
	MEETING
	DATE
	VENUE

	MAS School Meeting
	15th October 2009
	NB128


	              PRESENT
	APOLOGIES

	KG; LJ;  PJ; DW; CG;  JH; BJ;
EM; EG; SO; BB; GC; KW; GS,  SP

	 JM, KW, WR, SF, AC, GJ, RJ, PF, JR


	ISSUE/COMMENT
	ACTION

	Minutes from previous meeting
Confirmation was received that minutes were accurate

Action points which have been completed from previous meeting are:

· Eyewash station has been fitted into chemistry lab in Afan

· Salto lock has been fitted onto computer room

· Subject references completed for UCAS references

· CR1 have been completed by subject leaders

· SOW have been updated and verified by school management team

	Subject references for 2nd year forensic/medical science students need to be completed on Moodle in preparation for UCAS reference

	Diversity (LB)
· Diversity officer offered help and resources on diversity issues for use during tutorial session e.g. quiz on human rights

· Training on diversity issues could also be carried out with interested students over a couple of sessions e.g. wed pm. This could be useful for students to include on UCAS form etc
· Information was given regarding the reaching wider scheme with the aim being to encourage students into education. Students can also apply for summer school at university

· Thanks was given to staff for participating in the forensic science and maths taster sessions at end of term.
	Personal tutors to contact LB if they would like to use/ raise any diversity issues during tutorial sessions
Staff to encourage students to participate in summer school – contact LB for further information e.g. application form and criteria



	Priorities for 2009/10:
Retention

· Vitally important this year. Retention was very good throughout college last year right up until the end of the year where statistics showed very little improvement in retention on previous year
· Very imp to ensure that students are on the right course
· After half-term class sizes will be monitored and small classes will be merged where appropriate. Nov 1st retentions statistics will begin. 
· Students should not be allowed to drop down to 2 AS/A2 subjects as they would not be classed as  FT student which has implications with regards to funding and payment for exams
· For any students who are struggling, ensure that they are directed to the appropriate support mechanisms in the college e.g. basic skills support, learning coach support etc
Learner experience:

· Estyn inspection framework has changed. Next internal inspection at NPTC will be less data driven. Estyn will find out about the college and our systems through our learners.
· Need to ensure that learners feel fully supported and are involved in aspects of college life

· Learners will expect all lessons to start and finish on time, regular homework is being set and marked promptly, tests are issued, file checks are being conducted, feedback for improvement, student evaluation/module questionnaires are being conducted etc

· Resources to support learners should be placed onto MOODLE so these can be accessed from outside the classroom

· Ensure that learners are receiving ‘more than just an education’ e.g. links with employers, guest speakers, educational visits.

· MAS, SSL + SPS will be working together to ensure that the views of our learners are represented. Each group within each AS/A2 subject will need to nominate a student rep to meet with school management team in order top gain feedback on college and courses studied.

· An AS+A2 subject rep will need to be invited to subject meetings in order to gain student feedback.
	School management team to monitor class sizes after half-term

Staff to ensure that students are advised appropriately with regards to course

Staff to ensure that students who are struggling are directed to appropriate support mechanisms e.g. basic skills support, learning coach
Subject leaders to ensure that the ‘Learner Experience’ is placed as an agenda item and discussed in next subject meeting 

All staff to ensure that subject resources are placed onto VLE/MOODLE for students to access notes outside the classroom

Subject leaders to identify student rep for each AS and A2 class within subject area on both Neath and Afan Campus and get names to HOS after half-term


	Online Reports
· Subject leaders have been given access for online reports and need to ensure that responsibility for completing these is divided up within subject team
· A2 online reports need to be completed by Monday 19th October, 2nd year tutorial reports need to be completed by 22nd October

· A2 reports will be sent to parents over Oct Half-term

· AS reports need to be completed by Monday 9th Nov (Afan Campus) and 16th Nov (Neath Campus)

	Subject leaders to ensure A2 reports are to be completed by 19th October

Year 2 personal tutors complete online reports by 22nd October
Subject leaders to ensure AS reports are completed by 9th + 16th Nov for subject area.


