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Background to the Registration Guidelines
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Description automatically generated]	The Inspection Evaluation Guidelines are to be used by Institutional Inspectors in judging the quality of the documentary evidence provided by an institution of their compliance with any of the eleven (11) standards for Higher Education Institutions.Purpose
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Description automatically generated]	This rubric contains a list of required documents/evidence that may be requested by an inspector at any point during the inspection of an institution. Each document is defined and the quality criteria that guides the evaluation of the evidence is also included. These documents are organized according to each of the eleven (11) registration standards.What is inside?
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	The tool is to be used by J-TEC inspectors only. Inspectors are expected to review the contents and use the descriptors included in assigning compliance scores during the conduct of an inspection. The details of the scoring framework can be found in the accompanying Inspection Evaluation Tool Scoring Manual for Inspectors.How to use it



	
STANDARDS
	
DOCUMENTS REQUIRED/EVIDENCE
	
QUALITY CRITERIA OF DOCUMENTS PRESENTED


	
1.LEGAL STATUS AND REGULATION
(Each criterion in this section must  be met as required for Public and Private institutions in order for the institution to maintain its compliance)
Required documents are denoted by an (*) asterisk.

















1.LEGAL STATUS AND REGULATION
(Each criterion in this section must  be met in order for the school to be rated as compliant)


	Companies Office Registration Certificate* (Required from all Private Institutions)
This is a certificate indicating that the company is a registered company and has not been struck from the list of registered companies. A letter of good standing from the Companies Office of Jamaica can also be accepted 


	· Registration certificate is available and displayed.
· Registration Certificate is valid at the time of inspection. 
· Registration certificate indicates that the institution is registered as a Higher Education institution. 
· Registration certificate indicates legal name of the institution. 

	
	Tax Compliance Certificate*
Tax Compliance Certificate (TCC) is a document issued to you as an individual or to your company, as proof that payments of your tax liabilities and wage-related statutory deductions are up-to-date.
(This document is required from all institutions)

	· Tax Compliance Certificate is available at time of inspection.
· The Tax Compliance Certificate is in the trading name of the Institution.
· Tax Compliance Certificate is valid at the time of inspection. 


	
	Tax Registration Number (TRN)*
A Jamaican Taxpayer Registration Number (TRN) is a unique nine-digit identification number assigned to each individual taxpayer, business enterprise, organization (non-profit, partnership, charity, etc.) by way of an automated system.
(This document is required from all institutions)

	· The TRN is assigned to the Business/Higher Education Institution. 
· The TRN appears on the institution’s documents and is used to transact business on behalf of the institution.
· There is a certified National Identification for the owner/principal.


	
	Scheme of Management (Articles of Association) This may be referred to as a Charter in the case of Private Institutions.
 A Scheme of Management refers to a Company’s Articles of Association (AoA), (called Articles of Incorporation in some jurisdictions). This is a document is which, along with the memorandum of association form the company's constitution, and defines the responsibilities of the directors, the kind of business to be undertaken, and the means by which the shareholders exert control over the board of directors.



Bylaws
A rule adopted by an organization chiefly for the government of its members and the regulation of its affairs.

	· The institution has Articles of Association or Bylaws which gives defining rights to operate as a Higher Education institution.
· The Articles of Association or Bylaws are aligned with the objectives of the institution’s purpose.
· The directors are named according to the Articles of Association or Bylaws.
· The institution is approved for multiple sites.

	
	Act of Parliament*
These refer to laws made by Parliament which are called Acts, statutes or legislation. To create new laws a Bill (a draft Act) is debated in Parliament. If it is passed by a majority in both houses of Parliament it becomes an Act.

	· There is an Act of Parliament that gives legal standing to the operation of the institution as a Higher Education institution.
· The institution’s mandate is aligned to the Act of Parliament. 

	2. PHILOSOPHY AND STRATEGY
Required documents are denoted by an (*) asterisk. 
	Strategic Plan*: 
A strategic plan is primarily used for implementing and managing the strategic direction of an existing organization.

(This document is required from all institutions)
An institution may have a section in the Business Plan labelled “Strategic Plan”. Score that aspect of the plan using these descriptors.






