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Thank you for registering as an authorised Learner Outcome Tracking 
Information System User (LOTIS) user.  It is import ant that we attempt to 
provide accurate and robust information on our lear ners and their learning 
experiences.  Your contribution to this process is essential. 
 
This pack has been designed to help you use and man age LOTIS 
effectively. It will support you to use LOTIS and a nswer any questions you 
may have.  
 
Contents 
 

· Section 1:  Introduction to LOTIS (Background, Purpose, Vision) 
· Section 2:  Organisation/Provider Name and Code Sheet 
· Section 3:  LOTIS Learner Code Log Sheet 
· Section 4:  LOTIS Notes of Guidance  
· Section 5:  LOTIS Champion Nomination Form 
· Section 6:  LOTIS Authorised User Agreement for staff 
· Section 7:  Frequently Asked Questions 
· Blanks Copies of LOTIS Forms 

o LOTIS Learner Registration Form 
o LOTIS Equalities Form 
o LOTIS Entry Form 
o LOTIS Interim Form  
o LOTIS Exit Form 

 
 



Section 1 -  Introduction to LOTIS 
 
Background to LOTIS 

· LOTIS (Learner Outcome Tracking Information System) was designed 
in 2004 to provide required learner tracking information to the Scottish 
Government. 

· The original LOTIS consisted of an entry and an exit form. 
· LOTIS was piloted and implemented in 2005. 
· An analysis of over 4,000 forms was carried out in 2006-07.  This 

provided improved information on the profiles of learners accessing our 
services and on their learning outcomes. 

 
Some of the findings from our analysis of LOTIS  
 
From those who completed the LOTIS forms: 

· 86% identified as Scottish 
· 28% ESOL 
· 59% wanted to gain a qualification 
· 76% regularly attended school  
· 43% attended College 
· 31% were getting help with numeracy 
· 53% achieved all learning goals 
· 29% were working towards a qualification 
· 99% would recommend to a friend 

 
Issues with Original LOTIS 

· Forms were sporadically, inconsistently and irregularly completed and 
submitted. 

· Open-ended questions on the forms made it difficult to complete and 
analyse. 

· Handwritten forms were difficult to read. 
· The majority of learners appeared to leave provision without outcomes 

and/or completing the exit form. 
· Some questions did not elicit useful information. 
· Some learners and/or tutors did not feel comfortable using LOTIS. 
· The original forms did not provide sufficient equalities information. 

 
Improved LOTIS 

· Web-based data management alleviates the burden on providers, 
sectors and central staff to input information. 

· The I prefer not to answer  option gives learner more control, 
identifies problematic sections and tightens analysis. 

· The option for off-line completion provides greater flexibility and 
support to providers with limited ICT access. 

 



 
 
 Section 2:  List of Providers/Organisations with th eir codes  

 
Please use this to identify your organisation’s code, or we may not be able to 
identify your organisation when you submit completed forms. 
 

Provider / Organisation Provider Code 
Aberlour Child Care Trust SD/44/0608 
ALN Community Initiatives (Gorbals)  SD/28/0608 
Cardonald SD/50/0608 
Care Leavers Employment Service SD/31/0608 
Castlemilk Learn Together Partnership 
(CLTP) 

SD/11/0608 

Castlemilk Youth Complex SD/51/0608 
Countdown East End SD/18/0608 
Culture and Sport Glasgow Community 
Learning 

SD/CL/0608 

Deaf Connections SD/25/0608 
Deafblind Scotland SD/37/0608 
East End Partnership – Positive About 
Literacies (PAL) 

SD/17/0608 

Glasgow City Council LIL Chief 
Executive 

SD/46/0608 

Glasgow LGBT Centre SD/29/0608 
Glasgow Metropolitan College (MET) SD/19/0608 
Glasgow Women’s Library (GWL) SD/04/0608 
Govan and Penilee SD/40/0608 
Greater Easterhouse Partnership SD/41/0608 
Greater Pollok ALN Project SD/03/0608 
HALP SD/30/0608 
Langside ALN Partnership SD/12/0608 
Milton Resource Centre / Ruchill / 
Anniesland 

SD/14/0608 

Move On SD/22/0608 
Myatt SD/02/0608 
New Futures (BULB)  SD/43/0608 
NHS Get Ahead   SD/20/0608 
North Glasgow ALN Project (STOW) SD/38/0608 
Northwest Glasgow ALN - Glasgow 
North Regeneration Agency (GNRA)  

SD/36/0608 

Pathways to Progress – Area 1 CLD SD/05/0608 
Phoenix House SD/32/0608 
Prince’s Trust  SD/47/0608 
Quarriers SD/10/0608 



Quarriers / Richmond SD/08/0608 
Queen’s Cross Housing Association SD/09/0608 
Rosemount Life Long Learning SD/07/0608 
Routes Out / John Wheatley College SD/42/0608 
Southwest CLDP / Pollokshaws ALN 
Project  

SD/13/0608 

The Annexe Healthy Living Centre SD/23/0608 
Trade Union (STOW) SD/39/0608 
Visibility SD/06/0608 
WEA ESOL SD/33/0608 
WEA Numeracy SD/49/0608 
WEA Workplace SD/34/0608 
YCSA SD/48/0608 
YWCA SD/16/0608 



Section 3:  LOTIS Learner Code Log Sheet 
This tool has been designed to help tutors and admin staff manage their use 
of LOTIS. Please be sure to keep a record of your learners’ sign up codes.  
You should also tick all forms as they are completed. 
 

Learner 
Name 

LOTIS Sign 
Up  
Code 

Registration 
 

Entr
y  

Equalities  
 

Interim Exit Other 
(e.g. 
addition
al 
interims
) 

Jane Doe WBYZ043 �  �  Learner did 
not want to 
complete 

   

        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
 
An example has been provided in the row with the green background.  This 
information will tell us that Jane Doe has been signed up to LOTIS and has been 
issued a learner code.  It also tells us that Jane Doe has completed a registration 
and an entry form, but did not want to complete the equalities form.  It also tells 
us that she has not yet completed an interim or an exit form. 

