[image: image1.emf]
Int Qualification Approval (BIA-Q)


	International BTEC Qualification Approval




· Contact your international Regional Office before completing this form.
· This form is only for applications from existing centres or a new centre making applications for several programme areas. Only one level and sector of programme to be included on each form.
For all applications please confirm the following are included

	Professional Profiles supplied match staff listed on the form
	 FORMCHECKBOX 


	Electronic signature
	 FORMCHECKBOX 


	Valid qualification title
	 FORMCHECKBOX 


	Complete assessment materials for one core unit
or

Date of implementation training (new centres only)
	 FORMCHECKBOX 

 FORMCHECKBOX 



Customised applications only

	Centre devised units
	 FORMCHECKBOX 


	Clear programme structure
	 FORMCHECKBOX 



Guidance And Supporting Evidence

There is a range of materials and support available to help in the completion of this form and in the compilation of the necessary supporting evidence.

· Your Regional Office and Regional Development Manager (RDM) will help you prepare for your approval submission. They can be contacted through your regional office. Contact details can be found here.

· The International Centre Handbook and guidance documents together with help on aspects of BTEC programme assessment can be found here.
  SECTION A1: CENTRE DETAILS

	Centre number:
	
	If pending, date and reference of BIA-C
	

	Centre name:
	

	Centre details:

(Only complete if for additional site or to notify changes)
	Address line 1
	

	
	Address line 2
	

	
	Town/City
	

	
	District/Province
	

	
	Post code
	

	
	Country
	

	
	Telephone no.
	

	
	Fax no
	

	Name of Centre 

Co-ordinator:
	
	Position:
	

	E mail:
	

	Intended start date 

of qualification
	

	Intended completion date of first cohort
	

	Qualification(s) 
being applied for
	

	Language of delivery 

and assessment
	
	Sponsor/RDM 
	


Submit one paper copy to the International Regional Office to include:

· Signature of Principal/Head of Centre

· Copies of centre documents and policies not available electronically.

Submit electronic copy. All materials for qualification approval must be submitted electronically. This includes authorised Professional Profiles on the standard template and all assessment materials (see note to section B6).

SECTION A2: DECLARATION AND AGREEMENT BY PRINCIPAL/HEAD OF CENTRE

For and on behalf of the Centre named above (hereinafter referred to as ‘we’, ‘our’ or ‘Centre’), I the undersigned affirm that:

· All the criteria within this Application will be adhered to for the assessment and delivery of the Qualification(s) to which this Application relates.

· All Information provided to Edexcel in conjunction with this Application and any relevant Proposal is complete and accurate.

Further, for and on behalf of the Centre, I the undersigned agree that:
· All resources declared within this Application will remain available as required for the delivery of the Qualification(s) for the entire period of the Approval.

· Where approval is given for more than the minimum required units, e.g. BTEC standard international versions, my centre will only deliver and assess units for which we have appropriate staff and physical resources.  

· I have read and understood all of the criteria in Section A2 and Terms and Conditions in Sections A3 of this application document. I acknowledge that such terms and conditions are intended to form the basis of a business and legal relationship between the Centre and Edexcel should Edexcel grant approval to the Centre. The Centre, its employees and any representative acting on behalf of the Centre will abide by and be bound by the terms and conditions set out in this Application when delivering any Approved Qualification(s). The terms and conditions are governed by English law and are subject to the non-exclusive jurisdiction of the English courts.

· Any Approval will only be official when confirmed in writing by Edexcel and such Approval will be limited by the terms of that written confirmation.

· The terms and conditions set out in this Application are subject to variation at Edexcel’s sole discretion.

	
	
	

	SIGNATURE
	
	PRINT NAME

	
	
	

	POSITION IN THE ORGANISATION
	
	DATE


SECTION A3 – TERMS AND CONDITIONS

SECTION A3a: GENERAL TERMS AND CONDITIONS

A) The Centre will co-operate fully with Edexcel to ensure delivery of the Qualification(s) to the required standards and in accordance with all Edexcel policies and procedures (including the Edexcel Information Manual) as the same may be implemented and updated from time to time. For the avoidance of doubt, ‘Approval’ means Edexcel’s approval (the terms of which having been confirmed in writing) of a Centre’s delivery of any Qualification(s) and ‘delivery’ should be construed as widely as possible and includes all aspects of administration and assessment concerned with the delivery of any Qualification(s) or Unit to any learner registered with the Centre. Approval may be withdrawn at Edexcel’s sole discretion in accordance with these General Terms and Conditions.

