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APPLICATION FOR CENTRE APPROVAL

This form should be completed and sent electronically to info@empawards.com.  Accompanying documentation should not be sent but must be available when the EV makes the centre approval visit.

Before completing the form the EMP Centre Handbook and qualification assessment strategies (available from EMP website www.empwards.com) should be read and some discussion should have already taken place with EMP.  EMP’s staff are very happy to visit any prospective centre to help them to understand the approval process and to discuss which qualifications would be appropriate for the centre to deliver.

	DETAILS OF YOUR CENTRE:



	Name of organisation:



	Address where Centre will be based


	Post code:                                   

	Telephone number of main switchboard:

	Fax Number:

	

	Contact details of person designated as Centre Co-ordinator (ie the person responsible for the quality of the centre and these awards,  not the administrator):

	Name:  


	Email address:

	Telephone Number:

	Fax number:

	Mobile Number:


	

	Postal Address (if different from above):




	Contact details for Administrator (if applicable):



	Name:  

	Email address:

	Telephone Number:

	Fax number:

	

	Contact details for Finance:



	Name:  


	Email address:

	Telephone Number:


	Fax number:


	DETAILS OF QUALIFICATIONS APPLIED FOR:



	Name of qualification
	Level
	NVQ/SVQ/VRQ (you may enter both NVQ and SVQ if both are available)

	
	
	

	
	
	

	
	
	

	
	
	


NB  Each qualification will only gain approval once the appropriate staff forms have been submitted and approved.  Each qualification will require at least one Assessor and one Internal Verifier for approval

Type of

Employer:



(
FE College/Tertiary College:
(
Organisation:
Training Organisation:
Public
(
Private 



(



University/HE College:

(
*Partnership


(



* Consortium


( 
Other:   Please specify:



Please supply evidence of the contractual arrangements for either a Consortium or Partnership arrangement


	ADDITIONAL INFORMATION:


	Are you registered with another Awarding Body?       Yes/No


	If Yes, please list  them here (NB EMP reserves the right to contact any body listed here):


	Has your centre ever been refused approval by any Awarding Body?


	If Yes, please state reasons:


	Is your centre registered for any quality system awards?


	If Yes please list and give dates for last audit for each award listed:




Please now complete the next pages.  The approved centre criteria for QCA are listed, together with possible sources of evidence you may have to meet the criteria.  Against each you are required to either list the documents (with relevant page numbers) which already exist in your organisation (do not send us the documents) or say how you are going to meet each part of the criteria.  The latter is more likely if you have not delivered qualifications already.
At the EV Approval visit the EV will request to see copies of any documents you have referred to here.  The EV does not require copies to take away. Alternatively, if you are new to delivering qualifications and have drafts of proposed documents the EV will discuss these with you and either agree them or suggest developments which will help you meet the criteria.  If you are only applying for VRQs then you will only be required to produce documentation appropriate for the delivery of the VRQ.  Again this can be discussed with the EV or before completing the form with EMP Head Office staff.
At your annual systems audit this document will then form the basis of the EV systems audit and any regulatory body audit.  It is essential that, if you make any changes to what you write here in the future, you should make the EV aware of them when the system audit takes place.  If you require any assistance with completion of this section please do not hesitate to contact EMP Head Office.

NVQ APPROVED CENTRE CRITERIA
1
Management Systems

	Criteria
	Possible Sources of Evidence
	Evidence Available or outline what you propose to put in place to address this criteria


	1.0

The centre's aims and policies in relation to the qualifications applied for are supported by senior management and understood by the assessment team
	Documented quality procedures.

Progress reports and staff updates.
	

	1.1
The centre's access and fair assessment policy and practice is understood and complied with by candidates and assessors
	Documented policies and procedures.

Access and fair assessment policy review mechanisms.


	

	1.2
The roles, responsibilities, authorities and accountabilities of the assessment and verification team across all assessment sites are clearly defined, allocated and understood.
	Documented quality assurance procedures.

An organisational chart.

Documented and signed agreements indicating the lines of accountability of partner organisations in relation to the management of assessment and internal quality assurance.

Records of all assessment sites and personnel.

CV's of the assessment team and internal verifiers.
	


	1.3

There is effective communication within the assessment team and with the awarding body.


	Staff handbooks and updates.  Organisational charts.  Minutes of team meetings.  Records of communication with the awarding body.
	

	1.4

Awarding bodies are notified of any changes which may affect the centre’s ability to meet to Approved Centre Criteria.
	Notification of changes to the assessment and verification team.  Notification of changes to resources.
	

	1.5

Assessors and verifiers have sufficient time, resources and authority to perform their roles and responsibilities effectively.
	A record of assessor/candidate allocation.

Candidate/assessor ratios and time allocation.