 
 



Section 4:  LOTIS Notes of Guidance 
 
LOTIS is available on the Glasgow’s Learning Websit e at 
www.glasgowslearning.org.uk 

 
You have several options for completing the LOTIS f orms: 
· You can complete the forms on-line:  this is the easiest option, but 

requires access to an appropriate space with web access. 
· You can download and print a PDF or word version of LOTIS forms from 

the Glasgow’s Learning website (www.glasgowslearing.org.uk) or request 
to be sent a paper version. These should be uploaded back onto the web 
when access to a computer is available. 

· You can complete an electronic word version of LOTIS (off line) and 
submit it by email. 

 
 
    General Guidelines 

 
Who should complete LOTIS? 
 
LOTIS has been designed so that either the on-line or paper version can be 
completed by learners directly, or by tutors on behalf of learners, who would 
have difficulty completing the forms. (In this case, the information must be 
provided by the learner!)   
 
LOTIS is not intended to be completed by a learner without the 
immediate support of a tutor.    
 
Some of the questions, especially on the Equalities  form, are of a 
sensitive nature and consideration should be given to this when 
selecting an appropriate space and setting. 

 
Confidentiality and Data Protection Agreements 
 
Do not attempt to complete any of the LOTIS forms without reading the 
confidentiality and data protection agreements out to your learners.  Be sure 
to ask learners if they understand the agreement or have any questions. 
It is important that your learners understand that they do not have to 
complete any or all of the LOTIS forms .  Additionally, learners may opt 
out  of answering individual questions. 

 
     Drop Down and Tick Box Options 
     
    When you see drop down options , you will only  be able to select one     
    option . When you see tick box options , as a general rule, you can tick as 
     many options as are applicable  for your learner. 



    
   Please note that some of the tick box lists are long.  We used our analysis of  
   the original LOTIS system to identify the most likely range of options.   
   Tutors are encouraged to group these to make answers more manageable for    
   learners. The answers to previous questions may help you decide how you 
   will arrange the tick box questions. 
 
   The LOTIS Entry, Interim and Exit forms ask a lot of questions about  
   anticipated or actual outcomes.  We are not trying to be repetitive and to 
   unnecessarily complicate and lengthen this process. 
 
   LOTIS has been designed to capture consistent in formation on outcomes 
   in the following three general areas: 
 

· Improvements to the quality of learners’ lives 
o Personal 
o Family 
o Work 
o Community 

· Literacy and numeracy skills development 
· Progression and movement onto other learning 

 
The following steps are needed only if you complete  the form on line or are   
involved in uploading LOTIS forms. 
 

Sign In Process 
When you are working with a learner on-line for the first time, you will need to 
sign them up.  You should use the learner’s details (and not the tutor’s) to 
sign up the learner.   
 
Once you’ve entered in the learner details, you will receive a learner code.  It 
is important that you record this code.  Your pack contains a Learner Code 
Log.  Please use this to keep track of your learner codes and all of the forms, 
which have been completed for each learner.   
 
 

      Saving and Completing Forms 
Please be sure to save your forms and mark them as complete.  If you have 
not finished a form, but want to save your answers, click the save button but 
do not tick that the form is completed. 
If you are doing a paper version of the form, you will need to put the forms in 
an individual folder with the learner’s name and date of birth.  Do not put the 
learners’ names on the Equalities forms.  The Equal ities form should 
remain anonymous.  You will need to put the learner ’s name and date of 
birth on the other four forms so that a code can be  generated when this 
form is uploaded.  



 
 
 Learner Registration Form 
 
The on-line version of this form will automatically produce the provider/ 
organisation code. 
 
Please provide the tutor’s name and then the learner’s forename and 
surname as directed. 
 
Complete questions as instructed.  
 
It’s important that the learners understand Questio ns 2.8 and 2.9.  These 
questions will let us know whether your learner is comfortable being 
contacted to be asked about their learning experien ce and/or whether 
they will let us use information for purposes of re search. 
 
Please note that information from LOTIS will be analysed in a broad sense 
and that no individual learners will be identified.  
 
 
LOTIS Equal Opportunities Form 
 
The information contained in this form is sensitive and we recognise that not 
all learners will be comfortable answering all of the questions.  It is extremely 
important that you set the context and establish the purpose of collecting this 
information before you begin filling in this form.  It is important that we are 
able to collect information on the profiles of learners accessing our services 
and that we are able to show the impact of our services on equalities groups. 
This form will help us do just that.  
 
The completion of this form is desirable, but not mandatory.  Please be sure 
the learner understands that (as with other LOTIS forms), they may decline to 
fill them in or they may also opt out of any questions, which they do not feel 
comfortable answering.  Please note that this form is anonymous and does 
not request information, which will identify a learner.  The information 
provided will be kept separately from all other forms. 
 
Tutors should explain the form and try to avoid making assumptions about 
their learners.  Some of the information provided may be important to the 
learning process especially in a social practice model which acknowledges 
that learning should be relevant to learners’ personal, family, community and 
work lives. 
 
Due to the sensitive nature of the information requested through this form, it is 
acknowledged that some tutors will want to establish rapport with their 



learners before completing this form.  The equalities form does not have to 
be completed before the entry form.   
 
Learner Entry Form  
 
This form will provide important information on previous learning experiences, 
motivating factors and goals.    
Please complete the form as requested.  This form contains lengthy tick box 
options and grouping of options is recommended. 
 
Learner Interim Form 
 
This form has been designed to provide information on outcomes of learning 
(as requested by Scottish Government) more quickly.  The analysis of LOTIS 
Exit Forms has indicated that ALN learners often dip in and out of provision 
and many leave before completing LOTIS and their learning programmes.  
 
Please note that the learner must be present or consulted to complete the 
LOTIS Interim Form.  This form should contain information provided by 
learners only.  Tutors may call their learners to complete for form, for 
example, but should not attempt to complete the form based on the tutor’s 
own knowledge of the learner.  
 
We do not want to be prescriptive about the use of this form.  We want 
organisations to use this form flexibly to capture data on the outcomes 
of learners, who are likely to leave provision befo re completing an Exit 
Form.   
 
