[bookmark: _Toc458408655][bookmark: _Toc460913445]Template 5: activity briefing note

Please complete and leave these short briefing notes in the base for the inspection team to look at on arrival. 

	The name of the activity
	

	Main contact for the group
	

	Type of activity
	

	Time
	

	Venue (including room)
	

	Address
	

	Postcode
	

	Parking
	

	(Mobile) number for main contact
	

	Other telephone number for the group
	



Map (if appropriate)

Summary information 
	







List of likely participants (*when activity is a meeting or focus group)
	Name
	Learning opportunity they participate in 
Or organisation they represent

	Add more boxes as required
	

	
	



[bookmark: _GoBack]Index of other evidence (where relevant)

