REVIEWS
OVERVIEW 
Can be used in the classroom with or without computers
Age:
For students from Year 7 upwards

Curriculum Area:
Diploma Reviews (from any learning provider), Progress Reviews, Mentoring, Careers Education, Interviews with Pas, Work Related Learning, PSHE, Form Tutor time, all Curriculum Areas



Used for:
· Encouraging thoughts and discussion about the purpose of reviews
· Helping students prepare for review 

· Exploring the different types of reviews – for action plans, with teachers, mentors, advisers, managers
· Helping students identify ways that carrying out a review can help achieve targets and goals
· Discussing the comments students can make on their review reports

· Making links to all other parts of Progress File, eg any area that needs to be developed further should be reviewed
Notes:

· This work is suitable for classroom use without computers as well as in an IT room

· Students may wish to revisit other parts of their Progress File to identify other pages that should be reviewed or amended 
· Review report titles are automatically displayed as links within the ILP
· Students can export documents into the school/college IT system, or other media,  by going to the “home page” and clicking on “print documents”, click on “export” next to “Reviews” and then on “Click here to download a digital copy of : “Reviews” and then click on “save”, find area to send work to and click on “save” again
The following pages provide:

· Teacher Tips for the introductory text

· Teacher Tips for the pop up
· Teacher Tips for other parts of the page

· A copy of the Review Report

· Teacher Tips for the case study

· Teacher Tips for the side activity

	Reviews

	 

	The purpose of a review is to see what you're good at, how you can do better and identify any support you might need. It helps you think about all your qualities, achievements, experiences and skills when making decisions about your learning.

Reviewing your progress towards meeting targets is important. Don't worry if you need to make changes or haven't made as much progress as you expected - the main thing is to keep reviewing that plan!
Don't forget - TO FAIL TO PLAN IS TO PLAN TO FAIL
Teacher Tips:

· Discuss the need to review action plans.  Are students achieving the goals or targets within the deadlines they had set?  Do their action plans need editing, amending or deleting?  

· Discuss barriers that stop people achieving their targets

· Remind students that just because they might not meet their first target it doesn’t mean that their goal is ruined – but may have to be adapted

· Students should identify what they have done well (and should continue to do) and perhaps not so well, how to improve and what to do differently next time 
· Discuss reviews with other people.  Do students have progress reviews with teachers, mentors, advisers or managers?  If so, how are action point recorded?

· Remind students that anyone involved in their learning could use the Review Reports contained within the Admin Area of Progress File so that each student has a copy to refer to, make comments on and show to others and this may also inform further action planning

· As review reports are completed and saved by staff, and possibly other learning providers, they are automatically sent to the student’s progress file and links are listed on the review page.  These can be viewed at any time by the student. If students make and save comments in the bottom section of the report these can be read from the admin area which staff, and other learning providers, can access

· If Review Reports show a “red” for progress, attitude or attendance this is displayed within the admin area so that staff can identify where there is a matter for concern and students can receive support as and when required to help move them to “amber or green” 
Click here for more information... (A pop up displaying the following information is shown when clicking onto this link)
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	PROGRESS REVIEW
	 

	 
	When preparing for your Progress Review consider:
Teacher Tips:

· The following bullet points provide a checklist of things to do prior to a review meeting

· Students should remember to try and collect evidence of progress or achievements to take with them, especially in response to any action points that had been set at their last review
· Achievement and Activity Logs are just some of the parts of Progress File which could be used to remind students of any progress or action taken

· Students may also want to spend some time thinking about their next steps to discuss with their reviewer

· They can also be used to remind students to review their own action plans
· How far have you got with your action points? 

· Are you on track to meet deadlines? 

· Have you met one or more targets? 

· If you haven’t made as much progress as expected (by you or your teacher/trainer) then write down some ideas of your own for improvement to discuss at the Review. 

· Be prepared to discuss attendance, attitude and effort. 

· Have you got evidence of your achievements or progress – check out your activity or achievements log? 

