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[bookmark: _Toc240962941]Completing this Application Form

This application form is for use by new centres seeking approval to deliver Awarding Body for the Built Environment (ABBE) qualifications. This form should NOT be completed by existing ABBE Centres wishing to add further qualifications to their approval.  Existing ABBE Centres should complete the Application for Additional Qualification Approval available from the ABBE Enquiries team abbeenquiries@bcu.ac.uk.  
When completing this form, please ensure that all sections are completed, and the declaration has been signed by someone with authority to sign on behalf of the centre. 
The full criteria by which Centre Approval will be assessed is set out in Section Six of this form.  You are required to justify how you will meet the requirement against each criteria listed.  As part of the evaluation, ABBE requires access to all evidence cited in your application.
Please note, the centre application fee must be paid before your application and supporting documents can be reviewed.  Please ensure that the remittance advice is sent to abbe.finance@bcu.ac.uk. Centre application fees are non-refundable.
Once your application fees have been paid and your application has been reviewed internally, we will allocate an EQA to support you with the final stages of approval.
Centres applying to deliver ABBE’s national qualifications require an EQA Evaluation Visit, this is included in the centre application fee. Evaluation Visits must be conducted during an in-person visit, at the centre address as stated on the application form. The visit will be conducted at a time convenient to your centre and the ABBE Evaluator. Please be aware that it can take up to eight weeks to arrange a mutually convenient date for these visits, but this can be quicker, depending on availability. 
If the evaluator recommends approval, we’ll issue you with a formal approval letter and a Centre Agreement, which lays out the roles and responsibilities of a centre delivering ABBE qualifications.  You are required to sign the Centre Agreement before you can start to deliver ABBE qualifications.
If your application for approval is not successful, we’ll discuss this with you in full detail and offer guidance on any actions that can be taken to support a future application.
Please note, Centres applying to develop bespoke qualifications with ABBE can have a complementary EQA Advisory Visit in place of the Evaluation Visit. Advisory Visits can be conducted either in-person or remotely.
Should the EQA visit need to be cancelled or rescheduled, we ask centres to give the EQA and ABBE a minimum of five working days’ notice. 
To ensure continuing compliance with centre approval criteria, all approved centres are subject to EQA activity; by applying for approval, you are committing to maintaining standards to meet these criteria on an ongoing basis.

	[bookmark: _Hlk205460167]Need Help and Advice?

Prior to making an application for centre approval, you may request an advisory visit to help plan and prepare for the implementation of the qualifications, this can be in person or remote. For further information regarding this please contact ABBE on 0121 331 5174 or abbeenquiries@bcu.ac.uk. 





[bookmark: _Toc240962942]Section One - Centre Details

	Centre Name:
	


	Full Postal Address:
	


	Postcode:

	

	Telephone Number:
	


	Email address:
	


	Web Address:
	


	State your organisation type (e.g. School, College etc.)
	



Note: Information in this section will be displayed on the ABBE Website
[bookmark: _Toc240962943]Key Personnel Contact Details
	Job Title
	First Name & Last Name
	Email
	Telephone Number

	Owner/Director
	

	
	

	Finance Contact
	

	
	

	Lead IQA
	

	
	

	Main Contact at Centre
	
	
	



[bookmark: _Toc240962944]Details of Satellite Centres (if applicable)
A satellite centre is defined as premises at which training and assessment is undertaken as part of the main centre, but which has its own permanently located assessment and internal quality assurance team. 
	Contact Name:
	


	Full Postal Address:
	


	Postcode:

	

	Telephone Number:
	


	Email address:
	


	Lead IQA:

	


Note: where a centre wishes to use locations around the country for training purposes these would not be classed as satellite sites and their details do not have to be provided to ABBE.


