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1. High Quality of Training Materials and Delivery

	Criteria
	RAG Rating
RED: NOT YET DEVELOPED 
ORANGE: DEVELOPING.
GREEN: ESTABLISHED 
	Examples of evidence 
	Next steps and timescale

	Does your service perform regular audits of training needs? 

	
	
	

	Do you maintain an on-going dialogue with your audience e.g. schools/parents/settings/services which would help you understand their learning needs?
	
	
	

	When delivering training, do you use evidence-based techniques such as structured conversations and coaching where appropriate?

	
	
	

	Do you take proactive steps to ensure learners participation through use of a variety of techniques and interactivity features?
	
	
	

	Do you ensure that online tools are working effectively or there are contingency plans in place for example co-facilitating or buddy system?
	
	
	

	Do you ensure that confidentiality and GDPR rules are adhered to during any online or in-situ course

	
	
	

	Do you contact settings or schools prior to training regarding any logistical considerations (for example will the delegates have individual computers?)

	
	
	

	Do you ensure that the training materials and your register are relevant to audience needs?

	
	
	

	Are the training materials quality-assured including format and content in line with the attached checklist?

	
	
	

	Are the training materials evidence-based, current and engaging?

	
	
	

	Does your training address concrete, achievable and assessable objectives towards clear outcomes?
	
	
	

	Does your training material include reference to evidenced-based theoretical frameworks and where relevant and experiential learning activities?

	
	
	

	Is there evidence of proactive planning for educational resources and capacity?
	
	
	

	Are your learners supported in using online platforms and interactivity features such as Slido, Socrative, Mentimeter, Padlet or Ahaslides? 
	
	
	

	Do your training materials reflect social inclusivity and diversity and fit into an anti-racist framework?

	
	
	



     2. On-going performance reviews to identify and pursue opportunities for improvement, innovation and learning

	Criteria
	RAG Rating

	Examples of evidence 
	Next steps 

	Do you use varied sources of input for evaluating course effectiveness e.g. a combination of:
· learner
· Instructor
· content experts
· instructional designer
· outside reviewers
· peer reviewers
	
	
	

	Do you use varied methods for assessing course effectiveness are used e.g.:
· online course evaluations
· learner completion rates
· satisfaction surveys
· interactivity features e.g. 
· focus groups
	
	
	

	Do you carry out systematic analysis of course effectiveness? Do evaluation results are used to improve, innovate and learn?
	
	
	

	Do you continuously adapt your courses to reflect the latest research?
	
	
	



    3.  Seamless booking system


	Criteria
	RAG Rating

	Examples of evidence 
	Next steps 

	The booking system is easy to use, with detailed and accurate course information including upfront course charges if applicable and who to contact with queries.
	
	
	

	The booking system is searchable by keyword, target audience or focus area so learners can find the opportunities relevant to them.
	
	
	

	The booking system ensures schools/settings have the information they need to access training through booking confirmations, reminder emails and pre and/or post course emails where appropriate including automatic issuing of certificates of attendance (on completion of course evaluation).
	
	
	

	The same booking system is shared between partners in the Bi-borough for easy access for schools/settings. 
	
	
	

	The booking system enables schools/settings to keep records of training and certificates for all members of staff in one place for training with different organisations together (one-stop-shop).
	
	
	



  


  4. Building relationships through follow up and coaching opportunities where relevant / possible.


	Criteria
	RAG Rating

	Examples of evidence 
	Next steps 

	Do you provide an opportunity for follow-up support to ensure training outcomes are met? This might include follow-up coaching or access to professionals to ask further questions. 
	
	
	

	Does learner feedback demonstrate the intention to implement new knowledge and skills?
	
	
	

	Are facilitators equipped to effectively support learners in difficulty?
	
	
	

	Where relevant, do facilitators utilise audit tools to identify gaps and consider next steps during sessions?
	
	
	

	Do learners have on-going access to support with clear referral pathways?
	
	
	



     5.  Diversity and Inclusion

	Criteria
	RAG Rating

	Examples of evidence 
	Next steps 

	Is there equitable access to the training resources for all participants including those with additional needs? 
	
	
	

	Do all training materials/visuals reflect diversity of gender, sexual preference, skin colour, culture and disability?
	
	
	

	Is the course representative of the local area it serves?
	
	
	

	Is training on diversity and equality in place for all trainers?
	
	
	

	Is there evidence of community engagement in designing training offer?
	
	
	

	Does the training widen access to education for less represented groups?
	
	
	



      6. Support and development of trainers.

	Criteria
	RAG Rating

	Examples of evidence 
	Next steps 

	Are continual professional development and learning opportunities provided to develop/update presentational, IT skills a well as relevant, up to date content for training courses?
	
	
	

	Do trainers have regular access to their line managers or appropriate professional supervision?
	
	
	

	Is appropriate protected time given for preparation and planning of training?

	
	
	

	Do line managers actively encourage continuous improvement through self-evaluation and internal review processes?
	
	
	

	Are peer review systems in place to ensure internal moderation of the training?
	
	
	

	Are trainers given appropriate IT equipment and support?

	
	
	

	Is there an evidence of constructive multidisciplinary partnership in designing training programs?
	
	
	

	Is the capacity for delivering training present in job description and team plans?

	
	
	







