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Introduction to FutureQuals

FutureQuals is forward thinkg, learner and customeifocussed, and committed to delivering inspiring
learning and skills.

Our Values

®We are a Visionary, Supportive, I nnovative and Profe
excell ence .

Our Vision

®We envi saghia hpleavee yi i earner realises their ful

Our Mission

®To provide respected and valued qualifications and

FutureQuals is recognised to deliver regulated qualifications by Ofqual in England, CCEAaRegun

Northern Ireland, the Scottish Qualifications Authority (SQA Accreditation) and Qualifications Wales to offer a
comprehensive and diverse range of qualifications across a wide range of vocational areas many of which
are transferable across indusies and sectors.

A full list of FutureQuals current qualifications can &ecessed athttp://www.futurequalsquals.com

We have developed a genuine understanding and insight into all types of educational arigations, which
ensures that we are highly responsive to their needs. We offer a wide range of benefits and support for our
learners, our approved centres, and their assessment and quality assurance teams.

FutureQuals offers a wide range of benefits andygport for all of our educational products and services

including:

1 Vocational qualifications accredited by the UK regulators and recognised by employers, universities
and professional bodies

1 24/7 online management systems for the registration of learneexsuring highly efficient services and
access to assessment and results.

1 A diverse range of qualifications

1 A flexible approach to assessment

1 A network of professionals who examine and quality assure our regulated qualifications and
assessments

1 Regular upddes on new developments in education and training

1 Unrivalled customer service support and extensive guidance materials
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http://www.futurequalsquals.com/

ThisManual will provide you with information on:

° How to become a FutweQuals centreand how new and existing Centres can work with us
° The delivery, assessment and quality assurance of FutureQuals qualifications

° The support FutureQuals offers to centres

1 Appendices for all FutureQuals Policies, Procedures and Forms

New policies may be added between annual reviews of this Manual which may also result in amendments
being made to policies, procedures and forms where necessary. Whilst we will inform a Centre through
newsletters and targeted emails of such updates, itisaGem e- s responsi bility t
the most up to date policy found on our website or in this Manual.
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Centre Approval

Many different types of organisations can becomeiftireQuals Approved Centres, for example: employers,
training providers, FE colleges or NHS Trusts. They will need to have access to facilities depending on the
qualification(s) offered which may either be their owor provided through sites or partnershs with other
organisations.

In order to become a FutureQuals centre you will need to complete a Centre Approval Application, Bean
Appendix 2 which requiresinformation about your centre, key contacts and details of the qualifications you
wish to offr. The form must be completed and sent with payment for Centre ApprawaQuality Assurance
gualityassurance @futurequals.com

If you wishto add an additional site to an Approved Centrplease canplete the Site Approval Application
Form.Which can be found irAppendix 3.

When FutureQuals receives the completed application form it will be acknowledged within two working days
by the Quality Assurance Teamnd reviewed against our requirements

Fnance and due diligencechecks will be cargd out to determine the status of yawcentre/organisation
and once thechecks are completeyou will receive an invoice for centre approval.

Upon payment of the Centre Approval fee you will be allocated a wspace on our Huddle platfornwith a

centre codeand will be able to upload examples of your policies, procedures and other docuntetion that

we will request from youThis may includdor exampleCV- s of Assessors andndl nterna
a range of centre policies that should be in place.

The FutureQuals External QualAgsurer allocatedo your centre will revievand evaluateyour application
against our requirementsand either recommend approval of your centre status or request additional
information. If approval has been ganted, centres will be required to sign a Centi@ontractand provided
with details of how to set up users of systembefore leaner registration can take placeSee Appendix 5 for
a copy of the Centre Contract.

Once he External Quality Assurer has recommended approval, the Cei@mtracthas been signed and
your users have been set up in QMIour approval is complete. You will receive notificatiohthisand a

Centre Approval certificate in the post. You will thiee able to start registering learnersSgepage 27 for

further details)

Youshould use thisManual for the administration, delivery and assessment of qualifications awarded by
FutureQuals.
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Fees and pricing
Qualification Fee-s

Individual qudification registration and certification fees are listed on each of the qualification pages on the
FutureQuals Websitehttp://www.futurequals.com/qualifications/index.html

Other Feesand Pricing

Additional fees and pricing information is found ithe Fees and Pricing 201document that can be founcon
the FutureQuals website

This document details fee specific to Centre Approval, Administration and External Quality AssuraSee.
Appendix 1- F e eandPricing

Approved logos

You must contact FutureQuals by wish to use FutureQuals logoThe logo may be used in appropriate
marketing materialsand a centres website with permission from FutureQualwhich is granted at approval

You must abide by the guidelines for the use of FutureQuals lo§ee AppendiX®. The EQA will checkow
the FutureQualdogo is being usedas part of their regular monitoring visits and report back.

Youar e not permitted t o,Qualfieatiand\éales, 8QAccleditationfCEEA ( Of qu a |
Regulation logos at any time.

Adding a new qualification for Existing Centres
(Including Centre Staff requirements)

Approved Centres can apply to offer further qualifications by completing the Adddl Qualifications
Application Form
http://www.futurequals.com/downloads/centre/apply/Additional%20Qualifications%20Application.doc

Centrs wi | | need to submit any additional CV-s and Cert
that are not currently held in Huddle. Centres must ensure that Assessors and Internal Quality Assurers are

capable of delivering/quality assuring thadditional qualificationsand produce evidence of this on request

See Appendix 4

Data Protection and security

Each Centre approved by FutureQuals to delieer qualificationsis required to maintain all learner records
and details of achievement in an ecurate, timely and secure manner, in line with the requirements of the
Awarding Organisation and Data Protection LegislatidRecords must be available for external quality
assurance and auditing purposes, as required.

The data collected from learners Wionly be used for the purpose for which it has been collected and

personal learner information will not be disclosed to any unauthorised person or body. Personal data will be
processed in accordance with the @GAadndteeFaturaQaalsi st r at i o
CentreContract See Appendix 15 and 1fér a copy of the policy and form.
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Change of Centre Details

You must inform FutureQuals of any changes to the information we hold in our systems about addresses
and keypersonnel. This mat be done by completing the Change of Centre Details Form and emailing to
info@futurequals.comSee Appendix6 for the Change of Centre Details Form.
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For each qualificatiorrutureQualslevelops itprovides approved centresvith;

Qualification Specification,
Evidence Logbook
Product Sheet

Purpose Statement

=A =4 =4 =4

Theseare published and available orour websitewww.futurequals.com However, specifications with
indicative content or otlr guidance will be providedupon learner registratiorand can bedownloaded
from your Huddle workspace

Product sheet

The FutureQualProduct Sheet provides an overview of the qualification, qualification structure,
documentation available, progression opportunities and where applicable funding availability.

Qualfication Specification

The FutureQualQualification Specification provideguidance to assist in the administration, delivery and
assessment ofa qualification. It is recommended thatou study qualificationspecificatiors in detail and
become fully cowersant with the procedures and accompanying documents.

Qualificationspecificatiors are live documens and, as such, will be updated when required. Centres will be

informed viaour monthly newsletteror throughan email alertwhen changes are made.Thechanges are
documented at the front of the qualification specific
to assist with identifying where the changes have taken pladeis the responsibility of the approved centre

to ensure the most ugo date version of theQualificationSpecification is in use.

Qualification Specificatianare copyrighted and may only be copied by approved centres for the purpose of
assessing learners. It may also be copied by learners for their own use.

Evidence Logook

The FutureQual&vidence Logbooks containformation aboutthe Learning Outcomes and Assessment
Criteria for all the mandatory units that make up a qualification.

Optional units are provided on separate evidence log sheeEach unit contains a tile for completion,
detailing the assessment method used, reference number for portfolio cross referencing and an Assessor
decision column to sign and date.

The Evidence Logbook also containglaclaration of authenticity which is signed by the learnenéa
Summary of Achievement the Learner, Assessor, Internal Quality Assurer (IQA) and External Qssuitgr
(IQA)igns on completion.

It is a regulatory requirement that every assessment submission is authenticated as the work of the named
learner whether submitted to a centre or to FutureQuals. Therefore, the FutureQuals Evidence Logbook
requires that a declaration of authenticity is signed by a learner for each assessment submitted. If a centre
uses electronic systems or-portfolios, an alternatedrm of formal declaration of authenticity must be
completed with each assessment that is submitted.

If a centre uses its own version of the FutureQuals Evidence Logbook it must ensure thagitsienused
captures the same information i.e. the assessmentethod, evidence reference, tha s s e sdeasion s
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(including the signature and date to evidence completion assessment) andthe a r deelaration of
authenticity.

Any submission that does not carry a formal declaration of authenticity will notdx¢ernally quality assured.

If an alternate formal declaration of authenticity is completed by a learner it masta minimum, include
the statement:

Statement of confirmation of authenticity

By the act of making this submission | am declaring that thesall my own work and that if this statement is
untrue, | acknowledge that an assessment breach has been committed.

The learner must sign and date the declaration.

Purpose Statement

The Purpose Statemeri$ written for the learner. Mvill assist them in seeingwhat knowledge,
understanding or skillghey will gain through the qualification and whathey can progress onto. For
example, it will showthe learnerwhat sort of job rolethey could undertake or what further learning or
apprenticeshipthey could progress onto.