Oral confirmation from assessors/verifiers.
	

	1.6

Information supplied to the awarding body for the purposes of registration and certification is complete and accurate.


	Records of candidate entry/registration details and certificate claims.
	

	1.7

Queries about the qualification specification, assessment guidance or related awarding body material are resolved and recorded.
	Records of queries raised with awarding bodies.

Records/minutes of queries raised with the internal verifier.
	

	1.8

Candidate records and details of achievement are accurate, kept up to date, securely stored in line with awarding body requirements, and available for external verification and auditing.


	Candidate registration details.

Candidate assessment records.

Evidence files/portfolios.

Security and access arrangements.
	

	1.9

Requests are complied for access to premises, records, information, candidates and staff for the purpose of external verification.
	Data and information management systems.  Candidate tracking systems.  Assessment and internal verification records.
	


EV COMMENTS/ACTIONS FOR CENTRE:

Criteria Finally Met:  Date ……………………………...               Signature of EV/EMP officer …………………………………………
2
Resources   (these must be appropriate for all qualifications requested)
	Criteria
	Possible Sources of Evidence
	Evidence Available or outline what you propose to put in place to address this criteria



	2.0

There are sufficient competent and qualified assessors and internal verifiers to meet the demand for assessment and verification activity.
	CVs and development plans for the assessment team.

A list of qualified assessors and internal verifiers.

Assessor/candidate ratios
	

	2.1

A staff development programme is established for the assessment and verification team in line with identified needs.
	Staff induction and guidance materials.

Records of meetings/briefings/updates.

Records of individual development plans.

Action plans to acquire the Assessment & Verification units
	

	2.2

Resource needs are correctly and accurately identified in relation to the specific award and resources are made available.
	Records of resource availability.

Evidence of any additional resources obtained.
	

	2.3

Equipment and accommodation used for the purposes of assessment comply with the requirements of relevant health and safety acts.  
	Public employee liability certificates.

Records of equipment and accommodation.

Maintenance schedules.

Health and safety policies.
	


EV COMMENTS/ACTIONS FOR CENTRE:

Criteria Finally Met:  Date ……………………………... Signature of EV/EMP officer …………………………………………

3
Candidate Support

	Criteria
	Possible Sources of Evidence
	Evidence Available or outline what you propose to put in place to address this criteria



	3.0
Information, advice and guidance about qualification procedures and practices are provided to candidates and potential candidates.


	Candidate guidance and induction materials.

Details of support services available.

Appeals procedure.

Oral confirmation by candidates.
	

	3.1
Candidates development needs are matched against the requirements of the award and an agreed individual assessment plan is established.


	Candidate initial assessment procedures.

Candidate assessment plans.

Learner/trainee contracts.
	

	3.2
Candidates have regular opportunities to review their progress and goals and to revise their assessment plan accordingly.


	Candidate assessment plan, frequency of review meetings; examples of revisions to assessment plans.
	

	3.3

Access to assessment is encouraged through the use of a range of valid assessment methods.
	Assessment plan and candidate assessment records.

Provision for candidates with particular assessment requirements.
	


	3.4

Particular assessment requirements of candidates are identified and met where possible.


	Materials/equipment/
facilites to support candidates with particular requirements.
	

	3.5

There is an established appeals procedure which is documented and made available to all candidates.
	Documented appeals procedure, including details of grounds for appeal and timescales.

Record of appeals made and their outcome(s).


	

	3.6

Unit certification is made available to candidates.
	Records of units registered/claimed/awarded
Induction materials.
	


EV COMMENTS/ACTIONS FOR CENTRE:

Criteria Finally Met:  Date ……………………………... 

Signature of EV/EMP officer ……………………………………
4
Assessment and Verification

	Criteria
	Possible Sources of Evidence
	Evidence Available or outline what you propose to put in place to address this criteria



	4.0

Internal verification procedures and activities are clearly documented, consistent with national requirements and ensure the quality and consistency of assessment.
	Internal verification plans and reports.

A sampling strategy and schedule of activity.

Records of assessment team meetings.

Assessor networking opportunities.
	

	4.1

Assessment decisions and practices are regularly sampled and findings are acted upon to ensure consistency and fairness.
	Sampled assessments (observation, candidate portfolios, knowledge evidence, etc.).

Internal verification plans and records of internal verification activity.  Records of assessment sampling strategies.  Minutes of assessment team meetings.  Records of networking, standardisation events.
	

	4.2

Records of internal verification activity are maintained in line with awarding body requirements and made available for the purposes of auditing.


	Internal verification plan and sampling records.

Minutes of assessment team meetings.
	


	4.3

The effectiveness of the internal verification strategy is reviewed against national requirements and corrective measures are implemented.


