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SECTION A: APPLICATION AND ASSESSMENT STAGE 1 – COURSE 
MANAGEMENT 

 

Introduction 

1) This section of the document will be used for the assessment of the course 
management systems and procedures used by the applicant. It covers the: 

a. auditing of course providers applying to participate in the BOHS Approved 
Course Scheme; and 

b. auditing of course providers participating in the Approved Course Scheme 
over the longer term. 

2) All Approved Course Scheme applicants must complete an application form 
and demonstrate compliance with the requirements required by this 
‘Application and Assessment Stage 1 – Course Management’ as laid out on 
p.4 under ‘Application procedure’.  Existing BOHS course providers will have 
been vetted against the existing BOHS document; ‘Requirements for 
Participation’ (DA.19*180708+) and so their systems and procedures will not 
need to be assessed for the Approved Course Scheme (ie. they do not need 
to demonstrate compliance with part [d] of the ‘Application and Assessment 
Stage 1 – Course Management’. 

3) All Approved Course Scheme applicants must be assessed on-site (ie. all 
providers must go through ‘Assessment Stage 2 – Course Content and 
Presentation’, see following Section B) whether they are a new applicant or 
an existing BOHS course provider. 

4) An outline of the Approval process can be found in Appendix 1, ‘Overview of 
Approval Process’. 
 

Performance standards 

1) The BOHS Approved Course Management Board (known as ‘The Board’) will 
aim to complete the document assessment and advise the course provider of 
the outcome within 20 working days from receipt of the completed 
application pack. Subsequent course assessment will be dictated by the 
available dates. 

Requirements of the applicant course providers 

1) Applicant course providers must ensure that tutors have the appropriate 
level of training for the type of course being offered, for example: 

a. A technical course would normally require lead tutors to hold: the 
BOHS Diploma of Professional Competence in Occupational Hygiene; 
Certificate of Operational Competence in Occupational Hygiene; a 
Certificate of Competence in the relevant subject area, or equivalent 
training and experience;  other tutors: the BOHS Certificate of 
Operational Competence in Occupational Hygiene; a Certificate of 
Competence in the relevant subject area; a relevant BOHS Module or 
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equivalent, or be able to demonstrate that they have undergone 
equivalent training and experience; 

b. An Awareness course would normally require the tutor to hold the 
minimum of the BOHS Certificate of Competence in the relevant 
subject area, a relevant BOHS Module, or be able to demonstrate that 
they have undergone equivalent training and experience; 

c. All tutors must be able to demonstrate an appropriate level of 
experience in tutoring; and 

d. Be able to demonstrate an understanding of other training issues. 

2) The course provider should (where applicable): 

a. provide suitable facilities for the course, practical experience  (as 
appropriate) and basic ‘test’ (if carried out – see paragraph 3);  

b. follow good teaching practice and use visual aids, demonstrations and 
practical work (as appropriate);  

c. provide all relevant documentation for candidates including syllabi, 
details of relevant HSE guidance and suitable reference material etc;  

d. provide sufficient equipment to allow students to gain appropriate 
hands-on experience through structured practical work (as 
appropriate);  

e. make sure that the room used for the post-course ‘test’ (if carried out 
– see paragraph 3) is configured so that each candidate is able to 
work alone without observing or interfering with colleagues; the room 
must be at a comfortable temperature, adequately ventilated and 
free from distracting noise; 

f. provide all safety provisions for staff and candidates; appropriate risk 
assessments, test certificates etc. should be available for inspection 
by BOHS;  

g. have a suitable accident/incident reporting and investigation 
procedure; and  

h. have their own in-house Quality Assurance scheme which must 
include a delegate feedback system based on the standard 
questionnaire provided by BOHS. 

3) At the discretion of the course provider, the course may finish with a short 
multiple choice question (MCQ) set to make sure that the candidate has 
understood the basic principles (the number of questions, marking method 
and pass mark will be at the provider’s discretion). 

