


[image: Generic Cover-2]Application to become a 
Future (Awards and Qualifications) Ltd 
Approved Centre 



















































This document is copyright under the Berne Convention. All rights are reserved. Apart from any fair dealing for the purposes of private study, research, criticism or review, as permitted under the Copyright, Designs and Patents Act 1998, no part of this publication may be reproduced, stored in a retrieval system, or transmitted in any form or by any means, electronic, electrical, chemical, mechanical, optical, photocopying, recording or otherwise, without prior written permission of the copyright owner. Enquiries should be addressed to Future (Awards and Qualifications) Ltd.

Copyright © Future (Awards and Qualifications) Ltd 2018



	Centre Contact Name
	

	Date of Application
	



Raise your profile as a forward thinking organisation.

When you apply to make your organisation a FutureQuals Awards approved centre, you’ll be taking an important step towards helping your business grow and supporting your learners’ future by offering the most up to date qualifications that are relevant in the industries we support.

Simply by becoming a FutureQuals approved centre, your organisation will be seen as a leading provider of state of the art training and education. If you are not already a FutureQuals approved centre, but would like to deliver our qualifications, you will need to fill in a Centre Approval Application Form.


1. Please familiarise yourself with our policies, procedures and guidance pack before completing this form: http://www.futurequals.com/centres/index.html 

2. Please complete all sections of the form below and return to FutureQuals. You can return the form either by email at qualityassurance@futurequals.com or via post to:

Future (Awards and Qualifications) Ltd
EMP House
Coalville
Leicestershire
LE67 3HE

Use the checklist provided in section 7 to ensure your application is complete.

3. The Centre Approval Fee is detailed in our Fees and Pricing List; we accept payment by cheque or on account, please also refer to our Invoicing Policy.
(A credit account application will need to be completed and approved if paying on account, see 2.3)

4. You will receive confirmation in writing of receipt of your application. Upon receipt of payment of your Centre Approval Fee, you will be given access to upload your policies, procedures, CVs and certificates in support of your application. Once we have received all the required documentation, we will pass your application to an External Quality Assurer for review. 

5. After your approval review you will be notified of the outcome via email or post. If successful you will be issued with a centre approval certification. If unsuccessful an action plan will be provided.  













Part 2:  Centre Details




	Registered Company Name:

	


	Centre Address:
(We must have an address and not a PO Box. This is an Ofqual requirement)
	

	Registered Company Address:                                          (if different to above)
	

	Centre Invoice Address:

	


	VAT Number or Registered Charity Number
(If applicable)
	

	Company Registration Number
	

	Satellite Centre Addresses (if appropriate)
(Any Overseas assessment sites must be accredited as separate sites)
	



	[bookmark: top]UK Register of Learning Providers Number:
http://www.ukrlp.co.uk.
see part 3 compliance, Pg9
	

	Centre Tel No:
	

	Centre Web Address:
	

	Centre Type:
(please place a tick beside the most appropriate option)


	FE – General
	
	Hospital/Health Service
	

	
	FE – Specialist
	
	Voluntary Organisational/Charity
	

	
	Higher Education Institution
	
	School/ Sixth Form College
	

	
	Prison
	
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Local Authority 
	

	
	Private Training Provider
	· 
	Adult/Community Provider
	

	
	Employer
	
	Other (please specify)
	

	Approval Type:
(please place a tick beside the option required)
	Ofqual Regulated Qualifications 
	
	SQA (SCQF) Qualifications
	

	Source(s) of Funding:
(please place a tick beside all options that apply)





	SASE/SASW Apprenticeship Funding 
	
	Government Adult Skills Funding (ASB/AEB)
	

	
	Trailblazer/Apprenticeship Standards Funding
	
	Adult Learner Loans
	

	
	Local Flexibilities Funding
	
	ESF Funding
	

	
	Self-funded by Learner
	
	Employer funded
	

	
	
	
	Other (please specify)
	

	Contract Type: (please place a tick beside the option require)
	Prime Contract Holder




	
	Sub-Contractor (If you are sub-contracting please list all Prime Contract Holders below)

	



			CUSTOMER VAT STATUS CONFIRMATION REPLY SLIP

Company Name:

Approved Centre Number (if known):

Please confirm your status by ticking the appropriate boxes.