	· Strategic plan indicates a clear mission and vision statement.
· The vision statement is short, simple and specific to the institution. 
· The mission statement identifies the target audience.
· The mission statement indicates the specific product or service to be delivered by the institution 
· The mission statement indicates the Higher Education institution’s purpose.
· Strategic plan indicates the Core Values of the Organization.
· There is clear evidence of a needs assessment or SWOT Analysis in the document which formed the basis of the plan.
· The institution's objectives, operations and overall strategy for at least 5 years is documented. 
· The institution’s current and future objectives are stated.
· The goals and purpose of the institution are clearly and accurately stated through the programme offerings and publications.


	
	     Business Plan *
A business plan is a written document that describes in detail how a business—usually a start-up —defines its objectives and how it is to go about achieving its goals. A business plan lays out a written roadmap for the firm from marketing, financial, and operational standpoints.

(This document is required from all institutions)

An institution may have a section in the Business Plan labelled “Strategic Plan”. Score that aspect of the plan using the appropriate descriptors.














	· The plan shows the direction of the institution for higher education for a 3 - 5 year period of time.
· The business plan provides a list of the key products (ie courses/programme) and services to be delivered.
· The possible failure risks are assessed and outlined in the document.
· The marketing strategy is clearly outlined.
· The source of funding to support proposed and existing programmes is clearly outlined.
· The strategy demonstrates flexibility to accommodate changes in technology, trends and new development.
· Vision and Mission plan are included. 
· The institution’s current and future objectives are stated.
· The goals and purpose of the institution are clearly defined.
· The business plan clearly articulates the strategies to be used in achieving the strategic vision of the institution.

	
	Communication Plan *
A communication plan is a road map for getting a message delivered to your audience. It's an essential tool for ensuring your organization sends a clear, specific message with measurable results.


	· The message to be communicated to the stakeholders is clearly outlined
· The Communication Plan is up-to date and accurate.
· The message is planned to be communicated in various forms using a variety of platforms/media.
· There is a scheduled plan for communicating with a variety of audiences (students, faculty, wider public etc.)
· There is evidence of communication and endorsement of any changes made to the vision, mission, goals and purpose.

	
	Change Management Plan
A change management plan defines activities and roles to manage and control the change during the execution and control phases of a project.


	· There is a smooth Approval Process. 
· The process is automated.
· The Plan has built in checks and balances.
· The plan requires implementers to access to data to help in the management of change. 

	
	Stakeholder Involvement
Stakeholder involvement refers to participation of interest groups (i.e. students, faculty, representatives of locally affected communities, national or local government authorities, politicians, civil society organizations and businesses) in a planning or decision-making process.


	· There is a working list of the various stakeholders affiliated with the institution. 
· There is a stakeholder correspondence file.
· The institution presents adequate mechanisms and modalities to show the participation of external stakeholders.

	
3. CORPORATE AND ACADEMIC GOVERNANCE
Required documents are denoted by an (*) asterisk.
	Organisational Structure *
An organizational structure graphically defines how activities such as task allocation, coordination, and supervision are directed toward the achievement of organizational aims.


	· There is a governing body with various members who have designated authority to direct and review the performance and targets of the institution. 
· The governing body has delegated the management of the institution to a designated individual.
· The organizational structure is logical in its flow and the supervision is evenly distributed.
· There is a breakdown of work responsibilities and how they are to be done.
· An Academic Management organisational Chart is available showing the functional relationships among the institution’s personnel.
· An Administrative Management organisational Chart is available showing the functional relationships among the institution’s personnel.
· Reporting relationships are clearly defined.
· There are policy documents that ensure the delegation of financial, academic and managerial responsibilities that are documented, observed and reviewed.

	
	Board Charter * 
The Board Charter indicates the board's key purpose- "to ensure the institution’s prosperity by collectively directing the institution’s affairs, while meeting the appropriate interests of its shareholders and relevant stakeholders". It indicates the Board Membership Representation which should reflect the diversity of stakeholders and the needs of the institution. The Board can be comprised of member dealers, independent directors and a non-executive chairman


	· There is an administrative body headed by Chief Executive Officer/President/Principal and other relevant personnel with authority to implement policies and is responsible for the daily operations of the institution.
· The functions of the board of management are clearly defined for each member.
· There is clear documentation of the management decisions taken by the board of management.
· There are terms of references for the committees of the board of management.
· There are at least 5 members of the board comprising external as well as internal persons.
· There are at least 2 persons on the board who have been named or co-opted for their expertise in a particular area.
· There is at least one member from the student council.
· There is at least one member from the academic staff represented on the board. 
· The board has working committees including: Academic, personnel, Audit and Finance.

