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INTERNATIONAL INSTITUTE OF
RISK AND SAFETY MANAGEMENT




TRAINING CENTRE 

SELF-ASSESSMENT AUDIT FORM


1.  Introduction to the Audit

Prior to offering approval IIRSM needs to be confident that all accredited centres provide health and safety related training to a consistently high standard.  All approved centres are expected to review their training provision regularly and document any corrective and preventative actions taken.

In order to ascertain that applicants have the correct systems and processes in place you are asked to complete this form and attach the documentary evidence requested.  Once the completed self assessment form and the documentary evidence has been returned and evaluated, further evidence may be requested.  Details of the application and approval process are in the main documentation covering this form.

Guidance for completing the self assessment form can be found at the end of the form.

2. Contact Information

Please provide the following information:

Centre Name:

Centre Address:

Company Registration number and / or Charity Registration number:

Registered company address:

Annual turnover:

Main Contact: 
(This must the person to whom all correspondence should be addressed)

Head of Centre:  
(This must be the single point of accountability for all courses and examinations within the organisation Eg) College Principal, University Vice Chancellor or Managing Director/Chief Executive of a private centre or course provider)
Qualification Development Contact:  
(This must be the person responsible for the design and approval of health and safety courses.)

Name and Contact Details of the Person Completing this form

Job Title:

Date Completed:

3. General Information
Which of the following best describes your centre?  Please indicate the number of trainers.
· College of further or higher education
· University
· Training company
· National training provider
· In-company trainer
· School
· Armed Forces training centre
· Emergency services training centre
· Health service training centre

· Local government or municipal training centre
· Other (Please state)
· Other information and/or comments
4. Self-assessment Audit Form.  

(Please answer all of the questions)

4.1 Pre-course information:  (Please list the titles of documents relating to this section) 
4.2 How are candidates provided with pre-course information?
(Please describe the process)

4.3 Examples of pre-course information
(Please attach a copy of your pre-course information and tick which is included)

· Details of the venue

· Map of the venue

· Course start time 

· Course finish time

· Examination dates

· Course programme with timings

· Pre-course reading list


· Dress code

· Health and safety information

· Course aims and objectives

· Topics and subjects covered

· Statement on course assessment

· Exact title and level of the qualification (s)


· Please provide a photograph of the training centre

· Any other details:
· Further comments:
5. Determining Appropriate Training Solutions

(Please describe in each case how this process is achieved with reference to specific examples)

5.1 List of documents relating to this section:

5.2 How does the centre assess the client’s/candidates business needs?
5.3 Does the centre pass client/candidate information to the trainer before the course to allow for trainer preparation?
5.4 Does the centre have systems in place to comply with the minimum legal requirements in the country of operation covering:

· Health and safety  (Please provide a copy of a signed policy document)
· Equal opportunities and disability discrimination  (Please provide signed policy documents)

· Data protection  (Please provide signed policy documents)

6. Trainer Administration
6.1 List of documents relating to this section

6.2 Which of the following information/documents does the centre retain or request from its trainers? (Please attach an example of one trainer record containing the information that you keep – it can be anonymous)

· Copy of current cv

· Evidence of vocational experience in the workplace

· Evidence of continuing professional development (CPD)

· Evidence of recent in house training and development

· Evidence of previous teaching/training experience

· Evidence of membership of a professional body

· Any other information from trainers  (Please state)
· Further comments
6.3 How frequently does the centre monitor and review the continuing professional development records of the trainers?  (Please state frequency and describe the review process.  Attach an example of how this procedure is undertaken)
6.4 How does the centre ensure that clients/candidates are issues with health and safety and domestic information at the start of the course? (Please describe the process and attach an example)
6.5 How often does the centre monitor the training activities of the trainer(s)? (Please list the frequency)

6.6 How does the centre monitor the performance of the trainers?

(Please describe the process and provide evidence of any of the activities that you describe)

6.7 How does the centre ensure that the trainer(s) are providing up to date accurate and high quality training aids and material?  (Please describe the process and attach examples of typical training aids covering health and safety legislation and statistics)
7. Course Evaluation

(Please list the titles of all the documents relating to this section)

7.1 How does the centre evaluate health and safety courses through client/candidate feedback?  (Please describe the procedure and attach an example of the evaluation process)
7.2 As part of the evaluation process is the client/candidate able to comment on the following:

· The training venue

· Course content

· Course delivery

· Trainer performance

· Any other evaluation


(Please state)

7.3 How does the centre review the course evaluation process?  (Please describe the process)
7.4 What is the process for the centre taking remedial action as a result of the information provided through the evaluation process?  (Please describe the process and give an example)
7.5 
Is there a documented complaints / appeals procedure and is it available to clients/candidates?

7.6  How long does the centre keep the following documents?

· Register of attendance

· Course  results information

· Client/candidate evaluation forms

· Other  (Please state and for how long)
(Please attach one example of each of the documents above dated within 6 months from the application) 
7.7 What is the process for the safekeeping of examination papers? (Please describe)
7.8 What quality standard does the centre hold?  For example, ISO 9001, 14001, 18001  (Please describe)
PAGE  