1.	School, university, sixth form college, tertiary college, further education college or other centrally funded higher or further education institution (defined as such under the Education Acts) or the governing body of one of the institutes;

2.	Local authority;   

3.	Government department or executive agency;   

4.	Non-profit making body that carries out duties of an essentially public nature similar to those carried out by a local authority or government department;   

5.	Health authority;   

6.	Non-profit making body that meets the following conditions:
A charity; professional body; company limited by guarantee; or an ad hoc group organising specific conferences or training events that cannot and does not distribute any profits it makes; applies any profits that might arise from its supplies of education research or vocational training to the continuance or improvement of such supplies;  

We are not an eligible body but:

7.	We are a commercial provider of vocational training and the consideration payable is ultimately a charge to funds provided pursuant to:
Section 2 of the Employment and Training Act 1973,
Section 1A of the Employment and Training Act (Northern Ireland) 1950 or
Section 2 of the Enterprise and New Towns (Scotland) Act 1990     

8.	We are a commercial provider that contracts or sub contracts to provide and our services are ultimately funded by:
    	The Chief Executive of Skills Funding under Part 4 of the Apprenticeships, Skills, Learning and Children Act 2009;
or The National Assembly for Wales under Part II of the Learning and Skills Act 2000   

9.	We are a commercial provider of apprenticeship level 3 and above training to students aged 24 and above.   

10.	We are none of the above.   

If you have selected options 7, 8 or 9 please confirm your level of funding:

11.	We are a commercial provider that only delivers qualifications that are funded (for example, by the Skills Funding Agency)   

12.	We are a commercial provider that delivers qualifications that are both funded (for example, by the Skills Funding Agency) and non-funded (for example, non-apprenticeship level 3 qualifications for learners aged 24+)   

Authorised Signatory Name:                                                                         Date:


Signature:

	2.1: Centre Contacts 



	Name of Head of Centre:
	

	Centre address:
(if different from the one provided above)
	

	Head of Centre Tel No:
	

	Head of Centre Fax No:
	

	Head of Centre Email address:
	



	Name of Quality Assurance 
Co-ordinator:
	

	Quality Assurance Tel No:
	

	Quality Assurance Email address:
	



	Name of Exams Officer:
	

	Exams Officer Tel No:
	

	Exams Officer Email address:
	



	Name of Finance Officer:
	

	Finance Officer Tel No:
	

	Finance Officer Email address:
	



	Name of QMIS User:
	

	Tel No:
	

	Email address:
	



	Name of QMIS User:
	

	Tel No:
	

	Email address:
	



	Name of QMIS User:
	

	Tel No:
	

	Email address:
	









	2.2: Centre History



	Are you an Approved Centre for any other recognised Awarding Organisation?

 Yes/No (delete as appropriate)


	(If Yes, please name at least one recognised Awarding Organisation and give your Centre Number below)




	Have you ever been refused an approval by a recognised Awarding Organisation or had direct claims status or centre approval removed for any qualification or sector?

(Please add in the notes at the end of this section why your centre was sanctioned.)



	

Refused by an Awarding Organisation.
Yes/No (delete as appropriate)

Had direct claims status or centre approval removed for any qualification or sector?
Yes/No (delete as appropriate) 

If Yes please provide details below:

· Name of recognised Awarding Organisation
· Reason for Refusal/Removal
· Date of Refusal/Removal

	












	2.3: Centre Credit Account Request



	
FUTUREQUALS Approved Centres must complete the new Credit Account Application Form if they wish to request a credit account on our agreed 30 day payment terms.

By completing this Credit Account Application Form, you are authorizing a credit, identity and consumer check against your Company and Directors, as well as the Trade References.  Upon receipt of the completed application we will contact the credit agency that we use. A decision will be made regarding as to whether credit is offered and the extent of credit limit, this will be in conjunction with the quality of Trade References supplied. 

Failure to maintain our payment terms may result in the withdrawal of your credit account.
If we do not have a signed copy of the Credit Account Application Form your account will revert to cash only. 

The following payment methods are currently accepted by FUTUREQUALS:
•	Cheque
•	Bank transfer - Details for BACS transfer can be found on all invoices or on our website www.futurequals.com




	Monthly Credit Requested       £
	

	Payment Method
	BACS/Cheque



	Directors Information 

	Director Name & ID Number
	
	Date Of Birth
	dd/mm/yyyy

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	






	Trade References (please supply two)

	Company Name 
	
	Contact
	

	Company Registration Number 
	

	Address 
	

	Town 
	
	Postcode
	

	Phone 
	
	E. Mail
	 

	Company Name
	
	Contact
	

	Company Registration Number
	
	 
	 

	Address 
	

	Town 
	
	Postcode
	

	Phone 
	 
	E. Mail
	




	Signature
	

	Date
	

	Print Name
	 

	Title
	 
  


FUTUREQUALS USE ONLY				

Credit/Identity/Consumer Check 		Date                        	 
		

1st Trade Reference Received    		Date	
	
	
2nd Trade Reference Received    		Date	
		

Credit Limit Set


Authorised by					Signed	
		

Date			 
		 
		 



Credit Score and information is attached on reverse   
































Part 3:  Compliance 


	Confirmation that this Centre:
	Are you compliant?

