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ACCREDITED TRAINING PROVIDER APPROVAL REPORT

	Name of Provider:


	

	Address of Provider visited:


	

	Date of visit:


	

	Name of SII Representative on visit (if any):


	

	Name of Panel Member (s) on visit (if applicable):


	


	List of Courses Attended During Visit:


	1)

	
	2)

	
	3)

	
	4)

	
	5)

	Names of Tutors Met During Visit (provide title of course which they were teaching):


	1)

	
	2)

	
	3)

	
	4)

	
	5)


Please complete the form as fully as possible.

	Item
	Detail
	Rating

(please tick) 

	Part One - Pre-Visit
	Excellent
	Very

Good
	Average
	Below

Average

	Location


	Overall impression of Centre

i.e. Cleanliness, Appropriate Room Size, Appropriate Design, Professionalism, Maintenance
	Gleaming
	
	Very Clean
	
	Clean
	
	Not very clean
	

	
	
	Fully

Maintained
	
	Well

Maintained
	
	Partially 
Maintained
	
	Not Maintained
	

	
	
	Spacious
	
	Large
	
	Small
	
	Very small
	

	
	Proximity to workplaces
	Within 1 mile 
	
	Within 2 miles
	
	Within 5 miles
	
	More than 5 miles
	

	
	Transport links to Centre

i.e. effective/efficient
	Full range and frequency
	
	Good range, and frequency
	
	Moderate range and frequency-
	
	Inadequate range and frequency
	

	Additional Comments on Location:

	

	

	

	

	


	Item
	Detail
	Rating

(please tick) 

	Pre-Visit
	Excellent
	Very

Good
	Average
	Below

Average

	Access

 
	Location of Centre entrance

i.e. Lighting, Maintenance, Access from main High St, Entrance Size
	Very well lit
	
	Well Lit
	
	Reasonably Lit
	
	Poorly Lit
	

	
	
	Greater than 2m
	
	2m
	
	1m-2m
	
	Too small
	

	
	
	Fully accessible
	
	Quite accessible
	
	Difficult to access
	
	Very difficult to access
	

	
	Disabled Access
	Fully Compliant
	
	Compliant in some areas but working towards full compliance
	
	Some requirements met
	
	Not Compliant at all or not applicable
	

	
	Signposting/directions

i.e. How many? Clarity, Accuracy, Design, Frequency
	Excellent signage/

Directions
clear and accurate
	
	Sufficient
signage/

direction
	
	Some signage/

direction
	
	No signage/

direction
	

	Additional Comments on Access:

	

	

	

	


	Item
	Detail
	Rating

(please tick) 

	During Visit
	Excellent
	Very

Good
	Average
	Below

Average

	Reception Area


	Impression of reception staff on arrival i.e. Welcoming, Well mannered, Presentation, uniform, use of name and eye contact
	Very friendly and helpful
	
	Quite friendly and helpful
	
	Not very friendly or helpful
	
	Rude and abrupt
	

	
	
	Excellent use of body language
	
	Good use of body language
	
	Some use of body language
	
	No use of body language
	

	
	
	Business dress
	
	Smartly dressed
	
	Smart
	
	Inappropriately dressed
	

	
	Availability of information for students on arrival at reception i.e. Marketing Activity inc information on SII courses, products and services, Prospectuses, Course Information, Career Information
	Wide range of course info and career info available inc info on SII courses, products and services
	
	Good range of course info and career info available inc info on SII courses, products and services
	
	Some course info and career info available but nothing regarding SII
	
	No course info or career info available
	

	Additional Comments on Reception:

	

	

	

	

	


	Item
	Detail
	Rating

(please tick)

	During Visit
	Excellent
	Very

Good
	Average
	Below

Average

	Candidate Facilities


	Communication Facilities Available for Candidates/Students i.e. Phone, Internet/Email, Fax
	Full range of 
communication facilities available
	
	Good range of communication facilities available
	
	Some communication facilities available
	
	No communication facilities available
	

	
	Rest Areas i.e. Common Room facilities etc
	Wide range of rest areas available
	
	Some rest areas available
	
	An adequate sized rest area available
	
	No rest areas available
	

	
	Toilets i.e. adequate number
	Excellent facilities
	
	Good facilities
	
	Adequate facilities
	
	Inadequate facilities
	

	Additional Comments on Candidate Facilities:

	

	

	

	

	

	


	Item
	Detail
	Rating

(please tick)

	During Visit
	Excellent
	Very

Good
	Average
	Below

Average

	Catering Facilities


	Catering areas for candidates/students i.e. restaurant, vending machines
	Fully functional restaurant with hot and cold food and vending machines
	