Purpose statements also teléarnerswhat prior qualifications or experiencéhey need to undertake the
gualification and any age restrictions.

Some of the qualifications may be part of a set of qualifications, these will be differezgsand levels and it
is important thatlearnerschose the right one fotheir own developmentand/or job role. This will be
explained in the Purpose Statement.

Quialifications List
The Qualifications List provides a full list of all qualifications effeéncluding theQualification Accreditation
number QAN), Code and full qualification title, which is updated on a regular basis. This will be available via

the website:

http://www.futurequals.com/downloads/centre/apply/Qualification%20List.pdf

This document also contains information on Apprenticeship frameworks and their respective component
qualifications. However, this information is not exhaustive and centré®sld always refer to the official
framework document available through Apprenticeship Frameworks Online:

http://www.afo.sscalliance.org/frameworkslibrary/index.cfm
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Assessment Principles

FutureQualsAssessment Principles can be found in section 7 of the Qualification Specification. They can be
Sector Skills specific or FutureQuals own. Puimciples detailmportant informatian on how thequalification
should be delivered andassessed and what qualifications and/or occupation competendgrequired for
Tutors, Assessors and Internal Quality Assurers.

Foecific guidance / requirements

Specific guidance and/or requirements ardetailed within theassessment principles contained ithe
qualification specificatin and, for specific qualificationsthe CentreContractcontains further information the
centre must adhere to.

Forexample, the Level 3 Certificate in Emergency ResparisnbulanceDriving hasa requirement detailed
within Appendix 2 of the Centre&Contractthat the Centre warrants and represents that:

1.

it is authorised by each NHS ambulance service or CQC registered private ambulance service with
whom it has a contracte provide training to provide the level 3 Certificate in Emergency Response
Ambulance Driving

no Learner, by undertaking training in the level 3 certificate in Emergency Response Ambulance
Driving with the Centre, will be at risk of breaching the Road ficakct 1984 (or any other

legislation) as the Centre holds the relevant exemptions and/or has confirmed that the Learner
holds the relevant exemptions

it shall update (as required) any authorisation it has obtained for the purposes of this Appendix 2
and keep all such authorisations current and up to date.

it shall provide FutureQuals with such evidence as FutureQuals shall require to confirm compliance
with this Appendix 2

The Centre acknowledges that FutureQuals shall be entitled to withdraw authoiosefrom the

Centre in the event that the Centre is in breach of any of the provisions of this Appendix 2 and,
further, the Centre hereby agrees to indemnify FutureQuals against all costs, damages, claims
and/or expenses incurred by FutureQuals as a resoftor in relation to any breach by the Centre of
any provision of this Appendix 2.

Sample Assessments

Where applicable sample assessments can be found on the FutureQuals websitenatv.futurequals.com

1 Extract from the FutureQuals Centre Contract:

http://www.futurequals.com/downloads/centre/apply/FAQ_Centre%20Agreement.pdf
Centre Operations Manual_V3une2017 |pgl5
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Learners

Learners- backgrounds and previous experience of educ
qualifications that are flexible, able to be delivered in formal and informal education emwnents, which
can include a |l earner-s workplace, and are availabl e

Each learner will receive a FutureQuals Learner Number and this will enable them and the centre to access
all FutureQuals support servicesldérners are not registered with FutureQuals it is not possible for them to
access our support.

For learners with disabilities or learners who have particular problems at the point of assessment,
FutureQuals recognises that consideration needs to beeji to meet their individual needs. This is outlined
in the Reasonable Adjustments and Special Consideration Policy which giviesmation onthe procedures
in place toassistindividuallearnerswith theirneeds.
http://www.futurequals.com/centres/support/policies.htmil#

Tutors

Tutors employed bya centre will be responsible for instructing, supporting and coaching learners for
qualifications. Tutors must have the relevant expsetiand/or qualifications required by the relevant
Representati ve Body - stureQueats Asessment PrincipleBlease efertothe r F u
assessment principles in section 7 of the qualification specification.

Assessors

Assessors employed by centre will be occupationally knowledgeable and competent to assess units and
qualifications. They must have the expertise and/or qualifications required by the relevant Representative
Body-s Assessment Strategy or FutureQuals Assessment

They will need to be knowledgeable and/or competent in the vocational area covered by the qualification as
well as in assessment. They must not assess learners where they have a potential conflict of intbresf,

this cannot be avoidedFutureQuals musbe informed asextra quality assurance checkwill needto be put

in place.Refer to the Conflicts of Interest Polisgpendix 7and Conflicts of Interest Forsppendix 8

Internal Quality Assurers (IQA)

Internal Quality Assurers employed tg/centre wil be occupationally knowledgeable, have relevant

occupational expertise at the level (or above) in the area they are assuring and be qualified to make quality

assurance decisions. They must have the expertise and qualifications required by the relevant

Rep esent ative Body-s Assessment Strategy or FutureQua

The Internal Quality Assurer is responsible for the integrity of the unit/qualification that you, as a FutureQuals
centre, claim certification for on behalfféhe learner. They will also ensure that there is no conflict of interest

in assessment at the centre or where it cannot be avoided, thaitureQuals has been informed and the
additional extra quality assuranceequiredis put in place.SeeAppendix 27for a copy ofthe InternalQuality
Assurance Guidance and Forms.
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Requirements for assessors and internal quality assurers

The qualification specific requirements for assessors and internal quality assurers can be found at:

http://www.futurequals.com/qualifications/index.html

You will then need to select the qualification sector you are interesteddlipwed bythe specific
qualification and finally the qualification specificatidor that qualification.

For examplehttp://www.futurequals.com/qualifications/sectors/regulated/health public-servies-and-
care/firstaid/L2AEFAW/index.html

This will give you the specific requirements for assessors and internal quality assurers for Level 2 Emergency
First Aid at Work.

External Quality Assurers (EQA)

FutureQuals External Quality Assurers are appoingaghinst rigorous criteria and have responsibility for
ensuring the validity and reliability of units/qualifications awarded by FutureQuals. Your External Quality
Assurer will work with you to ensure that all FutureQuals and regulatory requirements aré thgou have

an issueor concernwith your appointed EQA please refer to the Head of Quality at FutureQuals.

Withdrawing a qualification or closing a centre

If your Centre ceases trading or its Contract to deliver FutureQuals qualifications is tetaeinia must advise
us in writing as soon as possible.

This written confirmation must include:
1 The date the Centre proposes to close or withdraw from delivering FutureQuals qualifications

91 Details of the arrangements that will be in place for registeregdtners that have not yet
completed. This must include any transitional arrangements

91 Details of the arrangements in place for Learner portfolios, Learner records, internal
verification/quality assurance records and assessment records:

- to be stored seurely
- to be passed to FutureQuals or,

- passed to another FutureQuals centre for Learners to continue their studies inclualivg
data protection requirements will be addressed

The Centre is responsible for protecting the interests of Learners nairtg to progress through their
planned qualification and will need to provide details to FutureQuals of how this will be done through the
arrangements it puts in place.

If the Centre enters into administration, insolvency or liquidation proceedings istjwovide the same
written confirmation as detailed above.

I n addition to this the Centre must provide details
affairs. This includes any liquidator, administrator, administrative receiver or atted insolvency
practitioner that is appointed.

In order to support registered Learners to continue their qualification at another FutureQuals centre, it may
be necessary for FutureQuals to request contact details for registered learners from the Centppointed
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third party. This is to enable us to comply with data protection requirement by gaining written permission
from the Learners to transfer their achievement history and registration to a third party.

When an organisation applies to become an appved FutureQuals Centre, it is a requirement that the
applicant confirms it has a process in place to support Learners should it withdraw from its role of delivering
FutureQuals qualifications.

See Apmendix 15and 16for the Data Protection Policy and ForSee Appendix 28or the Centre Closure
Policy.
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Units

Units are divided into learning outcomes. These will be either:

° Competence/skills based learning outcomes that usually begintwh - Be abl e t o- and
learner will generally expect to be observed carrying out the associated assessment criteria for
that learning outcome

° Knowl edge/ understanding based | earning outcomes
-Understand- or —-Know how to-.

How to gather evidence

The qualification specification will be clear about the skills, knowledge or understanding that needs to be
evidenced. The following are hints that will help you and your tiears to gather their evidence effectively.

Handy hints forassessors -

1 Check that your learner is registered for a qualification that is suitable for them and for the right
units within it to ensure they can achieve the qualification.
T Plan your | earner-s assessment wisgdtherthhirem; ef fecti
evidence efficiently. If the learner is undertaking more than one unit then a holistic approach to
assessment planning will be more effective than a ufy-unit plan. Remember the assessment
cycle: plan, gather the evidence, judge the eence and give feedback.
91 Ensure that your learner knows that skills, learning outcomes and assessment criteria are about
them being able to perform a variety of different tasks within their work role in their work setting.
1 Ensure that your learner know$at knowledge learning outcomes and assessment criteria are
about them knowing and understanding within the context of their role in their work setting.
1 Ensure that all assessments meet the criteria of sufficient, valid, fair and safe
1 Ensurethatallevence presented is the | earner-s and can b
1 Help your learner to understand the types of evidence they can gather

Direct observation.

