· CV’s

· Job Descriptions

· Staff Development Plan

· CPD Records

· Learner feedback



	3.3 There’s productive working relationships between staff, learners and partners
	There is regular team or progress and review meetings: 

· among staff

· between staff and learners

· between Training Provider and partners
	HMIE 7.2

Curriculum for Excellence
	· Minutes of meetings

· Learner, staff and stakeholders feedback

· Partnership agreements 



	3.4 The Provider is effective in recruiting, selecting and retaining the right quality of staff.
	· Robust recruitment policy and process are in place

· Job roles are clear

· Actively promote that it is an equal opportunities organisation in all of its procedures for recruitment for staff and customers 
	HMIE 7.3

Curriculum for Excellence
	· Recruitment policy & process

· Job roles / job descriptions

· HR records / analysis of new staff / promotions / leavers

· Staff feedback questionnaires (staff satisfaction surveys)

· Monitor and evaluate applications on the grounds of sex, race, colour, nationality, ethnic or national origin, disability and marital status to ensure that its commitment to equal opportunities is upheld

	3.5 The Provider effectively develops staff involved in training delivery.
	· Staff development programme in place to ensure business needs are met

· Arrangements to avoid discrimination and promote equality
	HMIE 7.5

Curriculum for Excellence
	· Staff development plan

· Staff attendance at courses in line with role




PARTNERSHIPS & RESOURCES

	Standards
	Pointers
	Alternate

Standard
	Example Evidence

	4.1 The Provider has appropriate partnerships with local communities, other Providers, employers and public sector agencies.  
	The Provider has appropriate partnerships:

· to assist strategic decision-making

· to promote access and inclusion

· to respond to requirements of partners

· to collaborate with partners 

· criteria for selection of partners including evidence of what each party brings to the table
	HMIE 8.1

Curriculum for Excellence
	· Partnership agreements

· PEST

· Minutes of meetings

· Questionnaires / feedback (Opinion Surveys)

· Training Directories



	4.2   The Provider provides potential and current placement providers/employers with appropriate information, advice and support.
	· Recruitment of placement providers/employers 
· Appropriate information is available and at the right time (What is considered appropriate - little more detail would be helpful) 

· Relationships between staff and placement providers/employers 
	Curriculum for Excellence
	· Training Directories

· Feedback Employers and Placement Providers



	4.3 The Provider manages and uses its resources and learning environment for the benefit of learners. 
4.3 (Cont’d)
	· Planning, deployment and monitoring of resources

· Good use of management information to inform decision-making

· Sufficiency, adequacy and accessibility of accommodation and facilities, ICT and learning equipment/materials at all locations, including partner premises

· Training arrangements appropriate for all learners

· Sustainability of resources considered 

· Follows all relevant health and safety regulation, including risk assessment of all of its activities and premises 

· Financial management

· Appropriate use of buildings and equipment
	HMIE 8.2

Curriculum for Excellence
	· Policy and procedures re resources

· Premises & equipment

· Management systems

· Trainee feedback



	4.4 Effective contracting process is in place.
	· Robust contract management arrangements in place 

· Learner and employer requirements considered when contracting for training provision
	
	· Is there contracts and service level of agreements for all appropriate providers/suppliers


DELIVERY OF TRAINING 
	Standards
	Pointers
	Alternate Standard
	Example Evidence

	5.1 The Provider develops and delivers programmes and services to meet the needs of learners from all backgrounds.
	· Promotes equality and diversity for its entire workforce and customers

· Arranges to meet needs of specific groups

· Will not knowingly operate any barriers to access to their training

· Will promote equal opportunities

· Stakeholder involvement
· Will not tolerate less favourable treatment on grounds of sex, race, colour, nationality, ethnic or national origin, disability, marital status, sexual orientation, responsibility for dependants, age, trade union or political activities, religious beliefs, spent offences or any other reason which cannot be justified.

