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BTEC Qualification Approval Form and Guidance

BTEC Qualification Approval Process

This form should be used if you are applying for approval to offer BTEC programmes not available for online approval. It should be submitted electronically by email in Word format. Supporting documentation, if required, should also be emailed together with the form. ZIP format is acceptable.
Upon receipt the Approval team at Edexcel will arrange for a review of your application by a subject specialist. If for whatever reason it does not meet the requirements we will contact you by email to request further information (RFI). Once all the requirements have been met for qualification approval, confirmation will be sent in writing. Please note that category A centres (see page 2) are subject to a centre approval process and visit.
Applications will be acknowledged within 5 working days and a first decision will normally be given within 15 working days where a complete and accurate application has been received.

Appropriate Edexcel Support


Employer and Training Provider. Centres should contact their Development Manager before submitting, with completed applications sent to wbl@edexcel.com.
FE/ Schools. Please get in touch with your Regional Office to put you in contact with an appropriate member of the Edexcel regional team for support with this application. Completed applications should be sent to approvals@edexcel.com. Contact details of your Edexcel Regional Office can be found on our website. 

Support Resources & Documentation
Please refer to the following documents available from the Edexcel website when completing this application:

· Qualification details and specifications
· BTEC Quality Nominee Homepage with links to Quality Assurance documentation and details of roles and responsibilities
· 
What is a BTEC? Everything you need to know about the lifecycle of a BTEC qualification
· The Edexcel Information Manual gives an overview of BTEC administrative procedures
· 

HYPERLINK "http://www.edexcel.com/resources/Pages/homeBackup.aspx"

Publications and Resources by Qualification can be found here

· Training from Edexcel homepage
Edexcel customer services can be contacted on 0844 576 0026 for general advice on any aspect of your application.
	Ref
	Application Category
	Instructions for form completion

	A
	New centre wishing to offer BTECs for the first time
	Sections 1, 2, 3, 4 & 6
Please submit this form along with sector specific CVs and Assessment Materials for one core unit and the BTEC Centre Approval form (BTEC CA)
NB Existing Edexcel authorised School and Colleges must follow an Edexcel Online based process.

	B
	Existing BTEC centre wishing to offer additional qualifications, including those at a higher level
	Sections 1, 2 , 3, 4 & 6
If you are an existing approved BTEC centre that has had at least one successful verification visit or NSS outcome, you will be able to gain online programme approval. If you wish to go up a level, you will need to complete this form.
NB Schools and Colleges should be able to gain Edexcel Online approval up to Level 3 regardless of current provision.

	C
	Security Sector approval
	Sections 1, 2 , 3, 4 & 6
All Security Sector applications must be submitted on this form. For your first Security qualification sector specific CVs are required along with Assessment Materials for qualifications that include internal assessment components (CCTV, Close Protection & conflict Management). Please also include a policy statement detailing how examination papers will be handled.
Subsequent Security applications do not require CVs or assessments.

	D
	Children’s Care Learning & Development
	Sections 1, 2, 3, 5 & 6
Onscreen tested CCLD programmes can be approved through Edexcel Online; otherwise, we need the additional declarations in section 4.

	E
	Foundation Diploma Art & Design
	Sections 1, 2 , 3, 4 & 6
Including CVs and assessment materials.

	You should be able to gain approval through Edexcel Online for applications that do not fit into one of the categories shown above.
Applications in categories A, B, C & E will be subject to review by an Edexcel Qualification Briefer. 



	The superscript numbers in brackets refer to guidance found at the bottom of this form.


Section 1: Centre Details
	Application category reference (1) 
	 FORMDROPDOWN 



	Name of Edexcel representative supporting this application (2)
	     

	Centre Number (3) 
	     
	Centre Name:
	     


	Named person responsible for application
	       
	e-mail
	     

	Telephone Number
	       

	Role within organisation
	            


Section 2: Qualifications Details
Please Use A Separate Form For Each New Occupational Sector (4)
(e.g. Construction, Art & Design etc.)

