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ISEB ACCREDITED TRAINING PROVIDERS CODE OF PRACTICE

As an ISEB-accredited Training Provider offering courses leading to ISEB qualifications we, [Training 

Provider’s name]…………………………………….…………………………………………………., agree to:

Courses

· Deliver the ISEB-accredited course(s), in the format that they were accredited by ISEB

· Keep courses up-to-date in line with the syllabus and use current textbooks

· Comply fully with any regulation or syllabus change introduced by ISEB

· Ensure that all substantial changes or additions to the accredited course(s) format(s) are submitted to ISEB immediately for approval

· Display clearly for students the duration, total hours and, where appropriate, contact hours of each course offered and the exam date

· Provide an examination following every accredited course which is run, unless otherwise agreed with the ISEB Accreditation Manager

· Notify ISEB of all course dates and venue details

Teaching Staff

· Use only the teaching staff accredited by ISEB for the course(s) delivered

· Allow teaching staff sufficient time and resources to plan and prepare courses

· Keep teaching staff up-to-date in terms of their knowledge and skills

· Make teaching staff aware of any regulation or syllabus changes introduced by ISEB

· Ensure that CVs and completed New Course Tutor Forms of all new teaching staff intending to teach on ISEB-accredited courses are submitted to ISEB for approval prior to delivering the accredited course(s)

Resources

· Provide sufficient resources for the course(s) delivered in terms of teaching staff, premises, equipment, library and other information sources

· Keep our resources up-to-date and relevant to the course(s) being delivered

· Maintain, update and replace equipment as necessary

· Give students sufficient access to the resources available

· Match numbers of students to the teaching and other resources available

· Use the appropriate number of staff at all times as directed by ISEB

Openness

· Specify in our advertising and promotional material the prior knowledge that students require

· Display clearly for students all examination fees (in sterling) charged by ISEB

· Monitor and respond to the needs of students

· Display clearly details of complaints procedure

· Advise students of the ISEB complaints/appeals procedure

· Allow ISEB to audit  in accordance with ISEB rules and regulations

· Display our pass rates on the website compared to the ISEB average (recommended, although not mandatory)

Administration

· Adhere to the deadlines for examination and candidate registration and examination and candidate cancellations.  ISEB reserve the right not to accept late examination requests and late candidate registration forms and/or charge a penalty as detailed in the Fees document
· Allow ISEB access to statistics and/or information as evidence that this code of practice is being observed

· Ensure that all ISEB invoices are paid within the 30 day terms
· Advise ISEB or any inaccuracies with invoices within 14 days of receipt

We accept that ISEB may withdraw our accreditation at any time if we do not comply with this code of practice or if our examination results are consistently below the average.

Signed………………………………………………………………………………………………………..……..

Position
………………………………………………………………………..………………………….………..

On behalf of (name of Training Provider)…………………………………………………………….…………..

Date……………………………………………………………………………………………..………………..….
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