It is important that the Interim Form be offered at  a time where 
outcomes will have been realised and before a learn er is likely to leave 
provision.   This is human science and as such will never be sufficiently 
precise to ensure that outcomes are captured for every learner.  We know 
that learners will continue to leave provision before they have an opportunity 
to tell us about the impact of our services on their lives.  However, this form is 
designed to help us reduce this and increase our ability to demonstrate 
outcomes. 
 
Please note that it is not recommended that LOTIS Interim Forms be used 
with learners undertaking group provision for a specific period of time (e.g. 
learners on a 15 week course), if most of the learners are likely to complete 
the course and a LOTIS Exit Form. 
 
We are not trying to make more work for tutors and learners.  Rather we are 
trying to implement a tool which will allow us to improve our ability to 
demonstrate the impact of our services. 
 



More than one LOTIS Interim Form may be completed for a learner.  
However, only one Interim Form can be entered on line.  Additional Interim 
Forms must be done on the paper version. 
 
LOTIS Exit Form 

 
The LOTIS Exit Form has been designed to capture data on the outcomes of 
the learner’s journey, when learners are formally exiting the ALN provision. 
 
Please note that the learner must be present or consulted to complete the 
LOTIS Exit Form.  This form should contain information provided by learners 
only.  Tutors may call their learners to complete for form, for example, but 
should not attempt to complete the form based on the tutor’s own knowledge 
of the learner.



Section 5:  LOTIS Champion Nomination Form  
 
 
     Every organisation will need to nominate a LOT IS Champion.   
 

· The LOTIS champion should be the person in your organisation who is 
best placed to provide an overview of its implementation, use and 
management.   

 
· Every quarter we will contact your LOTIS Champion to request the 

submission of forms and a LOTIS checklist.   
 

· LOTIS Champions will be offered support to implement LOTIS effectively.   
 

· The LOTIS Champion will also be responsible for ensuring that 
communication and information regarding LOTIS is passed onto the 
necessary staff in your organisation (e.g. tutors and admin workers). 

 
 
Tutor Name  

 
Organisation  

 
Provider Code  

 
Address with 
post code 

 
 
 
 
 

Phone  
 

Email  
 

 
 
 
 
 
 
 
 
 
 
 
 



 
Section 6:  Authorised LOTIS User Agreement for staff  
 
This must be completed by all staff who will be using LOTIS with learners. 
 
Tutor Name  

 
 
Tutor Signature 

 

Organisation  
 

Provider Code  
 

Address with 
post code 

 
 
 
 
 

Phone  
 

Email  
 

 
 
I understand the importance of data collection and protection.  I agree to make all 
learners, who consent to use LOTIS, aware of Culture and Sport Glasgow’s 
Confidentiality Agreement.   
 
I understand that LOTIS forms fall under the Data Protection Act.   
 
I understand that learners do not have to complete LOTIS forms and will make 
learners aware of this.  I understand that learners may refuse to complete any 
section of LOTIS and will make them aware of this.   
 
I agree to make all learners aware of the importance and purpose of collecting 
data through LOTIS.   
 
I understand that LOTIS is a system designed to collect information directly from 
learners about their learning goals and experiences.  I understand that I may 
complete LOTIS on behalf of learners who may have difficulty using the forms, 
but I will not use information, which has not been provided by the learner.   
 



Section 7 Frequently Asked Questions 
 

1. What does LOTIS stand for?  
o LOTIS means Learner Outcome Tracking Information System 
 

2. Why do we need to use LOTIS? 
o It’s important that we know a bit about our learners and their 

learning experiences.  LOTIS will help us build a picture of the 
people accessing our service and the impact of their learning. 

 
o Funders want to know the difference that their contributions are 

making.  LOTIS will help us show this. 
 

3. Why are there so many forms?  
o LOTIS used to consist of only 2 forms - an entry and an exit form.  

However, a lot of learners were leaving provision without 
completing exit forms.  This made it look like most learners were 
leaving without any outcomes. 

 
o An Interim Form was designed to collect outcomes more quickly.  

This form will be particularly useful with target groups or individual 
learners are likely to withdraw from learning before completing their 
learning plan. 

 
o The former entry form has been separated into 3 much shorter 

forms to help us manage and retrieve information and to afford 
more flexibility to tutors and learners. 

 
�� A Learner Register Form – to provide contact information 

on learners 
�� An Equalities Form – to help us build a profile of the people 

who are using our services 
�� An Entry Form – to provide background and learning goals 

information 
 

4. Do I have to use all forms with my learner?  
 

o All learners should complete a Learner Register, Learner Entry and 
Equalities Form where possible.  Of course each form is to be 
completed on a voluntary basis.   

 
o The purpose of Interim Forms is to collect outcome information 

more quickly so that we are able to show the impact of services on 
learners who are likely to exit provision suddenly or dip in and out 
of provision.  Sometimes it may not be useful to do a LOTIS Interim 
Form with a learner (e.g. when a structured learning programme is 



run over a specific period of times and most of the learners who 
started the course are likely to complete it).  Sufficient outcomes 
should be obtained for these learners through the LOTIS Exit Form. 

 
o When possible a learner exit form should be completed for each 

learner.  We know that a lot of learners leave provision 
unexpectedly so this is not always possible.  If a lot of your learners 
leave provision before completing their programme, you should 
consider using LOTIS Interim Forms. 

 
 

5. If the LOTIS Interim Form is not mandatory, why should I use it? 
 

o It is true that the Interim Form is not required.  However, if a lot of 
your learners leave their learning programmes without completing 
exit forms, it will look as though your service does not have an 
impact on learners.  This could portray a poor picture of your 
organisation and our citywide provision.  The LOTIS interim form 
has been designed to be used, along with the learning plan, to 
capture outcomes quickly. 

 
o When used correctly, the Interim Form can help you support your 

learners to set and review goals.  It can also help you develop a 
learning plan. 

 
6. What do I do if my learner does not want to use LOT IS? 
 

o LOTIS is voluntary.  If your learner does not want to participate s/he 
should still be offered your learning programme.  You will need to 
keep a record of learners who do not wish to participate.  We may 
ask you to report on this information. 