	Sector:
	       


	Level
	Programme Title
	Proposed Registrations(5)
	Proposed Start Date (6)


	
	
	Yr 1
	Yr 2
	

	 FORMDROPDOWN 

	          
	     
	     
	     

	 FORMDROPDOWN 

	          
	     
	     
	     

	 FORMDROPDOWN 

	          
	     
	     
	     

	 FORMDROPDOWN 

	           
	     
	     
	     

	 FORMDROPDOWN 

	          
	     
	     
	     

	 FORMDROPDOWN 

	          
	     
	     
	     

	 FORMDROPDOWN 

	          
	     
	     
	     


Section 3: Delivery Policy And Procedure Declarations(7)
	Quality Assurance And Control  
	Declaration

	There are procedures in place for the systematic monitoring, review and evaluation of this qualification
	 FORMDROPDOWN 


	The centre’s policy on equality of opportunity is operational and monitored
	 FORMDROPDOWN 


	Routes of progression are identified and made clear to all learners. Students are recruited with integrity onto the most suitable qualification
	 FORMDROPDOWN 


	Teaching And Learning
	Declaration

	There are appropriate teaching and learning opportunities planned
	 FORMDROPDOWN 


	There will be opportunities for learners to be involved in and be given responsibility for their own learning
	 FORMDROPDOWN 


	Where required, access to realistic working environments will be facilitated
	 FORMDROPDOWN 


	Assessment 
	Declaration

	The assessment procedure will be open, fair and free from bias
	 FORMDROPDOWN 


	Assessment methodology will be valid and reliable and will not advantage or disadvantage any group of learners or individuals
	 FORMDROPDOWN 


	Procedures for the internal quality control of assessment and internal verification are in place
	 FORMDROPDOWN 


	Resources 
	Declaration

	The physical resources for each qualification, as described within the specification are available and sufficient for all learners
	 FORMDROPDOWN 


	Although your centre will be given approval to offer all units within the relevant specification, you must confirm that you will only deliver units where you have appropriately qualified staff and sufficient resources to support the delivery
	 FORMDROPDOWN 


	Staff delivering each qualification are sufficient in number and have the appropriate and current vocational experience and relevant qualifications
	 FORMDROPDOWN 


	A system is in place to ensure ongoing staff development and updating in relation to the vocational areas covered by this application
	 FORMDROPDOWN 



	Edexcel Use Only - Comments


	     



Section 4 – Additional Documentation
	Information Attached
	Yes
	No

	Professional CVs for all members of the programme delivery and assessment team are attached to this application. In all cases there should be a minimum of 2 CVs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	The complete assessment materials for one core unit, including assessment criteria referencing, assignments and assessment guidance, are attached to this application. This is not required for programmes assessed wholly by Edexcel, including On-screen tested Technical Certificates.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



If these documents have been identified as being required please do not submit your application without them. Incomplete applications will be rejected which will delay the process.
Delivery and assessment staff details

	BTEC title and level
	Delivery and assessment staff names
	CV attached

	     
	     
	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 



	Edexcel Use Only - Comments


	     



Section 5 – Children’s Care Learning & Development Declarations (CCLD)
If you are applying to deliver BTEC qualifications in CCLD you will be required to confirm some additional criteria as the qualifications leads to a “Licence to Practice”. If you are a School or College, or deliver successfully BTEC at the same level as you are applying for then we do not require the additional documentation in Section 4.

Onscreen Technical certificate CCLD should be applied for on Edexcel Online.

5.1 BTEC National Award, National Certificate, National Diploma and Edexcel Level 3 BTEC Certificate in CCLD
The Edexcel Level 3 BTEC National Certificate and Diploma in Children’s Care , Learning and Development confers a ‘licence to practice’, therefore, it is likely that those learners who successfully achieve these qualifications will hold a supervisory position working with babies and children.

