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Quality Administration Review 
	Qualification

	
	Start date of course:
	

	Date of review:

	
	IQA name:
	



	Item
	Evidence seen
	Comments
	Compliant? (Y/N)

	Tutor/assessor evidence in place

	Yes ☐   No ☐
	
	

	Qualification/course registered with relevant organisation
	Yes ☐   No ☐
	
	

	Pre-course sent to learners in good time
	Yes ☐   No ☐
	

	

	Pre-course sent to tutors in good time

	Yes ☐   No ☐
	
	

	Learner eligibility collated and confirmed
	Yes ☐   No ☐
	

	

	Evidence of course payment(s)
	Yes ☐   No ☐
	

	

	Recognition, action and communication to learners with special requirements
	Yes ☐   No ☐
	
	

	Sampling plan available with appropriate rationale
	Yes ☐   No ☐
	
	

	Learners registered with awarding organisation within the recommended time frame
	Yes ☐   No ☐
	
	

	Post course communication sent to learners
	Yes ☐   No ☐
	

	

	Post course communication sent to tutors
	Yes ☐   No ☐
	

	

	Invoices submitted by the workforce are correct
	Yes ☐   No ☐
	
	

	Quality assurance documentation completed and appropriately stored
	Yes ☐   No ☐
	
	

	Learner feedback collected and reviewed
	Yes ☐   No ☐
	

	

	Certification process followed and logged
	Yes ☐   No ☐
	

	



Action plan 
	Suggestion action
	Responsible person
	Time-scale
	Priority (High, medium, low)
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