	APPLICATION FOR ACCREDITATION OF TRAINING OR TEACHING BODY

Before you start
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Page 1 of 9                                                 Application for Training & Teaching Body 2019 V2.1
· Please ensure you read this form carefully all the way through before filling it in.
· For efficiency your application should be accompanied by the full application fee.
· When completed, this document should be emailed to the Applications Manager at applications@ai.uk.com.
· On submitting this form the applicant agrees to abide by ‘Terms and Conditions for Accredited Training or Teaching Bodies 2019 V2.1’

Body for Accreditation


Name of training or teaching provider: Click here to add name
Trading style: Click here to add text  Public Limited Company, Limited Company, Sole Trader, Partnership, Charity, Other

Main Contact
First Name: Click here to add name                       Surname: Click here to add name
Business
Business name:  Click here to add business name
Address: Click here to add address
Town: Click here to add town                                        County:  Click here to add county
Post code :  Click here to add post code
Phone :  Click here to add land line number     Mobile:  Click here to add main contact mobile phone number
Email address:  Click here to add email address        Website : WWW  Click here to add website address
Please provide a brief summary of your organisation including your overall purpose and your specific target audience. Please ensure you include any other detail that you may feel would be helpful to us when approving your application. 

	Click here to enter details





Please add key roles in left hand column, names in centre column and indicate that a CV has been included in the right hand column.
	ORGANISATIONAL STRUCTURE
	CV Attached

	Key Management and Tutor  Roles
	Name – CV for each is required
	Yes or No 

	Head of Organisation
	 Click here to add name
	 ?

	Head Tutor
	 Click here to add name
	 ?

	Head Of Certification
	 Click here to add name
	 ?

	Lead Examiner
	 Click here to add name
	 ?

	Head of Accounts
	 Click here to add name
	 ?

	Tutor
	 Click here to add name
	 ?

	 Add Role
	 Click here to add name
	 ?

	 Click here to add text
	 Click here to add name
	 ?

	 Click here to add text
	 Click here to add name
	 ?

	 Click here to add text
	 Click here to add name
	 ?

	 Click here to add text
	 Click here to add name
	 ?

	 Click here to add text
	 Click here to add name
	 ?

	 Click here to add text
	 Click here to add name
	 ?

	 Click here to add text
	 Click here to add name
	 ?

	 Click here to add text
	 Click here to add name
	 ?

	 Click here to add text
	 Click here to add name
	 ?




Please let us know 3 key reasons for applying for AIUK Accreditation. For example; reputation, technical approach, marketing, ease of application, cost effectiveness or reputation etc…
	 Click here to add 3 key reasons




Please let us know of any issues that may be judged as important when adjudicating your application. 
	 Click here to add any issues




Please let us know if in the last three years, you have had a business relationship with any other accreditation body. Please advise reason for not continuing that relationship.
	 Click here to add details or type N/A 




Please advise if in the last three years, you have had a business relationship with any other training or teaching body that has lost its accredited status. Please state its name and your role in that organisation. 
	 Click here to add details or type N/A  






Do you have a documented quality management system in-line with ISO 9001:2015 or similar?  ? 

If a management system is not in place now, when do you foresee it being completed?  Add Date 

Do you understand that you will have to have clear separation of training or teaching and any exam and certification functions?  Click to add Yes or No     See: Application for Training & Teaching Body 2019 V2.1
 
From what date have you been operating as a Training or Teaching Body? Click here to enter a date.

Do you have proof of your status as a legal entity?  Click to add details          This should be provided. 

Do you operate at sites other than the main address given on page 1?  Click to add details     

Would you classify yourself as a primary, secondary, further education, higher education or complementary training body?  Click to add training body type     

Have you worked with any other AIUK Accredited body prior to this application?  Click to type Yes or No     

If Yes what was the name of the body and its Accreditation Number  Click to add details     

In order for your Training or Teaching Body to be Accredited there will need to be:

1. A remote document review and assessment of requirements following receipt of the initial application fee.
2. A visit by an AIUK assessor to verify your operational processes and your arrangements as a training or teaching body.
3. Review or gather direct student feedback of your testing and examination processes. 
4. Regular annual surveillance of training or teaching activities by an AIUK assessor.
5. Travel and accommodation paid for in advance at your organisations expense for the above review and assessment activities
6. Your organisations agreement for regular agreed payments for services rendered by AIUK in the form of a binding contract.

