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Teaching and Learning Policy 
 

Going Beyond What Schools Ordinarily Do 

Valuing all, expecting excellence, learning from the best and striving for improvement 

OUR PRINCIPLES –“the TKA Way” 

1  Introduction 

The Teaching and Learning policy has been built upon 5 key principles:  
• Encourage a growth mind-set: risk-taking built on a culture of creativity 

 
• Promote meta-learning: big picture, big ideas, organising, linking, planning  

 
• Build mastery: opportunities to rehearse and apply new skills, reflect on, modify and improve 

work e.g. through gap and stretch tasks 
 

• Ensure appropriate balance between discovery – pupils have to work something out for 
themselves – and modelling – teachers demonstrate 

 
• Develop curiosity: encourage pupils to think deeply and to ask probing questions 

 
Reflecting the school’s vision of excellence, our policy puts appropriate challenge for all at the heart of 
teaching, learning and assessment. 

 
2. Excellent Teaching 

2.1 Individual teaching professionals 
have a responsibility to work alongside their colleagues to plan, deliver and refine challenging and 
engaging lessons. Teaching professionals should use the principles outlined in this policy and the 
practices identified in the appendix to: 
 

• Deliver consistently strong lessons. Produce effective lesson and short term planning. 
• Ensure that lessons include opportunities for the development of key skills 
• Enable pupils to reflect on their work; assist in improving their mind-set and their response to 

the learning they have undertaken, include dialogue, risk taking and celebrating achievement. 
• Create a challenging and inclusive environment, where pupils are encouraged to and 

comfortable with taking intellectual risks. 
 
2.2 Teaching teams 
 led by their subject leaders need to: 

• Coordinate long/medium term Programmes of Learning ensuring variety, pace, precise and 
robust assessments. 

• Collaborate to assure delivery across the team.  
• Work together to reflect on practice within the team, share best practice and identify national 

trends within subject area. 
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2.3 Operational staff  
should ensure that the key messages about learning e.g. the power of ‘not yet’ are consistently echoed 
throughout school life. 
 
2.4 Senior Leadership Team  
should model the key principles and aims of excellent teaching and learning as well as being responsible 
for the monitoring and assurance of high standards and identification of best practice. 
 
2.5 Kingston Educational Trust  
will assist the Senior Leadership Team in quality assurance of teaching and learning as well as enabling 
collaborative partnerships with other local education providers to enable effective CPD. 
 

 
3. Excellent Learning 
 
3.1 Excellent learning is everyone’s responsibility 

• All members of TKA are expected to place learning at the heart of what they do. For all of our 
young people to achieve their highest potential, each group in the TKA community needs to be 
committed to their role in assisting learning. 

 
• Pupils - are responsible for being active participants in lessons and making every learning 

opportunity count. In particular pupils need to give time, effort and reflection to their learning 
at school as well as homework and wider reading. 

 
• Parents and carers - have a vital role in supporting pupils in their learning, reinforcing the 

growth mind-set, encouraging effort, and embracing learning that results from making mistakes 
along the way. 

 
3.2 Key principles of successful learning at TKA 
Learning to learn is explicitly explored in the Aspire-SMART programme but it is the responsibility of all 
teachers to use the language of the open mind-set, reflection and metacognition to develop the learning 
capacity and confidence of pupils: 
 

• Success for all 
○ Developing pupils’ understanding of the nature of learning 
○ Differentiation for different pupil needs 
○ Providing a learning environment that is both secure and engaging 
○ Pupils achieve at least expected progress 
○ Pupils understand the relevance of the learning for themselves and their future lives 

 
● Success criteria 

○ Effective and meaningful use of self and peer assessment, so pupils have quality time 
devoted to improvement of their confidence and understanding of how to improve 

○ Use of targeted questioning and supported reflection 
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● Learning Opportunities across subjects for: 
○ Creativity, problem solving, key skills (communication, literacy and numeracy), 

independence and resilience, critical thinking and reflection. 
 