B) The Centre will not undertake any activity or advertising that could bring the name of Edexcel into disrepute.  Prior to obtaining Approval, the Centre may only recruit learners for Edexcel courses through publicity clearly annotated ‘subject to Edexcel approval’. Potential learners will be fully informed of this requirement and their registration status overtly confirmed if and when Approval has been confirmed in writing by Edexcel.

C) The centre will be responsible for obtaining and maintaining all licences, authorities, approvals, applications or permits required by any regulatory authority, regulation or law at any time for the delivery of Edexcel qualifications by the centre (‘Approvals’). The centre will retain all documentation evidencing the centre’s compliance with this clause and, at Edexcel’s request,  will promptly deliver up such documentation to Edexcel.  The centre will be liable for the costs associated with the application, grant and maintenance of any Approvals. Edexcel will provide all reasonable assistance (save for financial assistance) as may be required for the Centre to comply with this clause.
D) The Centre will not make use of any intellectual property (which shall include copyright, patents, trade marks and all similar rights subsisting anywhere in the world and whether or not registrable, ‘Intellectual Property’) owned by Edexcel without express written consent from Edexcel. Any use of Edexcel Intellectual Property must be in accordance with the Edexcel Identity Guidelines. For the avoidance of doubt, copies of publicity/marketing literature related to the promotion of any Approved Qualification(s) are subject to written approval by Edexcel prior to use.  

E) The person signing this Application is authorised to act as the Centre’s contact for this Application.

F) No information forming part of this Application has been plagiarised. The Centre warrants that any material forming part of this Application that is the Intellectual Property of another person or organisation has been included with the express permission of that person or organisation.

G) The Centre will operate any required external tests in full accordance with Edexcel and any UK national procedures (eg. QCA/ACCAC/CCEA) that are deemed necessary and or appropriate.

H) Approval of any Qualification(s) by Edexcel does not imply or guarantee that national or international public funding bodies will support that Qualification.

I) The Centre will regularly monitor, review and evaluate its operations, and, in any event, will do so at least on an annual basis. Findings of any review will be shared with Edexcel on request. The Centre will implement quality assurance systems in accordance with the terms of written confirmation of Approval of any Qualification(s) by Edexcel and any requirements communicated to the Centre by Edexcel. 

J) Information supplied to Edexcel for the purposes of registration and certification will be complete, accurate and in accordance with stipulated time requirements (See Section A 3b(C)). Payment of learner registration and service fees will be made in accordance with the Financial Arrangements set out below.

K) The Centre is solely responsible to ensure prompt certification of learners through submission of learner details and associated payments to Edexcel. 

L) The Centre will implement accessible and consistent assessment policies and procedures which will operate for all learners registered for any Qualification(s).

M) Assessment procedures operated by the Centre will be open, fair and free from bias.

N) Queries about Qualification or Unit specifications, assessment guidance or related Edexcel information will be resolved and recorded within service levels identified by Edexcel from time to time.

O) The Centre will promptly make available to Edexcel any material, record, information or document associated with the delivery of the Qualification(s) at Edexcel’s request.  The Centre will allow Edexcel full and free  access to such materials, any premises and/or learners associated with any Qualification(s) for the purpose of inspection. audit or external verification. External Verification is the method of quality assurance used by Edexcel. The Centre will bear the costs associated with External Verification (detailed in the Price List available from Regional Office as the same may be updated from time to time) and provide, at its own expense, all such accommodation and facilities in connection with the inspection as Edexcel may reasonably require.
P) The Centre will not deliver any Qualification(s) at any site apart from the address stipulated above, nor will it assign or sub-contract its approval or these terms and conditions, without first obtaining the written consent of Edexcel.

Q) The roles, responsibilities, authorities and accountabilities of the assessment and verification team have been communicated directly to all relevant employees and/or representatives of the Centre.  The Centre will implement any written recommendations made by any Edexcel External Verifier within the agreed timeframe.  If Edexcel is not satisfied that any such recommendation has been properly implemented, Approval may be withdrawn in accordance with clause W of these General Terms and Conditions.

R) The Centre will notify Edexcel as soon as possible of any changes which may affect the Centre’s ability to meet the Approved Centre criteria.

S) The Centre will keep a complete copy of this Application, any relevant Proposal and the written confirmation of Approval for any Qualification for the lifetime of that Qualification.

T) The Centre will retain a copy of all learner assessment and internal verification records for a period of three years following certification of a learner’s completion of any Qualification(s). The Centre will comply in all respects with the requirements of the Data Protection Act 1998 or equivalent legislation of the jurisdiction in which it operates.

