[image: image1.jpg]



Accreditation site visit checklist


ACCREDITATION CHECKLIST FOR SITE VISIT
	Created by:
	J. le Roux
	Date:
	February 2009

	Approved on:
	
	Approved by:
	
	Signed:
	

	Amended:
	
	Amended by:
	
	Signed:
	

	Amended: 
	
	Amended by:
	
	Signed:
	

	Next review date:
	February 2010


	List of Evidence Required 

	No
	Type of Evidence Requested
	Document Name/Number
	Comments
	Meet Requirements

	1. 
	Quality assurance policy, process and procedures documents and evidence of implementation
	
	
	

	2. 
	Documented internal audit systems process and procedures as well as evidence that this has been implemented
	
	
	

	3. 
	Health and safety policy and procedures
	
	
	

	4. 
	Vision and mission statement of the provider
	
	
	

	5. 
	Minutes of QA meetings 
	
	
	

	6. 
	Reports of training programme delivered
	
	
	

	7. 
	Reports from learners that have completed training programmes (Course evaluation reports)
	
	
	

	8. 
	Breakdown of training facilities and equipment
	
	
	

	9. 
	Fist aid kit
	
	
	

	10. 
	Evacuation procedures
	
	
	

	11. 
	Organogram of staff resources or detailed description of trainers, assessors, moderators, technical expertise and qualifications
	
	
	

	12. 
	Employment contracts
	
	
	

	13. 
	Role descriptions
	
	
	

	14. 
	Evidence of how performance of trainers, assessors are etc is managed 
	
	
	

	15. 
	Selection and recruitment procedures for trainers and assessors, evidence of implementation 
	
	
	

	16. 
	List of registered assessors and registration numbers
	
	
	

	17. 
	CV’s of all trainers and assessors, proof of qualifications
	
	
	

	18. 
	Staff development plans
	
	
	

	19. 
	Training schedules and assessment schedules 
	
	
	

	20. 
	Code of conduct for assessors and trainers
	
	
	

	21. 
	Induction programme for Assessors and trainers 
	
	
	

	22. 
	Contracts for external assessors 
	
	
	

	23. 
	Selection process and procedures for learners entering programmes
	
	
	

	24. 
	Breakdown of learning materials learner receives and induction materials
	
	
	

	25. 
	Breakdown of what the learner should expect as far as training and assessment are concerned
	
	
	

	26. 
	Learner contracts
	
	
	

	27. 
	Evidence of career guidance
	
	
	

	28. 
	Grievance procedures if learners are not satisfied with training 
	
	
	

	29. 
	Learner registration process and procedures and evidence of implementation
	
	
	

	30. 
	Breakdown of qualification offered to learners 
	
	
	

	31. 
	Breakdown or evidence of additional learning resources available 
	
	
	

	32. 
	Learner development plans 
	
	
	

	33. 
	Feedback reports from clients where learners practice the application of skills in the workplace
	
	
	

	34. 
	Learner file
	
	
	

	35. 
	Example of learning programme: Strategy
	
	
	

	36. 
	Schedule of learning in the workplace 
	
	
	

	37. 
	Facilitators guides / lesson plan


	
	
	

	38. 
	Facilitator reports
	
	
	

	39. 
	Correspondence between BANKSETA and assessors
	
	
	

	40. 
	Appeals policy and procedures
	
	
	

	41. 
	Moderations policy and procedures
	
	
	

	42. 
	Moderation plan
	
	
	

	43. 
	Assessment guides
	
	
	

	44. 
	RPL policy, procedures and instruments
	
	
	

	45. 
	Instructions to assessors and learners
	
	
	

	46. 
	Assessment strategy and assessment plans for learners
	
	
	

	47. 
	Evidence that learners were prepared for the assessment and agreed with the process
	
	
	

	48. 
	Assessment instruments with all evidence requirements (model answers)
	
	
	

	49. 
	Feedback reports per unit standard /per assessment 
	
	
	

	50. 
	Confirmation of assessment results / final feedback report
	
	
	

	51. 
	Certification process and procedures
	
	
	

	52. 
	Declaration of competence 
	
	
	

	53. 
	Assessment specifications that clearly indicate how all the unit standards were assessed, referring to assessment methods and instruments. 
	
	
	

	54. 
	Moderator reports
	
	
	

	ADDITIONAL EVIDENCE IF REQUIRED
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