 
7. How and when do I use the forms? 
 

o We realise that you have a much better understanding of your 
learners’ needs than we do.  We are trying to ensure that LOTIS is 
flexible and can be used by different organisations in different ways 
to suit their learners’ needs.  We do not want to be prescriptive 
about this. 

 
o The use of LOTIS may depend on your learner’s needs.  For 

example, it may not be appropriate to use the Equalities Form with 
your learner on the first meeting. 

 



o You may wish to use the Learner Entry form before the Equalities 
(or vice versa).  We are leaving this up to the discretion of 
organisations and their tutors. 

 
o With regards to the Interim Form, we’d recommend you combine 

this with learning plan reviews (e.g. maybe every second plan 
review).  The form has been designed to complement the learning 
plan.  However, there is no specific rule. Again we hope that you 
will use your discretion and experiences as tutors.  You don’t want 
to use the form before real outcomes are achieved and you don’t 
want to wait too long (or the learner might have left).   

 
8. Isn’t LOTIS duplicating the learning plan? 
 

o We hope not.  LOTIS is a tool which allows learners to tell us a bit 
about themselves and their learning experience.  LOTIS is primarily 
quantitative.  It will provide statistical information and will allow us to 
count outcomes for the city.  The learning plan is a tool which helps 
learners and their tutors plan and review their learning journeys.  It is 
almost impossible to capture statistical information from these plans.   

 
o There will be some areas of overlap between learning plans and 

LOTIS, but they could be used together to cut down on time.   
 

9. How long will you keep the learners’ details? 
 

o We will not keep LOTIS forms for longer than five years.  They will be 
disposed of in a secure way to protect confidentiality. 

 
10. Will you contact my learner after s/he leaves p rovision? 
 

o Only if your learner gives us permission to make contact.  Learners 
who give permission may be contacted and asked about their learning 
experiences.  

o Attempted contact will not be made to learners who do not give us 
permission. 

 
11. What if my learner doesn’t want to participate?  
 

o Participation is completely voluntary.  Learners do not have to 
participate to enrol in our ALN learning programmes.  Please record 
when learners do not wish to participate so that we are able to report 
on this. 

 
12. Why do we need to use a learner code? 



o Learner codes are assigned to ensure confidentiality.  Only the LOTIS 
registration form and sign up sheets will contain information which 
identifies learners.  All other forms contain a code, which helps us 
manage LOTIS. 

 
13. What do I do if my learner leaves the learning programme before 

completing an exit form? 
 

o Some organisations may have a practice of contacting learners (with 
their consent) who have left programmes. If this is the case, you may 
wish to contact your learner to complete an exit form. 

o If you are not able to contact a learner, be sure to record that the 
learner left without completion of the exit form. 

 
14.  If my learner leaves provision, can I fill out the  form on her/his 

behalf?  
 

o LOTIS is a tool, which gives us information from the learner’s direct 
perspective.  Even if a tutor knows information about a learner, who 
has left the programme, this information should not be entered into 
LOTIS forms.   

o Providers are encouraged to establish other systems which involve 
tutors in evidencing outcomes of provision. 

 
15.  Does my learner have to be present to complete  LOTIS? 
 

o The learner does not have to be physically present, but does have to 
consent to use LOTIS.  Tutors may contact learners by phone to 
complete forms or may send forms out to learners. 

 
16.  What is the point of the interim form?  
 

o To capture information on learners before they leave provision.  Interim 
forms will be particularly useful for learners who are likely to leave 
provision without completing a learning plan or the programme. 

 
17.  What do I do if my learner leaves provision ha ving completed a 

LOTIS exit form and then returns to start learning again?  
 

o You should call us for advice on how to re-register a learner. 
 

18.  Why do ask for sensitive equalities informatio n? 
 

o It is important that we demonstrate that our ALN services are 
accessible.  Our equalities form is derived from the recommended CLD 
equalities pack.  This will help the city achieve a more consistent 



approach to equalities monitoring.  The intended uses of the equalities 
information are specified in the confidentiality and data protection 
agreements. 

 
19. What do I do if my learner has difficulty under standing the questions 

in LOTIS (e.g. ESOL and learning difficulties)? 
 

o An alternative version of LOTIS is being designed to be used 
specifically with ESOL learners, those with learning difficulties, those 
with profound comprehension issues and those undergoing short-term 
group provision.  We anticipate that this system will be implemented 
early in 2008. 

 
20.  Can I give the form to my learner to complete on h is or her own?  
 

o LOTIS has can be completed directly by learners.  However, tutors/ 
practitioners should be supporting their learners to use LOTIS.  In 
other words, it is recommended that learners at appropriate levels 
complete the web-based form.  This can be turned into an excellent on 
line forming session.  However, tutors/practitioners should be on hand 
to support the learner to complete the form and to answer any 
questions.  It is important that tutors/practitioners make sure that the 
learners understand the confidentiality and data protection agreements 
before they begin completing the forms. 

 
21.  How do I use LOTIS with a group? 
 

o An alternative LOTIS will be designed to be used with learners in short-
term group provision.  Learners in longer-term group provision should 
be given the form on a 1:1 or should be supported to complete the 
form in an appropriate space, which affords confidentiality. 

 
22.  What should I do if my learner is not new to A LN? 
 

o You will not be able to register an existing learner and will need to 
contact us to get the existing code. 

o If your learner indicates that s/he is not new to ALN, try to find out 
when and where the learner had previous provision.  With the learner’s 
permission, you may wish to contact the provider for learning records.   

 
23.  What do I do if I lose a copy of my learner co de? 
 

o Please contact us and we will retrieve it for you.  We will need to know 
your learner’s name and date of birth to do this. 

 
24.  How often will you collect LOTIS forms? 



o We will collect LOTIS forms on a quarterly basis so be sure to keep 
yours updated regularly. 

 
25.  What should I do if I encounter a technical proble m? 
 

o Please contact us and we will make every effort to sort it out. 
 

26.  What will you do with all the LOTIS forms? 
 

o LOTIS forms will be stored in five separate databases.  Information will 
be retrieved, queried and analysed.  We will not identify individual 
learners.  If learners agree to future contact, we may contact them 
directly to find out more about their learning experiences. 