· Gather any relevant documents such as an assignment with comments from your teacher/trainer. 

· What are your priorities for improvement and/or planning the next stages in your learning? 

After the Review
Teacher Tips:

· Remind students that the review will be much more meaningful if they now carry out some action planning if response to topics raised during the review
· If a report has been sent then they should add their own comments to the bottom section.  Once they press “save” their comments can also be seen by staff from the admin area
· If there were any areas of concern then students should try and make sure they get appropriate support – for example, from teachers, mentors or family
· If they have received a positive report then this can be used as evidence when making applications or at transition points
· Remind students that there are links to their Review Reports within their ILP
Remember that now the Review has been completed you need to take the following action:

· Look back at the comments made by your reviewer and set any agreed action points on your action planner 

· Ensure you get the support you need to reach your targets 

· Write down your own comments about your progress, attitude and attendance and agreed action points 

· Use your achievement and activity logs to record progress and development so you can prepare for the next review 
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Teacher Tips:

· The following is a copy of a review report which is completed by the reviewer and after pressing “Save” a copy is sent to the “Reviews” page of the student’s Progress File

· The students cannot change the reviewer’s comments but can add their own to the last section
· Students may wish to discuss the various sections and impact of getting a “red” for progression, attitude or attendance

· Reviewers need complete only relevant sections

· Reviewers can cut and paste from previous records

· Guidance for reviewers on completing the form is given in the Admin Guide 

REVIEW REPORT
	Review Title:
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	Name:
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Shirley Canno


	School:
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Myprogressfile



	Provider:
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	Threshold:
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	Points:
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	Links to existing reviews (will launch in separate window)
 

	Date
	Reviewer(s)
	Title

	26 Nov 2009
	Mrs McSwiggan
	WORK EXPERIENCE


	Reviewer:
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	Awarding Body:
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	Qualification Type:
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	Units:
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	Unit/Targets currently working towards:
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	Progress against Goals/Targets set last period:

	Green = above target, Amber = on track, Red = falling behind (please tick)

	Green:
	[image: image18.wmf]
	Amber:
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	Red:
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	Comments
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	New Targets/Goals/Action needed prior to next Review:
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	Comments on attendance:

	Green = very good, Amber = satisfactory, Red = below requirements (please tick)

	Green:
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	Amber:
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	Red:
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	Comments
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	Comments on attitude to programme:

	Green = very good, Amber = satisfactory, Red = corrective action required (please tick)

	Green:
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	Amber:
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	Red:
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	Comments
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	Comments on any other matters:
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	Learner's Comments:
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Password to allow provider access
Teacher Tips:

· This password should be different to that used for logging in
· Once this password is given to an external learning provider they will be able to send review reports to their students’ progress files
· Students accessing learning outside of their host organisation can keep all review reports together by using their on line progress file
This password gives permission to other people outside of your organisation, such as Connexions or Careers Advisers, Mentors, College Tutors, Learning Provider Trainers, to: 

· Write and send a Review Report to your on line Progress File 

· View your Individual Learning Plan (ILP) to gain a better understanding of your achievements, career and personal interests and targets and goals 

· View all existing Review Reports to gain a better understanding of your strengths, areas for development and support needs 
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	EMMA SPEARS


Emma regrets messing about at school as she now has to take her GCSEs at college and this has set her back a year.

Teacher Tips:

· This just serves as a reminder of the longer term consequences of actions that have not really been considered until it is too late

· Discuss the need to have a plan in order to know where you are going otherwise  you could end up nowhere
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Improve your memory skills - matching game.

Teacher Tips:

· The object of the game is to flip the cards over and match the pairs.  When the game is finished the number of flips and the time taken is displayed.  This allows the game to be competitive between a number of students or students may just try to beat their own previous score
· Better results are normally achieved with practice and this reinforces the need to learn as you go along to make continuous improvement

· The game can be used to fill in time as students finish making comments on their review reports, or make or edit their action plans
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