3.3 Excellent learning at TKA is identifiable by: 

● Engaged learners, progressing well through: 
○ In depth understanding of pupil needs and matching learning activities 
○ Use of MINTClass to create effective seating plans for learning 
○ Time given to respond to targeted questions 
○ Specific praise given, promoting effort and learning risks 

 
● Checking for understanding and intervention for success, achieved through: 

○ Peer and self-assessment of learning and confidence in learning 
○ Engaged question response techniques e.g. RAD cards, no hands, mini whiteboards 
○ Questions framed around learning taxonomies 
○ Hinge questions and plenaries 

 
● On-going feedback and marking to inform pupils’ understanding of what they have learnt 

securely and what they need to do to improve, achieved by: 
○ Use of WWW/EBI in relation to key tasks 
○ Stretch and gap tasks to rehearse and embed as well as develop pupil understanding 

and skills even further 
○ Question prompts 
○ Time dedicated in lessons for pupils to respond to and act on feedback 

 

 
4. Excellent Practice 

The framework below shows how the key principles of successful learning translate into classroom 
practice (this is not intended as an exhaustive list, but is a useful starting point, which will continue to 
evolve over time): 
 

Classroom Routines and Expectations: 
 
A purposeful and engaging learning 
environment is created through: 
● A quick and purposeful start 
● An effective seating plan 
● Consistent classroom and 

behaviour management 
● Clear learning goals  
● A calm and timely end of lesson  
 
It may be further enhanced through: 
● Effective organisation eg into 

pre-planned groups, roles given in 
collaborative work 

Assessment of understanding: 
 
Prior learning is consolidated and built 
on, with the extent of understanding of 
new learning assessed through: 
● A range of questioning eg targeted 

/ hands-up/ probing where 
appropriate 

● Retrieval practice where pupils are 
required to remember and 
develop memory skills 

● Progress check strategies to 
determine whether all pupils move 
forward in their learning  

 

Differentiation and Challenge: 
 
A strong knowledge of pupils underpins 
effective differentiation so that: 
● All pupils are challenged at an 

appropriate level 
● New learning builds on prior 

learning at a suitable pace 
● There is effective deployment of 

additional adults 
● Literacy needs are supported 
● Stretch and scaffold systems, 

ladder tasks or choice of different 
tasks support learning 
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There may also be: 
● Peer / self assessment 
● Success criteria or exemplars 

shared where appropriate 

The most effective practice would 
include: 

● All pupils making excellent 
progress through appropriate 
support and challenge  

Teaching philosophy and underpinning 
values: 
 
A positive relationship with all pupils is 
established through: 
 
● Promotion of RIGFC values 
● Growth mindset philosophy 
● High expectations for all 
● Strong subject knowledge 
● Effective explanations and 

modelling 
● Appropriate thinking time 
 
Consideration should also be given to 
● The appropriate balance between 

teacher-led explanations and 
discovery  

Book scrutiny:  
 
Feedback and marking should be in line 
with the current policy, but this area 
will be developed throughout the year. 
Books should show: 
 
● Presentation that demonstrates 

pride in work 
● Quality spelling, punctuation & 

grammar 
● Regular homework 
● Regular teacher marking according 

to the policy 
 
Effective feedback could also include: 
● Peer/self assessment 
● Pupil response 
● Evidence of feedback leading to 

progress 

 
 

 
 

 
 
5 Excellent Monitoring 

The following constitutes the school's procedures for consistently monitoring Teaching, Learning and 
Assessment: 
 

 What Who When Where this is recorded 

Learning walks Brief visit to each 
classroom 

SLT on call 
 
 
 
 
Subject leads 
 
 
Line managers 
and Subject 
Leads together 

Daily: during 
every on call 
period. 
 
 
Weekly 
 
 
Termly 
 

Following regular SLT 
discussions, actions feed into 
line management meetings 
 
Actions feed into Subject 
team meetings 
 
Line management minutes 

Coaching+  Expected, weekly, 
15 min 
developmental 

SLT and subject 
leads 

Each cycle lasts 
for 4-6wks 

Blue Sky 
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observations with 
15min structured 
feedback.  

Formal Impact 
and 
Effectiveness 
Review 

A lesson long 
formal visit 

Line Managers Twice a year Blue Sky 

In-depth work 
reviews 

A thematic, 
subject or class 
review of pupil 
work 

SLT and subject 
leads 

Half Termly Blue Sky  

Data analysis Scrutiny of formal 
assessment data 

SLT and Subject 
Leads 

Twice a year Captured on the ‘dashboards’  
 
Subject outcomes analysis  

 
Staff in need of rapid development, identified through any of the above monitoring processes, will be 
part of a Good to Outstanding Coaching Plan. 
 