4) Should the course provider choose to run an MCQ session to finish, they will 
be responsible for producing their own MCQ set. As an aid to consistency and 
standard, guidance on producing the MCQs can be provided by BOHS. A 
review of the MCQs will not be included as part of the course assessment. 
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5) The course provider must provide completed hard copy Candidate 
Information Forms for each candidate, and an electronic Candidate 
Information Form, both of which must be sent to BOHS at the end of each 
course; these must specify whether a BOHS ‘Certificate of Achievement’ or 
‘Certificate of Attendance’ should be issued, include full contact details and 
(on the hard copies) delegate signatures. 

 

Notes 

1) The Society reserves the right to amend these Requirements at any time. 

2) Those participating in the scheme will be termed ‘course providers’. 

3) Failure by course providers to follow these Requirements may result in 
withdrawal by BOHS of their Approval status. 

4) Course providers may use the BOHS name/’BOHS Approved Course’ logo in 
either BOHS house colours or in black. No other colour representations are 
permitted.  

5) The Approved Course Scheme will refer to ‘BOHS Approved’ Courses, and 
only the phrase “BOHS Approved Course” may be used in conjunction with 
the logo. 

6) Breaches will result in permission to use the name/logo being withdrawn 
forthwith.  

7) Broad guidelines for the use of the BOHS logo can be found at www.bohs.org. 
A copy of the ‘BOHS Approved Course’ logo will be provided electronically to 
all course providers on successful completion of provisional approval status 
(see following ‘Application procedure’).  

 

Application procedure 

Provisional approval status. 

1) The course provider will apply by email to the BOHS Approved Course 
Management Board (‘The Board’) Administrative representative, utilising the 
application form and a letter of application, providing the following: 

a. Company name and address, key contact name and email address. 

b. A statement that they will, if accepted, agree to abide by the 
requirements of the Approved Course Scheme, as set out in the whole 
of this document. 

c. Details of affiliations e.g. BOHS, IOSH etc. 

d. Procedures for course management including performance 
monitoring and auditing (see Appendix 3 for details).  Nb. This stage is 
only applicable to new course providers (see point (2) of the 
ΨLƴǘǊƻŘǳŎǘƛƻƴΩύΦ 

e. Course title. 

http://www.bohs.org/
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f. Copy of syllabus/detailed learning outcomes. 

g. Duration of course. 

h. Delegate to trainer ratio.  

i. Names and CVs of trainers (internal & external). 

j. List of proposed dates/venues for course 

2) Administration will check that all documentation and details have been 
provided. Any missing documentation or detail will be requested from the 
course provider before the assessment is carried out. 

3) The documentation will be passed to the Assessor for review. The 
documentation will be assessed according to Appendix 3, ‘Checklist for the 
auditing of BOHS Approved Course Providers Assessment Stage 1 – course 
management.’ 

4) The Assessor will liaise with the provider during this process to discuss any 
outstanding issues. It is anticipated that any issues raised during the 
assessment procedure are likely to be relatively minor and can be addressed 
during the assessment itself. However, there may be situations when this is 
not the case. 

5) In such instances, the Board will write to the course provider explaining the 
Assessor’s decision and detailing the necessary remedial actions. From the 
date of the letter the provider will have a period of 4 months to rectify the 
matters requiring attention. 

6) It is anticipated that by working with the provider the problems identified 
during the assessment can be addressed satisfactorily, and in a timescale of 
less than 4 months. 

7) The Assessor will make a recommendation to The Board. On successful 
completion of the document review, the Assessor will arrange to carry out an 
onsite review of the course using the procedure, ‘Assessment Stage 2 – 
Course Content and Presentation’ (see following section B). 

8) In the event of an Appeal reference should be made to the ‘BOHS Approved 
Course – Appeals Procedure’ (see later section C). 

