

Section 3A
To be completed by all organisations seeking recognition to assign credit and/or award credit.

This evidence is required in all organisation applications.

Initial contact

Contact with CQFW

Provide details of the initial contact, with date, and the specific person with whom discussions took place at the CQFW regarding this proposal.
	

	     



Capacity building
Your organisation will be required to attend capacity building session(s) and recognition application form training for discussion of the paperwork completion ready for submission.

All capacity building sessions and meeting dates, along with submission deadline requirements can be found on the website:

 www.cqfw.net
Complete the attendance form as required.

These sessions are compulsory for submission to assign and/or award of credit.

Recognising the organisation
This section provides essential organisational information and a statement of commitment to the principles of the CQFW.

	Organisation name.
	     

	Acronym/Abbreviation or other ‘trading name’.
	     

	Main Address and Post Code.
	     

	Main telephone number.
	     

	Main fax number.
	     

	Main/general e-mail address.
	     

	Main Website address.
	     

	Primary contact – please provide the full name of the most senior member of staff who is accountable for the quality of the credit-based learning
	     

	Job title
	     

	Address and Post Code
	     

	Telephone number
	     

	Fax number
	     

	E-mail address
	     

	Describe legal status of organisation, eg Ltd., Co., PLC, registered charity, not‑for-profit organisation, association etc.
	     

	Provide details of any formal relationships or partnerships that your organisation has developed for the processes to assign and/or award credit.
	     

	If you are seeking to be recognised only to assign credit: explain any arrangements that your organisation will establish for the award of credit.
	     

	If you are seeking recognition only to award credit: explain the arrangements that your organisation will establish for awarding the assigned credit on behalf of other recognised bodies.
	     


	Code
	Organisation Sector Subject Area
	Yes/No

	  1
	Health Public Services and care
	 FORMDROPDOWN 


	  2
	Science and Mathematics
	 FORMDROPDOWN 


	  3
	Agriculture, Horticulture and Animal Care
	 FORMDROPDOWN 


	  4
	Engineering and Manufacturing Technologies
	 FORMDROPDOWN 


	  5
	Construction, Planning and the Built Environment
	 FORMDROPDOWN 


	  6
	Information and Communication Technology
	 FORMDROPDOWN 


	  7
	Retail and Commercial Enterprise
	 FORMDROPDOWN 


	  8
	Leisure, Travel and Tourism
	 FORMDROPDOWN 


	  9
	Arts, Media and Publishing
	 FORMDROPDOWN 


	10
	History, Philosophy and Theology
	 FORMDROPDOWN 


	11
	Social Sciences
	 FORMDROPDOWN 


	12
	Languages, Literature and Culture
	 FORMDROPDOWN 


	13
	Education and Training
	 FORMDROPDOWN 


	14
	Preparation for Life and Work
	 FORMDROPDOWN 


	15
	Business, Administration and Law
	 FORMDROPDOWN 


	16
	Other (specify) check with the QCA Website for Sector Specific list www.qca.org.uk
	 FORMDROPDOWN 



	Organisational links – if appropriate.  Give an explanation of the links that your organisation has with any relevant Sector Skills Councils, Standard Setting Bodies and, or professional bodies.

	     


The primary contact identified is the single named person, responsible across the organisation and accountable to the CQFW for ensuring that the organisation:
· Adheres to the principles of the CQFW Common Accord.

· Operates within the guidelines of the CQFW to assign and/or award credit.

· Maintains systematic arrangements for ensuring quality, rigour and comparability in the application, use and provision of information on credit, as detailed in this submission.

I agree on behalf of the organisation:

· To conform to the principles to assign and/or award credit as identified in the CQFW Common Accord.

· To update information and inform your main contact at CQFW of any key or significant changes to include:

· Ownership.

· Partnership arrangements.

· Corporate or Governance Structure.

· Legal identity.

· Key personnel in the operation and delivery of the service provided.

· To adhere to the operational guidelines of the CQFW for assigning and awarding 

· To provide access to premises, meetings, documents and data regarding the assigning and/or awarding of credit.
· To promote the CQFW.

	Signed:
	     

	Date:
	     


An electronic signature is acceptable.