	HMIE 5.1

Curriculum for Excellence
	· T & D Business / Development Plan

· EO Policy

· Trainer / trainee feedback

· Evaluation feedback



	5.2 The Provider encourages and supports its trainees to be effective learners.
	· Development of independence in learning

· Learner motivation

· Self-directed use of resources by learners

· Learner progress

· Clarity about respective responsibility for learning
	HMIE 5.2

Curriculum for Excellence
	· T & D Business / Development Plan

· Trainer / trainee feedback

· Evaluation feedback showing the benefits to the organisation from the training & development

	5.3 The Provider uses its resources well to ensure effective learning.
5.3 (Cont’d)
	· Appropriate application of professional and subject knowledge

· Appropriate methods of delivery used at the right time

· Promotion of learner achievement and standards 

· Use of available resources (including employer resources) by staff

· Monitoring attendance of learners, whether at Provider/Employer premises or on-line activity, in order to provide individual support and extra help and guidance when necessary 

	HMIE 5.3

Curriculum for Excellence
	· Staff Qualifications / record of experience in training or teaching

· Interview staff/learners

· T & D Policy



	5.4 The Provider has working relations with partners and learners that are effective for successful training delivery. 
	· Provides all learners with regular feedback, both written and verbal, on their individual progress

· Collaboration between Training Provider and placement providers/employers to ensure training meets employer needs

· Relationships between Training Provider and placement / employers
	HMIE 5.4

Curriculum for Excellence
	· Interviews with staff and learners 

· Interviews with Placements providers/employers

· Minutes of joint working meetings / File notes

· Service Level Agreements



	5.5 The assessment process for qualifications is used to promote effective learning.
	· Planning and scheduling of assessment

· Methods of providing feedback and encouraging reflection on progress

· Arrangements for learners with additional support needs
	HMIE 5.5

Curriculum for Excellence
	· Planning Process

· Questionnaires

· Interviews with learners

· EO Policy 



	5.6 Potential and current learners are provided with information, advice and support.
	· Gives all prospective learners sufficient advice and guidance to ensure that they enrol on the appropriate course.

· Arrangements for learners to set goals and reflect on learning

· Access to and use of services to support learning
	HMIE 5.6

Curriculum for Excellence
	· Assessment / Induction Process

· Learner Interviews



	5.7 The Provider sustains continuous improvement through self-evaluation and internal review activities.
5.7 (Cont’d)
	· Maintains accurate, but secure, records of the progress of all its learners that meet requirements of Data Protection Act. 

· Evaluation of programmes and delivery 

· Plans for improvement and enhancement (e.g. action plans) 

· Involvement of learners, staff, partners and other stakeholders

· Effectiveness of action taken
	HMIE 5.7

Curriculum for Excellence
	· Evaluation feedback showing the benefits to the organisation from the training & development 

· Use of a Customer Satisfaction Survey to show that the views of all customers, both individual, employer and funder, are sought and reviewed at least once during each course and at the end of each short course.

· Development plans

· Various interviews with learners, staff, partners & other stakeholders.

· T & D Improvement Plan

· Action plans should reflect that the feedback given by external verifiers following each visit are taken into account and ensure all advice and action points are dealt with speedily


RESULTS - OUTCOMES

LEARNER OUTCOMES

	Standards
	Pointers
	Alternate Standard
	Example Evidence

	6.1 The training programmes and services are accessible, flexible and inclusive. 
	· Appropriate measures are in place

· Evidence of sustainable performance

· Confidence that good performance will continue into the future

· Evidence of points of comparisons (with self and with others)


	HMIE 2.1

Curriculum for Excellence
	· T & D Plan

· Learner Interviews

· Initial Assessments

· Training Provider identifies and responds to learner needs

· Training Provider monitor all written work and learning material to ensure that no unintentional barriers are present which would lower the quality of the training to an individual

· Assessment of all trainees work will be related to performance and not influenced by gender, race, disability etc and the Provider will undertake to make any appropriate arrangements for trainees with particular assessment requirements (eg dyslexic, hearing or sight impaired) without compromising the integrity of the assessment 

· arrangements to support learners and learning

· range and flexibility of delivery and assessment modes

· promoting and targeting of learning opportunities

·  monitor the progress of 
candidates who have any learning difficulties or disabilities to ensure that, as far as is possible, there are no unintentional barriers to learning

	6.2 The programmes and services meet learner needs.
	· Undertake Customer Satisfaction Surveys (and/or other means of feedback) from time to time to identify any barriers to learning and for learner feedback that training is helpful to them

· Operate a Comments and Complaints Procedure

· Analysis of and response to feedback


	HMIE 2.2

Curriculum for Excellence
	· Learner interviews

· Contract details

· Provider support arrangements

· Range and levels of programmes

· Levels of learner engagement

· Preparation for sustaining employment, accessing further learning (as appropriate)

