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Accreditation Event Planning Proforma 

 
	Section 1: Event Details 
 

	Academic Year 
	 

	College 
	 

	Department 
	 

	PSRB 
	 

	Related programmes 
	 

	Type of event 
	Accreditation/re-accreditation/periodic review/other  

	Planned date for event 
	 

	Location of event 
	 


 
 
	Section 2: Staff Details 
 

	Lead Academic/s 
 
	 

	Associate Director of Academic and Student Administration 
	 

	College Business Manager 
	 


 
 
	Section 3: Submission Overview 
 

	What needs to be submitted 
	Please provide an overview. For example, a self-reflection with evidence 

	Submission date 
	 

	Format of submission 
	Emailed to PSRB/Uploaded to an external portal/printed and mailed 


 
 








	Section 4: Visit Overview 
 

	Date of visit 
	 

	What will the visit include? 
	Meetings/meetings with students/observation of teaching/tour of facilities/visits to external venuew 

	University attendees 
	Who from the University is required to attend? 

	Third party attendees 
	Employers? Placement partners? 


 
	    Section 5: Submission Contributors 
This section should be used to identify which members of staff will be responsible for specific contributions of the submission.  
 

	Member of Staff 
	Contribution 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	Deadline
	Location (teams folder link)
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