	
	
Record Management System*
The Record Management System (RMS) is the supervision and administration of digital and/or paper records, regardless of format. Record Management System activities include the creation, receipt, maintenance, use and disposal of records. 




	
· The system of record management is clearly established. The record management system can be physical and/or virtual 
· There is a system for proper record management and communication of its decisions for internal and external stakeholders.
· A record management policy for the institution is in place.
· There is regular monitoring and auditing of the records.
· There are files for the academic staff as well as their. qualifications and assignments
· A file is kept of all employees as well as their contracts.
· There are detailed files regarding the experiences and qualifications of board members. 
· Where audits have been completed, there are files to show the corrective actions that have been taken from the internal audit reports within the last 3 years


	
	Academic Board/ Committee*
The academic board is a committee of the governing body that has ultimate responsible for assuring academic quality and ensuring academic integrity and high standards in teaching, learning, scholarship and research. Underpinning these functions, is the role the academic board has in academic policy development and review.

	· The guiding principles of the committee are clearly set and are in line with the institution’s mandate.
· There are reviews of all policies of the academic activities in the delivery of courses.
· Where implemented, there are minutes of the work done by the committee.
· There is evidence that the committee maintains academic criteria with appropriate mechanisms that are in keeping with good academic practice.
· The composition of the academic committee includes relevant faculty heads and other personnel that are involved in the process of developing and implementing curriculum.


	4. FINANCIAL VIABILITY AND SUSTAINABILITY
Required documents are denoted by an (*) asterisk.




	Financial Policy *
This includes statements related to the regulation, supervision, and oversight of the financial and payment systems, with a view to promoting financial stability, market efficiency, and client-asset and consumer protection.

	· There is a clear Financial Policy for the institution that is guided by the Financial Administration and Audit (FAA) Act (2014).
· The Policy details the payment systems that are used at the institution.
· The policy speaks to strategies used by the institution to maintain financial stability and efficiency.
· The policy offers protection for the clients (the students).

	
	Audited Financial Statements/ Verified Management Accounts*
This is a collection of an institution’s financial information. From these statements, conclusions can be drawn about an institution’s financial health.
(Where the institution is prospective/start-up (0-4 years), projections for financial expenditure/management accounts can be accepted)
	· There are current,  audited financial statements for the last 3 – 5 years (or as long as the institution has been in existence)
· There are current, audited statements on the institution’s Balance Sheet showing the institution’s assets, liabilities and equities for a 3 – 5 year period.
· There are current, audited statements on the institution’s cash flows showing financial transactions in and out of the institution for a 3 – 5 year period (or as long as the institution has been in existence)

	
	Auditors’ Internal Memorandum Reports
This is a report of an audit of the financial aspects of the institution along with recommendations for improvement in operations.

	· There are memoranda on file to show that audits have been done for at least the past 3 years
· The relevant persons have signed receipt of the audit reports presented.

	
	Insurance Policies *
The insurance policy is a contract (generally a standard form contract) between the insurer and the policyholder, which determines the claims which the insurer is legally required to pay.
	· There are insurance policies that are in keeping with the institution’s mandate (such as health, liability, property).
· The policies offer coverage for professional liability as it relates to staff and students.
· The policies cover the property as well as the machinery.
· The policy offers coverage for management liabilities as well as for short-term staff and visitors.
· There is insurance for the buildings and property of the institution.

	
	Business Continuity Plan and Tuition Safeguards *
A Business Continuity Plan outlines how a business will continue operating during an unplanned disruption in service.

(This may be contained in the Financial Policy. If so score as a discrete area)




	· The plan has a contingency for every possible aspect of the institution that may be affected by an unplanned disruption of service (such as a Pandemic or Act of God, break-ins or arson).
· The plan has named persons who are to act in the event of an emergency.
· There are plans in place to provide support for students who may be affected by unforeseen circumstances that adversely affect the completion of their programmes.
· The institution has a tuition refund/transfer of fees policy.

	
	Documented Operational Financial Procedures / Financial Manual*
The financial manual describes an organisation's financial 
systems and procedures. Its purpose is to help programme and finance staff understand their responsibilities for financial management, and how finance systems and procedures fit together.








a) Payment Procedures





b) Filing of Documents
	The manual includes:
·  Procedures for the receipting of Funds daily.
· Procedures for storing Institution funds prior to check-off (Vault) are outlined.
· Procedures for the preparation of the Institution’s Lodgements are outlined.


