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Please complete both pages of this form and return it to your auditor within two working days of receipt. This will allow the auditor to identify any member of staff who works off site and schedule a convenient interview times with you, if they require to be interviewed. 

	Name of Assessment Centre
	

	Form Completed by
	

	Date
	


	Area of responsibility
	Name
	Job Title
	Length Of Employment  
	Where Freelance Record Names Of all Assessment Centres Currently Employed With

	Centre Manager /Management
	 
	 
	
	

	
	
	
	
	

	
	
	
	
	

	Administration

	
	
	
	

	
	
	
	
	

	Assessors at main Centre (Please indicate employed/freelance and no of assessments conducted annually by each assessor)
	
	
	
	

	Outreach Facilities Locations & Assessors (Please indicate employed/freelance and no of assessments conducted annually by each assessor)
	
	
	
	

	Reception
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Any other Staff not listed
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