[bookmark: _Toc240962945]Centre Status Information
For ABBE to confirm your organisation’s status, please provide the following information:
	Registered Company Name:
	


	Registration Number:
	


	Date Incorporated:
	


	Director’s Names:
	


	If you are unable to provide all details as requested above, please give the reasons why:

	


	Is your centre VAT exempt?
	Select	*If yes please attached VAT exemption evidence
Otherwise, please provide VAT Registration Number


	VAT Registration Number:

	



[bookmark: _Toc240962946]VAT Status
BACKGROUND: Education services are exempt from VAT if provided by an eligible body, to an eligible body.   
ELIGIBLE BODY: ABBE is not an eligible body; therefore, the crucial factor as to whether it charges VAT on its services, at standard rate, is dependent on the status of its customer.  For ABBE to be able to invoice you without charging VAT we need confirmation that you are an eligible body and are exempt from VAT.  In most cases limited companies will not be eligible bodies and in these circumstances, ABBE will charge VAT on its services at the standard rate.  
EVIDENCE: If you believe that your organisation can receive invoices from ABBE without VAT, we require evidence that you are an eligible body.  ABBE will issue or continue to issue invoices with VAT charged at the standard rate until it receives such evidence.  
STATUTORY REFERENCES: Section 4 of HM Revenue and Customs Notice 701/30 on Educational and Vocational Training may help you to determine whether you are an eligible body or you may wish to seek appropriate financial advice.



[bookmark: _Toc240962947]Section Two - Centre Approval History
If your centre is approved by other Awarding Organisation(s), please provide further details:
	Awarding Organisation Name
	Centre Number:

	

	

	

	

	

	




	Has your centre ever had a previous Centre approval application declined or withdrawn by any Awarding Organisation?

	Choose an item.
	If yes, state by whom, for what reason, the sanction imposed, the action taken, the outcome and current position.

	





















[bookmark: _Toc240962948]Section Three – Qualifications

	Details of the qualification(s) to be offered

	Qualification Title
	Qualification Level
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[bookmark: _Toc240962949]Section Four - Centre Personnel
[bookmark: _Toc240962950]Internal Quality Assurer(s)
For each qualification for which approval is sought, please detail the Internal Quality Assurer(s) (IQA) responsible for this qualification, the qualifications they hold, and the number of Assessors allocated to them. Also detail how the occupational requirements for the IQA of the qualifications will be met.
	Qualification Title and Level
	IQA Name
	List the Qualification(s) held 
	No. of allocated Assessors
	State how occupational competence requirements are being met

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



[bookmark: _Toc240962951]Assessor(s)
For each qualification for which approval is sought, please detail the Assessor(s) responsible for this qualification, the qualifications they hold, and the IQA allocated to them. Also detail how the occupational requirements for the Assessor of the qualifications will be met.
	Qualification Title and Level

	Assessor Name
	List any relevant Qualification(s) held
	Name of IQA allocated
	State how occupational competence requirements are being met

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	
	
	



	
	
	




	
	
	



[bookmark: _Toc240962952]Section Five - Documentation
The following documents must be included with your completed Centre Approval application form:
	[bookmark: _Hlk144215265]Organisational Chart
	X

	Identifying the ‘single named point of accountability’ within the centre, the assessment and internal quality assurance team and the details of any satellite centres.  The chart should be specific to the qualifications being applied for and should show the responsibilities and communication channels of all staff

Save file as: Organisation chart
	




☐

	Occupational Competency Records
	X

	Evidence of the assessors’ and internal quality assurers’ qualifications, continuing professional development record, CV and relevant experience.  These documents must show how the individual meets the occupational competence requirements of the qualification(s) to be offered.

Save file(s) in a Named Folder for each Assessor/IQA

	




☐

	Equal Opportunities Policy
	X

	Please include your centre’s equal opportunities policy.  

Save file as: Equal Opportunities Policy
	   
☐


	Equal Access to Assessment Policy
	X

	Please include your centre’s equal access to fair assessment policy.  This should include details of the arrangements that will be made for learners with particular assessment requirements and the plans that are in place to monitor and review learner’s achievements in relation to access to fair assessment.

Save file as: Equal Access to Fair Assessment Policy

	




☐

	Conflict of Interest Policy
	X

	As part of the centre approval process, all centres are required to have in place a conflict-of-interest policy detailing how conflicts of interest are managed within the centre. A centre must have systems and checks in place to ensure that an assessment or internal quality assurance activity is not undertaken by anyone who has a personal interest in the result of the assessment. Any potential or actual conflicts identified by the centre or by a member of ABBE external quality assurance team, must be reported to ABBE.