6. Excellent Assessment 

6.1 Excellent assessment 

Excellent assessment at TKA is distinctive: 

 

• promotes learning and is a key foundation in a continuous learning journey 

 

• progress is key throughout each child’s school career with the goal of achieving at least age 

expected outcomes for the vast majority of pupils 

 

• marking and feedback is centred on building a growth mindset, as well as identifying subject 

specific targets for improvement rather than raw scores or grades 

 

• we will have a refined understanding of each child’s starting point through CAT4 cognitive ability 

testing and through the use of external baseline assessments in English, Mathematics, Science 

as well as reading and spelling .  This complements the assessment information we receive from 

KS2 SATS.  

 

• assessment of attainment is both about knowledge acquisition and skill development 

 

• effective assessment and moderation enables us to ensure we are consistent, fair, accurate and 

accountable for pupil outcomes 
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6.2 Subject Assessment Criteria 

For each subject, in each specific learning aspect, teacher assessment will establish what pupils have 

demonstrated in terms of specific learning criteria. This is then used to establish an understanding of 

their progress in that subject and their specific areas for improvement. 

 

Each subject will plan and map knowledge acquisition and skills development from Year 7-11.  

 

The TKA Grade Descriptors apply to all subjects and year groups and provide pupils, parents/carers and 

staff with a generic overview of the standard expected at each grade, and especially grades 2, 5 and 8. 

As a result of feedback following each summative assessment, pupils should be aware of how they can 

improve, and be given opportunities to do so.  

 

6.3. Marking and Feedback 

Marking and other forms of feedback should focus on both:  

● developing growth mind-set in terms of recognition of effort, and response to previous 

feedback; and 

● providing subject specific guidance and targets on how to improve.  

 

Feedback is given to pupils in the methods set out in the Feedback Guide which is appended.  Pupil’s 

work should be marked by teachers in accordance with the Feedback Guide at a frequency determined 

by subject leads to ensure it is timely, meaningful and mindful of staff workload. Leaders will monitor 

the impact of feedback through work scrutinies and outcomes. 

 

Teachers are expected to mark in green ink, with pupils responding in red ink. Feedback may also 

recognise effort and the TKA Core Values. Response time to feedback is essential and should be built 

into lesson planning after each feedback point.  

 

6.4. Formative Assessment and Feedback 

At the heart of Teaching and Learning is the constant feedback loop between pupil and teacher, so that 

teachers can gauge the learning taking place and adjust their teaching. Teachers should allow 

opportunities for pupils to reflect and receive feedback from peers around their strengths and next 

steps for improvements. 

 

6.5 Key Assessment Points and Feedback 

Assessments should be integrated into Programmes of Learning and Curriculum Maps. There will be two 

key assessments during the academic year for Years 7-9. These end of programme assessments will 

focus on that Programme of Learning’s content, but will also include a component of prior learning: 

70:30 current learning and prior learning.  

 

Whilst key assessments are summative in as much as they form the basis of report data, they are still 

formative in relation to a period of super-learning: reflection and re-learning of areas for development.  
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So, for example, a pupil who did not do as well as expected in a particular area of an assessment would 

then engage in tasks designed to address the misunderstanding, misconception or support of skills 

development. 

 

Each subject is required to assess and award a grade to pupils twice per year for Years 7-9. These grades 

are then reported to parents and pupils along with an indicator of progress towards flight paths (targets 

determined by pupils).  

 

 
7. Homework 

“If pupils receive appropriate homework and do it on a regular basis over a five year period, they will, in 
effect be receiving the equivalent to at least one additional year of full-time education... a poor 
homework policy and/or practice makes its contribution to enlarging the achievement gap between 
advantaged and disadvantaged pupils.” Education Endowment Fund 
 
7.1. Principles of extended activities/homework 

‘Extended activities’ are important for a variety of reasons. Such activities: 
 

● Allow pupils to assess, reflect upon and consolidate work that has taken place in the context of a 
lesson. 

● Encourage independent, unsupported learning and provide the opportunities for and evidence 
that a pupil can and has learned and achieved independently. 

● Provide the possibility of a wide variety of ways of working  not possible within the framework 
of the school curriculum as narrowly defined. 