· Demonstrate equality and diversity 

· Sustainability of programmes and services 

	6.3 Learners make progress, attain qualifications, and achieve more widely against the Curriculum for Excellence criteria.
	· Achievement rates: attainment of qualifications/successful completion of training 

· Drop-out rates

· Learner demonstrates that they are a successful learner, confident individual, responsible citizen and effective contributor (4 capacities of curriculum for excellence)

· Learner satisfaction

· Learner progression to employment or further learning over a 3 year period 

· Learner sustainability over a 3 year period
	HMIE 2.3

Curriculum for Excellence
	· Achievement rates

· Leaver / achiever ratio

· Learner interviews

· Follow- up info

· Forecasting info




STAFF OUTCOMES

	Standards
	Pointers
	Alternate Standard
	Example Evidence

	7.1 The Provider motivates its staff and engages them in setting and achieving objectives, aims and targets.
	· Staff satisfaction surveys or other forms of feedback

· Appropriate measures in place

· Appropriate analysis of and response to feedback
	HMIE 3.1
	· Communication arrangements – how is it communicated – printed emails / agendas etc

· Internal Intranet

· Mission/Vision

· Staff Interviews

· Satisfaction Index Survey

· staff knowledge of and action being taken to achieve organisation aims and objectives

· communication arrangements

· staff involvement in planning

· staff satisfaction

	7.2 Staff reflect on and participate in plans to improve services.
	· % of staff so involved

· Number of improvement initiatives
	HMIE 3.2
	· Mission & vision

· Interview Staff

· Evaluations / Reviews

· Planned meetings – copies of minutes etc

· Arrangements for staff to participate in discussions about services (frequency, right time, right staff involved)

· Evaluation of services

· Good practice identified and shared throughout the organisation

	7.3 Staff work well together. 
	· Information sharing across organisation is effective (means of communication e.g. team meetings, email briefings, all staff involved)

· Collaborative working within organisation 

· Collaborative working with partners 

· Staff survey or other form of feedback
	HMIE 3.3
	· Interview staff

· Minutes of meetings / emails / briefings

· Internal Intranet

· Staff Events




PARTNERSHIP OUTCOMES

	Standards
	Pointers
	Alternate

Standard
	Example Evidence

	8.1 The Provider ensures programmes and services meet employer needs.
	· links and partnerships with employers and industry bodies

· use of LMI and environmental demographics

· employer participation in design, delivery and evaluation of programmes

· arrangements to meet specific needs of employers

· employer satisfaction
	HMIE 4.1

Curriculum for Excellence


	· Service Level Agreements

· Employer Needs Analysis

· Evaluation

· Business Plan

· LMI



	8.2 The Provider ensures programmes and services meet the needs of other stakeholders (e.g. placement providers).
	· links and partnerships with stakeholders

· participation and influence of stakeholders in the design and evaluation of programmes and services (frequency, right time, right stakeholders)

· arrangements to meet specific needs in community, including equality and diversity

· stakeholder satisfaction
	HMIE 4.2

Curriculum for Excellence
	· Service Level Agreements

· Employer Needs Analysis

· Evaluation

· Business Plan

· LMI



	8.3 The Provider monitors the effectiveness of programmes and services delivered for employers.
	· retention and achievement of former trainees by employers over 3 year period

· sustainability trends over 3 year period

· employer satisfaction over 3 year period
	
	· Tracking System




ORGANISATIONAL OUTCOMES
	Standards
	Pointers
	Alternate

Standard
	Example Evidence

	9.1 The Provider achieves its aims, objectives and targets.
	· Progress on key aims and objectives

· Achievement of targets and key performance indicators

· Contract quantity and quality delivered

· Has appropriate measures in place

· Is able to demonstrate sustained good performance

· Results are reliable, timely and accurate

	HMIE 1.1

Curriculum for Excellence
	· Business Plan

· KPI’s

· Forecast

· Contracts / Achievements



	9.2 The Provider achieves and maintains high levels of trainee retention, achievement and progression.

	· retention and achievement over a 3 year period (includes staff delivering training)

· progression to employment or further learning over a 3 year period

· sustainability trends over a 3 year period
	HMIE 1.2

Curriculum for Excellence
	· Leaver/achiever ratio’s

· Staff turnover

· Tracking System
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Provider = Training Provider, ILA Provider or Employer

Learners = Trainees, Learners and Employed status trainees