9) Links to the Approved courses provided by the course provider will be placed 
on the BOHS website. This will only confirm that they are participants in the 
Approved scheme but not their status (ie. Provisional or Full status will 
remain an internal distinction). 

 

Transfer to Full Approval status. 

1) Course providers will automatically transfer to ‘Full Approval’ status on 
successful completion of Assessment Stage 2 (see ‘Transfer to or continuation of 
Full Approval status’ at the end of the following section B).  
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SECTION B: ASSESSMENT STAGE 2 - COURSE CONTENT AND 
PRESENTATION 
 

Introduction 

1) Before being subject to on-site audits the course provider will have 
successfully passed the ‘Assessment Stage 1 – Course Management’ section 
of the selection process. 

2) On-site audits of courses run by course providers will be carried out as part of 
the approval process to make sure that they are run to suitable standards, 
provide a rounded education in the subject and include all items on the 
syllabus. 

3) This section of the document describes the procedure for the: 

i.  auditing of course providers applying to participate in the BOHS Approved 
Course Scheme; and 

ii.  auditing of course providers participating in the Approved Course Scheme 
over the longer term. 

4) The auditing procedure will make sure that the standards achieved at the 
assessment and selection stage are maintained over the long term to provide 
candidates with reassurance in the quality of the course and to maintain 
BOHS’s professional reputation. 

5) An outline of the course provider and approval status process can be found in 
Appendix 2, ‘Overview of Approval Process’. 

 
Performance standards 

1) ‘The Board’ will aim to advise the course provider of the outcome of the 
‘Assessment Stage 2 – course content and presentation’ and subsequently their 
approval status within 20 working days of the on-site assessment. 

 

Inspection procedure 

Arrangements 

1) At initial application (‘Assessment Stage 1 – course management’) the course 
provider should provide a list of dates and where the approved course will be 
taking place. The Assessor will identify a suitable date and where practical 
provide four weeks’ notice. If the course is to be held at a client’s premises the 
course provider should obtain clearance from the client for the Assessor to 
attend. 

2) The course provider must provide copies of the hand-outs that are provided to 
candidates, and a list of any additional documents that they send to the 
candidates (e.g. HSE guidance notes, etc). Where possible, these documents 
should be sent to BOHS two weeks before the declared audit date; however, it is 
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fully understood that where course providers use external lecturers as specialists 
in particular areas they will often turn up on the day with their handouts and 
thus this will mean that the course documentation may then need to be 
reviewed during or after that course. 

3) The course documents will be reviewed for overall content and effectiveness as 
reference documentation against the syllabus. 

4) All course documentation will be treated as strictly confidential between the 
course provider and BOHS, and will be evaluated by non competitive specialists 
and returned to the course provider. The course content will not be revealed or 
discussed with any other party.  

5) The course provider will also be asked to provide information on the tutors that 
are used for their courses. This must include a course timetable along with a CV 
for each tutor showing their qualifications and relevant experience. This 
information will be reviewed against expected knowledge and requirements. 

6) Course providers are expected to operate internal quality assurance schemes for 
their courses with appropriate student feedback schemes. Access to the results 
of such schemes will be required as part of the inspection procedure. 

7) Where access to the course involves site security clearance this is the 
responsibility of the course provider and the Assessor will expect the provider to 
have arranged this. 

8) It is the responsibility of the provider to advise the tutors and candidates of the 
attendance of a quality assurance inspection. 

9) Where there has been a previous record of serious non-compliance with 
specified requirements, (verbal or written warnings) then the Technical 
Administrator/Assessor or the Chair of the Education Committee may decide that 
the site audit(s) should be unannounced. 

10) ‘The Board’ reserves the right at any time to send an Assessor unannounced, 
regardless of whether or not there has been a previous record of serious non-
compliance. 

 

Site Inspection Procedure 

1) The course providers being audited will: 

a. hold ‘Provisional Approval’ status and wish to move to ‘Full Approval’ 
status; or  

b. have held ‘Full Approval’ status for three years and wish to renew. 

