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	Preparing documentation: multicentres 





Please read this in conjunction with the guidance to all providers on preparing and submitting documentation available on the Accreditation Unit website.
Multicentre organisation profile 

The first part of the document is based on the year round organisation profile, and asks for collated data in relation to the whole multicentre operation, including sites which the inspectors will be visiting, but also including all other sites where courses covered by this accreditation are taking place.

The second part asks for the same information (apart from the background organisational details) in relation to the specific centres inspectors will be visiting / have visited. Columns are split so that information on up to five centres can be provided in the same table – only use as many as required.

‘Wildcard’ centre(s) (centres visited without prior notification)
Please complete what you can in advance of the inspection, and then complete the sections relating to the wildcard visit(s) when these have taken place. 

Multicentres initial centres list 
In order to help with planning which centres to visit, please send this summary sheet to the reporting inspector with the name and address of each centre + name and contact phone number of the centre manager, the age range of the students, the projected number of students / teachers in the inspection period, and any non-teaching days. 

Teachers and administrative staff spreadsheets 

Please complete separate spreadsheets, in advance, for the centres which the inspectors will be visiting. The spreadsheet(s) for the wildcard visit(s) should be completed after these have taken place.

Organisation of other electronic documentation
Please organise documentation in separate folders in dropbox or on the memory stick relating to each centre selected for inspection + HQ. They should be labelled Name of organisation HQ, name of centre 1, name of centre 2 etc.
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