Procedure and schedule for Lifelong Learning policy development and review 
· The Head of Lifelong Learning will commission policies and plans to be researched and written by the Lifelong Learning team or an external source as appropriate.

· Policies should be drafted and circulated for comment to staff, external providers and learners where relevant.

· Final drafts should be approved by the Head of Lifelong Learning or a delegated member of the Lifelong Learning team.

· The final draft should be kept in an editable format in the Policies & Procedures folder on the G:/drive and also exported to pdf format to be distributed and uploaded to the Lifelong Learning website.
· All policies and procedures should be reviewed  at least biannually
· The last page of the policy/plan should include its revision history as follows:
	Revision history

	Title of policy/plan
	

	Latest update and version no:
	

	Next review date: 
	

	Previous revision/update
	

	Original issue date:
	

	Target audience: 
	

	Name/job title of originator/author: 
	

	Contact details: 
	

	Location on system:
	

	If you are using a hard copy of this strategy/policy or looking at it on any website other than Wandsworth Lifelong Learning, please ensure that you have the most recent copy.  Check the version number of the copy you are looking at against that of the copy on the Wandsworth Lifelong Learning website.    Link to strategy on website



Policy development, review and update schedule

NB editable versions of all documents should be saved in the Policies and Procedures folder on the G:/drive

	Policy/plan
	Last updated
	Next review date
	comment
	Emailed to SF
	Approved/revisions
	Uploaded to website
	Other distribution?

	Three Year Development Plan & Summary
	Nov 2009
	Nov 2010
	
	12/2 /10
	
	
	

	H&S statement
	April 2009
	Dec 2010
	
	15/2/10
	
	
	

	E and D statement
	Dec 2009
	Dec 2010
	
	15/2/10
	
	
	

	E Learning
	July 2009
	Currently being reviewed by CLC 15/2/10
	
	
	
	

	Family Learning
	Feb 2009
	March 2009
	Ask BB & JA to update
	15/2/10
	
	
	

	Employer Engagement
	July 2009
	July 2010
	
	15/2/10
	
	
	

	Skills for Life
	Jan 2010
	Jan 2011
	LD to format in hse style if time
	
	
	
	

	Learner Involvement
	June 2009
	June 2010
	
	15/2/10
	
	
	

	Safeguarding 
	In draft
	
	Awaiting feedback from Safeguarding Board
	
	
	
	


To be developed?

	Learner Progression & IAG?
	
	
	
	
	
	
	

	Curriculum management?
	
	
	
	
	
	
	

	Social cohesion?
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	Revision history

	Latest review date and version no:
	February 2010 v.1

	Next review date: 
	February 2011

	Previous revision/update
	n/a

	Original issue date:
	February 2010 v.1

	Target audience: 
	WCLL team

	Name/job title of originator/author: 
	Santino Fragola, Head of LLL

	Contact details: 
	sfragola@wandsworth.gov.uk

	Location on system:
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