	Has a named point of accountability for quality assurance & management
You must always keep Future (Awards and Qualifications) Ltd up to date regarding:
· Head of Centre 
· Manager (Quality Assurance)
· Address
· Change of ownership
Communication with your External Quality Assurer is important on keeping us informed.
	
Yes

No





	Agrees to provide access to FutureQuals & its regulators 
The Centre agrees to assist the Awarding Organisation in carrying out any reasonable monitoring activities and to assist its regulators (Ofqual in England, SQA in Scotland,  CCEA in Northern Ireland and Qualifications Wales) in any investigations made for the purposes of performing their functions. This will include providing access to FutureQuals & its regulators and complying with requests for information or documents made by FutureQuals or the regulators as soon as possible
	No
Yes


	Has documented roles & responsibilities for all those involved in the management, quality assurance, delivery, assessment and verification of FutureQuals qualifications.
Centres will need to provide details on the roles of those involved with FutureQuals qualifications
	No
Yes


	  Has the appropriate managerial, other resources and systems necessary to support the delivery, assessment and verification of units and qualifications.
Centres will need to ensure that their managers, delivery, assessment, verification and quality assurance staff are appropriately experienced / qualified / competent to meet the requirements of the Assessment Strategies and/or Principles prescribed. Your FutureQuals External Quality Assurer will work with you to advise and support on the actions you may need to take as a centre to ensure that your staff continue to meet delivery, assessment and verification strategy requirements. FutureQuals will also supply links to any prescribed Assessment Strategies and/or Principles through its website. 
	No
Yes


	Has the appropriate infrastructure, equipment and facilities to securely deliver assessments in both electronic and paper-based formats where appropriate.
Centres will need to ensure that they have appropriate resources in place for the delivery of externally set and marked assessments. This will include: staff with relevant expertise and experience to deliver the qualifications and assessments, policies and procedures for invigilation of assessments and security of examination materials and suitable ICT facilities and support to carry out assessments which comply with stated assessment conditions, processes and protocols.
	No
Yes


	
Has a documented Internal Quality Assurance process to monitor the internal assessment processes.
Centres will need to demonstrate that assessment is being monitored for consistency, reliability, inclusiveness, transparency and validity over time. 
	Yes
No


	Operates an Appeals and/or Complaints process for the benefit of Learners
The Centre should have a documented process.
All records relating to this must be available to the External Quality Assurer.
	No
Yes


	Have an arrangement in place to obtain if required a unique learner number (ULN) and a learner record on behalf of your learners, 
For centres wishing to offer qualifications, the centre “unless a learner chooses not to have one, has arrangements in place to obtain on behalf of its learners a unique learner number (ULN) and a learner record”

Unique Learner Number is defined as “the unique number that is used to identify an individual learner” and Learner Record is defined as “an authoritative record of all credit and qualification achievements made by an individual learner in the RQF”. 
Although FutureQuals is able to accept learner registrations without a ULN, all approved centres registered with any Awarding Organisation are required to establish systems to obtain ULNs and a Learner Record on behalf of their learners and this may be a requirement for you to draw down public funding. Centres should familiarise themselves with the requirements and process for obtaining ULNs. . 
Current information on registering for the Learner Registration Service and obtaining ULNs is available on:  www.learningrecordsservice.org.uk
	Yes
No


	Has administrative systems for tracking learner progress 
Your centre will need to have in place administrative systems for tracking learner progress. Centres will need to reassure themselves that their systems will be sufficient to track learner progress in a way that is appropriate.
	No
Yes


	Has the ability to hold & transmit assessment outcomes securely.
Centres will need to hold assessment outcomes securely as part of its current arrangements with FutureQuals and transmits these securely to FutureQuals either through centre login.
	No
Yes


	Has arrangements in place that allow for recognition of prior learning (RPL) 
Recognition of Prior Learning is defined as “a method of assessment that considers whether a learner can demonstrate that they can meet the assessment requirements for a unit through knowledge, understanding or skills they already possess and do not need to develop through a course of learning”.
	Yes
No