Training & Teaching Body Requirements

This check list lays out the essentials required for your Training or Teaching Body to acquire AIUK Accreditation and for the Accreditation of your courses.

A set of processes that define the way in which your organisation runs its day to day business is required as a foundation to your Training or Teaching Body Accreditation This may be called a Quality Management System. We recommend that ISO 9001: 2015 be the basis for this. This may be very simple and a list of the day to day actions and administration, with reference to the documents and records used to support your operations in an effective, professional and safe manner. 
Your processes and supporting documents should include:

	Process or Evidence Required for Quality Management System
	Yes/No

	1 
	Overview of your organisation, its clients, staff and any other people affected by its operations and how you meet their needs.
	Click to add text
	2 
	Your commitment to leadership.
	Click to add text
	3 
	A quality statement and objectives.
	Click to add text
	4 
	Your Marketing and Sales Process.
	Click to add text
	5 
	Process for defining your client’s requirements.
	Click to add text
	6 
	Contracts or agreements with individual clients or organisations ie; schools, emergency services, companies, prisons, hospitals, charities etc.
	Click to add text
	7 
	Management of finances and accounts process.
	Click to add text
	8 
	On-boarding of staff and any free-lance tutors, teachers or trainers.
	Click to add text
	9 
	Recording, evaluation and review of skills and qualifications for staff and any free-lance tutors, teachers or trainers.
	Click to add text
	10 
	Process for gathering and reviewing client feedback.
	Click to add text
	11 
	Annual review or internal audit of the above processes.
	Click to add text
	12 
	Regular Management Review of your organisations key processes and operations.
	Click to add text
	13 
	Process for continual improvement.
	Click to add text
	14 
	Process for dealing with complaints and non-conformances.
	Click to add text


Please note that a templated system for ISO 9001:2015 is available for £147.00. This will give you a part filled set of word documentation and a PDF as a completed example to work to. In the event that you should require further support with this we are able to offer on-site training and support at £475.00 per day plus expenses.  One day is normally sufficient. 

Course Accreditation Requirements

This check list lays out the essentials required for the Accreditation of your Courses.

A Course Management Plan

Your Course Management Plan is required to demonstrate that your organisation understands the necessary processes for the design and delivery of student specific, effective and engaging training courses or sessions. 

The plan should feature such actions as:

	Process or Evidence Required
	Document name supplied?

	1 
	The method of identification of your client and or student requirements and outcomes. 
	Click to add text
	2 
	The review of your client and or student requirements and outcomes.
	Click to add text
	3 
	Your defined methods of communication with clients and students.
	Click to add text
	4 
	The required pre-course competence, skills and language of students. 
	Click to add text
	5 
	The defined post course requirements of your clients and students in terms of certification and qualifications.
	Click to add text
	6 
	The defined training materials including media types, time frames, work books, visual and audio aids etc.
	Click to add text
	7 
	The Health & Safety risk assessment for the proposed training or teaching environment. 
	Click to add text
	8 
	The physical requirements that a client may need to provide if operating from a premises or space under their control. ie; refreshments, seating, quiet space, rest rooms etc.
	Click to add text
	9 
	The chosen approach of delivery or the course including, kinaesthetic, auditory & visual. 
	Click to add text
	10 
	How you verify the absorption of the taught knowledge, competence or skills before examination or testing.
	Click to add text
	11 
	How you verify that the agreed outcomes align with the clients requirements.
	Click to add text
	12 
	The means by which you ensure impartiality when testing or examining students after training or teaching. (See Below)
	Click to add text
	13 
	How you record any changes to the course. All previous versions should be retained and archived for potential future reference. 
	Click to add text



The above information may be described in a simple document or series of documents and needs to be course specific and in line with your management system.
Please name and supply any records and or documents, policies, procedures, check-lists or forms to verify your plan.





Impartiality when examining after training or teaching

ISO 17024 states that:

“The certification body shall not offer or provide training, or aid others in the preparation of such services, unless it demonstrates how training is independent of the evaluation and certification of persons to ensure that confidentiality and impartiality are not compromised”

	Methods to demonstrate impartiality
	Evidence Document? 

