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Please provide information detailed in points 1-4 to the Reporting Inspector no later than 
three working days before the inspection commences.  The information detailed in points 
5-10 should be available to the ETI team on the first morning of the inspection.  
To assist your preparations please review the ESF documents on the ETI website at 
http://www.etini.gov.uk. 
 
To be forwarded prior to the inspection: 
 
1. Please provide: 
 

a) official title of the organisation and the project(s); 
 

b) details of all the office locations including contact details; 
 

c) details of partner organisations including contact details (where appropriate); and 
 

d) details of the number of participants and where they are located (if there is more 
than one office.) 

 
2. Provide the current self-evaluation report and quality improvement plan for the 
project.  
 
3. Provide the information on the outcomes for all participants using the table entitled 
‘Summary of Outcomes for European Social Fund programmes’. 
 
4. Provide a completed (signed and dated) ETI safeguarding pro-forma for each project. 
 
To be available on the first morning of the inspection: 
 
5. Please provide: 
 

a) details of the overall programme provided for participants including details of the 
aims and objectives of the project; 

 
b) details of planned learning and development sessions during the inspection 

provided for participants; and 
 

c) a list of current employers (where applicable) with whom the participants are 
placed, including details of the day(s)/times they are there. 

 
6. Please make available copies of any policies which the project promoter currently 
implements, including health and safety. 
 
7. Describe the procedures and details of the arrangements for: 
 

a) initial assessment and personal training/development planning, and the review of 
progress made, for each of the participants by the project; and 

 
b) induction of participants. 

 
8. Describe the procedures used for monitoring the participants where applicable:  
 

a) in the workplace; and 
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b) in planned learning and development sessions provided by other partnership 
organisations. 

 
9. Describe the arrangements for assessment in the development of personal, social 
and employability skills and, where applicable, appropriate L1 qualifications (and L2 
qualifications – Disability projects): 
 

a) in the workplace; and 
 

b) in planned learning and development sessions. 
 
 
10. Please also provide: 
 

a) an organisation chart showing channels of communication and reporting; 
 

b) information on the qualifications and the teaching/training experience of all staff 
working with the participants (Use Pro-Forma 1 or similar format); 

 
c) job descriptions for all staff working with the participants; 

 
d) planning documentation for all aspects of the provision; and 

 
e) details of the roles and composition of any committees. 

 