This is where the assessor observes the | earner wor ki
records their findings/observations.

Can be used as skills and knowledge evidendsit primarily skills.
Expert withess evidence

This is where an expert witnhess, such as a qualified professional, observes the learner working in their
workplace andrecordsh ei r findings when it would not be possi bl e
practice. Qualified staff can be expert witnesses if permitted within the qualification assessment principles.

They sometimes see things that can be used as evidencetthasessors cannot. The centre will have
approved the expert witness but a centre assessor will still need to judge the evidence provided by the
expert witness against the assessment criteria. Can be used as skills and knowledge evidéot@rimarily
skils.

Peer reports
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This is where the | earner-s peers omigoeackirgandt he | earner

record their observations.

Can be used as skills and knowledge evidendmit primarily skills.

Witness testimony

This is where arindividual such as a service user, customer or a-emrker can write a statement about the
activity that the learner has carried out in the work setting and which has not bedbserved by the

assessor. Can be used as skills evidence.

Work products

These are products: activity plans, work documents, care plans etc. that the learner has produced or been
involved in producing and used in the work place. However, confidential and sensitive
information/documents should not be kept in a portfolio of evideadut should be signposted for the
assessor and internal quality assurer.

Can be used as skills and knowledge evidend®it primarily skills.

Reflective accounts

The learner will produce a reflective account and will use them to cover situations thabsessor has not
seen and where learners have thought about their actions, experiences or learning and the implications of
these so that they can celebrate good practice and/or suggest changes for future action, learning or
practice.

Can be used as skis and knowledge evidence

Learner diaries

This is a record of activities carried out by the learner, with evaluation and/or reflection of those activities. A
learner should consider their actions, experiences or learning so that they can develop threirtjze.

Can be used as skills and knowledge evidence
Professional discussions

These are preplanned discussions between the learner and their assessor and can be used to fill gaps in
evidence and/or demonstrate depth and breadth of knowledge and/aompetence.

Can be used as skills and knowledge evidence
Observations (Used in Health and Social Care qualifications)
These are carried out by the learner where they record information about children, young people or adults

in a variety of situations pactivities. (These observations may be used in court or as part of an official
report.)
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Child observations wil/l be used as part of the chil d-
decide what the individual needs are and how they can hbmet.

Can be used as skills and knowledge evidendmit primarily skills.

Clinical observations (Used in Health and/or Social Care qualifications)

These are observations that the learner may carry out in their health care role and will record their §adin
according to agreed workplace practice.

Can be used as skills and knowledge evidend®it primarily skills.

Recanition of prior learning (RPL)

The assessor will consider whether the learner can show that they can meet the assessment criteria for a
unit or part of a unit through knowledge, understanding or skills they already possess.

Can be used as skills and knowledge evidence.

Questions and answers

Questions can be written or oral. Questions will be asked by the assessor to enable the learner to
demonstrate knowledge and understanding. Questions and answers must be recorded by #issessor;
they can be either written or electronically recorded.

Questions may or may not be prplanned. It is often useful to ask questions at the end of a direct
observation to clarify points or to add a depth of knowledge to the observation. These questions would not
be pre-planned.

Can be used as knowledge evidence or competence evidence in very limited circumstances.
Simulation

Simulation is any structuredx@rcise involving a specific task, which reproduces rdié¢ situations.
Simulation is used as evidence in units associated with First Aid or Healthcare but is not used in the majority
of qualifications. If it is allowed this will be clearly stated iretrelevant assessment strategy.

Can be used as skills and knowledge evidence

° The | earner-s evidence may be kept in a portfol
confidential it should be stored securely in the workplace and can be signpostethia
portfolio for assessment and internal quality assurance.
° The | earner-s evidence can be presented in a nu!
- Paper based such as written evidence, diagrams, graphs, charts and observations,
photographs of displays, etc. (but not of childrengyng people or adults using a
healthcare service and never without permission in other scenarios). This type of
paper based evidence can be presented as -pa
transmitted.
- Technically recorded such as videos, audio records or mobile phone recordings etc.
Visual recordings must not include children, young people or adults using a healthcare
service and never without permission in other scenarios.
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- Paperless evidence can be uploaded onto a computer file and accessed by th
assessment team.

Evidence recorded through the use of technology must still be easily accessible and auditable for assessors,
internal quality assurers and external quality assurers to assess and quality assure.

° Aneportfolio is an electronicversioanf a -traditional - paper based r e
same ease of access for assessors,ternal and external quality assurers as a traditional paper
based portfolio.

°  Eportfolios must show auditable evidence of how the assessment cycle process leswassessor
and learner has been implemented. There must also be auditable records of internal and external
quality assurance. All evidence and records should, as for traditional portfolios, be securely stored.

°  Ensure all learner records are up to dand complete from induction, assessment, to completion
of units and/or qualification.

°  The qualifications regulators require that assessment is undertaken in English in England and
Scotland, Welsh and/or English in Wales and English and/or Irish in NartHeeland except where
assessment in another language is one of the primary objectives of the qualification, or to support
a role in the workplace where proficiency in English, Welsh or Irish is not required for that role. Any
centre wishing to assess imny language other than Englismust contact FutureQuals to discuss
whether it is appropriate and how consistency can be maintained across languages.

Internal Quality Assurance

A FutureQuals centre must have in place robust mechanisms for internal quakisurance that must be
undertaken by appropriately qualified people as outlined in the qualification specification. An internal quality
assurer must not quality assure his/her own assessments.

Your centre must have:

° An internal quality assurance procederthat acknowledges the different Assessment
Strategies and/or Principles of the relevant Representative Bodies or FutureQuals for the
different units and qualifications. These procedures should be evaluated and reviewed on a
regular basis.

° An internal guality assurance sampling plan for each individual qualification with a rationale for
the sampling method chosen which must cover all assessors, units, locations and all
assessment methods used for that qualification over a period of time, but does not reseeily

cover all | earner s. I't is also useful to stand
cycle and the forms used to record it.

° Recorded feedback to assessors of the internal quality assurance findings with a timed, goaled
action plan when neessary and a follow up process on the action to be taken.

° Evidence to support all units claimed through RPL.

° Standardisation activities involving all IQAs and assessors over a defined period of time. These

activities should be informed by the findings tife IQA, concerns raised by centres, concerns
raised by assessors, learners and EQA as well as the identified needs of centre assessors and
IQAs.
° Clear, auditable records that should include name of learner, registration date, units registered
for, assessnent plans, assessor feedback, IQA feedback and learner achievement for all
| earner s. These should provi de siuff fa clieeanrtn eerv-isd
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portfolio is lost, does your centre have sufficient evidence from your recordsntable your
centre to clam certificates for the learner

SeeAppendix 27for the Internal Quality Assurance Guidance and Forms
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Reasonable Adjustments

ReasonableAdjustments can be made to an assessmetefore it takes placdor a qualification to allow a
learner to demonstrate their knowledge, skills and understanding. The nature of any reasonable adjustment
depends on the | ear ner - salifeaiontand assdssament meghqds.i r e ment s, t he

For examples please see our reasonable adjustments policy which is available for download from
http://www.futurequals.com/centres/support/policies.html#

Reasonable adjustments must natompromise oraffect the reliability or validity of assessment outcomes,
nor must they give the learner an assessment advantage over other learners undertaking the same or
similar assessments.

To goply for Reasoable Adjustments please follow the process set out in the Reasonable Adjustments and
Special Considerations Policyhich can be found in Appendix 16f this Manual.

Where a @ntre is able to take the decision itself, it must record the award of the adjsiht ona form
which can be found in Appendix 2f the Reasonable Adjustments and Special Considerations Polldye
form and all relevant documentation and evidence of need must be kept in centre files and produced on
request to FutureQuals.

A centre E@ will review the use of reasonable adjustments during a quality assurance visit.

Special Considerations

Special Consideration is an adjustment that can be given to a learner when they have experienced an
illness or injury or some other event outsidd their control which has had or is reasonably likely to have
had an effect on their ability to take an assessment or on their level of attainment in an assessment.

Special consideration is not appropriate for a minor illness or a minor disturbance. kangples please see
our reasonable special considerations pigy and procedure at
http://www.futurequals.com/centres/support/policies.html

To apply for Special Gwsiderationplease bllow the process set out in the Reasonable Adjustments and
Special Considerations Policyhich can be found in Appendix 16f this Manual.
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RPL is a method afssessing and validating leaming, achievementor creditthat considers whether a
learner can demonstrate that they meet the assessment requirements for a unit through knowledge,
understanding or skills they already possess and so not need to develop through a course of learning.

RPLlenables recognition of achievement from a range of activities using any valid assessment methodology.
Providedthe assessment requirements of a given unit or qualificatioave been met, the use of RPL is
acceptable for accrediting a unit, units or a whelqualification Evidence of learning must be:

Valid
Reliable
Safe
Fair

=A =4 -4 -4

SeeAppendix 26 for a copy of the FutureQuals Recognition of Prior Learning Policy.
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Invoicing
Invoices are geprated on the day of the transaction.

Transactions are defined but not limited to the list below:

Centre Approval

Quality Assurance Visits
Learner Registrations
Replacement Certificates
Support Materials

=A =4 -4 -4 -4

Invoices wilinclude comprehensive details relamg to the charge either within the invoice or in a separate
attachment such as the names of learners and the qualification they have been registered on.