	Application form for recognition to assign credit – (Section 3B)

	Organisational structure, aims and expertise
Essential information required:

· Overview (eg organisational chart) of the key personnel involved in the assigning credit process.

· Responsibilities of key members of staff involved in the assigning of credit process.

· Overview of processes for appointing, training and monitoring specialists (internal staff and external consultants) involved in constructing units.


	Describe:

a. How the development and submission of units fits in with the organisation’s aims and purposes.

b. How the principles for assigning credit as laid out in the CQFW Common Accord and the CQFW Handbook are embedded within the organisation.

c. How the organisation ensures it has the appropriate skills, knowledge and expertise to develop and submit units into the CQFW.


	Organisational evidence and response:

     

	External reviewer comments:

     

	Internal reviewer comments:

     

	Identification of need for unit/programme/framework
Essential information:

· Summary of the unit identification process.

	Describe:

a. The processes the organisation uses to identify the need for a unit(s).

	Organisational evidence and response:

     

	External reviewer comments:

     

	Internal reviewer comments:

     

	Design and development process
Essential information required:

· Summary of the unit(s) development process.



	Ensure you describe how the organisation:

a. Manages development activity.
b. Ensures learning outcomes and their attendant assessment criteria are clear and unambiguous.

c. Determines the appropriate level for the unit(s).

d. Determines the appropriate Credit Value for the unit(s).

e. Specifies any particular assessment requirements for a unit(s) where this is appropriate.



	Organisational evidence and response:

     

	External reviewer comments:

     

	Internal reviewer comments:

     


	Relationship of unit content to relevant national/industry standards and legislation

Essential information required:

	Provides details of how the organisation:
a. Identifies and incorporates legislation relating to the relevant sector, diversity and equality, and the Welsh language if appropriate, into units.

b. If applicable, identifies the relationship between units and industry/learning sector standards.

c. If applicable, references unit content to the relevant Basic and Key Skills standards.



	Organisational evidence and response:

     

	External reviewer comments:

     

	Internal reviewer comments:

     

	Quality assurance: consistency and reliability in the internal design, development and approval process for units, programmes and frameworks
Essential information required:
· Summary of the organisation’s standardisation process and naming the team/posts(s) involved.


	Describe how the organisation:
a. Ensures consistency and reliability between units as they are produced.
b. Evaluates the application of the quality assurance procedures described in the sections above.


	Name the team/post(s) responsible for:
c. Ensuring that quality assurance procedures are applied.

d. Checking that the unit pro forma is submitted accurately to CQFW.


	Organisational evidence and response:

     

	External reviewer comments:

     

	Internal reviewer comments:

     

	Review processes
Essential information required:
· Summary of review process.


	Describe how the organisation:
a. Reviews the ongoing relevance of units/programmes/frameworks in relation to sectoral and learning contexts.

b. Maintains a self-assessment process.


	Name the team/post(s) responsible for:
c. The review process.


	Organisational evidence and response:

     

	External reviewer comments:

     

	Internal reviewer comments:

     


	Application form for recognition to award credit – (Section 3C)

	Organisational aims, structure and relationships
Essential information required:

· Overview (eg organisational chart) of the key personnel involved in the awarding of credit process.

· Responsibilities of key members of staff involved in the awarding of credit (assessment, awarding, certification, quality assurance and contact with centres) process.

· Overview of processes for selecting staff and consultants with appropriate expertise in the award of credit.



	Describe:

a. How the awarding of units fits in with the organisation’s aims and purposes.

b. How the principles for awarding credit as laid out in the CQFW Common Accord are embedded within the organisation.

c. How the organisation ensures it has the appropriate skills, knowledge and expertise to award credit.

d. The arrangements for ensuring a clear distinction between the award of credit function and other functions within the organisation.



	Organisational evidence and response:

     

	External reviewer comments:

     

	Internal reviewer comments:

     

	Centre administration
Essential information:
· The process for Centre approval.

· Centre approval criteria

· Guidelines defining a centre’s role, responsibility and accountability.

	Describe the organisation’s:
a. Processes for approving and managing centres.

b. Monitoring the above arrangements.


	Organisational evidence and response:

     

	External reviewer comments:

     

	Internal reviewer comments:

     

	Assessment and verification of achievement
Essential information required:

· Assessment policy/guidelines.