Save file as: Conflict of Interest Policy
	







☐

	Procedure to be Implemented if Unable to Deliver Qualifications
	X

	This procedure should detail the actions that would be implemented should the centre withdraw from delivering ABBE qualifications.  This policy should include details of the support that would be provided to learners in such an event to protect their interests and when ABBE would be notified. It should also include a process for providing ABBE with the contact details for in progress learners.

Save file as: Procedure to be implemented if unable to deliver qualifications

	




☐

	Process for Notifying ABBE of Significant Centre Changes
	X

	This document should outline how ABBE will be kept informed of any material changes to centre practice or operations, e.g. replacement of a key member of staff, internal quality assurer, etc.

Save file as: Process for notifying ABBE of Significant Centre Changes
	


☐

	Assessment Policy	
	X

	This document should detail how learner induction, initial assessment and ongoing assessment will be undertaken and recorded. The document should also map the qualification assessment criteria and learning outcome to the assessment methodology.

Save file as: Assessment Policy	
	

☐

	Statement on Access to Resources
	X

	Detailing the arrangements the centre will have in place to ensure learners can access the appropriate resources to meet the evidence and assessment requirements of the qualification. This should include details in relation to any online systems/licences required for the assessment of the qualification.

Save file as: Statement on Access to Resources	
	


☐

	Malpractice Policy
	X

	This document should clearly outline how the risk of malpractice and maladministration is mitigated, how it is detected and the steps to be taken by the centre to investigate malpractice or maladministration if it is suspected.  It should clearly point out at what point ABBE will be notified.

Save file as: Malpractice Policy
	



☐

	Appeals Policy	
	X

	This document should clearly outline the steps to be taken by a learner when they want to appeal against a centre decision.  It should clearly point out that only when the centre’s appeals procedure has been exhausted, can the learner approach ABBE to escalate their appeal against the centre’s decisions.

Save file as: Appeals Policy
	



☐

	Complaints Policy	
	X

	This document should clearly outline the steps to be taken by a learner when they want to complain against a centre decision.  It should clearly point out that only when the centre’s complaint procedure has been exhausted, can the learner approach ABBE to escalate their complaint.

Save file as: Complaints Policy
	



☐

	[bookmark: _Hlk144208100]Health and Safety Policy
	X

	Showing the arrangements that are in place to ensure that equipment and accommodation used in the delivery and assessment of the qualifications meet the requirements of relevant legislation.

Save file as: Health and Safety Policy
	


☐

	Evidence of VAT Exemption Status (if required)
	X

	VAT exemption certificate or organisational statement (if applicable).

Save file as: Evidence of VAT eligible body status (VAT exempt certificate)
	

☐

	Please note, ABBE will not consider your centre application unless all the above documents are included.  If you are unable to provide any documents at this time, please contact abbeenquiries@bcu.ac.uk.


	
	
	



	
	
	




	
	
	



[bookmark: _Toc240962953]Section Six - Justifications
For each of the criteria outlined below, justify how your centre will meet the requirement.
[bookmark: _Toc240962954]Resource
	Criteria - How will your centre ensure that:
	Centre Justification
	EQA Comments
	Action

	There are sufficient competent and qualified assessors

	
	
	

	There are sufficient competent and qualified internal quality assurers
	
	
	

	Staff development is provided for assessors and internal quality assurers in line with identified needs
	
	
	

	Resources are made available in line with identified needs required for qualification achievement
	
	
	



[bookmark: _Toc240962955]Learner Support
	Criteria - How will your centre ensure that:
	Centre Justification
	EQA Comments 
	Action 

	Information, advice and guidance about the qualification and assessment, including the appeals procedure, are provided to learners
	
	
	

	Learner's development needs are matched against the requirements of the qualification
	
	
	

	Assessment planning is regularly reviewed with the learner
	
	
	

	Access to assessment is encouraged through the use of a range of valid assessment methods
	
	
	

	Specific assessment requirements of learners are identified and met where possible
	
	
	

	Unit certification is made available to learners

	
	
	