 
27.  Should I keep a hardcopy of each LOTIS form?  
 

o This depends on your organisation.  If you do keep a hard copy, you 
must remember to store it in accordance with the Data Protection Act 
of 1998.  Your organisation will be responsible for this. 

 
28.  What should I do if I don’t have access to a c omputer? 
 

o If you don’t have access to a computer or the web, we will provide you 
with hard copies of the forms.  These can be sent to us and we will 
ensure they are inputted. 

 
29.  Who do I contact if I have a question about LO TIS? 
 

o Give us a call on 0141 287 8961 and we’ll be happy to answer your 
questions.  If we don’t know the answer, we’ll make every effort to get 
the information you need. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
 
 
 
LOTIS Learner Registration Form 
 
Confidentiality Statement  
 
The information you give on this form will be treated in line with the Culture and 
Sport Glasgow Privacy Policy. Information on the purpose of collecting this 
information and the Confidentiality agreement are available at the end of this 
form.  
 

 

1.1 Learner  
     Forename: 
 
1.2 Learner  
     Surname: 
 
 
1.3a Project: 
 
 
 
1.3bTutor name: 
         
 
 
1.3c Date of birth (DD/MM/YYYY) 
 
 
  
 
Learner Details 
 
2.1 Your Contact Details 
 

 

 

 

 

 



I prefer not to provide contact details (Please mar k box with an ‘X’)  
 
2.2 Address Line 1   
 
 
2.3 Address Line 2   
 
 
2.4 Address Line 3   
 
 
2.5 Postcode    
 
 
2.6 Do you have a permanent address? (Please mark w ith an ‘x’) 
 
Yes  
 
No  
 
 
2.7 Telephone no. 
 
 
2.8. Are you comfortable with your name and address  being passed on to 
the Scottish Government for them to contact you (by  postal questionnaire / 
telephone call) to ask about your learning experien ce?  
 
Yes  
 
No   
 
2.9. I agree that information gathered in this form  can be used for purposes 
of contact, research and statistics by Culture and Sport Glasgow, Glasgow 
City Council and the Glasgow Community Learning Str ategy Partnership to 
improve services.  
 
Yes  
 
No  
 
 
 
 

 

 

 

 

 

 

 
………………………………………. …………………………………… 
Learner Signature                             Date 

 
………………………………………    …………………………………… 
Tutor Signature                            Date 



 

 

Purpose and Confidentiality Agreement 

1. Culture and Sport Glasgow is committed to providing a high quality service 
to everyone. It helps to know a bit about the people who are using our 
service as detailed in the privacy policy on the Glasgow's Learning 
website. It would be very helpful if you would fill in this form. This is 
voluntary.  

2. All questions on this form are voluntary. You do not have to complete the 
form to obtain this service. If you do not wish to answer any of the 
questions, you may choose not to by ticking 'I prefer not to answer.'  

3. Information you provide on this form will be used by Culture and Sport 
Glasgow, Glasgow City Council and the Glasgow Community Learning 
Strategy Partnership (for details on membership please refer to our 
Glasgow’s Learning Website) to ensure equal access and improve 
services for learners.  

4. The information gathered in this form will be analysed within Culture and 
Sport Glasgow for the purpose of monitoring, evaluation and research. 
The information you provide will be kept confidential and will be shared 
with Culture and Sport Glasgow, the Glasgow Community Learning 
Strategy Partnership and the Scottish Government to improve access to 
and delivery of services.  

5. The information you provide us will be used for statistical purposes by 
Culture and Sport Glasgow and will not be used to identify you as an 
individual in any way.  

6. If you agree to be contacted by someone to discuss your learning 
experiences, your contact details may be passed on to the Scottish 
Government. If you do not agree to future contact, your details will not be 
passed on and will remain confidential.  

7. The questions regarding gender identity, age, disability, transgender 
status, religion, sexual orientation and ethnicity are also voluntary. We 
realise this information is sensitive, but it will help us to monitor our equal 
opportunities policy and to improve the way we target our resources. It will 
be used for generating statistical information only, to show general trends 
and the impact of our services.  

8. All information used will be treated in the strictest confidence, in 
accordance with the Data Protection Act 1998. All processing of your 
details by Culture and Sport Glasgow is carried out in accordance with the 
Data Protection Act 1998. Under the Data Protection Act 1998 you are 
entitled to access the information held.  

9. If you do not understand any part of this information, please ask your tutor 
to explain this to you.  



 
 
 
 

 
 
 
LOTIS Equal Opportunities form 
 
Confidentiality statement  
 
The information you give on this form will be treated in line with the Culture and 
Sport Glasgow Privacy Policy. Information on the purpose of collecting this 
information and the Confidentiality agreement are available at the end of this 
form. 
 
 
1.1Provider Name:  
 
 
Gender Identity 
 
Are you: 
 
Male  
Female  
I prefer not to answer this question  
 
Age. Which band do you fall into? 
 
16-19  
20-25  
26-34  
35-44  
45-54  
55-64  
65 plus  
I prefer not to answer this question  
 
Disability. Do you consider yourself to have a disa bility? 
 
Yes  
No  

 



I prefer not to answer this question.  
 
 
 
Transgender status. Is you gender identity the same  as the 
gender you had at birth? 
 
Yes  
No  
I prefer not to answer this question  
 
Religion. What is your current religion, faith or b elief? 
 
None  
Church of Scotland  
Roman Catholic  
Buddhist  
Hindu  
Jewish  
Muslim  
Sikh  
Pagan  
I prefer not to answer this question  
 
If other religion, please specify: 
 
 
 
 
Sexual Orientation. Are you: 
 
Bisexual  
Gay Woman/Lesbian  
Gay man  
Heterosexual/Straight  
Other  
I prefer not to answer this question  
 
Ethnicity. Check one section from A to E 
 
A Asian  
B Black  
C White  
D More than one ethnicity  
E Other ethnic background  

 



I prefer not to answer this question  

 

Please complete the section below that corresponds to your 
choice above. For example, if you chose 'D - Black' , please 
complete the questions below labelled 'D - Black'. 

