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Checklist 
Provisional checklist before Applying for a Licences 
This is optional checklist which can be downloaded for institutions anticipating delivering SignConnects courses for applying for a Licences. 
	SignConnects Policies 
	Y/N
	Plan of Action

	Curriculum managers and practitioners interested in teaching SignConnects courses must review the policies listed below before applying for a license. 

Please indicate your compliance by marking 'Y' in the appropriate box if you have read the policies, or 'N' if you have not. If you select 'N', please outline your plan of action to complete the policy review.


	Delivering SignConnects Courses 
	
	

	SignConnects Handbook 
	
	

	SignConnects Roles & Responsibility 
	
	

	SignConnects Appeal Process 
	
	

	
	
	

	As a centre do you have the following policies in places? 


	Centre’s Policies 
	Y/N
	Plan of Action

	Equality, Diversity and Reasonable Adjustment policy 
	
	

	Appeals policy (for internal grades awarded by the tutor)
	
	

	Complaints Policy 
	
	

	Malpractice & Whistleblowing Policy 
	
	

	Health & Safety Policy 
*only if you have more than six employees 
	
	

	Safeguarding Policy 
	
	

	GDPR/Data Protection Policy 
	
	

	Withdrawal of Qualification Policy/Statement
	
	

	Teachers/Lecturers and Assessors qualification or experience policy 
	
	

	
	
	

	Do you have officers for each of these roles within your institution and their contact details? 


	Centre’s Named Officers 
	Y/N
	Plan of Action

	Centre Administrator 
	
	

	Quality Assurances Manager 
	
	

	Accounts contact 
	
	

	Curriculum Manager 
	
	

	Marketing Manager 
	
	

	Training Provider 
	
	

	Teachers 
	
	

	Centre Administrator  
	
	

	
	
	

	
	Y/N
	Plan of Action

	Do you have the facilities available for candidates to complete their summative assessments and to teach SignConnects courses in a classroom setting?

	Does the institution have a classroom equipped for teaching? 
	
	

	Does the institution have access to internet? 
	
	

	Is the software up to date? 
	
	

	Is the classroom equipped with a whiteboard for teaching? 
	
	

	Is there computers/I pad/tablet within the institution?
	
	

	How many computers/I pad/ tablet? 

	
	

	Have you hired qualified practitioners to delivery the courses? 
	
	

	*Hiring practitioners to delivery the courses can be done at any point before the start date of delivery. 


	Notes: 
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