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[bookmark: _Hlk83890124]This sample scheme of work covers both classroom- and workshop-based learning for Quality and compliance in management and administration. It is based on 3 hours per session for 15 sessions. It is an example only of a possible scheme of work and is based on theory and practical within an FE centre, but it can be amended to suit all learning facilities with the necessary adjustments to meet individual learner’s needs. 
The technical qualification has been developed to include competency frameworks for T Levels, which demonstrate an array of competencies across maths, English and digital skills, as well as the core skills learners will need to use when they progress onwards from completing their T Level.
The Criteria column in the scheme of work identifies opportunities where these core skills can be developed and embedded into teaching and learning for each criterion. It is not expected that all criteria will develop core skills, but where these skills exist in the core content it has been referenced to support FE centres. 
For more information on how the core skills can be evidenced, please refer to the Technical Qualification Specification (example below). 
3.1 The importance of maintaining and improving quality in all aspects of public and private sector organisations.
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You can use the sample scheme of work as it is, adjust it or extract content to create a scheme of work to suit your delivery needs. It can also be adjusted by adding theory and practical workshops to support learners who have/need additional learning time. 


3. Quality and compliance 
Sample scheme of work
Course/qualification:  T-Level Technical Qualification in Management and Administration (Level 3)	Tutor’s name:  

Number of sessions: 15	     Delivery hours: 45	                             Venue:	                               Group: 

	Criteria
3.1 The importance of maintaining and improving quality in all aspects of public and private sector organisations 
3.2 How quality is measured in different sectors through quality standards 
3.3 The role of regulatory bodies and inspections 



	Session
	Criteria

	Activities and resources
	Skills check

	1

3 hours
	3.1 The importance of maintaining and improving quality in all aspects of public and private sector organisations

Introduction to unit and expected outcomes
The difference between maintaining and improving quality

The types of quality assurance activities that can be carried out by organisations to identify quality issues (eg process checklists, quality standards, documentaries, audits)

(Skills: CSG, EC2, EC6, MC2, MC6, MC10, DC4)
	Activities:
Facilitate class discussion on ‘What is quality?’.
Deliver PowerPoint 1: Quality assurance activities.
Complete Worksheet 1: Quality assurance activities.
As a class, come up with a list of what quality means to you. This could include areas in which you have seen good and poor quality before. Provide an overview to the class.
As a class, watch the video Maintaining and improving quality and discuss its content (https://www.youtube.com/watch?v=dbmGUq8FFKs).

Resources:
PowerPoint 1: Quality assurance activities 
Worksheet 1: Quality assurance activities
Online video:  https://www.youtube.com/watch?v=dbmGUq8FFKs

	Oral questioning
Worksheet 1
Feedback on Worksheet 1
Participation in class discussion on video
 


	2

3 hours
	3.1 The importance of maintaining and improving quality in all aspects of public and private sector organisations
 
The reasons for organisations wishing to improve quality across the organisation 
The benefits of improving and maintaining quality to organisations

(Skills: CSG, EC2, EC6, MC2, MC6, MC10, DC4)
	Activities:
Facilitate class discussion.
Deliver PowerPoint 2: Reasons for improving quality.
Complete Worksheet 2: Reasons for improving quality.
Group task: As a class, split into small groups and each group research an example organisation or product where quality was not of a high standard. ie a public service that was not fit for purpose or a product with large recalls. Each group should research the general information about the issue of the policy/procedure and any other relevant details. A representative from each group should then present their findings to the class.

Resources:
PowerPoint 2: Reasons for improving quality
Worksheet 2: Reasons for improving quality 

	Oral questioning
Worksheet 2
Feedback on Worksheet 2
Participation in group task 


	3

3 hours
	3.1 The importance of maintaining and improving quality in all aspects of public and private sector organisations
How quality maintenance and improvement may differ between the public and private sector in terms of scope, budgets, processes and accountability

(Skills: CSG, EC2, EC6, MC2, MC6, MC10, DC4)
	Activities:
Facilitate class discussion on the difference between ‘maintain’ and ‘improve’ quality.
Deliver PowerPoint 3: Differences between the public and private sector.
Complete Worksheet 3: Differences between the public and private sector.
As a class, you have been asked to research the main differences between quality within the public sector compared to the private sector. Now, as a class, consider the differences between the two sectors and how quality can affect them differently, reporting back to your tutor. Tutor to facilitate the group discussion. 