The on-site auditing procedure will be used to confirm that the course meets the 
required standard in practice following the desktop review of the course provider 
(Assessment Stage 1: course management’). 

2) As well as the formal review outlined above, at least one course provider holding 
‘Full Approval’ status will be chosen at random each year for audit; this may be 
unannounced (see point 10 above). 
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3) On arriving at the venue, which may not necessarily be the provider’s premises, 
the Assessor should make their presence known to the course provider’s 
representative and the relevant tutors. This should be done without interrupting 
work that is proceeding at that time. As soon as there is a suitable break in 
proceedings the Assessor should make their introduction to the candidates 
making sure that they are fully aware of the Assessor’s function. The Assessor 
will not otherwise contribute to the course presentation. The Assessor and the 
course provider should have agreed in principle the timetable for the audit prior 
to the event. However any changes that have become necessary should then be 
agreed at the initial meeting and these may need to take into account any other 
constraints including the timing of the written test.  

4) The Assessor should observe some theory lectures and also any 
practical/demonstration sessions being carried out (where applicable) and report 
accordingly in the relevant sections on the form provided at Appendix 4. The 
Assessor must be as unobtrusive as possible and minimise any disturbance of the 
course or its participants. Questions to (or questioning of) the tutors can be 
undertaken throughout the audit but should be discrete and without 
interference to the actual course. 

5) It is not necessary to witness all lectures or practical sessions but the Assessor 
must be sure that they have seen sufficient to make a valid judgement on the 
basis of a representative sample. 

6) When carrying out an onsite audit the Assessor is expected to review the 
facilities and organisation for the course and the written test. 

7) If the facilities are seriously lacking the Assessor should advise the course 
provider as soon as is practicable and note this on the report.  

 

Course assessment 

1) An assessment and inspection checklist can be found at Appendix 4, ‘Assessment 
stage 2: Course content and presentation.’ 

2) The Assessor will discuss the findings with the representative of the course 
provider and submit the completed form in Appendix 4 along with a 
recommendation to ‘the Board’.  

3) It is anticipated that any issues raised during the assessment procedure are likely 
to be relatively minor and can be addressed during the assessment itself. 
However, there may be situations when this is not the case. 

4) In such instances, ‘The Board’ will write to the course provider explaining the 
Assessor’s decision and detailing the necessary remedial actions. From the date 
of the letter the provider will have a period of 4-months to rectify the matters 
requiring attention. 

5) It is anticipated that by working with the provider the problems identified during 
the assessment can be addressed satisfactorily, and in a timescale of less than 4 
months. 
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6) In the event of an Appeal reference should be made to the ‘BOHS Approved 
Course – Appeals Procedure’ (see next section C). 

7) Links to the approved courses provided by the course provider will be placed on 
the BOHS website. This will only confirm that they are participants in the 
approved scheme but not their [Provisional or Full] status. 

 

 

Transfer to or continuation of ‘Full Approval’ status. 

1) Course providers will automatically transfer to ‘Full Approval’ status on successful 
completion of Assessment Stage 2. Unless it is warranted the documentation 
provided in the initial application will not be reviewed for transfer to ‘Full Approval’ 
status, as it will be assumed to be up to date. The Assessor will confirm with the 
provider at the outset whether there have been any significant changes. 

2) ‘Full Approval’ status will last for 3 years. In the case of an application for an 
extension to an existing 3-year, ‘Full Approval’ status, a full assessment may be 
carried out, if deemed necessary by The Board, as described for application of 
‘Provisional Approval’ status using Appendix 3, ‘Checklist for the auditing of BOHS 
Approved Course Providers Assessment Stage 1 – course management.’ 