* Edexcel recognises that centres may have limited access to babies from birth to 1year,  therefore a degree of simulation may be employed to satisfy some practical aspects.  However,  learners must have evidence of contact with babies at some point within the programme in order to satisfy practice requirements.
	Staffing And Resources
	Yes
	No

	Staff involved delivering & assessing this qualification should:

· be aware of current occupational standards

· hold appropriate academic and/or vocational qualifications eg: Health Visitor, Primary School Teacher, RSCN, qualified social worker,  appropriate L3 Childcare qualification, eg BTEC National Certificate or Diploma,  NVQ etc.
Specialist units should be delivered and assessed by staff qualified in that particular area of work, eg child protection
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Staff should have planned CPD to develop and maintain occupational currency
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Access To Placement
	Yes
	No

	Sufficient placements are available to provide 800 hours of monitored practice, which meets the requirements for age ranges and settings as specified in the Reflective Practice Unit
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Placement Monitoring
	Yes
	No

	The Reflective Practice Unit will be monitored and assessed by a placement supervisor who is occupationally competent. All placement supervisors must hold one of the qualifications below:

· Early years teaching qualification

· Child care qualification at level 3 plus 2 years current post-qualifying experience

· Paediatric nursing or Health Visitor qualification

· Social work qualification with current experience in family/early years
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Access To Babies
	Yes
	No

	There are opportunities for learners on ALL CCLD qualifications to gain experience of working with children from birth to 1 year. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Additional Resources
	Yes
	No

	Resources specified within the appropriate specification for each unit undertaken will be adequately available to all learners
	 FORMCHECKBOX 

	 FORMCHECKBOX 



5.2 BTEC First Certificate, First Diploma and Edexcel Level 2 BTEC Certificate in CCLD
	Staffing And Resources
	Yes
	No

	Programme teams involved in delivery and assessment of learners should be guided by staff who:

· are aware of current occupational standards

hold appropriate academic and/or vocational qualifications eg: Health Visitor, Primary School Teacher, RSCN, qualified social worker,  appropriate L3 Childcare qualification, eg BTEC National Certificate or Diploma,  NVQ etc. 
NB: aspects of specialist units should be delivered and assessed by staff qualified in that particular area of work, eg child protection, childcare practice etc.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Staff involved delivering & assessing who do not have current vocational experience in the sector should have planned appropriate professional development
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Access To Placements
	Yes
	No

	BTEC First Diploma in CCLD

Sufficient placements are available to provide 300 hours of monitored practice, which meets the requirements of the age ranges outlined within the specification
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	BTEC First Certificate in CCLD

Sufficient placements are available to provide 60 hours of monitored practice, which meets the requirements of the age ranges outlined within the specification
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Placement Monitoring
	Yes
	No

	Learners must be monitored on placement by an appropriately qualified member of staff 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Additional Resources
	Yes
	No

	Resources specified within the appropriate specification for each unit undertaken will be adequately available to all learners
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Edexcel Use Only - Comments


	     



Section 6: Agreement By Principal Or Chief Executive Or Head Of The Organisation/Institution 

My organisation will:

1. co-operate fully with Edexcel.

2. not undertake any activity or advertising that could bring the name of Edexcel into disrepute.

3. operate any required external tests (if applicable) in full accordance with Edexcel and QCA/ACCAC/CCEA procedures.

4. not extend its boundaries overseas.

5. keep a complete copy of this approval application for the lifetime of the qualification

6. retain a copy of the candidates’ assessment and verification records for a period of three years following certification of the candidate.

7. make available to Edexcel and the qualification regulator any materials records, information or documents associated with the delivery of the qualification(s) and allow Edexcel officials access to such materials, premises and candidates, for the purpose of auditing and external verification.

In particular:

8. I have authorised the person named above in Section 1 to act as contact for this application.

9. No material in support of this application has been plagiarised. I confirm that any material in support of this application that is the intellectual property of another person or organisation is used with the express permission of that person or organisation.

10. I understand that qualification approval:

· is subject to review, and if quality is not maintained can be removed. 

· does not imply or guarantee that it will be supported by public funding bodies.

1. My Organisation has not had approval declined or withdrawn by another awarding body.*
*If you have been turned down or had approval withdrawn delete this statement & provide details.

Signature of Head of Organisation (8)
	Signature
	     

	
	(Electronic copy of signature required)

	Print Name
	     

	Position within Organisation
	     

	Date of Submission 
	     


Edexcel reserves the right to decline Qualification Approval 
	Edexcel Use Only - Comments


	     



APPLICATION INSTRUCTIONS: The numbers indicated in these guidance notes refer to the superscript numbers attached to items in the main body of the application form. Please read these guidance notes before completing the form.