Invoicing for the registration and ceiitihition of Learners is processeat the point of learner regstration with
FutureQuals. Any additional unit registration required by learners over and above the minimum credit
requirement for qualification certification may incur a charge.

Credit

Only centres with an approved credit account will receive an ineoior payment in lines with the conditions
detailed below in the paying fees section. All other transactions will be on a proforma basis with full
payment being received prior to registration or any other transaction type. Full terms and conditions are
available from the websitewww.futurequals.comor by request.

Payment Terms

Payment of fees for all qualifications is due thirty (30) days from the date of the invBiagment cannot be
withheld unless you disputéhe amount of the charges by notifying Futu@aialsin writing withintwenty-one
(21) days of receipt of an invoice, giving full details of the amounts disputed and the reason for the dispute.

Unless good and sufficient reason is given for nggayment o invoices by the due date, late payment
interest at the rate of 8% plus current bank rate, as per the Late Payment of Commercial Debts (Interest) Act
1998, will be charged.

No further registrations will be accepted whilst your account remains outside téens and conditions
detailed above.

Payment Instructions

Our preferred method of payment is by BACS transfer.
Cheques or bank transfers should be made payable to:
Future (Awards and Qualifications) Ltd

Cheques should be addressed to:
Future (Awards ad Qualifications) Ltd
EMP House, Telford Way, Coalville LE67 3HE

Remittances can be emailed to info@futurequals.com, posted or faxed
Bank Details: HSBC Bank Hi&ort code: 46830-24 | Account: 02481545

2 Extracted from the FutureQuals Invoicing Policy:
http://www.futureq uals.com/centres/support/policies.html#
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Huddle

Huddle is oursecure onlineCentre Management System used to store the following information:

Completed Centre Approval Documentation
Centre Policies and Procedures

CV-s and Certificates
External Quality Assurance and Sampling Reports
Completed Adminstration related forms

Non Compliance and Malpractice Reports

=A =4 =4 -8 -4 -4

A nominated centre contact is provided a Login to Huddlaring the centre approval procesd-utureQuals
allows one contact per centre.

Huddle User Gide

The Huddle User Guideontainsprocedures on accessing the system, uploading and maintaining your
centre documentation and how to notify FutureQuakhen documents have been uploaded or updated.
SeeAppendix 10for a copy of the procedure.

Huddle Minimum ICT Specification

Huddle has keen designed to work across as many internet browsers as possible. Huddle currently
supports the following browsers;

1 Internet Explorer 8, 9, 10 & 11 (PC only)

1 Firefox 1.5+ (PC, Mac and Linux)

i Chrome (current version)

I Safari 2+ (Mac)
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QMISt Qualifications Management Information System

QMIS, our online Qualifications Management Information Systisrased for the following processes:

Register learners

Claim Certification

Track learner progressirough to certification
Upload electronic data files

Learner Reporting

=A =4 -4 -8 -4

To gain access you will need to apply for a user account. You will needa@baythorisation from your Head
of Centre to set up a new account and completae QMIS Terms and Conditiongser Form(see Appendix
1} You willbe provided with training and issued with the online usemanual from FutureQuals Centre
Support on completion of approval.

QMIS is accessed from the FutureQuals Homepagew.futurequals.comor https://gmis.futurequals.com/.
Itis recommended that centres access QMI®m our website.

QMIS User @Gide

The QMIS User Guidmontains the following step by step processes and inforniat;

Accessing QMIS

Registering Learners in QMLBing the registration of learners spreadsheet
Grading Learners

Accessing Learners in QMIS

Troubleshooting

Learner Registration File

= =4 =4 -8 -8 -9

The QMIS User Guide is provided to all centres on approval by email dnddle and is also available to
download from the FutureQuals websitevww.futurequals.com or can be viewed imAppendix 12

QMIS Minimum ICT Specification

QMiScurrently supports the following browsers
91 Internd Explorer 6.0 or above
1 .NET rurtime framework 3.0/3.5
1 Windows XP and above
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Registering learners

QMIS, our onlin®ualificationsManagement Information System will be used for the followipgocesses:

° Register learners

° Claim Certification

° Track learner progress through to certification
° Upload electronic data files

° Learner Reporting

Registration of Learners should be completed online using QMIS. Uporstegfion with FutureQuals, each
learner will be issued with a FutureQuals learner number. This numbdi vecord the complete learner
journey from qualification registration through to certification. All subsequenalifications will be linked to
that learner number.

FutureQuals advisethat youmust provide us with the ULN (Unique LeanNumber) in order that we can
report achievement for funding pallteqmrongRBesordand to add to

For furtherinformation on ULNs vishittps://www.gov.uk/government/collections/individualisedlearner
recordilr.

Upon registration, the centre will receivemail confirmation of theFutureQuals learner number and
confirmation of regisration on to the requested qualification. Invoicingrfqualifications is done at the
learner registration point. Any additional unit registration required by Iears over and above the minimum
credit requirement for qualification certification may incarcharge.

Guidance on Registration

Where a qualification is 10 hours TQT or above we require the registratidretoploaded within 12 weeks of
the Learner start date and before any (summative) assessments have taken place.

Where a qualification is bew 10 hours TQT we expect the regation to be uploaded before the
qualification starts or as soon as possible after the course has connmed and before any (summative)
assessments have taken place. We require that all learners be registeraettti@se gualifications no later
than five working days after the course has begun. This enssithat learnersare notdisadvantaged and
allows us to support you accordingly.

Where there may be a reasonable explanation relating to late registrationsctaiming cerification within

an unexpectedly short period of time following registration, we will reqies explanation in writing We

may request documentary evidence o0s$uchasdatedecopregaf - s st art
Individual Learner Plans, ILR&st assessment plans or first reviews) to suppohese registrations and will

refer the information to the Head of Quality.

Transferring/Withdrawing Learners

If a centre needs to transfer or withdraw a learner froenqualification they must complet¢he Learner
TransferWi t hdr awal Form and refer to the admi lSeestrati on f
Appendix 14
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Grading and Results

FutureQuals Qualifications are not gradedowever tre QMIS system uses this terminology.

Our qualificationsare proficiencybased qualifications, which result in either a Pass or a Fail. They are
designed to measure a learner's performance and skills proficiency at a particular level. It is important to
understand the effect that this has on assessment.

Claiming Certification

Once learners have met all unit and any additional requirements, the centray claim the full certificate
through QMIS.

The timeframe forprocessing certificate claims currenty 2 working days from the receipt of the
certification request in QMIfr centres with Direct Claim Status and 7 working days of an EQAfirming
resultsfor centres that do not have Direct Claim Status

Certificates are sent using the Royal Mail SaghFor service within 20 working days of the certificate claims
being processed by FutureQuals.

Certificates wilbe sentto the named centre address for distribution to the successful learneZentres must
distribute certificates to learners within 28ags of receipt.

See Appendix25 for a copy of the FutureQuals Direct Claims Policy.

In the event that a replacement certificate is required the centre must complete théaegment certificate
application form available from info@futurequals.com to ensuthat claimsare authentic

FutureQuals wiltequire the centre or learner to provide appropriate evidence. Any asisted fees are
detailed in theFutureQuals Fees list.

Reporting

Centres may request from FutureQuals reporting on learners registeaad qualifications offered. The
reports can be send in Excel or PDF format.

Award of Credit

If a learner has successfully completed a unit or numberwfits butdoes not intend to complete the
qualification in full, the centre can request céitates for thecredit bearingunits achieved.

Requestinga replacement certificate

To requesta replacementcertificate,you must complete the Replacement Certificate Fqréee Appendix 3.
It is cownloadable from
http://www.futurequals.com/downloads/centre/apply/Replacement%20Certificate%20Form.pdf

Repl acement certificate fees are detailed in the
All certificatesare issued i the legal name ofa learnerat the time an award is made. Therefore, once a

certificate has been issued it is not possible to change full or whole names. However, it is possible to correct
spelling mistakes.
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If an error ismade by FutureQuals, déarneris entited to a reprintedcertificateprovidedthat the incorrect
certificate is returned to us. There is no charge for this service.

If an error is made by the centrea charge will be applied.

If a learner changes his/her name by gender reassignmeant under a witness protection scheme, a centre
must submit the requestn writing for a replacement to be issued. The request must inde the certificate to
be replaced and relevant, authorised, original documentation to validate tlemuest. There is ne@harge for
this service

For applications to replace | ost or destroyed certifi
name and date of birth. Acceptable forms of identification are scanned copies of the photo page of a
passport or a dring licence.

Ifal e a r mame haschanged since the original awarda scanned copy of thd e a r mariage s
certificate, deed poll or Decree Absolute must be included in the submission.

