PREPARING AND SENDING THE DOCUMENTATION

In the setting up of the inspection process, the criteria were written first and then each criterion analysed to see what evidence was needed to show how the criterion was met.  There are three sources of evidence: from interviews, from inspectors’ observation and from documents, both paper and electronic.  

The documentary evidence has been compiled into lists in Section 4.3 of the Handbook, under three stages, which relate to when the Accreditation Unit and/or inspectors see the documents: 

Stage 1 which are sent with the application for inspection to the Accreditation Unit 

Stage 2 which are sent to each inspector at least ten working days before the inspection and 

Stage 3 which are available on site during the inspection. 

When you look at the pages of criteria in Section 2.2 of the Accreditation UK Handbook, you will see that the criteria are on one side of each page, and the documentary evidence required to assess the criteria are in the adjacent blue columns.  The numbers by each piece of written evidence refer to the numbered list of documentation in Section 4.3.  If you do not understand why a particular document in the list is required, look back to the criterion and the documentary evidence required to show that it is met and this should help in your understanding.

Inspection documentation is listed in Handbook 4.3 Inspection documentation, pages 47-50.

Stage 1: Inspection application documentation is submitted to the Accreditation Unit at the time of the application for the inspection.

Stage 2: Inspection preparation documentation is sent by you direct to each of the inspectors.

· Send the documents to reach each of the inspectors at least 10 working days before an inspection.  (Staff will need time to get together the relevant documents.)

· Keep a copy of the Stage 2 documents for yourself for use during the inspection.  This means that you will need to prepare at least three sets of the inspection preparation documents.

· Please label the documentation using the numbering in Handbook 4.3 Inspection documentation.  If you have a document which fulfils or approximates the function of a listed document but has a different name, include it and annotate it with the relevant document number.  

· If a document is included with another (e.g. in a staff handbook), just cross-refer.

· If possible, it is also helpful if you can give inspectors a list of documents which you will not be providing, particularly if you are able to say briefly why they are not available (e.g. ‘not applicable’ or ‘ not relevant’).  

· Some of the information must be presented on prescribed forms.

· Please note that some Stage 2 and Stage 3 documentation may now be made available electronically. Please look at http://www.britishcouncil.org/accreditation-becoming-accredited-preparing.htm under the ‘documentation’ tab. Your reporting inspector will contact you to discuss the options.

· Please check with the reporting inspector on the best way of sending paper documentation – parcel post, registered post, courier and so on, as collection of undelivered items can be inconvenient for the inspectors.

Stage 3: Additional documentation is to be made available to inspectors during the inspection.  Inspectors may ask for some of these documents to be sent in advance of the inspection.

The information you send in advance will help give the inspectors a picture of your provision and prepare for their visit.  This will make the inspection process more efficient and more effective.  Not all documents will apply to all providers. Send those which are relevant to you and consult the reporting inspector if you have any queries.