1. Application Category Reference
The table on page 2 lists the possible categories of centres that may apply for approval to offer BTEC qualifications. Once a category has been identified, the instructions for the completion of the form should be followed. The Application Category reference must be stated on the application form.
2. Appropriate Edexcel Support

Please contact your Regional Office to put you in contact with an appropriate member of the Edexcel regional team. Contact details of your Edexcel Regional Office can be found in the Contact Section of the Edexcel Information Manual.

Employer and Training Provider centres should speak to their Development Manager prior to submission.

3. Centre Number
Centres approved to deliver Edexcel qualifications or qualifications from another Awarding Body will have a unique centre number consisting of 5 numbers. If you are new centre, please leave this box blank.


4. Separate Form For Each Occupational Sector
Several programmes may be listed on one form, however, they must sit within the same occupational sector. To see how programmes are organised into occupational sectors please refer to the ‘Accreditation Details’ that can be found on the BTEC section of the Edexcel website. 

5. Proposed Registrations

Please identify the anticipated number of candidate registrations for the next two years. Please note that where no candidates are registered on a programme within two years of the approval date, approval will be automatically withdrawn and a fresh application will be required for re-approval.
6. Proposed Start Date
The date that candidates are to be enrolled on the programme. Edexcel requires candidates to be registered within one month of enrolment.
7. Delivery Policy and Procedure Declarations
This section is to make you aware of the procedures and policies that you need to have in place for the delivery of BTEC programmes and for you to declare that you have these. For further advice about this take a look at the documents held on our website under the “…I am a Quality Nominee” page linked on page 1 of this form.
8. Signature of Head of Organisation
The declaration must be signed by the Head of Centre, i.e. Principal, Chief Executive or Head of Organisation who has overall responsibility for the quality assurance of the programmes(s). The signature should be an electronic copy of that of the Head of Centre, the use of which should be authorised by the Head of Centre. The email address of the Head of Centre may be used as an alternative to this signature, the use of which should be authorised by the Head of Centre. Evidence of the signature must subsequently be provided by the centre during the visit to the centre by the Centre Approval Officer or External Verifier.

EDEXCEL USE ONLY
	Briefer Details

	Briefer Name
	          
	AA Number
	          


	Brief Date 1
	     
	Re-Brief Date 2
	     

	Re-Brief Date 1
	     
	Re-Brief Date 3
	     


	
	Yes
	If No, RFI point no.

	All relevant sections of the form have been completed according to category chosen.
	 FORMCHECKBOX 

	     

	Qualification identified in Section 2 is a currently accredited BTEC qualification
	 FORMCHECKBOX 

	     

	Declarations contained within Section 3 have been completed 
	 FORMCHECKBOX 

	     

	Human Resources

	CVs are appropriate to the application subject area
	 FORMCHECKBOX 

	     

	Assignment Design

	The title/reference of the assignment reflects the content and nature of the assessment
	 FORMCHECKBOX 

	     

	The grading criteria which are intended to be addressed on the assignment are clearly listed
	 FORMCHECKBOX 

	     

	The specified grading criteria are addressed through the assignment
	 FORMCHECKBOX 

	     

	The assessment activities contained within the assignment are appropriate for the level of the qualification
	 FORMCHECKBOX 

	     

	The assessment activities will lead to valid and reliable assessment decisions
	 FORMCHECKBOX 

	     

	The assignment is fit for purpose
	 FORMCHECKBOX 

	     

	The assignment marking guidance will lead to reliable assessment decisions
	 FORMCHECKBOX 

	     

	Comments:
     


	Centre Declaration

	An appropriate person within the organisation has signed the declaration
	     


	Requests For Further Information 

	RFI number
	Information Required

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


	Outcomes Of Requests For Further Information 

	RFI number
	Rfi Met Yes/No
	Comments 

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     

	     
	 FORMDROPDOWN 

	     


	Briefer Declaration 

	The qualifications in this report can now be approved
	 FORMDROPDOWN 


	If ‘No’ Please give reasons why
     



	Briefer Signature
	     
	Date​​​
	        


BTEC Assessment Sign-off

	The qualifications contained in this report can now be approved
	 FORMDROPDOWN 



	If ‘No’ Please give reasons why

     



	     
	     

	     


	Name
	Designation
	Signature


	     



                                                                    Date



�








Jonathan Soanes 1st July 2009 – Issue 1
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