	Parents evenings and open evenings
· A2 Parents evening Wed 4th Nov (Afan Campus) and 5th Nov (Neath Campus)
· Concerns were raised regarding the turn out of A2 parents evening on 5th Nov due to bonfire night
· AS Parents evening Wed 25th Nov (Afan Campus) and Wed 9th December (Neath Campus
· HOS explained that staffing would be required for all subject areas for forthcoming open evenings on both Neath and Afan Campus:

· Wed 11th Nov open evening Afan Campus 5-7pm

· Thursday 19th Nov open evening Neath Campus 5-7pm

	Subject leaders to ensure parents evenings are staff within their subject area

Names of subject staff attending open evening to LJ by Monday 26th October


	Electronic Registers
· These have been delayed until after half-term

· Electronic registers will ‘go live’ on Monday 2nd November

· Class lists that have been given to HOS have gone to faculty office for checking
· From 2nd Nov electronic registers will need to be completed on a daily basis and will be monitored.  Tech support have ensured access to registers from the classroom via a link on student intranet

· Question was asked whether EMA could then be electronic rather than paper based

	All staff to mark electronic registers on a daily basis from 2nd Nov
All staff to notify faculty office with any changes to class lists.


	09/10 Budget for MAS
· This has been reduced from previous years

· Need to be extra vigilant with regards to ordering course related materials.

· Photocopying budget has been severely reduced to £2,750.00 – therefore need to ensure that all resources are photocopied centrally in reprographics.

· 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.
· Concerns were raised with regards to photocopying costs for servicing course which are not in MAS

	All staff to be extra vigilant when ordering course related materials due to reduced budget

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
Staff who are involved in servicing to keep record of photocopying costs so a transfer of duns form can be completed at end of year


	Visits from partner schools
· These will be taking place over next couple of months on both Neath and Afan Campus
· Students will be shown college facilities, classrooms etc at NPTC


	

	Work Cards
· All staff are now being issued with work cards to record toil and annual leave

· Toil accrued must be taken within 6 weeks

· These are auditable documents and will be called into HR for audit

· Example work card was issued to all staff to ensure that work cards are being completed in correct format

	All staff to record toil and annual leave onto work cards and ensure that these are updated



	Educational Visits
· Reminder that all necessary paperwork for these visits need to be completed in advance (10 days) and handed into HOS and then to VP-OP for authorisation
· Paperwork can be found on staff intranet
Schemes of work (PJ)
· Thanks to subject leaders for completing SOW which have now been verified by management team

· Feedback has been given to subject leaders with any suggested recommendations

· SOW should now be available electronically and placed onto MAS MOODLE for staff access

· PJ proposed annual Christmas inset on Friday 18th Dec: this will be geared towards subject teams preparing resources on MOODLE
· PJ also suggested the implementation of a booking system for qwizdom as now being well utilised within school
· PJ also explained that ‘notebook insets’ (for interactive whiteboard resources)  are available to any staff who require training
	Staff must completed necessary paperwork for educational visits in line with recommended time scale
Subject leaders to ensure that SOW are placed onto MAS MOODLE
PJ to devise booking system for qwizdom

Staff who require inset training on notebook software to contact PJ to pass onto CB

	Health and Safety

· DD expressed concerns over light fitting in AA115
· PJ expressed concerns over no fire signs within A/B block in Afan

· Also DD explained that the fire door was not in use in Afan next to room AA115
	HOS to raise with H+S Officer

	AOB
· Induction modules for first year tutors need to be completed by 23rd Oct

· Sample of student files need to be given to SF or placed into her pigeon hole by 23rd OCT in preparation for internal verification

· Names of staff failing to complete these will be directed to Deputy Principal RF
· DD expressed concerns that Afan induction module would not be completed due to various talks students have attended during tutorial on Afan Campus
· Timetables were issued to all staff to record for accuracy and record on-campus time
· BB expressed concerns about attendance at GCSE science evening classes. 
	Year 1 personal tutors to complete induction modules with tutorial group by Friday 23rd Oct

Sample must be given to SF for internal verification
Staff to check timetables for accuracy

HOS to clarify on-campus time with HR

HOS to send out letter about attendance to all students enrolled on GCSE science course
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