	
	
	· Steps for preparing a proper invoice are outlined.
· Procedures for the preparation of Payment Vouchers including signing by authorized individuals.
· Steps for the preparation and upload of zero rated letter Tax Authority for GCT amount on invoices are outlined.
· Procedures for the preparation of cheques or completion of bank transfer are included requiring authorization requirements. 
· A Transfer Funds – Authorized Letter to System Administrator by the Institution, signatures for a specific amount to be transferred are outlined.

	
	
	· Procedures are included to highlight how Finished Receipt Books should be filed in numerical order.
· Procedures are included as to how Payment Vouchers (or comparable document) are to be filed. Specifications include requirements to store cheques in order monthly (must be up to date at all times).
· Procedures are included for how finished cheque books are to be filed in number sequence

	
	c) Monthly Reports























d) Annual Report
	Specifications are included for the preparation of reports to capture the following information:
· Bank Reconciliation (Monthly)
· Cash Book (Balance to Recon)
· Salaries (Monthly/Fortnightly/Weekly)
· Tax Returns Monthly (S01 upload to TAJ)
· Monthly Cash flow Report
· Prepare a Suppliers information file including GCT numbers of each
· Prepare Zero Rated Letter File
· Record Asset Inventory per month
· Financial Reports to the Board

	
	
	Specifications are included for the preparation of reports to capture the following information:
· Annual School Budget
· Annual Salary Subvention Budget
· Annual Tax Return S02 (Upload to TAJ)
· Annual Asset Depreciation
· Annual Financial Report for Board and Audit
· Annual Fixed Asset Inventory Report
· Annual Cash flow Report

	
	Fraud Management 
Policy *
 This policy is responsible for the detection and prevention of fraud, misappropriations, and other irregularities.
	The Fraud Management Policy requires the following:
· A process to screen prospective employees.
· Exposure of staff to Fraud Management Training at an agreed interval. 
· Duties of individuals are segregated to avoid overlapping as well as to give different levels of access to different individuals.
· Regular auditing is done both internally as well as externally.

	
5. ACADEMIC PROGRAMMES QUALITY AND INTEGRITY
Required documents are denoted by an (*) asterisk.
	Admission Policy *
The policy ensures a standardized admission procedure with respect to each application received for admission. It also seeks to set selection criteria which is transparent, fair and consistent.













































Documentation of Matriculation



	· The procedure for admission into the institution is outlined.

· The list of programmes as well as the requirements for the various courses are outlined.

· The process of admission is evidence based, consistent and in keeping with higher education standards.

· Entry requirements, dates of admission, processes to enrol in the school and courses are outlined.

· All material used during the process of admission of students accurately represents the institution.

· The student to teacher ratio is outlined.

· Any reason why a student’s admission may be revoked is clearly outlined.

· Procedures for the admission of international students is outlined.

	
	
	· Clearly details a policy free of any form of bias and does not contravene any of the protections outlined in the Jamaican Constitution.

· Outlines timeline for matriculation.

· Documents needed for matriculation are clearly stated.

· A mapping of the varied qualifications available in other jurisdictions and their equivalence within the Jamaican context.

	
	Programme Specifications*
Programme specifications are a concise description of the intended aims and learning outcomes of a programme, and the means by which the outcomes are achieved and assessed. (This section could be included in the student handbook or admissions policy, score using these descriptors)
	· Gives the expected result of the programmes offered

· Provides the foundation for the programming methodology.

· The course outlines for the courses in each programme are included in this document.

	
	Student Handbook *
The Student Handbook is the official statement of rules and regulations. Any change in the items contained in the Student Handbook will be published in the appropriate campus media. All students are responsible for acquainting themselves with the contents of the Student Handbook.

	· Details the rules and regulations of the institution.

· Provides information regarding History of the institution.

· Documents attendance requirements of the students.

· Documents the dress code and expected behaviour of students.

· Documents course offerings, weightings for coursework and examinations as well as credit hours for the relevant courses.

· Provides general guidelines for student empowerment. 

· Documents responsibilities and rights of the incoming students.

· There is an agreement for the student to sign confirming their intent to adhere to the rules and regulations outlined in the student handbook.

	
	Quality Assurance Procedures*
These procedures ensure the maintenance of a desired level of quality in a service or product, especially by means of attention to every stage of the process of delivery or production.
 