Resources:
PowerPoint 3 Differences between the public and private sector 
Worksheet 3: Differences between the public and private sector 

	Oral questioning
Worksheet 3
Feedback on Worksheet 3
Participation in group consultation discussion 


	4

3 hours
	3.1 The importance of maintaining and improving quality in all aspects of public and private sector organisations

The different approaches used by organisations to improve and maintain quality in organisations (eg complaint handling procedures, process improvements) 

(Skills: CSG, EC2, EC6, MC2, MC6, MC10, DC4)
	Activities:
Facilitate class discussion.
Deliver PowerPoint 4: Approaches to improving and maintaining quality.
Complete Worksheet 4: Approaches to improving and maintaining quality.
As a class, come up with a list of example complaints that may be made against an organisation. Have a think of how the complaint could be correctly handled and how it could be incorrectly handled. You should also consider how the complaint itself could be used to improve the quality in the organisation. The class can be split into multiple small groups. Each group should discuss their examples with the rest of the class. Alternatively, the class can act as one large group. 
Resources:
PowerPoint 4: Approaches to improving and maintaining quality
Worksheet 4: Approaches to improving and maintaining quality

	Oral questioning
Worksheet 4
Feedback on Worksheet 4
Participation in class discussion 


	5

3 hours
	3.1 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.

	

	6

3 hours
	3.2 How quality is measured in different sectors through quality standards 
The purpose of quality standards for organisations in different sectors
Different accreditation across different sectors and the use of ISO standards

(Skills: EC5, MC2, MC5, MC6, MC10, DC4)
	 Activities:
Facilitate class discussion.
Deliver PowerPoint 5: Quality standards.
Complete Worksheet 5: Quality standards.
In small groups, research other sectors and the quality accreditations associated with them. Provide a summary to the rest of the class on the different standards you have been able to research. Describe and explain why they are used.
As a class, watch the video on ISO standard explained and discuss its content (https://www.youtube.com/watch?v=MIssDGB7pJc).

Resources:
PowerPoint 5: Quality standards
Worksheet 5: Quality standards 
Online video: https://www.youtube.com/watch?v=MIssDGB7pJc

	Oral questioning
Worksheet 5
Feedback on Worksheet 5
Participation in class discussion on Video


	7

3 hours
	3.2 How quality is measured in different sectors through quality standards 

How an organisation benefits from obtaining accreditation for quality through: 
· Increased brand awareness 
· Assisting with tender opportunities
· Developing trust with customers 
The responsibilities associated with maintaining a quality accreditation including internal/external audits, process maps, documentation, cost

(Skills: EC5, MC2, MC5, MC6, MC10, DC4)

	Activities:
Facilitate class discussion.
Deliver PowerPoint 6: Quality accreditations.
Complete Worksheet 6: Quality accreditations.
As a class, come up with a list of benefits to an employee of an organisation that has obtained a quality standard. Participate in a class discussion. 
As a class, watch the video on YouTube ISO 9001 in a nutshell and discuss its content (https://www.youtube.com/watch?v=qSVqDNOkOTo). 
As a class, watch the video on The ISO process and discuss its content (https://www.youtube.com/watch?v=ZZrYfO3Q6q8).  