	Has arrangements to prevent, investigate and deal with malpractice, plagiarism and maladministration
Centres will be requested to provide details on this and respond to any requests made by FutureQuals.
	No
Yes


	Meets the requirements of the relevant Equalities and Health and Safety Legislation
Centres are required to demonstrate how they meet legal requirements with respect of equality; diversity; equal opportunities; and health and safety.
In addition, centres must also show how they monitor the above.
	Yes
No


	Has a culture of continuous improvement 
Centres will need to provide details on their review and self-assessment activities, continuous professional development of their staff and action plans to ensure effective and compliant systems.  
	Yes
No





















Part 4:  Qualification Approval 



Details of all FutureQuals Qualifications are available at www.futurequals.com 

	Qualification Number
	

	Qualification/Award Title (Including Level)
	

	Programme leader Information
	Programme Information

	Job Title 
	
	Number of expected learners:
	

	Title
	
	Number of Assessors:  
	

	Name
	
	Number of Verifiers:  
	

	Surname
	
	Number of Tutors:  
	



	Qualification Number
	

	Qualification/Award Title (Including Level)
	

	Programme leader Information
	Programme Information

	Job Title 
	
	Number of expected learners:
	

	Title
	
	Number of Assessors:  
	

	Name
	
	Number of Verifiers:  
	

	Surname
	
	Number of Tutors:  
	



	Qualification Number
	

	Qualification/Award Title (Including Level)
	

	Programme leader Information
	Programme Information

	Job Title 
	
	Number of expected learners:
	

	Title
	
	Number of Assessors:  
	

	Name
	
	Number of Verifiers:  
	

	Surname
	
	Number of Tutors:  
	



	Qualification Number
	

	Qualification/Award Title (Including Level)
	

	Programme leader Information
	Programme Information

	Job Title 
	
	Number of expected learners:
	

	Title
	
	Number of Assessors:  
	

	Name
	
	Number of Verifiers:  
	

	Surname
	
	Number of Tutors:  
	



	Qualification Number
	

	Qualification/Award Title (Including Level)
	

	Programme leader Information
	Programme Information

	Job Title 
	
	Number of expected learners:
	

	Title
	
	Number of Assessors:  
	

	Name
	
	Number of Verifiers:  
	

	Surname
	
	Number of Tutors:  
	



If you require approval for more qualifications, please copy this page.

Please Note: You should ensure you that for each Qualification you have documented plans on how you wish to deliver, assess and quality assure the qualification. You must produce for your External Quality Assurer all Staff CVs and Original Certificates. Without this the Programme will not be supported.

[bookmark: _GoBack]
Part 5:  Centre Declaration




	
· I confirm that the Centre will meet all the requirements of FutureQuals Approval Criteria as detailed on the FutureQuals website in respect of this application, and that the details are, to the best of my knowledge, correct.
· I confirm that all staff members involved in the delivery of the qualifications are occupationally competent 
· I confirm that the Centre will collect all personal data in accordance with the Data Protection Legislation, and in particular that it has the consent of the learner.
· I accept that FutureQuals will hold and process electronically the information given and may use it for any purpose deemed relevant to the product.
· I confirm that the Centre will work with FutureQuals to protect learners’ interests if centre approval ends
· I confirm that the Centre’s Senior Management Team supports this application to become a FutureQuals Approved Centre.
· I agree to pay the Approval Fee as indicated in the Fees List on the website

Please sign to confirm the following statements (you may type names if completing this form electronically)


	Signed:
(Appropriate Senior Personnel)
	

	Job Title:
	


	Full Name: (Please print)
	

	Date:
	








Part 6:  Feedback





How did you find out about these products?

	Business Referral 
	
	Press Article/ Advert
	

	Name of business:
	Learner Referral
	

	FutureQuals Website
	
	Name of referral:

	Provider Website
	
	FutureQuals Sales/Marketing call
	

	Name of Provider:
	Social Network
	

	Google Search
	
	Name of site:











Part 7:  Centre Checklist




Use this checklist to ensure your application is complete before submission to Future. Upon completion and full payment made, you will receive a log in to your Huddle workspace to upload your policies, procedures, CV’s and certificates. 

	Evidence
	Confirm
	Print Name
	Comments

	Centre Approval Application Form fully completed
	Yes

No
	
	

	Centre Key Contacts Added
	Yes

No
	
	


	Qualifications required added
	Yes

No
	
	

	Centre Approval fee paid
	Yes

No
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