	Adequate restaurant and/or vending machines
	
	Limited availability for students to purchase food
	
	No area available to purchase foods
	

	
	Refreshment Provisions
	Full provision
	
	Good provision
	
	Moderate provision
	
	Poor provision
	

	
	Availability of special dietary requirements
	Fully catered, no notice needed
	
	Fully catered but notice required
	
	Limited availability
	
	No availability
	

	Additional Comments on Catering Facilities:

	

	

	

	

	

	


	Item
	Detail
	Rating

(please tick)

	During Visit
	Excellent
	Very

Good
	Average
	Below

Average

	Health & Safety


	Fire evacuation facilities i.e. Fire Exits Signed, Fire Alarms, Meeting Point
	Has H&S Policy and record of Risk Assessments and are updated and communicated regularly
	
	Has either a H&S Policy and/or record of risk assessments but updated infrequently
	
	Has a H&S Policy but no record of risk assessments 
	
	No H&S documents available
	

	
	Elevator access for disabled students
	Fully accessible
	
	Accessible but with some constrain-ts 
	
	Not accessible
	
	No elevators available
	

	
	Appropriate ventilation
	Fully Air Conditioned
	
	Well ventilated
	
	Poor ventilation
	
	No ventilation
	

	
	Lighting
	Very well lit
	
	Well lit
	
	Reasonably lit
	
	Poorly lit
	

	Additional Comments on Health & Safety:

	

	

	

	

	


	Item
	Detail
	OBSERVATION / NOTES

	Part Two - Assessment
	

	Teaching/Training

Observation
	Room layout appropriate to size and composition of group
	

	
	Candidates made to feel welcome/tutor rapport with group i.e. eye contact, use of names, emphasis etc


	

	
	Lesson clearly planned and lesson objective explained to candidates 
	

	
	Presentation of information including tuition technique and delivery style
	

	
	Tutor’s familiarity and fluency with material (tutor fully in command)


	


	Item
	Detail
	OBSERVATION / NOTES

	Part Two - Assessment
	

	Teaching/Training

Observation
	Manner, level and pace (taking into account size and composition of group) 

	

	
	Encouragement of candidates to ask questions/seek clarification/express personal opinion


	

	
	Candidates encouraged to participate in discussions (small or large groups 

	

	
	Additional Comments


	


	Item
	Detail
	OBSERVATION / NOTES

	Part Two – Assessment
	

	Teaching/Training

Observation

Availability and use of Audio and Visual Equipment
	Laptop/SVGA Projector


	

	
	Whiteboard / Flipcharts


	

	
	Broadband


	

	
	Interactive Boards


	

	
	OHP


	

	
	TV/Video/DVD


	

	
	Other


	


	Item
	Detail
	OBSERVATION / NOTES

	Part Two – Assessment
	

	Learning Resources and Learning Support


	Workbooks/Textbooks


	

	
	E-learning/online learning


	

	
	Access to tutors


	

	
	Assignments/Homework


	

	
	Mock Exams


	

	
	Case Studies


	

	
	Special Educational Needs


	


	Item
	Detail
	OBSERVATION / NOTES

	Exam Facilities
	

	To be completed if Provider plans to offer CBT onsite
	No. of PC’s in testing Room


	

	
	Layout of Room (please specify i.e. classroom, booths etc…)


	

	
	Adequate spacing between exam stations


	

	
	Is room a dedicated ‘Exam Testing Room’ only


	

	
	Invigilation: Are invigilators internal / external staff or both


	

	
	Exam Procedures


	

	
	Exam Security
	


	Item
	Detail
	OBSERVATION / NOTES

	Part Two – Assessment
	

	Evaluation and Improvement
	Internal evaluation carried out during training


	

	
	Evaluation forms completed after training


	

	
	Telephone evaluation after training


	

	
	Other – please specify:


	

	
	How is feedback used?


	

	Complaints Procedure
	Process


	

	
	Timescales


	

	
	Response method


	


CANDIDATE FEEDBACK

If candidates are spoken to during visit, please record feedback below, for example on their learning experience etc

	Course
	Feedback

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Item
	Detail
	OBSERVATION / NOTES

	Part Two – Assessment
	

	Staff and Tutoring Provision

Staff Training & Development


	Recruitment Procedure

	

	
	Contingency Plans in the event of illness/absence

	

	
	CPD Provision


	


	Item
	Detail
	OBSERVATION / NOTES

	Part Two – Assessment
	

	
	Performance Management


	

	
	Staff Training

	

	
	Communication - changes in regulations, syllabus etc


	

	
	Quality Assurance


	


ADDITIONAL INFORMATION

Please provide any other additional information on the Provider that has not been addressed elsewhere on this form

	

	

	

	

	

	

	

	

	

	

	

	


ACTIONS AND RECOMMENDATIONS

Please provide any actions and recommendations following visit to Provider.

	Actions / Recommendations



	1.

	

	2.

	

	3.

	

	4.

	

	5.

	

	6.
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