	· There is a coordinator or an officer in charge of quality assurance at the institution.
· The coordinator/officer ensures that a system is in place for the continuous emphasis on Quality Assurance.
· The document makes reference to the tabling of minutes at Quality Assurance meetings to ensure that departments are meeting the expected higher education standards.
· The procedures outline the training requirements for quality assurance staff to ensure adherence with current higher education trends.
· There is a system of continuous quality assurance that is responsive to changes in the institution’s operations and for the achievement of set goals.

	


	Accreditation status for programmes being delivered
Accreditation is the status granted to a programme or institution that has been found, through self-study and peer review, to meet or exceed established standards for educational quality. The status is determined through the process of evaluating the programme or institution against the standards.
(This can be contained within the student handbook / programme specifications document. In such an instance, score as a discrete section using this criteria.)
	· Accredited programmes are listed
· Status of non-accredited programmes  is clearly stated

	

































	Research Policy
Research Policy (RP) indicates the policies and procedures that guide an institution’s research activities.
	· The policy describes the parameters of the institution’s  policy.

· The policy requires that research is carried out under the auspices of the institution’s code of conduct, ethical principles and legislative framework.

· There is a statement about research collaboration.

	
	Partnership Awards *
This is an award that is achieved in partnership with another institution. It may be a case where classes are held elsewhere or examinations or fieldwork is completed outside of the ‘walls’ of the designated institution. Where qualifications are awarded in collaboration with another institution or joint research conducted, the details regarding the partnership should be provided as evidence 
	· The nature of the partnership is documented

· There is a signed agreement or MOU.

· The details of the programme awards offered in conjunction with the partner are listed.

· The mechanisms in place to manage the engagement of students who are receiving instruction from or in partnership with other institutions.

	
	Academic Programme Policy *
An Academic Policy helps students navigate common academic tasks, such as dropping courses, withdrawing from classes or enrolling in a course.

NB: This may be contained within the Student Handbook, in that instance, score as a discrete area using these criteria.
	· Provides clear guidelines for the academic progress/monitoring of students.

· Provides information on registering of a course.

· Provides information about dropping or adding a course.
· Provides information about transferring to another course.

· Recognition of prior learning and credit from other courses are outlined.

· Courses are clearly outlined and the weighting for the courses, assessment/ examination, and duration of the courses given

· The ethical considerations for preparation, submission and grading of student’s work are outlined (for example, plagiarism, theft etc.) 


	6. HUMAN RESOURCE REQUIREMENTS
Required documents are denoted by an (*) asterisk.
	Human Resource Management Procedures Manual  *
This manual offers details and guidance on personnel policies, procedures, and forms. Personnel matters are complex and may be subject to multiple policies, local legislation, and union agreements.
	The manual or policy document includes detailed policies for:
· Recruitment and selection of staff
· Performance Management 
· Staff Learning and Development
· Succession planning 
· Compensation and benefits 
· Human resources information systems 
· HR Data and Analytics

	
	Succession Plan
Succession planning is a strategy for developing and passing on leadership roles—often the ownership of a company—to an employee or group of employees.



	· Provides detail measures that are in place to give guidance to the successor at varying levels of the institution’s organizational hierarchy. 

· Outlines the training requirements and relationships between supervisors and subordinates.

· Defines job enrichment activities.

	
	Performance Management and Evaluation Procedures
Performance management is an ongoing process of communication between a supervisor and an employee that occurs throughout the year, in support of accomplishing the strategic objectives of the organization.


	· A detailed document is available 
· Criteria for performance management are clearly outlined.
· An appraisal system is monitored for all level of staff.
· There is a reward and compensation plan.
· The procedures indicate the intervals at which professional development/upskilling is required for different levels of staff.

	
	Academic Qualification and Professional Development Certification Matrix*
These refer to the certificates, licenses etc. that are available for staff at all levels of the institution. These indicate their level of competence to serve within their assigned capacity within the organization- 
Ancillary, Administrative and Technical staff.

NB. Prior learning assessment and recognition procedures may be applied to validate the placement of staff in certain positions within the organization. Where evidence of the assessment is available, use the data to qualify the scores given in this section.

	· [bookmark: _heading=h.gjdgxs]The matrix includes: the certification/qualifications expected of each post within the institution 
· Evidence is available that the individual who currently occupies the post, within the organization, has attained the required certification/qualification outlined in the job description.
· The certification requirements for academic staff is higher than the level of the programme they are delivering.
· There is evidence of regular updates to staff qualifications in the matrix. 


	
















	Staff Handbook *
This handbook sets clear expectations for employees of the institutions while stating the legal obligations and defining employee rights.