3) The Assessor will discuss the findings with the representative of the course. It is 
anticipated that any issues raised during the assessment procedure are likely to be 
relatively minor and can be addressed during the assessment itself. However, there 
may be situations when this is not the case. 

4) In such instances, The Board will write to the course provider explaining the 
Assessor’s decision and detailing the necessary remedial actions. From the date of 
the letter the provider will have a period of 4-months to rectify the matters requiring 
attention. 

5) It is anticipated that by working with the provider the problems identified during 
the assessment can be addressed satisfactorily, and in a timescale of less than 4 
months. 

6) The Assessor will make a recommendation to The Board. On successful 
completion of the management review, the Assessor will arrange to carry out an 
onsite review of the course using the procedure, ‘Assessment Stage 2 – Course 
content and presentation.’ 

7) In the event of an Appeal reference should be made to the ‘BOHS Approved 
Course – Appeals Procedure’ (see later section C). 

8) Links to the Approved courses provided by the course provider will be placed on 
the BOHS website. As before, this will only confirm that they are participants in the 
Approved scheme but not their [Provisional or Full] status. 
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SECTION C: APPEALS PROCEDURE 

 

1. There are three scenarios where the course provider may consider they have 
grounds for appeal: 

a. refusal of initial application for ‘Provisional approval’ status; 

b. refusal of upgrade to ‘Full Approval’ status; 

c. removal of the course provider from the Approved Course Scheme 
after three years. 

2. Course providers will have the right to appeal against the Assessor’s decision. 
This may take the form of the course provider making an informal (verbal) 
approach to the BOHS Approved Course Scheme ‘Course Reviewer’ (member 
of ‘the Board’), who having discussed the case with the individual and 
explained the reasons for the decision, might result in the provider accepting 
the decision. 

3. However, if the course provider cannot be convinced then they must make 
written representations to the Chair of the Education Committee (member of 
‘The Board’) within 21 working days of receipt of the written assessment 
from ‘The Board’. The Chair will review the case, speak to the Assessor etc, 
and will aim to complete the review and advise the course provider of the 
decision within 20 working days.  
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 SECTION D: GENERAL REQUIREMENTS OF APPROVED COURSE PROVIDERS 

 

1. Course providers must notify BOHS Head Office as soon as dates and venues are 
scheduled for approved courses. 

2. Course providers must issue hard copy BOHS Candidate Information Forms, as per 
the template supplied [see Appendix 5] to all candidates; electronic Candidate 
Information Forms must be completed by course providers utilising the information 
on the hard copy Candidate Information Forms; electronic Candidate Information 
Forms will be issued to course providers on successful completion of ‘Assessment 
Stage 1’. 

3. Both electronic and hard copy forms must be sent to BOHS Head Office within five 
working days of the course having been run. It is the responsibility of the course 
provider to ensure completion of the Candidate Information Form by all candidates; 
this must specify whether a BOHS ‘Certificate of Achievement’ or ‘Certificate of 
Attendance’ should be issued, include each candidate’s contact details and 
signature, as well as the course title and date; likewise, it is the responsibility of the 
course provider to transfer the information captured on the hard copy Forms to the 
electronic Form following each course. 

4. Course providers must issue feedback forms to all candidates; course providers 
may utilise their own forms but must ensure that all information from the BOHS 
template form is incorporated [see Appendix 6]; copies of all feedback forms must 
be kept in order to be made available in the event of an audit inspection or at the 
request of BOHS Head Office. 

5. On a monthly basis, BOHS will contact the course provider to request:-  
i. the final number of candidates and receipt of all electronic Candidate Information 
Forms not yet received from courses which have taken place during the previous 
month (if no forms yet received); 

ii. confirmation of future dates and venues of approved courses.  

6. Course providers will be invoiced by BOHS a per head fee of £40 for the final 
number of candidates based on the electronic Candidate Information Forms received 
for each course. 

7. Payment must be made to BOHS within 30 days of the date of the invoice. If these 
credit terms are not met, BOHS may withdraw the approval status until the debt is 
cleared. 