	Internal reviews of sampling strategies.

External verifier reports.

Evidence of corrective actions taken.
	

	4.4

Assessment is conducted by qualified and occupationally expert staff.


	Details of the assessment team including occupational background, experience, possession of Assessor units.   Details of countersigning arrangements for any assessment decisions made by unqualified Assessors.
	

	4.5

Internal verification is conducted by appropriately qualified and experienced staff.
	Details of internal verifier occupational background, experience and Verifications units obtained.  Details of countersigning arrangements for any internal verification decisions made by unqualified Internal Verifiers.
	


EV COMMENTS/ACTIONS FOR CENTRE:

Criteria Finally Met:  Date ……………………………... Signature of EV/EMP officer …………………………………………

5
Records

	Criteria
	Possible Sources of Evidence
	Evidence Available or outline what you propose to put in place to address this criteria



	5.0

The centre's achievements are monitored and reviewed and used to inform future centre qualification developmental activity.
	Internal audit/self-assessment arrangements.

Records of findings against the approval criteria.

Evidence of corrective actions taken/implemented.


	

	5.1

Candidate, employer and other feedback is used to evaluate the quality and effectiveness of qualification provision against the centre's stated aims and policies, leading to continuous improvement.


	Evaluation forms/surveys.

Users' charter/customer service statements.


	

	5.2

Actions identified by external verification visits are disseminated to appropriate staff and corrective measures are implemented.


	External verifier report(s) circulated to the assessment team and senior management.

Action plans.
	

	5.3

Information and recording systems enable candidates' achievements to be monitored and reviewed in relation to the centre's equal opportunities policy.
	Achievement records in relation to the access and fair assessment policy.  Statistical information on achievement and certification rates analysed by factors such as ethnic origin, disability and gender.
	


EV COMMENTS/ACTIONS FOR CENTRE:

Criteria Finally Met:  Date ……………………………... Signature of EV/EMP officer …………………………………………

FINAL DECISIONS
	EV Recommendation

(please tick appropriate box)
	Centre conditionally approved


	Centre approved
	Centre declined * If this box is ticked then the centre must be made aware in writing of the reasons why this decision has been made


	Actions necessary (must be completed if conditional approval granted):


	EV Signature:
	Date:




	EMP Decision

(please tick appropriate box)
	Centre conditionally approved


	Centre approved
	Centre declined

	Actions necessary (must be completed if conditional approval granted):



	EMP Manager Signature:
	Date:




NB  Each qualification listed on this form will only gain approval once the appropriate staff forms have been submitted and approved.  Each qualification will require at least one Assessor and one Internal Verifier for approval.  Approval granted here is only for centre approval.
OFFICE USE ONLY
Date Application Received:


EV Name:




Date Returned by EV:
If approved: Centre Registration No:





Date centre informed of decision:
Please ensure completed form and Centre Declaration complete with all signatures is then scanned into Centre file on database and paper copy filed in Centre file.  One complete scanned copy should also be emailed to the Centre Co-ordinator.

CENTRE DECLARATION
This declaration should be signed by a senior member of the Centre Management Team.  It should be detached from the main form, completed in ink and sent to EMP at Knowledge Centre, Wyboston Lakes, Great North Road, Wyboston, Beds  MK44 3BY.  The centre application will not be processed until this part of the approval form arrives at EMP HQ.
On behalf of this Centre I confirm that the details given of this Application are correct and I understand that the centre cannot commence assessment of any of the listed qualifications until EMP has issued notification of approval for each qualification.
The centre agrees to:

· Comply with the instructions outlined in the named qualification/s

· Comply with the EMP Awarding Body Limited Centre Manual requirements
· Operate a documented quality system to deliver the qualification/s and review and act upon findings

· Provide access to EMP Awarding Body Limited External Verifiers/HO staff/Regulatory Body staff

· Inform EMP Awarding Body Limited of any subsequent changes in the content of this application and, if approved, future alterations

· Comply with EMP Awarding Body Limited Equal Opportunities and Access Policy

· Promptly pay for any work carried out based on the pricing structure current at the time 
· Supply evidence of governance and financial viability upon request

· Allow parts of any candidate portfolio to be used (with candidate name and company names removed) for the purposes of training/standardisation both internally and within EMP

Payment details:
PO No:



or 
Cheque enclosed (please write in value):
(Price details can be found in EMP Awarding Body Pricing Structure Sheet)



Name:



Designation:  


Signature:  








  Date:
FOR OFFICE USE ONLY:
Place the signed original of this Declaration in the centre file after scanning and storing electronically.
v.8 AUG 2008 Approved by CP          This is a controlled document (no other form will be accepted)
       EMP Awarding Body Limited  Tel:  01480 479267

