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RTAS Assessment - Record of Opening & Closing Meetings
	Audit of:

	

	

	Audit by:

	

	

	Date(s) of Audit:

	

	

	Those Present:
	Role in Supplier’s Organisation:

	
	

	
	

	
	

	
	

	Matters reviewed at the opening meeting:
The opening meeting took the form of a discussion about the manner in which the audit would be carried out.
The following were also discussed:
· Specific safety requirements to be observed during the audit, including:
· First Aid arrangements
· Welfare arrangements
· Risk assessments
· Fire action
· Security hazards
 Audit Criteria (as derived from the current Audit Protocol)
 Timescales to be set for any Non-conformities identified
 Confidentiality
 Appeals Procedure


	Content of meeting noted:


	Name:
	Signature:

	
	

	
	

	
	

	
	


	Auditor for Achilles
	Signature
	Date

	
	
	


Observation of Training - Record of Opening & Closing Meetings

	Audit of:


	

	

	Audit by:


	

	

	Date of Audit:


	

	

	The types of evidence to be collected during the audit will be:

 Methods used to deliver training 

 Resources used during the training

 Effective use of training equipment

 The training environment

 The course management processes

Method of Audit will include Observation & Questioning (where required to establish underpinning knowledge).  The observations will be recorded and used to generate feedback against the audit criteria, which will be reviewed at the end of the assessment.


	Trainer Name:
	Signature:

	
	

	Auditor for Achilles
	Signature

	
	


	Feedback

	


Summary of Non-conformities to be addressed:

	Reference
	Action Points
	By When?

	
	
	

	
	
	


	Trainer Feedback

	                                                                                        Yes          No
Did the Auditor fully explain the feedback?  

Were you encouraged to ask questions and seek advice?       

Do you understand what is required of you / your company?     
Other Comments




	Trainer Name:
	Signature:

	
	

	Auditor for Achilles
	Signature

	
	


Observation of Assessor - Record of Opening & Closing Meetings

	Audit of:


	

	

	Audit by:


	

	

	Date of Audit:


	

	

	The types of evidence to be collected during the audit will be:

 Methods used to deliver assessment (including observation & questioning) 

 Resources used during the training

 The event management processes

Method of Audit will include Observation & Questioning (where required to establish underpinning knowledge).  The observations will be recorded and used to generate feedback against the audit criteria, which will be reviewed at the end of the assessment.


	Assessor Name:
	Signature:

	
	

	Auditor for Achilles
	Signature

	
	


	Feedback

	


Summary of Non-conformities to be addressed:

	Reference
	Action Points
	By When?

	
	
	

	
	
	


	Assessor Feedback

	                                                                                        Yes           No
Did the Auditor fully explain the feedback?  

Were you encouraged to ask questions and seek advice?       

Do you understand what is required of you / your company?     
Other Comments




	Assessor Name:
	Signature:

	
	

	Auditor for Achilles
	Signature

	
	


Summary of Non-conformities to be addressed:
	Reference
	Action Points
	By When?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Acknowledgement of Non-conformities
(The supplier must complete this section)
	
	
	Yes
	
	No

	Did the auditor give you a full explanation of the corrective actions?
	
	
	
	

	
	
	
	
	

	Were you encouraged to ask questions and seek advice?

	
	
	
	


	Auditee Signature:
	
	Date:
	

	

	Print Name:

	


	Auditor Signature:

	
	Date:
	

	

	Print Name:
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