8. It is the responsibility of the course provider to collect the full course fees from 
their candidates for all approved courses.  

9. Course providers may be required to distribute BOHS information not specifically 
related to the approved course to all candidates. 
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Appendix 1 

The Approved Course Scheme Management board 

The BOHS Approved Course Scheme will be overseen by the BOHS Approved Course 
Management Board (known as ‘The Board’).  

 

Terms of references 

The terms of reference for ‘The Board’ are to: 

a) report directly to the BOHS Education Committee; 

b) oversee the running of the Approved Course Scheme according to the ‘Terms 
of Engagement’; 

c) approval of course Assessors; 

d) review policy, procedures in light of experience, feedback etc;  

e) act as the arbitrator in the event of an appeal by a Course Provider; 

f) approval of Learning Outcomes for new courses. 

 

Membership 

a) Chair of the BOHS Education Committee 

a. Oversee the smooth-running of the scheme. 

b. Arbitrate appeals. 

b) Technical Administrator/Assessor 

ü Technical overview, liaison with Education Committee etc. 

ü Production of Learning Outcomes for new courses. 

ü Assessment of new and existing course providers. 

c) BOHS Administration representative(s) [as necessary] 

ü Responsible for day to day administration, contact with providers, 
applications to join the scheme etc. 
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Appendix 2 

Overview of Approval Process 

 

1) The BOHS Approved Course Scheme, originally known as the BOHS Badged 
Course Scheme during its pilot stage, was officially launched as a live Scheme on 
1 August 2009. 

2) By approving courses run by training providers, BOHS will (a) raise the profile of 
the profession; (b) provide potential candidates with a pointer when looking for 
courses as part of their training and personal development and (c) provide an 
audit function to ensure that the quality of the approved courses is maintained 
long-term. 

3) The prospective course provider will apply by email to BOHS, supplying the 
required paperwork and completing the application form. This will be assessed 
against the criteria laid down in Section A of this document, ‘Procedure for 
selecting course providers and review of approval status: Assessment Stage 1 – 
course management’. Once this stage [Assessment Stage 1] has been successfully 
completed the course provider will be granted ‘Provisional Approval’ status, and 
can begin to run the course as a ‘BOHS Approved’ course. 

4) An on-site course assessment will be carried out, using the ‘Procedure for 
selecting course providers and review of approval status: Assessment Stage 2 – 
course content and presentation’, as set out in Section B of this document, 
usually within six months of ‘Provisional Approval’ status being granted. 

5) Following successful completion of the on-site assessment stage [Assessment 
Stage 2], the course provider will be granted ‘Full Approval’ status for that course 
for a period of three years. 

6) However, should significant issues of concern be raised regarding an existing 
provider then ‘The Board’ will write to the applicant, explaining the assessment 
findings. The applicant will have a period of 4-months to rectify the matters 
requiring attention before submitting a further application. 

7) At the end of the three years the course provider will be subject to a formal 
review by the BOHS Course Approved Course Scheme Management Board (‘The 
Board’) using the above procedures. Should the course provider be successful i.e. 
no matters of concern raised during the three year ‘Full Approval’ period and the 
formal audit procedure then the course provider will be granted ‘Full Approval’ 
status for a further period of three years. 

8) The course provider should apply to BOHS for their review no later than two-
months from the expiry of their current ‘Full Approval’ status. This notice period 
should include the running of at least one relevant course so that it can be 
assessed. This period will ensure that the assessment process can be completed 
before the current ‘Full Approval’ status expires. 

9) If no issues of concern are raised by the Assessor then a recommendation will be 
made to ‘The Board’ that the course provider will have their status renewed for a 
further three years. 
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10) However, should significant issues of concern be raised regarding an existing 
provider then ‘The Board’ will write to the applicant, explaining the assessment 
findings. The applicant will have a period of 4-months to rectify the matters 
requiring attention before submitting a further application. 

