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recording of progress reviews.
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Audio Recorded Progress Review

(NVQ only programmes)

Context

Progress Reviewing is a very important but often time consuming process if it is done
well. ‘Done well’ usually means, that the documents produced to capture what has been
discussed and agreed (Progress Review Report), are quite detailed. Such high quality
reports can take a disproportionate amount of time to produce, particularly for staff who

find this type of task difficult to complete.

Benefits

This People Projects audio approach to Progress Reviews has been developed to:

o allow reviewers to concentrate on the needs of the learner, by enabling
them to focus more what is said during the review, than what they have to

write

e ensure that an appropriately detailed and high quality record of progress

reviews is achieved consistently

e enable more effective quality sampling to determine where support is

required

¢ making the process more efficient, whilst still meeting funding body audit

and regulatory requirements

The tools in this package enable the effective audio recording of a Progress Review in a
way that reduces the time taken to produce reports. The tools also help keep the focus
of a review on the learner and their progress, and not excessively on the completion of

the report.

The basic idea with this tool is that the detailed
content of the review is recorded to a sound file
on a digital voice recorder. A very brief text
summary of what has been audio recorded is
then quickly noted on a 1 side of A4 document
called a Progress Review Report.

Components

Progress Review Report Template.
Whilst it might be ideal to have a no paper
system, there are several barriers to this.
Barrier number one is the insistence of funding
bodies that a piece of paper with signatures is
produced to demonstrate that a progress
review has taken place. The second barrier is
that many learners do not operate in
environments where there is appropriate
technology on which they can view their
progress targets. It is necessary therefore to
produce some paperwork. We have reduced
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this to a single side of A4 paper. This provides spaces where the reviewer can quickly
summarise the issues covered for each significant element of the review. These
sections also contain an audio reference so that an auditor can quickly move to specific
audio file locations, to listen to the detailed version of the review. The other key
component of the document is the bottom section. This is where the targets agreed with
the learner at the end of the review, are recorded. This section also contains relevant
signatures and other essential information.

This report can be copied, or alternatively printed on carbonated paper, so that the

learner, employer and reviewer have copies of the completed summary reports. This
document provides tangible evidence to funding bodies that reviews have taken place.

Audio Progress Review Recording Procedure.

XYZ Training The procedure document defines in detail how the
Leamer Progress Review Procedure (Audio] | Whole process works including who should do what
and when.

This is a very well designed procedure based on
acknowledged good practice. Red text is used to show
exactly where the document needs to be adapted, so
that it precisely reflects the practice in your
organisation.
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Audio Progress Review Work Instructions.

This document provides is a very detailed

. . . . XYZ Training

guidance document for Reviewers. It is designed _ _
to ensure that they know precisely what they are Learner Progress Review Work Instructions
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