A – Asian. If you chose A above, then please specif y 

Bangladeshi  
Chinese  
Indian  
Pakistani  
Scottish  
Any other  

A–Asian other. Please specify. 

 

 

B-Black 

If you chose B above, please specify:  

African  
Carribean  
Scottish  
Other  
 
B-Black other. Please specify 
 
 

 

C- White. If you chose C above,  please specify 

Scottish   
Other British  
Irish  
Any other white background  

 

 



C- White Other. Please specify 

 

 

D- More than one ethnicity. If you have more than o ne ethnicity, 
please specify. 

 

 

E Please specify any other ethnic background not in dicated 
above. 

 

 

Purpose and Confidentiality Agreement 

1. Culture and Sport Glasgow is committed to providing a high quality service 
to everyone. It helps to know a bit about the people who are using our 
service as detailed in the privacy policy on the Glasgow's Learning 
website. It would be very helpful if you would fill in this form. This is 
voluntary.  

2. All questions on this form are voluntary. You do not have to complete the 
form to obtain this service. If you do not wish to answer any of the 
questions, you may choose not to by ticking 'I prefer not to answer.'  

3. Information you provide on this form will be used by Culture and Sport 
Glasgow, Glasgow City Council and the Glasgow Community Learning 
Strategy Partnership (for details on membership please refer to our 
Glasgow’s Learning Website) to ensure equal access and improve 
services for learners.  

4. The information gathered in this form will be analysed within Culture and 
Sport Glasgow for the purpose of monitoring, evaluation and research. 
The information you provide will be kept confidential and will be shared 
with Culture and Sport Glasgow, the Glasgow Community Learning 
Strategy Partnership and the Scottish Government to improve access to 
and delivery of services.  

5. The information you provide us will be used for statistical purposes by 
Culture and Sport Glasgow and will not be used to identify you as an 
individual in any way.  

 

 

 



6. If you agree to be contacted by someone to discuss your learning 
experiences, your contact details may be passed on to the Scottish 
Government. If you do not agree to future contact, your details will not be 
passed on and will remain confidential.  

7. The questions regarding gender identity, age, disability, transgender 
status, religion, sexual orientation and ethnicity are also voluntary. We 
realise this information is sensitive, but it will help us to monitor our equal 
opportunities policy and to improve the way we target our resources. It will 
be used for generating statistical information only, to show general trends 
and the impact of our services.  

8. All information used will be treated in the strictest confidence, in 
accordance with the Data Protection Act 1998. All processing of your 
details by Culture and Sport Glasgow is carried out in accordance with the 
Data Protection Act 1998. Under the Data Protection Act 1998 you are 
entitled to access the information held.  

9. If you do not understand any part of this information, please ask your tutor 
to explain this to you.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
LOTIS Entry Form 
 
Confidentiality Statement   
 
The information you give on this form will be treated in line with the Culture and 
Sport Glasgow Privacy Policy. Information on the purpose of collecting this 
information and the Confidentiality agreement are available at the end of this 
form. 
 
1.1 Learner 
    Forename:  
 
 
1.2 Learner  

Surname: 
 
 
1.2a Provider/ 

        Organisation 
 
 
1.2b Tutor name: 
 
 
 
Previous Literacy / Numeracy Learning and Education  
 
2.1 Have you previously had learning as an adult fo r any of the following? 
(Please mark all that apply with an ‘x’) 
 
Reading  
Writing  
Spelling  
Numbers  
Form filling  
ICT  
None of these  
I prefer not to answer this question  
 

 

 

 

 



If you answered ‘none of these’ or ‘I prefer not to  answer this question,’ 
please go to question 2.4 
 
 
 
 
2.1a If yes, was this based in Glasgow?  
 
Yes  
No    
      
 
2.2 How long ago did you access this learning? 
 
Less than 6 months ago  
Between 6 months and 1 year ago  
Between 1 and 4 years ago  
Over 4 years ago  
I prefer not to answer this question.  
 
2.3 Why did this learning come to an end? 
 
 
 
 
 
2.4 Have you left school? 
Yes  
No  
 
If you answered no, please go to 3.1 
 
2.4a How old were you when you left school?    
 
 
 
Current Learning 
 
3.1 From what source did you find out about the lea rning you are about to 
start? 
Big Plus  
College  
Employer  
Friends or family  
Glasgow’s Learning  
Hospital/clinic   

 

 



Jobcentre  
Library  
Newspaper  
Poster/leaflet/flyer  
Project/keyworker  
Social Worker   
Word of mouth  
Other  
I prefer not to answer this question  
 
 
 
3.1a If other, please specify below 
 
 
 
Employment  
 
Employment 
 
4.1 Which of the following describes your current e mployment situation? 
(Please tick all that apply) 
 
In employment  
Not in employment – currently looking for work  
Not in employment – not currently looking for work  
Parent/carer  
Voluntary work  
Student  
Retired  
Work placement  
Unable to work for health reasons  
Other  
I prefer not to answer this question  
 
4.1a If other, please specify 
 
 
 
 
Learning Plan and goals 
 
5.1 Are you accessing learning to improve any of th e following? 
 
Reading  
Spelling  

 

 



Writing  
Numbers  
Form filling  
ICT  
Other  
I prefer not to answer this question  
 
5.1 a If other, please specify 
 
 
 
 
 
 
Reasons and Goals 
 
5.2 Are you taking this learning to help you improv e your: 
 
Personal Life  
Family Life  
Community Life  
Work life  
Financial Situation  
Health and wellbeing  
Other  
 
5.2a If other, plese specify 
 
 
 
 
 
 
5.3 Are any of the following goals of yours (tick a ll that apply) 
 
Going to college  
Goiong on to other learning opportunities  
Going onto a training course  
Gaining a qualification  
Getting a job  
Changing jobs or getting a promotion  
Volunteering or community service  
Other  
I prefer not to answer  
 
5.3a If other, please specify 

 

 



 
 
 
 
 
Other information  
 
Is English your second or additional language?  
 
Yes  
No  
I prefer not to answer this question  
 

Purpose and Confidentiality Agreement 

1. Culture and Sport Glasgow is committed to providing a high quality service 
to everyone. It helps to know a bit about the people who are using our 
service as detailed in the privacy policy on the Glasgow's Learning 
website. It would be very helpful if you would fill in this form. This is 
voluntary.  