Please note thawve wi | | accept r equ ermdl namaethatotaasnwhiethea | ear ner - s f
qualification is still in progress. Fexample,a learner is registered in his/her maiden namand marries

prior to certificationwe will accept a request to change the registered name of the learnehile the

qualificaton is still in progressCentres must send proof of identignd notification in writing.
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Your EQA will contact you to arrange a centre visit or a remote quality audit and will confirm this tiey éat
e-mail. Your EQA will provide you with details of the documentation that needs to be available for the audit
and the names of learners, assessors and IQAs that they wish to interview either face to face, through Skype
or by telephone.The EQA may oderve assessments&nd/or IQA activities that are taking place during the

visit The documentation can be papebased, held in an eportfolio or stored electronically in your Huddle
workspace and may include:

° policies, procedures and processes including Hith & and Safety Policy, Complaints
Procedure, Malpractice/ Maladministration Proces:
Diversity Policy, Recognition of Prior Learning (RPL) and Internal Quality Assurance Policy

° staffing profiles including CVs, gtification certificates and Continuing Professional
Development records relevant to units they assess or internally quality assure

° internal quality assurance plan including a rationale for the sampling method used which

ensures coverage of all assessora]l qualification levels, all unit levels and all assessment
methods used for each qualification over a period of time, but not necessarily all learners

° records of verification activity including records of standardisation meetings and internal quality
assurance reports for individual assessors*
° learner assessment records includindeclaration of authenticity, identificatiom s s es s or - s

name, IQA name, registration date, unit/qualification registered for, assessment plans and
assessorfeedback, recordof achievements and evidence to support Recognition of Prior
Learning (RPL) where relevant*

° certificationclaims includingwho authorised the claim, dates certificates were claimed and
who was responsible for making the claim to FutureQuals*

NB * denotes reords that centres must keep for three years

Your EQA will contact you prior to the audit to ensure that everything is in place and that the audit can be
carried out.

Your EQA will carry out the audit either in person at the centre or as a remote qualithit ftom their office.
At the end of the audit your EQA will complete an External Quality Assurance (EQA) Centre Report and
discuss it with you prior to sending it to FutureQuals.

The report may contain an action plan for the centre which will identifiganis responsible for the action and
when it has to be completed by. The action plan will be designed to support your centre to achieve
compliance with our requirements. The report will be processed by FutureQuals and a final copy will be
sent to your catre within seven working days.

If the EQA identifies significant risk to your quality assurance systems then FutureQuals would discuss the
application ofsanctionsto protect the interest of learners
http://www.futurequals.com/centres/support/policies.html and provide additional support to make sure

you can achieve compliance with our requirements.

External Quality Assurance Activity

Your External Quality Assurer will visit yoentre at least once a year and will also carry out a remote
quality assurance audit at least once a year. Your External Quality Assurer may well ask you to upload
evidence to your Huddle workspace, use Skype or use similar technology to aid the remotetgual
assurance audit.
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Your External Quality Assurer will also provide you with support between visits and will be contactable to
answer queries or discuss centre development. They will support you with any concerns that you may have
regarding FutureQuals qalifications. You can find additional informain about FutureQuals Awards and
Qualifications athttp://www.futurequals.com

Your centre may also be visited by any of the regulators that FutureQuals works withyan centre
contractwith FutureQuals outlines your responsibilities in the event of a regulator visit.

Unannounced Visits

FutureQuals operates a system of unannounced visits in order to ensure that centres are complying with the
rules set out within ths specification around the delivery of assessments. These visits ensure ongoing
confidence in the qualification as well as maintaining and improving quality. Such checks will create the
opportunity to comment on good practice and also identify areas forpnovement.

Sanctions

FutureQuals has @ontract in placewith all centres which sets out the requirements with which the centre
must comply in order to continue to deliver qualifications. Compliance with doatractis checked via
External Quality Assger visits and related quality assurance activities.

If a centre fails to comply with the requirements, FutureQuals will apply its Sanctions Policy in stages
according to the severity of the breach and its effect on the interests of learners and thejiityeof the
qualifications. For further details on the levels of the Sanctions Policy see
http://www.futurequals.com/downloads/centre-support/FAQ_Sanctions%20Roy.docx SeeAppendix24
for a copy of the Sanctions Palicy.
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Complaints

Youmust haveyour own complaints procedures thathe EQA wilksk to seeon approval Youmust also
make learners aware of FutureQuals complaintmlicy andprocedure. FutureQuals wigs to encourage
feedback on theperformance and content of services provided. A copy of FutureQuals cainps
procedure can be found ahttp://www.futurequals.com/centres/support/policies.html+ SeeAppendix 2

Enquiries about Bsultsand Appeals

Whenalearner s r esul t s v am the resudt theyiexpect, tacbldayer may make an enquiry
about the assessment result tgou as thecentreand you must follow your own internal procedures.

Youmust haveyour own internal appeals procedure, which the EQA magk to see. If the issue canndie
resolved internally after exhausting all availab&hannels for appeathen youshould informFutureQuals.
For a learner to appeal, they must have been registered with Fu@ualsand received a learner
registration number before any assessment decision is made.

FutureQuals aims tonake decisions that teat each case with an equal lesf of fairness and consistency.

However, you may disagree with a decision we have made about thestdts of assessment, reasonable
adjustments, special consideration or actions to be taken following alpractice or maladmiistration
investigation. If this happens you are entitled to appeal against thagaision. Details of ouenquires about
results andappeals procedure can be found ahttp://www.futur equals.com/centres/support/policies.html
SeeAppendix23

Malpractice and Maladministration

FutureQuals takes all allegations of malpractice or maladministration by centres and learners seriously.
Youare required to have arrangementén placeto prevent, investigate and dal with malpractice,
plagiarism and maladministration, which the EQ®ill ask to seeon approvaland as part of business as
usual quality assurance activities

Youare required to inform FutureQuals of any incidents and respond toyaequests made by
FutureQuals to investigate. FutureQuals policy on malpractice and maiaadstration and details on how
cases will be dealt with are avidable at http://www.futurequals.com/centres/support/policies.html
SeeAppendix21 This also includes forms to report incidents of suspected malpractice and
maladministration.

Public Interest (Whistleblowing)
FutureQuals is committed to the highest standards of conduct in its\aties in the UK and internationally.
This requires honesty and integrity in all areas of the business and a culture of openness between staff,

customer and any other third party.

We encourage all stakeholders including centres and learners to come fordvand raise their concerns
about any issue in relation to the delivery of our qualifications.
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By knowing about concerns FutureQuals is able to take action to protect the interests of centres, learners
and anyone that undertakes workdr or on behalf of EtureQuals.

Please refer to the Public IntereBisclosure(Whistleblowing) policy in Append&2 for further information

and how to identify situations that may represent wrongdoing and provide information on how to report
allegations of wrongdoing. Wewnt you to feel confident in raising co
about concerns and bad practice.

However, we recognise that you may have reservations that by reporting issues you may be subject to
adverse consequences. Therefor&he policy proviles information about the Public Interest Disclosure Act
and explains that there are certain safeguards in place to protect whistilwers.

Equality and Diversity

All learners should have equal opportunity to access our qualifications and assessmeaggrdless of sex
gender assignment, marital status, civil partnership, physical status or any disability, racial or ethnic origin,
nationality, creed or religious belief, sex and sexual orientation, age, pregnancy and maternity or
employment status. We sek to ensure our qualifications are without disadvantage to any learner, potential
learners or group of learners that may share any of these characteristics.

For qualifications that we offer in Northern Ireland, we also take into account political opiaind persons
with and without dependants.

FutureQuals qualifications are designed to reflect the diversity of learners. If we have to specify a
requirement that could disadvantage a particular group (for example a legal requirement around the age of
learners or health and safety issues and learners with particular disabilities), we will include it in the
qualification specification and explain why it is there. The justification will relate only to the specific
requirements of the units, components or quifications.

See Aopendix 18for a copy of theEquality andDiversity Policy
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FutureQualsaims to constantly monitothe levels of servicave provide and report on performance
indicators on a regular basis. We will endeavotw be open about the levels of service we offer our
customers.

Information about our services and the cost of those servigefreely available, ads access to the principal
policies that underpin the work ofutureQualsFeedback is encouraged on theuglity and content of all
areas of service provided.

Further information can be found in the FutureQuals Customer Service StaterS8estAppendix 17or a
copy of the Customer Service Statement.

How to contact theFutureQuals Team

Centre Supporffeam
Td: 01530 836662
Fax: 01530 836668
info@futurequals.com

Qualifications Team

Tel: 01530 836662

Fax: 01530 836668
qualifications@futurequals.com

QualityAssurance Team

Tel: 01530 836662

Fax: 01530 836668
gualityassurance @futurequals.com

FinanceTeam

Tel: 01530 836662

Fax: 01530 836668
finance@futurequals.com

Enquiresshould be addressed to:
Future (Awards and Qualifications) Ltd
EMP House

Telford Way

Coalville

Leicestershire

LE67 3HE

Tel: 01530 836662

Fax: 01530 836668

Email: info@futurequals.com
Website:www.futurequals.com
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FAQs
FutureQuals produce FAQ-s in relation to

1 Level 3 Certificate in Emergency Response Driving
1 Level 4 Diploma for Associate Ambulance Practitioners

Newsletters

Newslettersare sent to approved centres on the last working day of each morghd contain information on
the following areas;

Qualifications and Updates

FutureQuals Administration

Internal news and updates

Regulatomews and updates

Funding news and updates

AELP news and updates

Sector Skills Counaiews and updates

=4 =4 =4 -8 -8 -89

Centre contacts wishing to receive a copy of the monthly newsletten subscribe using the sign up form on
the FutureQuals websitesww.futurequals.comor emailinfo@futurequals.com

Webinars

FutureQuals hold webinars on a variety of topics related to Centre Approval, Qualificatiddsinistration
processes and Quality Assurance.