● Enable some learning activities to go on elsewhere so that those activities possible only in the 
context of a classroom with a teacher or support staff present can be exploited to the full in the 
normal school day. 

● Allow for a range of preparation activities which can be utilised within subsequent lessons. 

● Provide a vehicle for parent-pupil-teacher interaction. 

● Provide a means of bringing into the school the culture of the home and the community. 

● Homework builds on classroom learning to enable better outcomes than classroom learning 
alone. 

● Pupils should be enabled to engage with activities that interleave prior learning with new 
learning, to develop learning and rehearse the effective revision practice they will need to be 
successful in formal examinations. 

 
● Homework may also offer opportunities for individual exploration e.g. reading choices, creative 

projects as well as a regular diet of knowledge based tasks. 
 

● Learning needs to form a planned and valued part of Programmes of Learning, that reflects and 
then feeds into learning episodes. 
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● Homework set should build over time as pupils progress through school both in terms of 

duration, regularity and independence required. 
 

● A recognition that routines, habits and resilience need to built up and to understand the variety 
of start points for our pupils. 

 
7.2.  Context 
There is a wide range of practice and start points for Year 6 into 7. We do not wish homework to 
become a cause of concern or a point of conflict at home. However, homework and the commitment to 
effort in addition to directed activities in the classroom is key for overlearning, rehearsal of revision 
techniques and the development of study habits. Learning outside the classroom, including homework is 
fundamental to developing the understanding of the intrinsic worth of learning and a more independent 
and committed approach from pupils. 
 
7.3. Homework in Practice 

 Every Day Frequency: 

Year 7 
40 minutes for English, Mathematics 
and Science 
 
20 minutes for all other subjects 

Reading 
 
Minimum of 10 minutes Times 
Tables Rock Stars per day 

 
 
 
 
 
 
Core: weekly 
All other subjects: Twice per half 
term 

Year 8 
1 hour for English, Mathematics and 
Science 
 
30 minutes for all other subjects 

Reading 

Year 9 
1 hour for English, Mathematics and 
Science 
 
40 minutes for all other subjects 

Reading 

Reading is monitored through the Reading Challenge activities.  
 
Autumn Term for Year 7 includes a gradual build up: with English, Mathematics and Science only for the 
first half term. This builds to  weekly tasks in English, Mathematics and Science with a rotation of 
subjects across the term. 
 
Homework activities build in length of time needed over Year 8 and 9 to adequately prepare pupils for 
the demands of GCSE and beyond. 
 
Year 10 and Year 11 Homework will continue to be rigorous and challenging to ensure learning is 
embedded beyond school time. 
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7.4. Homework information 
The weekly homework schedule will be published on the school website,  Details of the activities will be 
recorded on the pupils’ relevant google classroom and recorded in the pupil’s organiser. Parents and 
pupils will have further access to details of activities through the online tool, penstripe 
 
7.5. Guidelines for Teaching Staff setting homework 

● All homework must be set on Show My Homework so that parents are aware of the 
expectations for their child, with any worksheets attached or uploaded to Google Classroom 

● Make sure that the homework corresponds with reality, e.g. that if one ‘40 minute’ homework is 
set each week, the timetable does not say two ‘twenty minutes’.  

● Ensure homework is set in time for the day pupils would do it on their suggested timetable. 

● Ensure that homework set is focused on deepening, revising and rehearsing prior learning, 
unless there is a particular case for structured ‘flipped’ learning where pupils are set a task to 
scaffold and explore a new topic before it is taught in lesson. 

● Ensure that homework tasks are differentiated for access and appropriate stretch for all.  

● Keep a record system so there can be no disputes about who was absent when homework was 
set, given in, returned, etc.  

● Where appropriate issue Level 1 Consequences for missed homework and homework catch up 
and merits for excellent homework. 

 
8. Additional Teaching and Learning TKA documents 

• TKA lesson plan 
• Coaching+ resource 

• EIA information for staff 

• EIA guidance for assessors 

• Intensive Coaching Plan 

These individual working documents are available upon request. 
 

This policy is reviewed annually by a member of the Senior Leadership Team and the Curriculum 
Performance and Standards Committee of  Kingston Educational Trust. 

Next review due April 2019. 

Dated: 30 April 2018 

……………………………………………………….. 