· Assessment guidance issued to centres (if different from above).

· Summary detailing external verification process of registered centres, where appropriate.

· Verification policy.

· Internal and external verification guidance provided to centres, including sampling and monitoring expectations.

	Describe how the organisation’s methods to assess evidence will ensure:

a. Validity.

b. Authenticity.

c. Sufficiency.

d. Fit for purpose.

e. Inclusiveness.


	Organisational evidence and response:

     

	External reviewer comments:

     

	Internal reviewer comments:

     

	Diversity and equality
Essential information:

· Diversity and equality policy.

· Welsh language policy.


	Ensure you explain how will the organisation ensure that its activities to award credit comply with:

a. Diversity and equality legislation.
b. Welsh language legislation, or any other relevant language protocols.


	Organisational evidence and response:

     

	External reviewer comments:

     

	Internal reviewer comments:

     

	Learner credit history
Essential information required:

· The internal recording process
.


	Describe how the organisation will ensure that:

a. Learners are registered for unit(s) assessment.

b. Learner records are accurate and up-to-date.

c. Where appropriate, there are effective and compatible links with MIAP, PLASC and LLWR data requirements.

d. Learner records are retained and retrievable for a justified length of time.



	Organisational evidence and response:

     

	External reviewer comments:

     

	Internal reviewer comments:

     

	Production and security arrangements for certificates and/or credit transcripts
Essential information:

· Sample certificate and/or credit transcript.


	Describe how the organisation will ensure that:

a. The design of unit certificates meets the requirements set out by the CQFW Common Accord and the CQFW Handbook.
b. Unit certificates are issued in a timely, accurate and secure fashion to learners in line with its customer service standards.

c. Requests for replacement certificates are dealt with in an appropriate manner.

d. There are safeguards against fraudulent and mistaken claims for certificates.

e. There are security arrangements for the storage, issue and recording of blank certificates.



	Organisational evidence and response:

     

	External reviewer comments:

     

	Internal reviewer comments:

     

	Management of data systems
Essential information:

· Policy on data management.


	Ensure you describe how the organisation ensures that its:

a. Data procedures comply with statutory requirements.
b. Reporting of data to CQFW, WAG and others as required.

c. Data systems are reliable and secure.

d. Data systems are provided with adequate backup and contingency arrangements.

e. Hardware and physical infrastructure has backup.

f. Disaster recovery plan is up-to-date.



	Organisational evidence and response:

     

	External reviewer comments:

     

	Internal reviewer comments:

     


	Malpractice and maladministration
Essential information:

· Malpractice and maladministration policy.

· Malpractice and maladministration procedures.

· Sanction procedures for Centres.

	Explain how the organisation will:

a. Ensure that Centres will report instances of malpractice and/or maladministration.

b. Investigate reported cases of malpractice and/or maladministration.

c. Deal with instances of malpractice and/or maladministration rigorously.

d. Provide information on alleged cases of malpractice and/or maladministration and final investigation reports to CQFW.

e. Effectively monitor and evaluate the above arrangements.

	Organisational evidence and response:

     

	External reviewer comments:

     

	Internal reviewer comments:

     

	Customer service standards for administration of credit
Essential information:

· Policy on customer service.

· Copy of the complaints procedure.

· Copy of the appeals procedure.



	Ensure you detail the organisation’s minimum specifications in relation to:
a. The quality of service a client can reasonably expect.
b. Pricing structure for services provided.

c. Complaints procedure.

d. Appeals procedure.



	Organisational evidence and response:

     

	External reviewer comments:

     

	Internal reviewer comments:

     

	Self-evaluation and continuous improvement
Essential information 

· Self-evaluation model.

· Quality improvement plan.



	Ensure you detail the organisation’s overarching self-evaluating model for its policies and procedures.

	Explain the processes the organisation uses for evaluating:

a. The quality and consistency of assessment within and between centres.

b. The effectiveness of verification processes.

c. Review of services offered.

d. Review of communications methodologies.

e. Review of the way policies are implemented in this contact.

f. The effectiveness of the management of this continuous improvement process.

	Organisational evidence and response:

     

	External reviewer comments:

     

	Internal reviewer comments:

     