Centre contacts are sentrainvitationto attend our webinars and when applicable recordings and
PowerPoint slides are distributed.

Alerts
Alerts are sent to approved centres and contain important information that centres needs to be aware of. If

FutureQuals updates any policiesr procedures centres will be notified via an alert. Centres that sign up for
the monthly newsletter will receive Alerts.
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Qualifications awarded outside England, Wales and Northern Ireland
Certificates carrying theegulators logo(s) can be awarded to learners outside England, Wales and Northern
Ireland on the condition that the assessment centre: medte FutureQualriteria for centre and site

approval, anddeliversthe qualificationsin line with all FutureQualand regulatory requirements.

FutureQuals will undertake the same level of quality assurance for all its qualifications, which will incur
additional charges for overseas centres.

Where assessment has taken place outside the UK, FutureQuals cannot issutificates bearing the SQA
Accreditation logo.

Policy Review Arrangements
All FutureQuals policies argubject to athree-year review cycle, or earlier should any feedback or concern
be brought to the attention of FutureQuals, to ensure it remaingditpurpose and the process and its

outcomes are deliverable.

They arealso reviewed as part of FutureQuals continuous improvement monitoring through its annual self
assessment arrangements.
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Appendix 1- Fees and Pricing 2017

Appendix2 - Centre Approval Application Form
Appendix 3 - Site Approval Application Form
Appendix4 - Additional Qualification Application Form
Appendix5 * CentreContract

Appendix 6+ Change of Centre Details Form
Appendix 7+ Conflict of Interest Policy

Appendix 8- Conflict of Interest Form

Appendix9 £ FutureQuals Logo Requirements
Appendix 10- Huddle User Guide

Appendix 11+ QMIS Terms and Conditions

Appendix 12t QMISUser Guide

Appendix 13t Replacement Certificate Request Form
Appendix 14 LearnerTransferWithdrawal Form
Appendix 15+ Data Protection Policy

Appendix 16- Data Protection Permission Form
Appendix 17- Customer Service Statement

Appendix 18+ Equalityand DiversityPolicy

Appendix 19- Reasonable Adjustments and Special Consideration Policy and Procedures

Appendix 20+ Complaints Policy
Appendix 21- Malpracticeand Maladministration Policy
Appendix 22+ Public Interest (Whistleblowing Policy)

Appendix23 + Enquiries about Results andppeals Policy

Appendix 24+ Sanctions Policy
Appendix 25- Direct Claims Status Policy
Appendix26 - Recognitionof Prior Learning Policy

Appendix 27+ Internal Quality Assurance Guidance and Forms

Appendix 28+ Centre Closure Policy
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Centre Fees
UK Centre Approval Fee£400

Centres applying to offer or add qualifications which require a pa@proval site visit may incur the
applicable fee for an additional External Quality Assurance visit as listetbve

Centres will have 6 months from the date of payment of the approval fee to complete their application,
otherwise a further centre approval fee will become payable.

Minimum Thresholdt All UK centres will be subject to a minimum annual spend of 81Q0on registrations
covering the period of 1st January 2017 to 31st December 2017 (calculatefador centres approved
during the calendar year). Centres that do not reach the minimum threshold will be invoiced for the
difference between their actuaspend and the minimum threshold on 1st January 2018.

Qualification feest Fees for qualifications are published on our website www.futurequals.com

For prices listed as POA please apply by email to info@futurequals.com

Additional External Quality Asirance Visits £300*

* The fee is maintained by FutureQuals if the centre
Additional External Quality Assurance remote sampl€100

Centre appeal against a decision

Stage 1£100- Refunded if appal upheld

Stage 2+ £200 - Refunded if appeal upheld

Overseas Centre Approval and External Quality Assurance ReROA please apply by email to
qualityassurance@futurequals.com

Administration Fees

Replacement Certificate £25 per qualification
Withdrawal of Leaners+ No charge. (Original Registration fees not refunded)

Certificates claimed in error £25 (per certificate). The cost of an additional EQA Visit may apply depending
on the circumstances

All fees are subject to V.A.T at the current national rate
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Name of Centre

Centre Contact Name

Date of Application

FutureQuals Use Only

Name of Reviewer

Decision

Date

Raise your profile as a forward thinking organisation.

When you apply to make prganisatiofratureQualkwar ds approved centr e,

important step towards helping your business grow and supportingfyturddariodisring the
most up to date qualifications that are relevant in the industries we support.

Simply by becominguaureQuadgpproved centre, your organisation will be seen as a leading

provider of state of the art training and education. If you are rtaitahe@dgdoproved centre,
but would like to deliver our qualifications,nemdwal fill in a Centre Approval Application Form.

Part 1. Information on filling out this application

1. Please familiarise yourself with our policies, procedures and guidance pack before completir

this fornttp://www.futurequals.com/cénties.html

2. Please complete all sections of the form below an&uaite@t@l¥ ou can return the
form either by ematjadlityassurance @futurequals.oconvia post to:

Future (Awards aQdalifications) Ltd
EMP House

Coalville

Leicestershire

LE67 3HE

Use thehecklist provided in secttorerisure your application is complete.

3. The Centre Approval Fee is detailed in our Feileshgrid$®rwe accept payment by
cheque or on accouldgape also refer to our Invoicing Policy.

(A credit account application will need to be completed and approved if paying on account, s

2.3)
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4. You will receive confirmation in writing of receipt of your application. Upon receipt of paymer
of your Centrgproval Fee, you will be given access to upload your policies, procedures, CVs
and certificates in support of your application. Once we have received all the required
documentation, we will pass your application to an External Quality Assurer for review

5. After your approx@riewyou will be notified of the outcome via email suposssiful,
you will be issued with a centre approval certification. If unsuccessful an action plan will be
provided.
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Part 2: Centre Details

Registered CompaiName:

Centre Address:
(We must kra an address and not a PO Box)

Registered Companyldress:
(if different to above)

Centre Invoice Address

VAT Number or Registerg
Charity Number
(If applicable)

Company Redisation
Number

Satellite CentrAddreses (if appropriate)
(Any Overseas assessment sites must be accreditg
separate sites)

UK Register of Learning Providers Number

http://www.ukrlp.co.uk
see part 3 corngice, Pg9

Centre Tel No:

Centre Web Address:
FEI General Hospital/Health Service
Centre Type: _ FET Specialist Voluntary Organisational/Charity
(please place a t',Ck bes Higher Education Institutior SchodlSixth Form College
the most appropriate Prison Local Authority

option) Private Training Provider

Adult/Community Provider

Employer

Other (please specify)

Approval Type

Ofqual Qualifications
(please placetiakbeside

SQA (SCQF) Qualifications

the option(s) required) | Qualifications Wales

Council for the Curriculum, Examina
and Assessmg@CEA)

Source(s) of Funding: | SASE/SASW Apprenticesh
(please placetiakbeside | Funding

Government Adult Skills Funding
(ASB/AEB)

all options that apply) | Trailtazer/Apprenticeship
Standards Funding

Adult Learner Loans

Local Flexibilities Funding

ESF Funding

Selffunded by Learner

Employeunded

Other (please specify)

ContracfType (please
place dickbeside the

. . Prime Contract|Hier
option require)

SubContractor (If you are-cnifitracting
please list all Prime Contract Holders
below)
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10.

11.

12.

CUSTOMER VAT STATUS CONFIRMATION REPLY SLIP

Company Name:

Approved Centre Number (if known):
Please confirm your status by ticking the apjatgpboxes.

School, university, sixth form college, tertiarfuntlegeducation college or other centrally funded higher
education institution (defined as such under the Education Acts) or the governing body of ol:laf the i
Local authori|:|

Government department or executive Dcy;

Nonprofit making body that carries out duties of an essentially public nature similar to those carried o
authority or government depaant;

Health auth(yr,it|:|

Nonprofit making body that meets the following conditions:

A charity; professional body; company limited by guarantee; or an ad hoc group organising specific ¢
training events that cannot and does not distribute any profaplissakay profits that might arise from its
supplies of education research or vocational training to the continuance or improvemen|:|such supp

We are not an eligible body but:

We are a commercial provider of vocational trainingrasidetetion payable is ultimately a charge to fund
provided pursuant to:

Section 2 of the Employment and Training Act 1973,

Section 1A of the Employment and Training Act (Northern Ireland) 195]3

Section 2 of the Enterprise and New Towns (Scallg®@) Act

We are a commercial provider that contracts or sub contracts to provide and our services are ultimate
The Chief Executive of Skills Funding under Part 4 of the Apprenticeships, Skills, Learning and Childi
orTheNational Assembly for Wales under Part Il of the Learning and Scht 2000

We are a commercial provider of apprenticeship level 3 and above training to students a|:| 24 and ¢

We are none of the ab|:|.
If you have selected opt®n, 8 or 9 please confirm your level of funding:

We are a commercial provider that only delivers qualifications that are funded (for example, by the SK
Agencyl:l

We are a commercial provider that delivers qualifications thatdeéd (jotrexample, by the Skills Funding
Agency) and nimded (for example,-apprenticeship level 3 qualifications for learners EFI 24+)

Authorised Signatory Name: Date

Signature:




Centre Contacts

Name of Head of Centre

Centre address:
(if different from the one
provided above)

Head of Centre TedbN

Head of Centre Fax No:

Head of Centrentail address

Name of Quality Assurance
Coordinator:

Quality Assurance Tel No:

Quality Assurancengail

address:

Name of Exams Officer:

Exams Officer Tel No:

Exams Officerrail address:

Nameof Finance Officer:

FinanceOfficer Tel No:

Finance Officerriail address!