Sophie Cavanagh, Head teacher  

 

……………………………………………………….. 

Andy Hudson, Chair Curriculum Performance and Standards 
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Appendix-Feedback Guide 
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During the Spring Term of 2018, TKA staff have been working on feedback (marking) techniques to                

ensure that teacher workload is not excessive, and that valuable teacher time is spent on strategies that will                  
have maximum impact on pupil learning. Research tells us that feedback has a positive impact on pupil                 
performance when the pupils engage effectively with this feedback. Evidence suggests that teachers spending              
hours writing lengthy comments does not have a proportionate impact on pupil learning, and most of these                 
comments go ignored. 

 
One area of focus after we sought the views of parents was to ensure that pupils with SEND were able to                     

access the new forms of feedback. Staff will take a personalised approach, so that each child is able to                   
understand the feedback they receive, and act on it accordingly. For example, if coded marking is being used at                   
a particular time, staff may instead write out the comments, rather than using codes for some pupils. Dan Byrne                   
(SENCO) has contributed to whole-staff training to reinforce the need for this tailored approach. 

 
The English team have developed common literacy marking codes, to be used by all teachers: 
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Staff will continue to mark in green pen, with pupil response and peer- and self- assessed work, in red 
pen. Engaging pupils with the different types of feedback that they are receiving is vital to them 
understanding it, and being able to respond to move their learning forward. As such, several 
departments have adapted a Feedback Poster, pioneered by the Maths team: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Subject teams have been working on which techniques work best in their curriculum areas, and this 
table summarises the approaches to feedback that you can expect at TKA: 
 

Maths 

Much of the feedback that the teacher uses to inform their teaching is based on               
performance by pupils in: 

● Socrative assessment analysis 
● Book reviews during classwork 
● HegartyMaths markbook analysis 
● Numeracy Ninja scores 
● Contribution of questions or answers to discussions 

Teachers will make a note of key gaps arising during self- / electronic marking, and               
plan an appropriate response 
Self-correction following formal assessments marked by the teacher is facilitated by           
video-feedback made by the Maths dept. staff, allowing pupils to pause and work on              
parts of the video. An improvement paper following each formal assessment will            
offer pupils the opportunity to respond to feedback from the original 
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English 

● When the teacher marks the books, coded marking maybe used for           
classwork, providing a ‘what went well’ code, and an ‘even better if’ code             
with a resulting action required by the pupil 

● Whole-class feedback may be used by the teacher where there are common            
errors made, or improvements that all can benefit from 

● All formal and informal assessments to mimic GCSE style assessment (essay           
format, language question format etc.) Formal assessments to be identical to           
GCSE assessments in format and layout. Marking criteria adapted from GCSE           
to ensure rigour and consistency of grading and feedback through KS3. The            
A1 and A2 assessment points will involve an English paper that will be kept in               
department as a record of pupil performance for reporting purposes. Other           
assessments will be completed in pupil’s books; pupils will receive a           
flightpath grade and written feedback. Teachers may also choose to give a            
flightpath grade for other pieces of work (especially in the build up to             
assessments) 

Science 

● Coded marking may be used by staff for classwork, and will include a             
follow-up action by the pupil 

● Socrative assessments allow question-level analysis, and are used as revision          
activities, supporting the pupils to understand where there are areas of           
strength and development, and the teacher to know which areas to focus on             
to re-teach. Gap tasks allow pupils to develop their understanding of any            
problematic content  

● End of topic tests will check pupil’s knowledge and understanding, followed           
by a teacher led review of the test and an opportunity for pupils to reflect on                
their performance and identify areas for improvement 

● GCSE-style questions will be used where appropriate, and may be self-, peer-            
or teacher- marked, with ‘what went well’ and ‘even better if’ reflections, on             
which pupils will be required to act 

History 

● Pupils complete classwork and homework in their class history books. These           
books will be checked in lessons by the teacher and by pupils via peer and               
self-review. This will include identifying presentation concerns, correcting        
subject specific spelling errors and checking for completion. Termly         
pupil-self review will indicate pupils’ attitude to learning grade and targets           
for development 