2. All questions on this form are voluntary. You do not have to complete the 
form to obtain this service. If you do not wish to answer any of the 
questions, you may choose not to by ticking 'I prefer not to answer.'  

3. Information you provide on this form will be used by Culture and Sport 
Glasgow, Glasgow City Council and the Glasgow Community Learning 
Strategy Partnership (for details on membership please refer to our 
Glasgow’s Learning Website) to ensure equal access and improve 
services for learners.  

4. The information gathered in this form will be analysed within Culture and 
Sport Glasgow for the purpose of monitoring, evaluation and research. 
The information you provide will be kept confidential and will be shared 
with Culture and Sport Glasgow, the Glasgow Community Learning 
Strategy Partnership and the Scottish Government to improve access to 
and delivery of services.  

5. The information you provide us will be used for statistical purposes by 
Culture and Sport Glasgow and will not be used to identify you as an 
individual in any way.  

6. If you agree to be contacted by someone to discuss your learning 
experiences, your contact details may be passed on to the Scottish 
Government. If you do not agree to future contact, your details will not be 
passed on and will remain confidential.  

7. The questions regarding gender identity, age, disability, transgender 
status, religion, sexual orientation and ethnicity are also voluntary. We 
realise this information is sensitive, but it will help us to monitor our equal 
opportunities policy and to improve the way we target our resources. It will 

 



be used for generating statistical information only, to show general trends 
and the impact of our services.  

8. All information used will be treated in the strictest confidence, in 
accordance with the Data Protection Act 1998. All processing of your 
details by Culture and Sport Glasgow is carried out in accordance with the 
Data Protection Act 1998. Under the Data Protection Act 1998 you are 
entitled to access the information held.  

9. If you do not understand any part of this information, please ask your tutor 
to explain this to you.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
LOTIS Interim Form 

Confidentiality Statement  

The information you give on this form will be treated in line with the Culture and 
Sport Glasgow Privacy Policy. Information on the purpose of collecting this 
information and the Confidentiality agreement are available at the end of this 
form. 
 
 
1.1  Learner  

Forename 
 

1.2 Learner  
    Surname  
 
 
1.2a Provider         
 
 
 
1.2b Tutor name: 
 
 
1.3 Have you made improvements in any of the follow ing? 
 
Reading  
 
Spelling   
 
Writing  
 
Numbers  
 
Form filling  
 
ICT  
 

 

 

 

 



Other  
 
Not sure  
 
I prefer not to answer this question  
 
 
1.3a If other, please specify 
 
 
 
 
 
Goals 
 
2.1 If this learning helped make improvements to yo ur life, please tick all 
below that apply  
 
Personal life  
 
Family life  
 
Community life  
 
Work life  
 
Financial life  
 
Health and wellbeing  
 
Other  
 
2.1a If other, please specify 
 
 
 
 
 
2.2 Have you achieved any of your goals so far?  
 
All of them  
 
Some of them  
 
None of them  
 

 

 



It’s too early to tell  
 
I prefer not to answer this question  
 
 
 
 
 
 
 
2.3 If you achieved all or some of your goals, plea se mark all that apply  
 
Going to college  
 
Going onto other learning opportunities  
 
Going onto a training course  
 
Getting a qualification  
 
Getting a job  
 
Changing jobs or getting a promotion  
 
Volunteering or community service  
 
Other  
 
I prefer not to answer  
 
2.3a If other, please specify 
 
 
 
 
 
 
2.3b If you ticked any of these goals, please tell us more about them here 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 



2.4a  Do you feel the current learning has improved  your confidence?  
 
Yes  
 
No  
 
Don’t know  
 
Too early to tell  
 
I prefer not to answer this question  
 
 
2.4b Do you feel more confident now to move onto ot her opportunities? 
 
Yes  
 
No  
 
Don’t know  
 
Too early to tell  
 
I prefer not to answer this question  
 
 
2.5 Would you like continued support to move onto l earning, training, 
volunteering and/or work? 
 
Yes  
 
No   
 
Not sure  
 
I prefer not to answer  
 
2.5a If yes, what type of support? Please give deta ils below. 
 
 
 
 
 
 
 
 

 



Purpose and Confidentiality Agreement 

10. Culture and Sport Glasgow is committed to providing a high quality service 
to everyone. It helps to know a bit about the people who are using our 
service as detailed in the privacy policy on the Glasgow's Learning 
website. It would be very helpful if you would fill in this form. This is 
voluntary.  

11. All questions on this form are voluntary. You do not have to complete the 
form to obtain this service. If you do not wish to answer any of the 
questions, you may choose not to by ticking 'I prefer not to answer.'  

12. Information you provide on this form will be used by Culture and Sport 
Glasgow, Glasgow City Council and the Glasgow Community Learning 
Strategy Partnership (for details on membership please refer to our 
Glasgow’s Learning Website) to ensure equal access and improve 
services for learners.  

13. The information gathered in this form will be analysed within Culture and 
Sport Glasgow for the purpose of monitoring, evaluation and research. 
The information you provide will be kept confidential and will be shared 
with Culture and Sport Glasgow, the Glasgow Community Learning 
Strategy Partnership and the Scottish Government to improve access to 
and delivery of services.  

14. The information you provide us will be used for statistical purposes by 
Culture and Sport Glasgow and will not be used to identify you as an 
individual in any way.  

15. If you agree to be contacted by someone to discuss your learning 
experiences, your contact details may be passed on to the Scottish 
Government. If you do not agree to future contact, your details will not be 
passed on and will remain confidential.  

16. The questions regarding gender identity, age, disability, transgender 
status, religion, sexual orientation and ethnicity are also voluntary. We 
realise this information is sensitive, but it will help us to monitor our equal 
opportunities policy and to improve the way we target our resources. It will 
be used for generating statistical information only, to show general trends 
and the impact of our services.  

17. All information used will be treated in the strictest confidence, in 
accordance with the Data Protection Act 1998. All processing of your 
details by Culture and Sport Glasgow is carried out in accordance with the 
Data Protection Act 1998. Under the Data Protection Act 1998 you are 
entitled to access the information held.  