[bookmark: _Toc240962956]Quality Assurance and Assessment Review
	Criteria - How will your centre ensure that:
	Centre Justification
	EQA Comments 
	Action 

	Assessment decisions are adequately sampled by IQA to ensure the required qualification standards are met
	
	
	

	Records of internal quality assurance activities meet ABBE's requirements and ensure valid, reliable and consistent assessment
	
	
	

	Assessment mapping documentation ensures all ACs are appropriately addressed
	
	
	

	Actions identified during external quality assurance activities are disseminated to appropriate staff and addressed accordingly
	
	
	

	The Centre has provided the ABBE EQA with details of the locations and assessors allocated to each learner
	
	
	

	Requests from ABBE are complied with for access to premises, people and records for the purpose of monitoring activities
	
	
	

	Evidence is presented in a format that facilitates ease of external quality assurance
	
	
	

	Assessment decisions sampled meet the evidence requirements of the qualification(s)
	
	
	

	Evidence presented in learner portfolios is authentic
	
	
	

	If simulation can be used, it falls within the guidelines of the qualification
	
	
	









[bookmark: _Toc240962957]Management and Administration
	Criteria - How will your centre ensure that:
	Centre Justification
	EQA Comments 
	Action 

	The centre's policies in relation to ABBE's qualifications are supported by senior management and understood by the assessor and internal quality assurance team
	
	
	

	The centre's policies, including access and fair assessment policy and practice, are complied with
	
	
	

	There is effective communication within the assessor and internal quality assurance team and with ABBE
	
	
	

	The External Quality Assurer (EQA) and ABBE are notified of any changes that may affect the centre's ability to meet ABBE's requirements
	
	
	

	The roles and responsibilities of the assessors and internal quality assurers across all assessment sites are defined and understood
	
	
	

	Assessors and internal quality assurers have sufficient time, resources and authority to perform their roles and responsibilities effectively
	
	
	

	Learner information and details of achievements are complete and accurate, and retained and transmitted in line with ABBE's requirements
	
	
	

	Queries between the centre and ABBE about the qualification specification, assessment guidance or related ABBE material are resolved
	
	
	

	Information and recording systems enable learners' achievements to be monitored and reviewed in relation to equality, diversity and inclusion
	
	
	

	Centre's achievements, and learner, employer and other feedback are used to evaluate the quality and effectiveness of qualification provision
	
	
	

	The Centre has a written procedure that would be implemented in the event that they had to withdraw from their role of delivering qualifications to include a plan to share learner contact details with ABBE
	
	
	


	
	
	



	
	
	




	
	
	



[bookmark: _Toc240962958]Section Seven - Centre Declaration
I declare that the information contained in this application is correct and current, and that I am authorised to make this application to be registered as an assessment centre with ABBE.
	
	Please “x” to confirm your acceptance of the following

	I confirm that on behalf of the Centre, I agree to:

	


	· Operate in accordance with ABBE policies, regulations, requirements, procedures and guidelines; including any revisions or additions to those policies, regulations, requirements, procedures and guidelines that may apply.

	☐

	· Ensure there is sufficient financial, technical and staffing resources to support the appropriate delivery of ABBE qualifications for which approval is sought.

	☐

	· Undertake the delivery of all ABBE qualifications in accordance with Equalities Law.

	☐

	· Provide access to premises, people and records as required.
	☐
	· Co-operate with ABBE’s monitoring activities and assist in any investigations made for the purposes of performing its functions

	☐

	· Ensure that the currency and accuracy of all documents specified in the attachments list will be maintained and implemented appropriately.

	☐

	· Ensure that promotion or advertising of ABBE qualifications is done in such a way as to not be misleading.

	☐

	· Ensure that any potential conflicts of interest are reported to ABBE as soon as they occur.
	☐

	I understand that the new centre application fee is non-refundable.
	☐


	Name:

	
	Position:
	

	*Signed:

	
	Dated: 
	


*To be signed by head of centre or similar on behalf of the centre - Signature should be handwritten in ink or a scanned digital signature (it must not be typed)

Please email your completed application and supporting documents to: abbeenquiries@bcu.ac.uk
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