● Formal assessment work will be completed in pupils’ assessment books. In           
addition to A1 and A2 this will include additional assessment activities linked            
to extended writing and evidence basework. Assessed tasks will be marked           
by the teacher and feedback will include time to correct SPaG errors, reflect             
on targets and make improvements. The assessment book work will be used            
to make judgements in relation to historical skills and knowledge.          
Assessment books will be kept in school and will be shared at Parents             
Evening. Parents can request to see the book at home 

15 



Teaching and Learning Policy  

Geography 

● Classwork and homework may be self- / peer- or teacher- marked, with            

follow-up questions indicated in books 

● Mini-assessments will take place each half term in pupils’ mini-assessment          

book. Each mini-assessment will be marked by the teacher, and will be            

returned with a marking sticker which will give the task a skill level (Basic,              

Intermediate, Advanced or Expert) based on their answer. It will identify the            

student’s strengths and improvements from their last assessment of the          

same skills. It makes the student aware of two or three future targets in              

order for them to make improvements on their work. Three actions will be             

given for the pupil to complete which will help them to practice their targets.              

Dedicated time in lesson will be given to students in order for them to              

respond by completing the Actions (this will normally be as a Do It Now task               

as they enter the classroom. This book is kept in school but is used to discuss                

progress in parents evening and parents can ask to view the book at any time 

Digital Literacy 

● Programming tasks will be assessed using the TKA Programming Pathways          

criteria where descriptors enable pupils to understand why their work is           

graded Gold / Silver / Bronze / Basic 

● Theory is assessed using documents submitted by pupils in Google          

Classroom. Feedback may be in the form of a summative grade, and            

comments may be added to the document or to the assignment. This can be              

viewed in returned assignments 

● When verbal feedback is given for Google Classroom assignments during a           

lesson, pupils can correct their work using a different font face or font colour 

Spanish 

● Coded marking and highlighting is used to identify areas of strength and            
development, and guides pupils to self-correct their own work 

● Pupils submit voice recordings through Google Classroom as part of          
homework tasks to enable feedback on pronunciation 

● Whole-class feedback is provided following reviews of homework tasks,         
Socrative quizzes and book reviews and pupils are provided with time for            
dedicated improvement and reflection 

● Pupils are given differentiated follow up questions or gap tasks related to            
work completed in class (either verbally or in written form) 

● Pupils are provided with assessment criteria for writing and speaking tasks           
and GCSE assessment criteria has been adapted for marking KS3 work 

Design 

Technology 

● Coded marking is used through the use of stickers indicating strengths and            
development areas 

● Gap tasks used for the development of practical skills 
● Video feedback is given to support pupils’ development of practical techniques 

16 



Teaching and Learning Policy  

● Verbal feedback is used throughout each lesson and pupils write the areas for             
improvement in red pen 

Art 

● Coded feedback labels include an action comment to support pupil          
development 

● Stamps for ‘what went well’ and ‘even better if’ support self- and peer-             
marking 

Music 

● Coded marking is used for teacher-feedback, incorporating the essential skills          
used in the GCSE assessment framework 

● Peer/self assessment of practical tasks via shared Google sheets 
● Audio feedback following formal written assessments, ‘broadcast’ on Google         

Classroom 
● Performance & Composition tasks are assessed using stickers indicating         

strengths and areas for development 

Physical 

Education 

● Verbal feedback given continually by teachers and peers to improve          
performance 

● Peer/self assessment using practical worksheets that include success criteria 
● Class discussions 
● Pupils physically modelling the feedback given to them 
● Use of the assessment criteria for each topic so that pupils can see what their               

level 1-9 means, accessible via the Classroom 

Philosophy and 

Ethics 

● Pupils complete classwork in their P & E books. These books will be             
monitored in lessons by the teacher and by pupils via peer and self-review.             
This will include identifying presentation concerns, correcting subject specific         
spelling errors and checking for completion 

● Mini/self-assessments which include pupil-self review will indicate pupils’        
attitude to learning grade and targets for development 

● Socrative Knowledge Test are used to assess pupils’ grasp of the work.            
Formal Assessment (A1 and A2) are marked with lesson time to review and             
develop answers 

 
As per the Teaching and Learning Policy, feedback from teachers will be at a frequency determined by 
subject leads to ensure it is timely, meaningful and mindful of staff workload. Leaders will monitor the 
impact of feedback through work scrutinies and outcomes. As with all TKA practices, we will continue to 
evaluate the impact of these strategies, and make improvements to the process where possible. 
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