	· The handbook provides guidance on the various leave and compensation entitlements.
· There is a clear outline of Grievance Procedures.
· Disciplinary measures are clearly outlined as a guide for the employees.
· The Rights and Responsibilities of the employer as well as the employees are clearly outlined.
· Other matters relating to the Education Regulations as well as the other related regulatory documents are outlined.

	7. STUDENT SERVICES, INFORMATION AND RESPONSIBILITIES
Required documents are denoted by an (*) asterisk.
	Student Representation
Student Representatives (Student Reps) may represent a year group or programme of study, and are expected to gather feedback from their cohort to discuss with the board of management or otherwise.

	· Periodic elections of student reps. are held

· Student Governance body is functional.

· Minutes of student governance meetings held are available for viewing.

· Bylaws are available to guide the work of the Student Governance body. These include requirements for election, reporting relationships with institution’s leadership etc.


	
	Feedback Policy *
Feedback is a part of the school's wider assessment processes which aims to provide an appropriate level of feedback on courses, staff/student relationships and general experiences to improve the quality of service offered by the institution.
	


	· Policy provides an opportunity for observations and student surveys to be conducted.
· The policy allows for the learners to share their perspective.
· Policy allows for anonymity in the provision of feedback.
· There must be pathways through which the feedback is channelled and used for improvement.
· The policy requires the review of feedback data and use in decision making.

	
	Student Complaint Management System *
This system provides procedures for addressing and resolving student complaints.
(This system may be outlined in the Student Handbook and should be scored as a discrete area.)

	· The grievance procedures for making complaints is outlined.
· Provides information on how to make a complaint.
· Feedback is given on the progress of the complaint.
· The response time for the resolution of the complaint is outlined.

	









	Student Welfare Policy*
The student welfare policy encompasses the provision of services that promote the physical, mental and social wellbeing of students.
	There is an articulated policy regarding the following:
· Recreational facilities such as lounge areas 
· Meals (Cafeteria and tuckshop)
· Work experience and job placement opportunities. 
· Financial Aid (scholarship, bursaries, fee payment plan)
· Counselling services
· Health care services
· Special needs/learning challenges and how they are accommodated.
· Leave of absence procedures for students 

	8. HEALTH AND SAFETY POLICIES AND PROCEDURES


	Health, Safety & Emergency Plans *
The safety and emergency plan includes: plans to reduce the potential hazards, fatality or injuries to individuals. The plan addresses all possible emergencies, consequences of the particular hazards, required actions in the event of these emergencies and the resources required. 


	· There is an emergency/safety plan in place.
· Detailed lists of emergency response personnel including their cell phone numbers, alternate contact details, and their duties and responsibilities are included. 
· The plan requires the mounting of safety signs.
· Emergency actions are detailed for staff and students to clearly understand.
· The plans make reference to a master plan/floor plan. 
· Location and contact information for doctors assigned to the institution, wardens, nurse and Guidance Counsellors (especially for boarding institutions) are provided.
· Provision of a system for transporting students (where applicable) is well documented.
· Orientation Schedule for the new students and staff regarding their health and well-being, safety and security are outlined.

	
	Notifications of Changes 
to Buildings/Infrastructure

	· Notices of change or impending changes are clearly communicated and displayed.

· Alternative routes are named along with travel directions.

· Alternate spaces to be used are indicated.

· Completion notices/timelines are clearly written.

	
	Health and Insurance Policies *
A kind of insurance coverage that typically pays for medical, surgical, prescription drug and sometimes dental expenses incurred by the insured.


	· Names and contact providers listed.

· Type of coverage is detailed.

· Specific details concerning the access of the benefits are provided.

· Provisions are made for all staff and students to have health insurance while enrolled at the institution.

	
	Occupational Health & Safety Policy *
Occupational health and safety (OHS) relates to health, safety, and welfare issues in the workplace.
OHS includes the laws, standards and programs that are aimed at making the workplace better for workers, along with co-workers, family members, customers, and other stakeholders.

	· There are disaster preparedness plans in place (For example, fire, flooding, earthquakes, and medical health emergencies such as pandemics like COVID-19).
· Procedures for maintaining sanitation are included (such as mask wearing, physical distancing, handwashing etc.).
· An evacuation plan is documented.
· Assembly points signs are erected.
· Conduct emergency preparedness training sessions and drills.
· OHS Policy refers to the roles and responsibilities of a Health & Safety Coordinator.