U) The Centre has not been previously rejected for approval (either as a Centre in its own right or in relation to delivery of one or more qualifications) by Edexcel or any other awarding body.*
* If the Centre has unsuccessfully applied for approval or has had approval withdrawn previously, evidence of how the Centre has addressed any identified shortcomings should be provided. Copies of correspondence between the Centre and the relevant awarding body should be included.

V) [image: image2.emf]If Approval is withdrawn for any reason, the Centre will be solely responsible for ensuring that learners registered with the Centre are not adversely affected and that learners are kept fully informed of the situation and the options open to them.  The Centre accepts that no learner will have redress against Edexcel in these circumstances

W) Approval is subject to review at any time. Edexcel has the right to withdraw Approval, without any liability to the Centre or learners:

· upon immediate written notice if the Centre or any employee or representative thereof breaches or fails to abide by the terms and conditions of this Application (including non-payment of fees or provision of information as part of the Application or Proposal which turns out to be incomplete or incorrect);

· upon written notice for any reason, including but not limited to Edexcel’s decision to discontinue any Unit(s) or Qualification(s); and/or

· upon immediate written notice if the Centre fails to implement any aspect of the Action Plan agreed with the Regional Officer regarding approval of the Centre. Annex 2 of this application refers.

SECTION A3b: FINANCIAL ARRANGEMENTS
A) The centre will be subject to a credit check at the Approval stage. A credit account will only be offered subject to a satisfactory credit check. In all other cases, all payments from the Centre to Edexcel  will be required in advance.

B) Centres who are granted a credit account pursuant to (A) will  make payments for all products and services purchased from Edexcel within thirty (30) days from the date of the invoice. These will include Approval Fees, Learner Registration Fees and External Verification costs. Payments outside of the time limit set out in this clause will be deemed “Late Payment”.

C) The Centre will register all learners within 60 days of their being enrolled by the Centre with the exception of courses/programmes that are of less than 2 months duration. In such circumstances the Centre must register learners before they have reached the mid point of their course. Registrations received within 60 days of learner enrolment will not be subject to a Late Fee.
D) The Centre will be charged a late fee, as identified below, for each registration not made within the time limit identified at ‘C’ above.

· Registrations received between 61-90 days after learner enrolment at the centre will be charged 1.25 x the registration fee

· Registrations received between 91-120 days after learner enrolment at the centre will be charged 1.50 x the registration fee

· Registrations received 121+ days after learner enrolment at the centre will be charged 2 x the registration fee

E) The Centre will make any requests for learner deletions within ninety (90) days of initial enrolment at the Centre. Learner deletions will not be effected outside of this time limit.

F) The Centre will make payment for all products and services purchased from Edexcel within thirty (30) days from the date the invoice. These will include Approval Fees, Learner Registration Fees and External Verification costs, as set out in the Price List available from your Regional Office.

G) Edexcel reserves the right to charge interest at the rate of 8% per annum on all Late Payments.

H) As a result of a Late Payment, Edexcel may, at its discretion, impose penalties on the Centre, including (but not limited to) blocking further registrations or withdrawal of a credit account.

I) If a debt relating to any Qualification is owed to a Centre by a learner registered for that Qualification at that Centre, the Centre will not be entitled to withhold from that learner any relevant result or certificate without the prior written consent of Edexcel.

SECTION A3c - ONGOING APPROVAL CONDITIONS

A) Human resources

· The Centre will ensure, that it always has sufficient and appropriately qualified personnel to deliver and assess the Qualification(s) for which approvals are being sought.

· All programme personnel have undertaken planned staff development and a system is in place to ensure ongoing staff development and updating.

B) Physical resources

· The Centre has ALL the required resources as identified within the individual unit specification(s) for those units the Centre will be delivering.

· There are sufficient resources available to learners undertaking the programme(s).

C) Assessment

· The centre will have an assessment strategy for the qualification applied for. This will include:
· Assessment timetable

· Internal verification of assignment briefs and assessment decisions

· Recording and tracking of the assessment process.
D) Internal verification of assessment decisions

· The Centre will ensure the consistency of assessment decisions across all aspects of the assessment process and across all assessors through internal verification.
E) Learner Support

· Support will be offered to learners for the Qualification(s) in relation to:

· Development opportunities
· Induction programmes, including initial assessment and guidance
· Support for learners with special assessment requirements
· Access to assessors
· Accreditation of prior learning
· Progression to further study.
Please complete section A4 and A5 if you intend to offer online and/or distance course delivery
SECTION A4: ONLINE AND/OR DISTANCE COURSE DELIVERY - AUTHENTICATION