18. If you do not understand any part of this information, please ask your tutor 
to explain this to you.  



 

 
 
 
 
LOTIS Exit Form  

Confidentiality Statement 

The information you give on this form will be treated in line with the Culture and 
Sport Glasgow Privacy Policy. Information on the purpose of collecting this 
information and the Confidentiality agreement are available at the end of this 
form. 
 
 
1.1  Learner  
     Forename:   
 
 
 
1.2  Learner  
      Surname:               
 
 
 
1.2a Provider/Org:   
 
 
1.2b Tutor Name:   
 
 
Please note, learner must be present to complete this form  
 
 
Programme details 
 
2.1 Have you developed your reading/, writing and/o r number skills? Please 
mark all that apply with an ‘X’  
 
 
With an individual tutor  
In a group    
As part of another course  

 

 

 

 



Other  
I prefer not to answer this question  
 
 
2.1 a If other, please specify below 
 
 
 
 
 
 
Goals 
 
If you did not achieve all your goals in your learn ing plan, please answer.  
Please mark all that apply with an ‘X’ 
 
3.1 Did any of the following contribute to your wit hdrawal from the learning 
or keep you from achieving your goals?   
 
New job    
Relocation  
Family Issues  
Personal reasons  
Not enough time  
Learning did not meet my needs  
Conflicting priorities  
Mobility issues  
Poor health  
Financial reasons  
Stress  
Childcare restrictions  
Other  
I prefer not to answer this question  
 
3.1a If other, please specify 
 
 
 
 
 
3.2 Did you improve your skills in any of the follo wing areas? 
Please mark all that apply with an ‘X’ 
 
Reading  
Spelling  
Writing  

 

 



Numbers   
Form filling  
ICT  
Other  
I prefer not to answer this question  
 
 
 
3.2a If other, please specify 
 
 
 
 
 
 
3.2b If you answered yes, please tell us how much y ou feel you have improved.  
 
Greatly improved  
Improved  
Slightly improved  
I prefer not to answer this question  
 
3.3 Did you achieve any of your goals? 
 
Yes – some of them  
Yes – all of them  
No  
Not sure   
I prefer not to answer this question  
 
If you answered yes, please go to 3.4. If you answered no or not sure, please go 
to question 3.6 
 
What personal goals have you achieved?  (You may find it useful to 
refer to your individual/group learning plan)  
 
3.4a Did this learning help you improve your?  
 
Personal life  
Family life  
Community life   
Work life  
Financial Situation  
Health and wellbeing  
Other  
 

 



3.4b If other, please specify  
 
 
 
 
 
 
 
 
 
 
3.5a Have you achieved any of these goals? Please m ark all that apply with 
an ‘X’ 
 
Going on to college  
Going on to other learning opportunities  
Going onto a training course  
Gaining a qualification  
Getting a job  
Changing jobs or getting a promotion  
Volunteering or community service  
Other   
I prefer not to answer this question  
 
 
3.5b If you ticked any more of these goals, please tell us more about them here 
 
 
 
 
 
 
 
3.6 Do you feel that the current learning has impro ved your confidence? 

Please mark with an ‘X’ 
 
Yes  
No   
Maybe   
I don’t know  
I prefer not to answer this question  
 
3.7 Do you feel more confident to move onto other o pportunities? Please 
mark with an ‘X’ 
 
Yes  
No  

 

 



Maybe  
Too soon to tell   
Don’t know  
I prefer not to answer this question  
 
Qualifications 
 
4.1 Are you working towards a qualification? Please  mark with an ‘X’  
 
Yes  
No  
I’m not sure  
I prefer not to answer these questions  
 
 
 
 
4.1a Is this qualification accredited (e.g. SQA) Pl ease mark with an ‘X’ 
 
Yes  
No  
I don’t know  
 
5.1 Would you like continued support to move onto l earning, training volunteering 
and/or work? 
 
Yes  
No   
I prefer not to answer this question  
 
5.1a If yes, what type of support? 
 
 
 
 
 
 
 
 
 

Purpose and Confidentiality Agreement 

19. Culture and Sport Glasgow is committed to providing a high quality service 
to everyone. It helps to know a bit about the people who are using our 
service as detailed in the privacy policy on the Glasgow's Learning 

 



website. It would be very helpful if you would fill in this form. This is 
voluntary.  

20. All questions on this form are voluntary. You do not have to complete the 
form to obtain this service. If you do not wish to answer any of the 
questions, you may choose not to by ticking 'I prefer not to answer.'  

21. Information you provide on this form will be used by Culture and Sport 
Glasgow, Glasgow City Council and the Glasgow Community Learning 
Strategy Partnership (for details on membership please refer to our 
Glasgow’s Learning Website) to ensure equal access and improve 
services for learners.  

22. The information gathered in this form will be analysed within Culture and 
Sport Glasgow for the purpose of monitoring, evaluation and research. 
The information you provide will be kept confidential and will be shared 
with Culture and Sport Glasgow, the Glasgow Community Learning 
Strategy Partnership and the Scottish Government to improve access to 
and delivery of services.  

23. The information you provide us will be used for statistical purposes by 
Culture and Sport Glasgow and will not be used to identify you as an 
individual in any way.  

24. If you agree to be contacted by someone to discuss your learning 
experiences, your contact details may be passed on to the Scottish 
Government. If you do not agree to future contact, your details will not be 
passed on and will remain confidential.  

25. The questions regarding gender identity, age, disability, transgender 
status, religion, sexual orientation and ethnicity are also voluntary. We 
realise this information is sensitive, but it will help us to monitor our equal 
opportunities policy and to improve the way we target our resources. It will 
be used for generating statistical information only, to show general trends 
and the impact of our services.  

26. All information used will be treated in the strictest confidence, in 
accordance with the Data Protection Act 1998. All processing of your 
details by Culture and Sport Glasgow is carried out in accordance with the 
Data Protection Act 1998. Under the Data Protection Act 1998 you are 
entitled to access the information held.  

27. If you do not understand any part of this information, please ask your tutor 
to explain this to you.  

 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 