	
	Adherence to Public Health Legislation *
This is required for all institutions that have a physical plant or deliver courses online but have a physical office. (The overarching legislation to be considered at this time relates to the COVID-19 pandemic and all other associated public health legislation.)
	· A sanitation schedule is in place and is operational and current.

· Public Health standards are displayed. 

· Written procedures for access to student health records are established. These must be confidential and be restricted to authorized persons only.

· A responsive system is in place which provides direction in the event of health emergencies. 

	9. PHYSICAL AND ELECTRONIC 
RESOURCES AND INFRASTRUCTURE

	Building Register /Site Floor Plan
These are changes or addition to existing structure(s) to improve access and learning.









	· The building register indicates the maintenance schedule for the facilities

· The Library and/or learning resource centre spaces and electronic learning facilities are up to date for the use of the students.

· The work spaces or stations available can accommodate approximately 25% of the student population at one time. 

· The institution has adequate open spaces, parking lot(s), student lounge, security posts and well lit areas for students.

	
	Policy Provisions for safety and Improved access for persons living with disabilities 
The Disabilities Act Promotes individual dignity, freedom of choice and independence, of Persons with Disabilities (PWDs). The institution’s provisions must ensure that PWDs are able to take part effectively and are included on an equal basis with others in all aspects of the institution’s life. 


	· The policy references the Disabilities Act (2014). 

· Provisions are made for those persons with physical and intellectual disabilities. For example, adaptive technology, provision of parking spaces, ramp for wheelchairs etc.

· The policy requires the assignment of aides to assist students with disabilities.

· Spaces/facilities/equipment are identified and reserved for persons with disabilities.

· Labs, workshops, libraries, bathrooms and physical facilities are accessible to all persons including PWDs.

	
	ICT Protocols Document*
(Required for all institutions offering distance learning) 
ICT Protocols provide information as to how the institution manages the effective use of Information Communication Technologies (ICT) to deliver its courses and provide support for the organization’s management/operations
	· Provisions are made for access to the internet for staff and students. 
· The policy outlines the support provided for the delivery of sessions including Learning Management System platforms, appropriate hardware and software.
· The policy outlines how teaching and learning resources are to be effectively deployed.
· There are procedures to maintain security including password protection, data protection administrator privacy management and storage and retrieval of records.

	
	Adherence to Building Code, Act 2017 
This code provides standards for the construction and occupancy of buildings and structures to protect the public health, safety and general welfare.
	· The construction of the buildings is consistent with the Building Code.

· Additions to the structure were approved by the Parish Council and documented in an Inspection Report.

· Approved changes are documented and filed.

	10. RISKS MANAGEMENT AND ASSESSMENT


	Monitoring and Evaluation Framework * 
This is a tool or matrix that provides information on the process used to assess and respond to risks, harm and hazards within the institution.  
	· The specific targets and key performance indicators are monitored at regular intervals. 
· A suite of instruments and approaches are utilized to monitor progress.
· There is a pre-determined monitoring cycle.
· Reports are prepared based on the evaluation findings.

	
	Risk Assessment and Management Plan *
Risk assessment is a term used to describe the overall process or method for the analysis and evaluation of risks. This plan should determine appropriate ways to eliminate the hazard, or control the risk when the hazard cannot be eliminated (risk control).


	· A tool is provided to identify risks at the institution.

· Analysis of the risks is done and documented.

· The procedure for managing the risks identified is clearly outlined.

· Provision of training in risk assessment and management for staff.

· There are contingencies relating to technology, infrastructure, security and records management.

	11. NON-DISCRIMINATION

	Harassment and Bullying Policies *
The National Sexual Harassment Act (2021) describes bullying, intimidation and threats which are meant to accommodate sexual harassment or retaliate against an individual/ individuals who have made a claim of sexual harassment as acts of sexual harassment and shall be treated accordingly.

	· Policies against harassment and bullying are well documented.

· The policy gives no preferential treatment to any one class, group or team of persons; staff and students are in place.
· Policy advocates for the fair treatment of all persons enrolled



CRITERIA FOR PHYSICAL AND DISTANCE/ONLINE LEARNING 
NB. This is to be completed by the Inspectors for each campus visited during the conduct of institutional inspections.

	PHYSICAL INSPECTION
	VIRTUAL INSPECTION
	COMMENTS

	Exterior Building

	The exterior walls are clean, the flashings/secure, in good condition. There are no pest, wasp, etc.

	Virtual learning spaces are attractive. The website or portal has an attractive display and design that inspires learning and participation. 

