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Please enter the names(s) and job title(s) of staff responsible as appropriate.  Indicate any restrictions on availability for interview at the time of the inspection. Responsibilities refer only to those connected to the ELT provision/students.

	Responsibility
	Name(s)
	Job title(s)
	Times (if any) when not available

	General management
	
	
	

	Overall management of organisation
	
	
	

	Responsibility for ELT provision
	
	
	

	Management of ELT provision

	
	
	

	Interviewing and appointing staff
	
	
	

	Monitoring of staff
	
	
	

	Professional development of staff
	
	
	

	Quality assurance
	
	
	

	Publicity
	
	
	

	Health and safety
	
	
	

	Administration of students
	
	
	

	Enquiries
	
	
	

	Enrolment
	
	
	

	Fee collection
	
	
	

	Student attendance records
	
	
	

	Liaison with UK Visas & Immigration
	
	
	

	Academic management
	
	
	

	Deployment of teachers
	
	
	

	Support of teachers
	
	
	

	Professional development of teachers
	
	
	

	Observation and monitoring of teachers
	
	
	

	Design of courses
	
	
	

	Management of exams
	
	
	

	Student progress
	
	
	

	Premises/resources
	
	
	

	Premises
	
	
	

	Liaison person at host / off-site rented premises
	
	
	

	Resources for students
	
	
	

	Resources for teachers
	
	
	


	Welfare and student services
	
	
	

	Students’ welfare, induction and pastoral care
	
	
	

	Prevent policy and implementation
	
	
	

	First aid
	
	
	

	Leisure programme
	
	
	

	Sports programme
	
	
	

	Students’ accommodation
	
	
	

	Care of under 18s*
	
	
	

	Safeguarding/child protection policy
	
	
	

	Care/welfare of under 18s
	
	
	

	Students and group leaders
	
	
	

	Do you have any of the following?
	Student representatives?
	 Yes / No
	If Yes, how many?

	 
	Group leaders?
	 Yes / No
	If Yes, how many?

	Other staff to be seen
	
	
	

	Do you have any of the following:
	Activity leaders to supervise students out of class?
	 Yes / No 
	If Yes, how many?

	
	‘Mentors’ i.e. local children brought in to interact with / guide your students?
	 Yes / No 
	If Yes, how many?

	Focus groups
	
	Best times

	Please indicate the best times for scheduling any focus groups
	Teachers:
	

	
	Students:
	

	
	Group leaders:
	


*required if any students under the age of 18 are/have been enrolled

Name of provider:  
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