11) Following the course provider’s re-application ‘The Board’ will reserve the right 
to: 

a. extend ‘Full Approval’ status for a further three years; or 

b. remove the course provider from the Approved Course Scheme 
altogether. 

12) It is anticipated that by working with the provider the problems identified during 
the assessment can be addressed satisfactorily, and in a timescale of less than 4 
months. 

13) In the event of an Appeal reference should be made according to the ‘BOHS 
Approved Course – Appeals Procedure’ as set out in Section C of this document. 

14) Links to the approved courses provided by the course provider will be placed on 
the BOHS website. This will only confirm that they are participants in the 
approved scheme but not their [Provisional or Full] status. 
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Appendix 3 

Checklist for the auditing of BOHS approved Course Providers 

Assessment Stage 1 – course management 

 

Date: Course provider: 

Course title: 

Assessor: 

 

Policy  Yes No Comments 

1 Is there a clearly laid down policy for the development, delivery and review of occupational hygiene 
courses? 

   

2 Are the objectives clearly defined and understood by all staff involved in the development, delivery 
and review of occupational hygiene courses? 

   

3 Is the course system flexible enough to allow it to be applied to the full range of occupational 
hygiene courses offered by the provider? 

   

Organisation- Are responsibilities for the following made clear: 

 

Yes No Comments 

4 Management of the provision of occupational hygiene courses. 

 

   

5 Liaison with BOHS. 

 

   

6 Ensuring the competency of staff providing training. 
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7 Selection and management of external trainers used to provide training. 

 

   

8 Review of existing courses e.g. assessment of delegate feedback. 

 

   

9 Updating of existing courses. 

 

   

10 Development of syllabi for new courses 

 

   

11 Where applicable, are suitable and sufficient risk assessments and injury reporting/investigations 
procedures in place. 

 

   

Training and competence - Are there procedures in place to ensure that staff providing training: 

 

Yes No Comments 

12 Have been specifically identified. 

 

   

13 Have a comprehensive knowledge of the requirements of relevant HSE guidance. 

 

   

14 Have the appropriate technical training in the technical subject being taught. 

 

   

15 Have sufficient practical experience in the technical subject being taught. 
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Measuring performance Yes No Comments 

17 Is there an internal monitoring procedure to ensure the continued quality of the training provision 
e.g. a senior member of staff sitting in on a course, review of examination results, delegate feedback 
etc? 

   

Audit and review Yes No Comments 

18 Is there a procedure for reporting any complaints from course delegates? 

 

   

19 If there a procedure for the auditing of the course provision preferably by someone not directly 
involved in the system? 

 

   

Conclusion 

1) This stage of the assessment has been successfully completed and the provider may move to Stage 2: Course content and presentation: Yes/No 

2) The following must be actioned before the course provider may move to Stage 2: Course content and presentation (delete as appropriate) 

Actions: 

 

 

 

 

 

 

Assessor: Date: 
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Appendix 4 
Checklist for the auditing of course content 

Assessment stage 2: course content and presentation 

 

 

Date: Course provider: 

Course title: 

Assessor: 

 

Assessment items  Yes No Comments 

1 Were the delegates met on arrival and shown the lecture room, facilities etc? 

 

   

2 Were the delegates informed of the emergency arrangements such as alarms, drills, escape routes 
etc? 

   

3 Was the delegate/tutor ratio appropriate? 

 

   

4 Were delegates supplied with a course pack containing the training material for note taking purposes 
etc? 

   

5 Was the delegate pack comprehensive and of an acceptable quality? 

 

   

6 Were the course objectives clearly stated? 

 

   

7 Were delegates given the opportunity to outline their experience, training needs etc so that the 
trainer could adapt the pace and content of the sessions? 
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8 Did the course follow the agreed syllabus?    

