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Name of Proposed Premises 
	

	
Location Address
	

	
Contact Person & Number
	

	
Contractor Name
	

	
Proposed Course
	

	
Duration of course
	

	
No of Learners
	

	Room Name/Number (if applicable)
	

	Premises and Room Visited by:

	

	Date of visit

	



	Checklist 
	Yes
	No
	Please Comment

	Are the premises universally accessible?
	


	


	

	What is the size of the room? Where applicable, does it meet the Special Requirements?
	


	


	

	
Does the training room have:
Adequate lighting?
Natural light?
Blinds fitted?
	




	



	

	
Will the contractor have sole use of the training room for the duration of the course?

Will the room be available for the full duration of the course including the Christmas and Easter period
	



	



	





	Checklist 
	Yes
	No
	Please Comment

	
Is the training room adequately heated or cooled?

Has the training room adequate ventilation?
	




	




	

	
Is there a safety statement available for the training room?
	
	
	

	
Is there an evacuation plan visible inside the training room?
	
	
	

	
Is there any outside noise interference?
	
	
	

	
Is there 
· male & female toilets? 
· a Disabled Toilet?
	



	



	

	
Do the canteen facilities meet the requirements outlined?
	
	
	

	
Have the learners access to drinking water?
	
	
	

	
Is the venue accessible by public transport?
Is Parking Available?
	



	



	

	Other Comments?
	
	
	





PLEASE SUBMIT COMPLETED FORM WITH YOUR SUPPORTING MATERIALS

Signed: ______________________________________     Date:____________________
Contractor 

For DCTC Office use only:

Verified by DCTC (Contracted Training Officer)

Signed:…………………………………………………………………………    Date: ……………………………………… 
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