Name of QMIS User:

Tel No:

Email address:

Name of QMIS User:

Tel No:

Email address:

Name of QMIS User:

Tel No:

Email address:
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Centre History

Are you an Approved Cenfioe any other
recognisedwarding Organisation?

Yes/Nddelete as appropriate)

(If Yes, please name at least one recdymisdihg
Organisation and give your Centre Naaover

Have you ever been refused an approval
recognised Awarding ganisatioror had
direct claims status or centre approval
removed for any qualification or sector?

(Please atlin the notes at the end of this
section why your centresaastioad.)

Refused by an Awarding Organisation.
Yes/No (delete as appropriate

Had direct claims status or centre approval removed for
qualification or sector?
Yes/No (delete as appropriate)

If Yes please provide details below:
Name of recognised Awarding Organisation

Reason for Refusal/Removal
9 Date of Refusal/Removal
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Centre Credit Account Request

FUTUREQUALS Approved Centres must complete the new Credit Account Application Form if thé
credit account on our agreed 30 day payment terms.

By completing this Credit Account Application Form, you are authorizing a icdechi)stemitycheck
against your Company and Directors, as well as the Trade References. Upon receipt of the comp
will contact the credit agency that we use. A decision will be made regarding as to whether credit
extemnof credit limit, this will be in conjunction with the quality of Trade References supplied.

Failure to maintain our payment terms may result in the withdrawal of your credit account.
If we do not have a signed copy of the Credit Account Appligatioaéayunt will revert to cash only.

The following payment methods are currently accepted by FUTUREQUALS:

A Cheque

A Bank transfebDetails for BACS transfer can be found on all invoices or on our website
wwyv.futurequals.com

Monthly Credit Requested

Payment Method BACS/Cheque

Directors Information

Date Of

Dir r Nam ID Number )
irector Name & umbe Birth
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Trade References (please supply two)

Company Name Contat

Company Registration Number

Address

Town Postcode
Phone E. Mall
Company Name Contact
Company Registration Number

Address

Town Postcodeg
Phone E. Mail
Signature Date

Print Name Title

FUTUREQUALS USE ONLY

Credit/ldentity/Consumer Check Date
18t Trade Reference Received Date
2'd Trade Reference Received Date

Credit Limit Set

Authorised by Signed

Date




Part 3: Gmpliance

Confirmationhat this @ntre:

Are you
complian®

Has a named point of accountability for quality assurance & management
You must always kéepurdAwards and Qdiaktions) Ltd up to date regarding

Head of Centre

Manager (Quality Assurance)
Address

Change of ownership

E R EE]

Communication with your External Qualityig\sapmtain keeping us informed.

D Yes

Agrees to provide accessRatureQual# its regulators

TheCentre agrees to assist the Awangjagi€ation in carrying out @spnable monitoring activities 4
to assists regulators (Ofqual in England, SQA in SeotsimdNorthern Irelaswad Qualifications
Walesjn any investigations made for the purposes of piadafamiations. This wittllude providing
acces to FutureQudasdts regulators and complying with requestsnfationfor documents made by
FutureQuatsthe regulatoes soon as possible

Has documented roles & respongiedifor all those involved in the management, quality
assurancedelivery, assessment and verification of FutureQuals qualifications.

Centres will need to provide details on the roles of those involved with FutureQuals qu

Has the appropriate managerial, other resources and systems necessary ttheupport
delivery, assessment and verification of wamtsqualifications.

Centres will need to ensure that their managers, delivery, assessment, verification and
assurance staff are appropriately experienced / qualified / competent to mresgitthefrigui
Assessment Strategies and/or Principles prescribed. Your FutureQuals External Qualit
work with you to advise and support on the actions you may need to take as a centre t
your staff continue to meet delivery, asseasthverification strategy requirements. Future
will also supply links to any prescribed Assessment Strategies and/or Principles throug

Has the appropriate infrastructure, equipment and facilities to securely deliver ass@ssn
both electronic and papeased formats where appropriate.

Centres will need to ensure that they have appropriate resources in place for the delivq D Yes

set and marked assessments. This will include: staff with relevant expedrseedadiekper
the qualifications and assessments, policies and procedures for invigilation of assessn
security of examination materials and suitable ICT facilities and support to carry out as

which comply with stated assessment ruiiticesses and protocols.

DNO
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Has a documented Internal Quality Assurance process to monitor the internal assessnj
processes.

Centres will need to demonstrate that assessment is being monitored for consistency,
inclusiveness, transpayeard validity over time.

Operates an Appeals and/or Complaints process for the benefit of Learners
The Centre should have a documented process.
Allrecords relating to this must be available to the External Quality Assurer.

Have an arrangenten place to obtairf requireca unique learner number (UaNdia
learner record on behalf of your learners

For centres wishing to offer qualifichitiens, ¢ enteds a kearn@r chooses not to have one, has
arrangements in place to obtain ohdfétslearners a unique learner number (ULN) and a learne

Unigue Learner Numhedefinedd@t he uni que number t hat amnds
Learner Record defineddsan aut hori t at i v dcatioreachievethents madeby |
individual learner in thé-RQ

Akthough FutureQuals is able to deagpdr registrations without a ULN, all approve@gistdres with
any Awarding Organisatioreggred to establish systems to obtain UaNeanter Record on behal
of their learners and this may be a requirement for you to draw down public funding. Centres S
themselves with the requirements and process for obtaining ULNSs. .

Current information on registering for tlee Regiistration Service and obtaining ULNSs is available
www.learningrecordsservice.org.uk

Has administrative systems for tracking learner progress

Your centre will need to have in pladeistrative systems foking learner progress. Centre
will need to reassuiinemselves that tkgstera will be sufficigattrack learner progress in a \
that is approate

Has the ability to hold & transmit assessment outcomes securel

Centrs will need to hold assessment outcomes securely &squarenf arrangements with FutureQ
andtransmits these securely to Future@batshrough centre login.

Has arrangemenis place that allow for recognition of priorresy (RPL)

Recognition of Prior Learniisgdefineddsa met hod of assessment t
demonstrate that they can meet the assessment requirements for a unit through knowledge, u
skills they already possessandd ot need to devel.op through

D Yes
D No
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Has arrangements to prevent, investigate and deal with malpractice, plagiarism and
maladministration

Centres will be requested to provide details on this and respond to any requests made|
Future@als.

Meets the requiremerdtthe relevant Equalities and Health and Safety Legislation

Centres are required to demonstrate how they meet legal requirements with respect of
diversity; equal opportunities; and health and safety.

In additio, centres must also show how they monitor the above.

Has a culture of continuous improvement

Centres will need to provide details on their revieassedsaknt activities, continuous
professional development of their staff and actioargare éffective and compliant system
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Part 4 Qualification Approval

Details of all FutureQuals Qualifications are avwailabliatrequals.com

Quialification Number

Qualification/Award Tiflecluding Level)

Programméeadernformation

Programme Information

Job Title Number of expected learner
Title Number of Assessors:
Name Number of Verifiers:
Surname Number of Tutors:

Quialification Number

Qualification/Award Tiflencluding LeN

Programméeaderinformation

Programme Information

Job Title Number of expected learner
Title Number of Assessors:
Name Number of Verifiers:
Surname Number of Tutors:

Quialification Number

Qualification/Award Tii{acludingevel)

Programme leader Information

Programme Information

Job Title Number of expected learner
Title Number of Assessors:
Name Number of Verifiers:
Surname Number of Tutors:

Quialification Number

Qualification/Award Title (InchugliLevel)

Programme leader Information

Programme Information

Job Title Number of expected learner
Title Number of Assessors:
Name Number of Verifiers:
Surname Number of Tutors:

If you require approval for more qualificationspplettse page.

Please Noterou should ensure you that foiraadticatioyou lavedocumentgalans on how you wish
to deliverassess and quality asfiurqualification. You must produce for your External Quality Assurer all
Staff C¥and Origin@lertificates. Without thistogrammeill not be supported
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Part 5 Centre [@claration

1 I confirm that the Centre will meet all the requiréuemenfafspproval Criteria as detailed on th
FutureQualsebsite in respect of this application, and that the dettiks laest of my knowledge,
correct.

1 I confirm that all staff members inwothieddelivery of the qualifications are occupationally com|

1 I confirm that the Centre will collect all personal data in accordance with the Data Protectibr,
in particular that it has the consent of the learner.

1 I accept that FutureQuallshold and process electronically the information given and may use
purpose deemed relevant to the product.

1 I confirm that the Centre will work with &laure® t o pr ot ect | earner |

T 1 confirm that the Centreds Seni orFutiMaeoaisg ¢
Approved Centre.

