Resource sheet 1
Course planning
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Resource sheet 2

Course planning – prompt sheet for facilitators

	Where
	Community centre, adult education centre, youth club, church hall, residential care home, pub, library?

	When and/or time of day
	Morning, lunchtime, afternoon, early evening, mid-evening, late evening, week-day, week-end?

	Length of session
	One and a half hours, half-day, all day?

	Length of course
	Sustained over a number of weeks, intensive over a couple of days?

	Facilities
	Facilities essential to subject – hall, information communications technology (ICT) available?  Facilities essential for learners, for example, push-chair park, disabled access?  Health and safety requirements, for example, adequate ventilation, heating, lighting, unobstructed fire exits, water available nearby?

	What ground will you cover (brief outline only)
	Brief content information.  Depends on subject.

	Resources needed
	Equipment specific to your subject – available on site, or will you have to provide it? 

Resources/equipment specific to learners, for example, adaptive technology, large-print handouts, induction loop, CD player? 

	Additional help required
	Signers, interpreters, support tutors, carers?
What is the organisation’s additional support procedure?

	Ways of measuring progress
	Learners’ contribution to discussion, quizzes, questionnaires, peer assessment, competition, observation, self-assessment, research assignment?  Also see Assessment theme.

	Ways of capturing progress and achievement
	Personal learning journal, wall charts and displays, video footage, digital photos, Recognising and Recording Progress and Achievement (RARPA) processes?

	Other
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