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Staff Structure and Roles and Responsibilities of the team

Centre Notes – Here you should provide a schematic of your centres staff structure. This will be unique to your centre but as a minimum you should indicate who will be fulfilling the roles of:
· Centre contact
· Tutor/s
· Assessor/s
· Internal Verifier/s


Having displayed the schematic to demonstrate how your company is organised, you are then required to expand on this by explaining the roles and responsibilities of each of the roles defined within.
Centre Notes – The following policies may assist centres in detailing some of the responsibilities of the above job roles and can be found here - https://www.activeiq.co.uk/for-centres/policies-and-procedures:
AIQ Internal Verification Requirements for Centres 
AIQ Requirement Centre Retention of learner Info
AIQ Recognition of Prior Learning Policy 



Contact us

If you have any queries about the contents of this policy, please contact…. (Centre Notes- Indicate here the named staff member and their role of who should be contacted) on:
E: (Centre notes- add their contact details)
T: (Centre notes- add their contact details)
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