	A4a
	Arrangements for Verifying Student Identity
	Page ref.
in
accompanying paperwork

	
	Please explain the measures to be taken to verify student identification during:

a) Registration

b) Assessment

c) Certification
	

	A4b
	Arrangements for Authenticating Evidence Submitted for Assessment
	

	
	Please describe the measures you will take to ensure the authenticity of work submitted by learners
	


SECTION A5: ONLINE AND/OR DISTANCE COURSE DELIVERY - STUDENT SUPPORT SYSTEMS
	A5a
	Administrative Support
	Page ref.
in
accompanying paperwork

	
	Please provide information about how you will manage the administration of remote learners. For example, how will a student contact the centre initially, or if their circumstances change?
	

	A5b
	Pastoral Support
	

	
	Please describe the measures you will take to ensure the authenticity of work submitted by learners
	

	A5c
	Technical Support (for Online delivery)
	

	
	a) Please describe the resources available to sustain the integrity of the central computer infrastructure and outline your plans for ongoing maintenance of both hardware and software 
b) Please explain how learners will be advised about the technical needs of this mode of study and the support they can expect to receive from the centre (if any)

c) Please explain what advice and support tutors and learners will receive if they experience technical difficulties
	


	A5d
	Academic Support & the Learning Experience
	Page ref.
in
accompanying paperwork

	
	a) Please outline the main methods of communication that will be available for tutors and learners
b) Please explain the systems that will be in place for students to receive academic support from tutors. You should indicate expected response times and any restrictions that may be needed to protect tutors from excessive student demands
c) Peer support systems are very important for learners undertaking any kind of distance learning. Please outline your plans for introducing, promoting and sustaining a culture of peer support.
d) Group work and operating within a team are important features of BTEC studies. Please outline your plans for facilitating group based activities
	

	A5e
	Assessment
	

	
	a) BTEC assessment is generally evidence based. Please explain how you intend to manage the submission of evidence by learners and how you plan to address the assessment of both skills and knowledge
b) If you plan to use an assessment engine to deliver and mark online tests, please explain your plans for ensuring that the BTEC quality requirements are fulfilled (eg assessment criteria).
c) Although it is possible to use online testing to demonstrate the application of knowledge and skills at appropriate levels, this requires significant expertise. If you plan to use online testing, please explain the training and guidance tutors will receive in writing online assessments.
	


SECTION B: APPLICATION FOR QUALIFICATION APPROVAL
Only one level and sector of programme may be entered on this form. Complete BIQA forms for all further qualifications. 
SECTION B1 QUALIFICATION DETAILS
	BTEC qualification title:
	


Qualification type 

	Tick One
	And tick all relevant

	Full qualifications
	Short Courses
	

	Higher National
	
	Advanced Professional
	
	Award
	

	National
	
	Professional
	
	Certificate 
	

	First
	
	Advanced
	
	Diploma
	

	Introductory
	
	Intermediate
	

	Entry
	
	Foundation
	

	
	Entry
	


Qualification category – please tick:

	BTEC Standard Version
	
	BTEC Customised using standard units
	
	BTEC Customised using centre-devised units*
	


* agreement in principal should be obtained using international CQF1 before this form is submitted.

· For BTEC Customised versions only, please fill in section B3. 
· For standard versions centres will be approved for all units but must only deliver those units for which staff and resources are available. Centres may seek advice on most appropriate choices.
· Failure to deliver programme structures as specified in the programme definition may lead to certification being withheld.
SECTION B2 TARGET LEARNERS.
	TARGET LEARNERS



	     Who are the target learners for this qualification? (Give details of expected prior attainment.)
     How many learners do you intend to register in the first 3 years of operation?

	
	YEAR 1:
	
	
	YEAR 2:
	
	
	YEAR 3:
	
	

	


SECTION B3: BTEC CUSTOMISED QUALIFICATIONS – LIST STRUCTURE

	Unit size in hours
	Unit level*
	BTEC Unit code
	Centre Devised unit
	Unit title 
	Tick one of the two options for each unit

	
	
	
	Graded
	Pass Only
	
	Core
	Specialist

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


SECTION B3 continued
	· Briefly state rationale for use of BTEC Customised in place of a standard programme (e.g. assessment in language other than English, standard units unsuitable)
· Clarify structure of qualification (e.g. explaining combinations of specialist units)



EDEXCEL USE ONLY

	COMMENT ON SECTION B1, B2, B3



SECTION B4: CENTRE DELIVERY RESOURCES
	Staff Member
	Role

(Programme Leader, Internal Verifier or Assessor)
	Authorised electronic Professional Profile attached
	Copies of certificates submitted to Regional Office
	For Edexcel Use only

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Professional Profiles authorised as authentic must be submitted on standard template found on our website. Copies of certificates should only be submitted with the paper copy of application.