Assessment items  Yes No Comments 

9 Were any deviations from the agreed syllabus acceptable? 

 

   

10 Was the content of the course up to date e.g. legal requirements, technical advances etc? 

 

   

11 Was each topic section of appropriate length for the content, complexity of the material being 
covered and the training needs of the delegates? 

   

12 Was the pace of the sessions appropriate? 

 

   

13 Was the course interactive? 

 

   

14 Was there an acceptable balance between tuition for the more and less knowledgeable or 
experienced delegates? 

   

15 Was adequate use made of various tools to aid presentation e.g. ppt presentations, video clips etc?    

16 Did the trainer(s) maintain adequate time control between sessions? 

 

   

17 Was the ‘test’ session adequately invigilated? 

 

   

18 Were there adequate breaks for delegates? 

 

   

  



 

 20 

Conclusion 

3) This stage of the assessment has been successfully completed: Yes/No 

4) The following must be actioned before a final recommendation can be made to the BOHS Course Approved Course Scheme Management Board (delete as appropriate). 

Actions: 

 

 

 

OVERALL COURSE ASSESSMENT 

Conclusion: 

1) The course meets the standard for the BOHS Approved Course Scheme and a recommendation can be made to the BOHS Course Approved Course Scheme 
Management Board: Yes / No. 

Comments/Actions: 

 

 

Recommendation (delete as appropriate): 

1) This course meets the standard required for ‘Provisional Approval’ status: Yes / No. 

2) This course meets the standard required for transfer to ‘Full Approval‘ status: Yes / No. 

3) This course meets the standard required for continuation of ‘Full Approval‘ status: Yes / No. 

The above recommendation will form part of the overall assessment of the course provider. A recommendation on the status will then be made to the BOHS Course 
Approved Course Scheme Management ‘Board’. 

Reviewer:  Date:  
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Appendix 5 
Candidate Information Form (hard copy) 

 

CANDIDATE INFORMATION FORM 

 
TO BE COMPLETED BY ALL CANDIDATES: 

 

PERSONAL DETAILS 

Title Mr/Mrs/Miss/Dr/Other 

Surname  

Forenames   

 

ADDRESS FOR CORRESPONDENCE 

Address  

  

  

  

Postcode  

Daytime telephone 
No 

 

Email  

Employer  

 
BOHS will only utilise these details to issue your Certificate of Attendance/Achievement, and to  
inform you, where relevant, of other BOHS courses, events and information.  BOHS will NEVER pass 
any details on to any third party individual or organisation. 

 

 PLEASE TICK IF YOU DO NOT WANT TO RECEIVE INFORMATION FROM BOHS ONCE YOUR 
CERTIFICATE OF ATTENDANCE/ACHIEVEMENT HAS BEEN ISSUED. 

 
Signed...................................................................................................  Date  
 

 

TO BE COMPLETED BY COURSE PROVIDER 

 

 Certificate of Attendance OR  Certificate of Achievement 

COURSE PROVIDER: 
COURSE TITLE: 

DATE OF COURSE: 
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Appendix 6 

BOHS Feedback  

 

THE BOHS APPROVED COURSE SCHEME 

Were you aware of BOHS and its qualifications (eg. P601, S301, etc.) before you attended this course?        
Yes/No 

How did you first hear of the ‘BOHS Approved’ course scheme? 

 

 

How did you find out about this particular BOHS Approved course?   Course provider advertising, 
course provider website, BOHS website, HSE website, HSE roadshow, other [please specify] 

 

 

What does the ‘BOHS Approved’ badge mean to you? 

 

 

Do you feel that the ‘BOHS Approved’ badge helps you identify courses which satisfy your training 
needs?   Yes/No 

Do you feel that the ‘BOHS Approved’ badge provides you with confidence in the quality of 
occupational hygiene courses?   Yes/No 

Additional comments in relation to the BOHS Approved Course Scheme 

 

 

 

 

 