	

	Doors are in good condition, there are secure hardware/handles, working locks and grills to maintain security where necessary.

	
	

	The windows are in good condition. Latches are in place and there are secure hinges and fasteners. 

	
	

	The roof appears to be in good condition, the flashings appear secure, the vents are clear, and there are no evident leaks.

	
	

	The electrical panels and covers are in place. Nothing left plugged in unnecessarily. 

	
	

	The water faucets in the space are fully functional (e.g. there is no leakage).

	
	

	The light bulbs/fixtures are working, lenses in place, covers in place and no exposed wires.
	
	

	Wires are secure. 
	
	

	Hardware is secured and in good condition. Tie wires in place. There is no space for animals to enter through or under the fencing. The fence frames are secured. Latches/locks are secured, gates swing properly and open retainers in place.
	
	

	The parking area is in good condition, no potholes, striping is clear on pavement, handicap signs are present, van access, clean, level areas/no trip hazards and drain covers are in place.
	
	

	The trees and landscaping are in good condition, cleared of trash, trimmed/mowed, no holes or gullies. Drains are cleared and the area is free of pest such as wasps, bees etc.
	
	

	Walkway and steps are in good condition, clean, lit and level.
	
	

	The trash cans are secured and emptied. The property is clean and well kept.




	









	

	Interior Amenities

	The main portion of the building (s) that provides shelter is in good condition, clean and secure.
	
	

	The seating available for staff and students is in good condition, clean and securely mounted.
	
	

	Plan of Facilities showing the layout of classrooms, lab/workshops, training areas including layout of machinery/equipment desks, benches, chairs etc.
	Learning Management Systems designed to accommodate the number of students who may be in virtual classes.
	

	Timetables and schedules showing the utilization of classroom, labs/workshops, training areas.
	Digital timetables and schedules showing the utilization of virtual classrooms.
	

	Utilization of storage areas.
	Online storage capabilities. 
	

	Storage space allocated as required by programme requirements.
	Online learning management or ICT systems facilitate the storage of information about student and staff information.
	

	Storage organized to ensure safety.
	
	

	Layout of space to ensure efficiency/flow. 
	The flow and layout of the virtual spaces are efficient and easy to manoeuvre.
	

	Control Inventory distribution System
· Labelled storage areas
· Inventory control system
· Inventory of tools, equipment and supplies
· Control needs
	
	

	Storage Coordinator in place.
	There is an ICT/system administrator who monitors the online space and ensures that storage and retrieval protocols are adhered to. 
	

	Physical Security
	· Cyber Security
· Password protection
· Email addresses for staff and students on secure domain
	

	Security Posts are in place.
	
	

	There are designated areas for wardens/Nurses/Guidance Counsellors.
	
	

	A well-stocked First Aid Kit is available. 
	
	

	An appropriate recreational areas is available for students.
	
	

	There are enough classrooms in relation to the number of students’ enrolled. ( a possible ratio of 1:25)
	The bandwidth and facilities available in the Learning Management platform or system allows for all students to be engaged at once (a possible ratio of 1:25).
	

	There is a Library with working computers or a computer room with working computers with internet connectivity to cater to at least twenty five percent (25%) of the student cohort.
	There is an online library or repository of information available for students to connect with to conduct meaningful research activities.
	

	The Vision, Mission Statements must be clearly displayed.
	Web portal/ website provides information about the vision and mission.
	

	There at least one (1) Fire Extinguisher for each block (These must be serviced and up to date).
	
	

	There should be access to food services in proximity to the institution. 
	
	

	A Student Service area/room is available.(For students to make queries and directions) where applicable.
	
	

	COVID-19 Compliance

	Handwashing station or sanitizing station is equipped with running water, liquid soap, disposable paper towels and hands-free bin.
	
	

	Hand sanitizer dispenser is labelled and contains at least 62-70% alcohol.
	
	

	Hand soap, liquid soap, hand sanitizer and paper towel are in stock. 
	
	

	Posters promoting proper hand hygiene are posted at prominent areas in the facility. 
	
	

	Posters/signs promoting proper respiratory etiquette are available for viewing by staff and students. 
	
	

	Measures are in place for physical distancing of students and staff members on the compound.
	
	

	Natural ventilation is utilized where feasible. 
	
	

	Temperature checks are taken upon arrival at the facility. 
	
	

	There is a log of the temperatures of all persons entering the compound.
	
	

	There is a cleaning schedule to guide the maintenance of the frequent touch areas.
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