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Dear «FIRST_NAME» «LAST_NAME»
Systems Visit / Systems Advisory Activity (delete as applicable)

«Centre Name» «Centre Number»
Thank you for agreeing the date for your systems visit. 
The systems visit will be carried out on <<insert date>> at <<insert time>>, and will finish around <<insert time>>. 

The visit will involve the monitoring of your Quality Systems.  I will be looking at the following areas:

· Management Systems

· Resources

· Learner Support

· Assessment

· Quality Assurance

· Continuous Improvement
· Additional Centre Support

· Any previous action plans

As part of the customer review process, please prepare answers to the questions below, which I will discuss with you in more detail.  The responses you give to the questions provides an opportunity for you and me to review the continued implementation of awarding organisation requirements.
	1.
	Have there been any changes or improvements to your programmes since your last systems visit?



	2.
	Are any of your programmes /qualifications delivered or assessed in another language or another country?

	3.
	(a) Have there been any incidents of Plagiarism since your last annual review? 

(b) Is there plagiarism guidance for learners during induction and tutorial support?




As part of the review process, I would also like to talk to the following

	Time
	Who do you want to meet 

	
	

	
	


	
	

	
	


Please find attached a resources checklist to help you prepare for the visit. Qualification monitoring will not take place during this visit.  

If you have any further queries, please do not hesitate to contact me.

Yours sincerely

«YOUR_FIRST_NAME» «YOUR_LAST_NAME»
Resources Checklist
Evidence to be available for the visit
	1             Management systems


	Additional Evidence Required

	· Organisational chart(s)

· Quality Assurance strategy and processes

· Internal/external communication strategy

· Equal Opportunities Policy and monitoring

· Appeals Policy and Procedures

· Complaints policy and procedures
· Records of team meetings

· Records of Centre Update Forms 
· Records of remote, satellite or corporate client sites

· Procedures for malpractice/maladministration and confirming learner identity

· Staff induction/handbook

· Recognition of prior learning/proxy procedure

· Access to assessment


	

	2             Resources (Physical/Staff)


	

	· Health & Safety Policy
· Real Work Environment  Criteria

· Equipment checklists

· Staff induction pack

· Appropriate ratio of Internal Quality Assurers: Assessors and Assessors: Candidates

· Certificates, Curriculum Vitae  and occupational competence

· Staff Development Plans/CPD records and staff appraisal policy and procedures

	

	3            Learner support


	

	· Learner skills scans/ Initial assessment

· Learner induction pack

· Learner development plan/individual learning plans
· Learner assessment plans and reviews of progress
· Learner files
· Schemes of work (where appropriate)


	

	4             Assessment


	

	· Relevant national occupational standards

·    Assessment documentation; portfolio, e-portfolio, plans, observation records, feedback/ evaluation records

·    Learner tracking system


	

	5         Quality Assurance


	

	· Internal Quality Assurer Sampling plan [based on CAMERA]

· A variety of sampling techniques and feedback to assessors

· At least annual observations of assessors

· Standardisation activities

· City & Guilds Group: Our Quality Assurance Requirements, Centre Manual, Guidance on Internal Quality Assurance of Qualifications 


	

	6         Continuous Improvement


	

	· Annual Training Needs Analysis for Assessors/Internal Quality Assurers

· Training and Development plans

· Learner tracking records and analysis

· Quality Improvement plan

· Evaluation – including feedback from learners and completers
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