Northern Ireland Council for the Curriculum, Examinations and Assessment

[image: image1.png]ced

Rewarding Learning




Centre Recognition Form
for use with CCEA’s ACETS qualifications
Essential Skills
Key Skills

QCF qualifications

Certificate of Personal Effectiveness

Occupational Studies

July 2010

Note:

Please note that CCEA reserves the right to view all materials detailed within this application either through the application process (inclusive of a site visit) or via a post-approval monitoring activity. 

** The direct link for the UK Register of Learning Providers is shown below: 

www.ukrlp.co.uk
Please ensure that you have already acquired a UKRLP Number before proceeding with this application (See page 3).

Centre Recognition Form 
Please enter the centre name

** Please enter the centre’s unique UK Register of Learning Providers UKPRN number 

Part 1

Centre Information

1.1 
Centre Details

Please provide the details of main centre:

Full postal address:

Main telephone enquiry number:

Main fax number:

Website:

Main email address:

 1.2
Contact Details
1.2.1 Please enter the name of the person who has overall accountability for the quality assurance and management of the Qualifications and Credit Framework (QCF) and National Qualifications Framework (NQF) qualifications in your centre.
1.2.2 Please enter the position of the person indicated at 1.2.1
1.2.3 Please enter the name and contact details of the individual who has responsibility for enquires regarding centre recognition (if different from the above)
1.2.4 If applicable, please enter the position of the person indicated at 1.2.3
1.2.5 If different from the address provided at 1.1, please enter below the address details for the individual who has responsibility for enquires regarding centre recognition

Full postal address:

Telephone number: 
Fax number: 
Email address: 
1.3
Type of Centre

1.3.1 Please tick the relevant box (es) below to indicate what type of organisation the centre is:
· College of Further and Higher Education
· School

· Adult / Community Provider

· Voluntary organisation / Charity

· Employer

· HM prison / Young offenders institution

· Private training provider

· Other (please specify):
______________________________
Part 1.4
Awarding Organisation and other quality assurance details 
1.4.1 Please indicate if you have achieved, or applied for, centre recognition by another awarding organisation.


Please tick the appropriate box:  

· Yes




· No

1.4.2 If yes, please complete the following table: 

	Name of awarding organisation applied to
	Date of application
	Centre recognition obtained

Y / N
	If centre recognition was refused please provide details of reasoning
	If centre recognition was obtained but later withdrawn or suspended please provide details including dates.
	Date and details of reinstatement and, or overturning of refusal if applicable.

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


1.4.3 Is the centre involved with any externally accredited quality assurance programme?   For example: EFQM, ISO / BSI, Total Quality Management (TQM).

· Yes

· No

1.4.4 If you have ticked ‘Yes’ in 1.4.3 please state the organisation(s), agency(ies) or quality assurance initiative(s) concerned and indicate the date of the last inspection (if applicable).

	Quality assurance organisation / agency / initiative
	Date of last inspection

	
	

	
	

	
	

	
	


Insert additional rows if required

Part 2

Centre Requirements
Part 2.1
Policy and Procedure Statements
Please tick the box(es) below to confirm that the centre has currently in place the relevant and up to date arrangements / documentation relating to the policies, procedures and requirements below .  Please also indicate the date of the most recent version where requested. 
· Health and safety policy 
· Access to fair assessment statement

· Employer and public liability insurance certificate

· Disability Discrimination Policy

· Equal opportunities policy

· Child Protection / Protection for vulnerable adults
· Data Protection

Part 2.2
Centre Agreement and Declaration
Please tick the boxes below to demonstrate that the centre agrees to sign up to the centre requirements. 

2.2.1 Centre requirements relating to learners
I declare that this centre
· has, for learners who choose to have one, arrangements in place to obtain on their behalf a unique learner number (ULN) and a learner record.

· where learner consent is given, uses access to the record of the learner’s previous achievements in their learner record to ensure that opportunities for credit transfer and exemption are maximised

· has administrative systems in place to track the progress of learners towards their target awards

· will take all necessary steps to ensure that work submitted is the learner’s own and authentically completed.
· will ensure that valid and reliable assessments of learners’ achievements are conducted and that details of these are made available to CCEA.

· will have documented procedures for handling learner disputes and appeals against the centre’s internal assessment decisions. 

· will provide the public, learners and staff with centre policies and complaints procedure if requested.

2.2.2 Centre requirements relating to staff and resources

I declare that the centre:

· has the staff, resources and systems necessary to support the assessment of QCF units and the award, accumulation and transfer of credits and, where necessary, the recording of exemptions

· where appropriate, has arrangements in place that allow for recognition of prior learning (RPL)
· can hold and transmit securely details of assessment outcomes to CCEA

· will ensure the security and confidentiality of assessment materials and records, including examination question papers, examination scripts, records of marking, portfolios of evidence, before, during and after the assessment has taken place. 

· has a documented quality management system in place that is systematically reviewed to ensure that learner and staff needs are addressed, that all appropriate persons are kept up to date with the quality policy, procedures and standards, and that responsibilities for the management of these systems are clearly and appropriately allocated

· has effective communications systems in place both internally and with the awarding body / bodies, clients and learners
· will provide all new staff with an induction to the centre

· has an appropriate and effective system for the management of all sub-contracted services and that all policies and requirements referred to in this application will apply to all satellite sites affiliated to the centre, for example remote assessment sites or delivery points

2.2.3 Centre requirements relating to its obligations to CCEA

I declare that the centre:

· is aware that the information supplied to CCEA could be required by the regulatory authorities.

· agrees to provide CCEA and the qualifications regulators with access to relevant premises, people and records, and to cooperate with CCEA’s monitoring activities will ensure that internally assessed work is submitted to agreed deadlines as specified by CCEA.

· will report immediately to CCEA any suspected malpractice in line with the statutory regulation and respond speedily and openly to all requests for an investigation into an incident. A nominated representative of the centre will personally supervise all investigations resulting from an allegation of suspected malpractice / maladministration.

· will agree to provide the regulatory authorities and CCEA with access to premises, staff / contracted staff and records, and to cooperate with CCEA’s monitoring activities. 

· will ensure that it adheres to the procedures required by CCEA.  

· will ensure that all centre policies are up to date and reflect any legal changes which have been implemented or changes to the centre.

· agrees to comply with additional requirements as requested by CCEA following sufficient notice.

· has appropriate documentation that sets out the respective roles and responsibilities of each partner where partnership arrangements have been established

· complies with all relevant legal, regulatory criteria and codes of practice

· agrees to abide by all stipulations by CCEA concerning the use of its logo.

2.2.4 Centre agreement to the terms and conditions set out above
I …………………………………………………………[insert name of head of centre] declare that this centre agrees to adhere to the procedures and policies of the awarding body in respect of this application and accept that if the centre defaults on the commitments made in this application it may lead to the removal of its recognition status

I confirm that the centre understands that if this application is accepted it will form the contract between the centre and the recognising Awarding Body and subsequent awarding bodies to which this centre applies. 

I declare that I am the named point of accountability for the quality assurance and management for the assessment of units and qualifications and authorised by the above centre to supply the information given above and, at the date of signing, the information provided is a true and accurate record to the best of my knowledge.

_____________________________________

Signature

_____________________________________

Position

_____________________________________

Date
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