
	MEETING
	DATE
	VENUE

	MAS School Meeting
	26th November 2009
	NB128


	              PRESENT
	APOLOGIES

	KG; LJ;  PJ; DW; CG;  JH; BJ; JM; KW; SF; GJ; RJ; JR
EM; EG; SO; BB; GC; KW; GS,  SP

	 JH; WR, PF;AC


	ISSUE/COMMENT
	ACTION

	Minutes from previous meeting
Confirmation was received that minutes were accurate

Action points which have been completed from previous meeting are:

· BTEC 2nd year reports have been completed by staff on MOODLE
· AS+A2 electronic reports have been completed

· Induction modules completed – undergoing process of internal verification

· 09/10 Budget: now exceeded photocopying budget, need  be extra vigilant with regards to photocopying

· Steps need to be taken to reduce photocopying costs within each subject area e.g. placing info onto VLE for students to print out and access themselves.
· H+S Officer contacted about light fitting in AA115 and signage regarding fire assembly points in Afan

· Absence letters have been sent out for GCSE science evening class

· Electronic registers: daily marking is required by all staff

· Retention: still vitally important, workloads indicate size of groups for Nov 1st: class sizes will be continuously monitored

· Learner experience: subject leaders to identify student reps for focus groups after Christmas

	All staff to ensure large copies of handouts etc are placed into reprographies for photocopying

PowerPoint presentations should not be photocopied for students – placed onto MOODLE
Daily marking of registers is required by all staff

Subject leaders to identify student reps in each AS+A2 class

	FE24 Data for A level subjects
· HOS recently attended the learning performance committee to explain FE24 data
· Received positive feedback from Principal and the committee for excellent exam results

· Majority of subjects in MAS achieved 2 out of three targets set from previous year

· Geology and Physics achieved all three targets from previous year. Positive comments made for Maths data with regards to improvement in completion and attainment from previous year

· Thanks to all staff for all hard work and dedication

· Targets set for 2009/10 aim for a minimum 85% attainment and completion in all subjects or maintain/ improve attainment and completion rate from 08/09

· Value-added maintain/increase 2008-9 positive levels or if negative in 2008-9, achievement of a positive score

· FE24 data available on quality area of MAS MOODLE
	All staff to ensure that working towards 09/10 targets in terms of attainment, completion and value-added data



	Themed Inspections
These will commence from 30th Nov for the following areas and will be ongoing
· 14-19 network
· AS/A2 (year 1+year 2) tutorials

· VLE audit

Tutorial Inspections

HOS explained that lesson plans are not needed for tutorial inspection (as stated by DOF quality in HOS meeting). However tutorial sessions should be following the existing SOW. This has been placed onto MAS MOODLE
PJ expressed disappointment in lack of feedback from previous tutorial inspection.
HOS has raised this with DOF (quality) and has also raised concerns with regards to timescale of tutorial inspections.

HOS encouraged staff to continue running tutorial sessions as they normally would as students within MAS are well supported.

Observers may expect to see copies of student files, evidence of ILPs being completed

VLE Audit

PJ explained that this will be conducted by him for all maths and science subjects. PJ demonstrated how the VLE will be audited and materials required for different grading criteria. Material required on MOODLE includes:

· SOW

· Assignments/tests

· Specification

· Assessment material

· Notes/power points
	Tutors to ensure they have a copy of SOW in files for tutorial inspections
Examples of student files may be required for tutorial inspection.
All staff to attend inset on Dec 18th to work on MOODLE resources



	MAS Internal Inspection Cycle
HOS has e-mailed all staff with regards to 2 week notice for MAS inspection. This will commence from Mon Dec 7th-Wed 16th Dec.

Information regarding process of internal inspections was received from DOF (quality) at HOS meeting:

· Schools who received a grade 2 for KQ2 will undergo inspection by SMT which include Construction, Engineering, Computing, ACE
· Schools that received a grade 1 for KQ2 will mainly undergo inspection by school management team with min 10% of staff being observed by someone external to the school

· Reasons for inspection commencing 7th Dec include: all school inspections need to be completed by Feb 1st 2010

· January exam sessions for maths and science subjects continues over 3 weeks

· Attendance may be affected in Jan due to exams

· Observers can see full range of subject content

· School interviews will commence in Jan

· All year 1 SOW are in place and Year 2 SOW are in place up until Christmas 

Observations

· All FT staff and those on banded contracts will be seen and this is also essential for performance management

· Observers will mainly consist of management team 

· Usual observation paperwork will be used

· Lesson plan template is uploaded onto MAS MOODLE

Course Files

· Audited by school management team commencing Mon 14th Dec

· Criteria for audit is placed onto quality section of MAS MOODLE

· Course files need to contain, course reviews, minutes from previous meetings, SOW, Exam results, examiner’s reports/moderators reports (see checklist for criteria used during audit)

Learner files

· These will be audited during classroom observations and will need to contain:
· Details of syllabus, assessment details, handouts used/notes, examples of assessed work, good level of presentation

· Criteria used for audit of learner files has been placed onto quality section of MAS MOODLE

Feedback

· Commence in usual way in NA013 in presence of Principal/deputy principal and DOF quality

· Date to be confirmed with DOF quality

	All staff to prepare for internal inspection commencing 7Th Dec
Subject leaders to ensure course files are completed and ready for audit by Monday 14th Dec – these to be placed in NB231 in preparation for audit

Staff to ensure sample of learner files are ready for inspection (see criteria on Moodle)

	Health and Safety

· HOS asked staff to reinforce no drinking or eating in classrooms and especially labs due to chemicals being used
· Students are required to place any breakages of glassware into glass bins provided in labs to avoid any accidents and to ensure cleaners empty bins

· GJ has made extra labels for glass disposal in labs also concerned about general mess of lab where students have left rubbish in sinks etc

· GJ has also uploaded health and safety section onto MAS Moodle included info on CLEAPS


	Staff to reinforce no drinking or eating in classrooms or lab and to reinforce correct method for disposal of glassware and general tidiness of lab 


	AOB
Essential/basic skills
· SF asked staff to ensure that all year 1 students have been screened for basic skills and conduct interviews with students to identify support needs where appropriate

· Subject leader to inform SF how many key skills each lecturer is responsible for
· Concerns were raised regarding the accuracy of key skills attainment data
· EM informed staff about talk given by Dr Hamilton for forensic science students but also available to other interested students 2nd Dec 1:15-2:15 in hall.

	Tutors to ensure conduct support interviews with tutees where required

Subject leader to inform SF with regards to how many key skills each member of staff is responsible for

HOS to inform DOF Learners AOJ regarding concerns about key skills attainment data – AOJ will be present during next school meeting.

JM to investigate whether any Afan students are interested and could attend talk.
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