Resources:
PowerPoint 6: Quality accreditations
Worksheet 6: Quality accreditations
Online video: https://www.youtube.com/watch?v=qSVqDNOkOTo
Online video: https://www.youtube.com/watch?v=ZZrYfO3Q6q8
	Oral questioning
Worksheet 6
Feedback on Worksheet 6
Participation in class discussion on videos


	8

3 hours
	3.2 How quality is measured in different sectors through quality standards 

How implementing a quality standard can improve processes and procedures in an organisation and identify areas for improvement
The benefits to organisations in applying for people-based accreditations

(Skills: EC5, MC2, MC5, MC6, MC10, DC4)

	 Activities:
Facilitate class discussion.
Deliver PowerPoint 7: Implementing a quality standard.
Complete Worksheet 7: Implementing a quality standard. 
As a class, research organisations who have obtained an Investors in People certification and research what they offer to their employees which has helped them achieve the accreditation. You should make a list of good examples you have seen that are working benefits offered to employees and discuss these with the class in the form of a group discussion.  
As a class, watch the videos below on YouTube and discuss their content.
How to make work better? (https://www.youtube.com/watch?v=u2EaeBDt4zQ) 
Why have an employee development plan? (https://www.youtube.com/watch?v=BNjxau0-0Hk) 

Resources:
PowerPoint 7: Implementing a quality standard
Worksheet 7: Implementing a quality standard 
Online video: https://www.youtube.com/watch?v=u2EaeBDt4zQ
Online video: https://www.youtube.com/watch?v=BNjxau0-0Hk




	Oral questioning
Worksheet 7
Feedback on Worksheet 7
Participation in class discussion 
Participation in class discussion on videos


	9

3 hours
	3.2 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	10

3 hours
	3.3 The role of regulatory bodies and inspections 
That each industry has different regulatory bodies and associated inspections, audits and reviews which vary greatly depending on the nature of the organisation, for example the difference in regulatory bodies for the healthcare sector (eg General Medical Council) and education sector (eg Ofsted/inspection)
The importance of organisations ensuring they are compliant with the relevant regulatory authority

(Skills: EC6, DC3)
	 Activities:
Facilitate class discussion.
Deliver PowerPoint 8: Regulatory bodies. 
Complete Worksheet 8: Regulatory bodies.
In pairs, look at two different regulatory bodies within the same sector and research some of the specific regulations organisations must follow. Each pair should then report back to the class on three regulations within each of the two regulatory bodies that must be followed. The class should discuss these holistically. 

Resources:
PowerPoint 8: Regulatory bodies
Worksheet 8: Regulatory bodies
	Oral questioning
Worksheet 8
Feedback on Worksheet 8
Participation in class discussion 


	11

3 hours
	3.3 The role of regulatory bodies and inspections 
The powers that regulatory authorities have in terms of issuing prohibition notices, closure and suspension
The purpose and frequency of inspections, the preparation an organisation needs to make in relation to inspections 
The impacts and risks of being regulatory non-compliant to an organisation. The approaches that organisations follow to be compliant 

(Skills: EC6, DC3)
	Activities:
Facilitate class discussion.
Deliver PowerPoint 9: Regulatory inspections. 
Complete Worksheet 9: Regulatory inspections.
In pairs, research organisations who have not been complaint with their regulatory body and present your findings in the form of a presentation to the rest of the class. Your presentation should provide details on how the organisation was being non-complaint and the consequences they received for being non-complaint. Class to discuss the cases as a group. 

Resources:
PowerPoint 9: Regulatory inspections
Worksheet 9: Regulatory inspections
	Oral questioning
Worksheet 8
Feedback on Worksheet 8
Participation in class discussion 


	12

3 hours
	3.3 Tutor directed activity
	Activities:
Activity sessions have been allowed for in this scheme of work for classroom demonstrations, presentation of video material, guest lectures, revision or other learning activities at the tutor’s discretion.
	

	13–15

9 hours
	Revision sessions

	Activities: 
· Distribute the MCQs. Run test to recap learning and coverage. 
· Deliver answers to the MCQs and check understanding. · Learners identify their knowledge gaps based on their results to the MCQs. 
· Extra activity: Learners could write a revision plan based on the topics they need to recap in this topic. 
· Recap over prior PPTs/Worksheets for revision as required.  Tutor to support revision activities as required. 

Resources: 
· MCQs 
· PowerPoints (as required)
· Worksheets (as required)
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