	1 
	Create a written impartiality procedure that defines how you demonstrate objectivity between training and examination or testing. This should explain what risks you believe there are to impartiality and what you have put in place to ensure that the risk is negated. 
	Click to add text
	2 
	A regular rotation and change of test and exam questions 
	Click to add text
	3 
	Carry out examination or test at a separate venue with a separate examiner. 
	Click to add text
	4 
	Unsure that the test or exam invigilator is other than the trainer and examiner.
	Click to add text
	5 
	Unsure that the examiner is other than the trainer.
	Click to add text
	6 
	Ensure that there is a 3rd party analysis and comparison of exam results from one course to another to check for any possible unusual trends. 
	Click to add text

This clause in the standard infers that an organisation offering training or teaching shall not carry out examination or testing of the courses they have trained and not issue certification or qualification to the same. This is seen in the sector as an ideal situation. Nonetheless, in practice this very rarely occurs due to fact that for the most part training and teaching bodies are the only organisations that have the capability and expertise to set and administer examination or testing of their chosen subject matter. It is now commonly accepted that training and examination by the same body is permitted providing that clear lines of impartiality are documented and enforced.

To cover this clause AIUK seek to ensure its accredited bodies provide clear evidence of impartiality to meet this fundamental requirement.

Below are some practical ways in which your organisation could demonstrate compliance to this
 clause. 

We recommend that your organisation chooses at least 2 of the above to include a written impartiality procedure as evidence of impartiality. However you may also decide on your own methods and demonstrate these with written documents and records. This will be reviewed in the live environment when the onsite assessment takes place. 

Your Courses

Please tell us the names of the courses you wish to accredit, the method and metric of examination or test, a brief description of the course material and how long it last in hours, days, months etc.

	Course title
	Exam method & metric
	Description of course
	Course Duration


	Click here to enter course title	Click here to enter method or metric	Click here to enter short description of course	Click here to enter Duration
	Click here to enter course title	Click here to enter method or metric	Click here to enter short description of course	Click here to enter Duration
	Click here to enter course title	Click here to enter method or metric	Click here to enter short description of course	Click here to enter Duration
	Click here to enter course title	Click here to enter method or metric	Click here to enter short description of course	Click here to enter Duration
	Click here to enter course title	Click here to enter method or metric	Click here to enter short description of course	Click here to enter Duration
	Click here to enter course title	Click here to enter method or metric	Click here to enter short description of course	Click here to enter Duration
	Click here to enter course title	Click here to enter method or metric	Click here to enter short description of course	Click here to enter Duration

	  Use continuation sheets if necessary






Please briefly describe the methods for the identification, development, proving, and delivery of training within your training body. (Please attach a sample procedure if this is simpler)
	Click here to enter details







Please briefly describe the methods for examination and testing. (Please attach a sample procedure if this is simpler)
	Click here to enter details











	
	
	Please check…
	X

	
	1. 
	That you have you read Terms and Conditions for Accredited Training or Teaching Bodies 2019 V2.1
	☐
	

	2. 1
	That you have printed your name, dated & ticked the confirmation box on page 9.
	☐
	
	3. 2
	That you have you provided proof of legal identity.
	☐
	
	4. 
	That you have provided proof of methods to demonstrate impartiality
	☐
	

	5. 3
	That you have made your application payment? See Training & Teaching Body and Course Accreditation Fees 2019 V2.1
	☐
	
	6. 4
	That you have attached the CV’s for the people listed on page 1 & 2. 
	☐
	
	7. 5
	That you have completed or attached your descriptions of your Course Management Plan and examination & testing. 
	☐
	
	8. 
	You have provided evidence for your Quality Management System Processes.
	☐
	
	9. 
	You have retained a copy of all pages of this form.
	☐






Official representative of training or teaching Body



 Print Name:  Click to PRINT name




Please confirm by ticking this box that you understanding and agree with all of the above ☐



Dated: Click to choose date




Please ensure this form filled in correctly and completely as errors and omissions will slow down your application.





We will send you a quotation/invoice for Course Accreditation on completion of review of your requirements.




Please save this completed form as a Word Document and return to:
applications@ai.uk.com
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