SECTION B4 continued 
	Please give details of the specific resources available to support this qualification. 




EDEXCEL USE ONLY

	COMMENT ON SECTION B4



SECTION B5: RESOURCES
	
	Tick to confirm 

	B5a Human resources
	YES
	NO

	The Centre will ensure, post approval, that it always has sufficient and appropriately qualified personnel to deliver and assess the Qualification(s) for which approvals are being sought.
	
	

	All programme personnel have undertaken planned staff development and a system is in place to ensure ongoing staff development and updating. 
	
	

	
	Tick to confirm 

	B5b Physical resources
	YES
	NO

	The Centre has ALL the required resources as identified within the individual unit specification(s) for those units the Centre will be delivering.
	
	

	There are sufficient resources available to learners undertaking the programme(s).


	
	


SECTION B6: ASSESSMENT and VERIFICATION

http://www.edexcel.com/iwantto/Pages/qa-non-nqf-intl.aspx
Note: If no agreed date of training is given below the centre should submit the assessment materials for one unit..

	
	Tick to confirm 

	B6a Assessment
	YES
	NO

	I separately confirm that the Centre has committed to purchase the implementation training offered by EDEXCEL. I understand that Approval will be immediately withdrawn should the Centre revoke this commitment.

Dates agreed for implementation training: _____________________                

OR

The complete assessment materials for one unit, including assessment criteria referencing, assignments and assessment guidance, are attached to this Application. These materials are to be included for EVERY qualification that is being applied for.


	
	

	
	
	

	B6b Assessment
	YES
	NO

	The centre has an assessment strategy for the qualification applied for.
	
	

	B6c  Internal verification of assessment decisions 
	YES
	NO

	The Centre will ensure the consistency of assessment decisions across all aspects of the assessment process and across all assessors through internal verification.
	
	


SECTION B7: LEARNER INFORMATION
	
	Tick to confirm 

	B7 Learner support
	YES
	NO

	Support will be offered to learners for the qualification(s) in relation to:
	
	

	· Development opportunities
	
	

	· Induction programmes, including initial assessment and guidance
	
	

	· Special assessment requirements
	
	

	· Access to assessors
	
	

	· Accreditation of prior learning
	
	

	· Progression to further study
	
	


FOR EDEXCEL USE ONLY – INTERNATIONAL REGIONAL OFFICE

AUTHORISATION OF QUALIFICATION APPROVAL 
	Briefer Name 
	Email signature
	Date

	
	
	


	Briefer Recommendation
	Yes
	No

	The qualification(s) should be considered for approval
	
	

	Specific guidance is suggested in preparation for verification
	
	


For centres recommended for approval and for whom specific guidance is suggested please state this below in a way that can be communicated verbatim to the centre.

	


For qualifications NOT recommended for approval identify requests for further information with a section reference. Please state in a way that can be communicated verbatim to the centre.

	RFI 

Number
	Section

Ref
	Request for Further Information

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6. 
	
	

	7. 
	
	

	8. 
	
	


	Date of the Review of the RFI Points:
	


	RFI Point Number
	RFI Met YES/NO
	Comments

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6. 
	
	

	7. 
	
	

	8. 
	
	


	Briefer Recommendation
	Yes
	No

	The qualification(s) should be considered for approval
	
	

	Specific guidance is suggested in preparation for verification
	
	


For centres recommended for approval and for whom specific guidance is suggested please state this below in a way that can be communicated verbatim to the centre.

	


If the centre is NOT recommended for approval, the case will be passed to the Qualification Manager for review. Please explain the recommendation

	


	Manager  Name 
	Email signature
	Date

	
	
	


If the centre is NOT recommended for approval, the case will be passed to the Qualification Manager for review. Please explain the recommendation

	ACTION 




QUALIFICATION MANAGER AUTHORISATION
Centres has satisfied qualification approval criteria

 Yes/No/Special Circumstances Apply

Qualification approval is given for _________ years. 

Centre may be automatically reapproved for relevant replacement specifications subject to quality assurance reports.           

OR

Centre must resubmit for approval.

An action plan has been specified and should be forwarded to relevant staff

Yes/No

	Manager Name 
	Signature
	Date
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