Accommodation provider: people to be seen
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Please enter the names(s) and job title(s) of staff responsible as appropriate.  Indicate any restrictions on availability for the interview on the days of the inspection. Responsibilities refer only to those connected to the provision of services to accredited ELT organisations.

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

	General management
	
	
	

	Overall management of the organisation
	
	
	

	Management of accommodation provision
	
	
	

	Drawing up contracts with client organisations
	
	
	

	Interviewing and appointing staff
	
	
	

	Monitoring of staff
	
	
	

	Professional development of staff
	
	
	

	Quality assurance
	
	
	

	Publicity
	
	
	

	Health and safety of HO and Accommodation
	
	
	

	
	
	
	

	Welfare and student services
	
	
	

	
	
	
	

	Liaison with client organisations to ensure students’ welfare and pastoral care
	
	
	

	Pre-arrival documentation for students
	
	
	

	Recruiting and monitoring (homestay)
	
	
	

	Recruiting and monitoring (residential)
	
	
	

	Managing allocation and records (homestay)
	
	
	

	Managing allocation and records (residential)
	
	
	

	Care of under 18s*
	
	
	

	Safeguarding/child protection policy
	
	
	

	Care/welfare of under-18s
	
	
	

	Students and group leaders
	
	
	

	Do you have any of the following?
	Group leaders?
	 No / Yes
	If yes, how many at inspection?

	Other staff to be seen
	
	
	

	Please provide name and area of work:
	
	
	

	Homestay/ remote visits

	PLEASE PROVIDE CONTACT
	
	Availability and able to do a remote visit


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


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

Name of provider:


Please see Accommodation Criteria, requirements and guidance document.  Template for document 6. 
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