1 1 agree to pay the Approval Fee as indicatéeas thatn the website
Please sign to confirm the following statements (you may type names if completing this forr|
electronically)

Signed: .

, . Job Title:
(Appropriate Senior Personnel)
Full Name(Please print) Date:

Part @ Feedback

How did you find out about these products?

BusinesReferral

Press Article/ Advert

Name of business:

Learner Referral

FutureQual¥Vebsite

Name of referral

Provider Website

FutureQualSales/Marketing call

Name of Provider:

Social Network

Google Search

Name of site:
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Part 7 Centre Checklist

Use this chedhtlio ensure your application is complete before submission to Future. Upon completion and

payment made, you will receive a log inHoddlewo r k s pac e

and certificates.

to upload

your

Evidence

Confirm

Print Name

Commets

Form fully completed
No

Centre Approval Applicat Yes D

[

Centre Key Contacts Adc
No

Yes D

[

added NG

Qualifications required ves D

[

Centre Approval fee paid

No

Yes D

[
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Nane of Site

Site Contact Name

Date of Application

Raise your profile as a forward thinking organisation.

When you apply to make your organisation@uiisapprovedite y ou o0 | | be taking a
towards helping your business gdosupporting your learners future by offering the most up to date
qualifications that are relevant in the industries we support.

Simply by becoming a FQuatsapprovedite your organisation will be seen as a leading provider of state

of the art trang and education. If you are not already @Qual&pprovedite but would like to deliver
our qualifications, you will need to SiteApproval Application Form.

Part 1. Information on filling out this application

1. Please familiarise yourself with our policies, procedures and guiefanee@aqkeiing this
form

2. Please complete all sections of the form below and return to Future. You can return the form eithe
email afjualityassurance @futurequals.oconvia post to:

Future (Aavds and Qualifications) Ltd
EMP House

Coalville

Leicestershire

LE67 3HE

3. You will receive a letter (via email or post depending on which method you used to submit your
application) confirming receipt of your application. Your application wilh lomeledcaied
team of External Quality Assurers who will assess your application.

4. After your remote approval visit you will be notified of the outcome via email or post. If unsuccess
an action plan will be provided.
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Part 2: SiteDetails

SiteName:

SiteAddress:

(We must have an address and not a PO Box)

Sitelnvoice Address:
(if different to above)

SiteTel No:

SiteFax No:

SiteWeb Address:

SiteType:

(please place a an tick
beside the most approp
option)

FEi General

Hospital/Health Service

FET Specialist

Voluntary Organisational/Charity

Higher Education Institutiof

SchodlISixth Form College

Prison

Local Authority

Private Training Provider

Adult/Community Provider

Employer

Other (please specify)

Approval Type
(pleas place tckbeside
the option required)

Ofqual Qualifications

SQAAccreditatidi®CQF) Qualification

Qualifications Wales

CCEA Regulation

Source(s) of Funding:

(please placetiakbeside
all options that apply)

SASE/SASW Apprenticesh
Funding

Government Adult Skills Funding
(ASB/AEB)

Trailblazer/Apprenticeship
Standards Funding

Adult Learner Loans

Local Flexibilities Funding

ESF Funding

Selffunded by Learner

Employegunded

Other (please specify)

ContracfType (pleas
place dickbeside the
option require)

Prime Contract Holder

SubContractor (If you are-soititracting
please list all Prime Contract Holder
below)
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2.1:SiteContacts

Name of Accountable Person:

Siteaddress:

(if different from the one prdabdove

Accountable Persoiiel No:

Accountable PersoBmail address:

Name of Quality Assurance
Coordinator:

Quality Assurance Tel No:

Quality Assuranceniail address:

Name of Exams Officer:

Exams Officer Tel No:

Exams Officerrgailaddress:

Name of Finance Officer:

FinanceOfficer Tel No:

Finance Officerrail address:

Name of QMIS User:

Tel No:

Email address:

Name of Huddle User:

Tel No:

Email address:
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2.2:SiteHistory

Are you an Approveitefor anyother recognised
Awarding Organisation?

Yes/Nddelete as appropriate)

(If Yes, please name at least one recdymisddhg
Organisation and give goweNumbgr

Have you ever been refused an approval by a
recognised Awarding Organisatiiaddirect
claims status ositeapproval removed for any
qualification or sector?

(Please add in thpaceat the end of teection why
your site wasanctioed.)

Refused by an Awarding Organisation.
Yes/Nddelete as appropriate)

Had direct claims statusiteapproval removed for a
gualification or se@tor
Yes/Nddelete as appropriate)

If Yes please provide details below:

1 Name of recognised Awarding Organisation
1 Reason for Refusal/Removal

1 Date of Refusal/Removal
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Part 3: mpliance

Confirmd&on that this Site

Are you
complian®

Has a named point of accountability for quality assurance & management
You must always kéegpurdAwards and Qdiattions) Ltd up to date regarding

Head of Site

Manager (Quality Assurance)

Address

Change of owrship

Communication with your External Qualityié\sapretamin keeping us informed.

=A =4 =4 =

D Yes
D No

Agrees to provide accessRatureQuals its regulators

TheSite agrees to assist the Awardjagi€ation in carrying out any reasonable meaxctiigties and tg
assistts regulators (Ofgual in England, SQA in SeGtiakd) Northern Irelamd Qualifications Wale
in any investigations made for the purposes of pilsdafamiogons. This wittlude providing access {
FutureQuaksits regulators and complying with requestsrfationf@r documents made by FutureQ
orthe regulatoes soon as possible

Has documented roles & respongibgifor all those involved in the management, quality
assurance, delivery, assessmand verification of FutureQuals qualifications.

Sites will need to provide details on the roles of those involved with FutureQuals quali

Has the appropriate managerial, other resources and systems necessary to support t
delivery, assesaent and verification of undad qualifications.

Sites will need to ensure that their managers, delivery, assessment, verification and qu
assurance staff are appropriately experienced / qualified / competent to meet the reqy
Assessmeérstrategies and/or Principles prescribed. Your FutureQuals External Quality]
work with you to advise and support on the actions you may neeéietakassa that

your staff continue to meet delivery, assessment and veatkcgti@yatrements. FutureQu
will also supply links to any prescribed Assessment Strategies and/or Principles throu
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Has the appropriate infrastructure, equipment and facilities to securely deliver assess
in both electronic anghperbased formats where appropriate.

Sites will need to ensure that they have appropriate resources in place for the delivery
set and marked assessments. This will include: staff with relevant expertise and expe
the qualdations and assessments, policies and procedures for invigilation of assessmjd
security of examination materials and suitable ICT facilities and support to carry out a
which comply with stated assessment conditions, processes and protocols.

Has a documented Internal Quality Assurance process to monitor the internal assessi
processes.

Sites will need to demonstrate that assessment is being monitored for consistency, re
inclusiveness, transparency and validity over time.

Operates an Appeals and/or Complaints process for the benefit of Learners
The Site should have a documented process.

Allrecords relating to this must be available to the External Quality Assurer.

Have an arrangement in place to olitaequirel a unique learner number (UaNda
learner record on behalf of your learners

For Sites wishing to offer qualificdte®isefunless a learner chooses not to have one, has arrang
in place to obtain on behalf of its learners a uniquneneaen¢LN) and a learner gecord

Unique Learner Numberdefineddst he uni que number t hat amnds
Learner Recond defineddsan aut horitative record of al
indvidual learner in R@©

Athough FutureQuals is able to deasper registrations without a ULN, all aSjisvexgistered with
any Awarding Organisatioregrgred to establish systems to obtain ULNs and a Learner Record
of theitearners and this may be a requirement for you to draw down p&ite $inodilcgfamiliarise
themselves with the requirements and process for obtaining ULNSs. .

Current information on registering for the Learner Registration Service &Nt abimiaitegole on:
www.learningrecordsservice.org.uk

D Yes

Has administrative systems for tracking learner progress

YourSitewill need to have in place administrative systecksfpleaamg@rogress. Sitesl
need to reassuthemselves that tegstera will be sufficid¢attrack learner progress in a wa
that is approate

D Yes
D No
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http://www.learningrecordsservice.org.uk/

Has the ability to hold & transmit assessment outcomes securely.

Siteswill need to hold assessmentmescsecurely as partsoturrent arrangements with FutureQua
andtransmits these securely to Future@beaishrouditeloginorvia more traditional methods.

Has arrangements place that allow for recognition of prior learning (RPL)

Remgnition of Prior Learning defineddsa met hod of assessment t
demonstrate that they can meet the assessment requirements for a unit through knowledge, |
skills they already possess and do not reedéoldop t hrough a cour se

Has arrangements to prevent, investigate and deal with malpractice, plagiarism and
maladministration

Sites will be requested to provide details on this and respond to any requests made b

Meetghe requirementsf the relevant Equalities and Health and Safety Legislation

Sites are required to demonstrate how they meet legal requirements with respect of e
diversity; equal opportunities; and health and safety.

In addition, Sites must slitev how they monitor the above.

Has a culture of continuous improvement

Sites will need to provide details on their revievassebsaient activities, continuous
professional development of their staff and action plans to ensure effguiaet agdtems.
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Part 4 Qualification Approval

Details of all Future Qualifications are avaiablgfatiurequals.com

Qualification Number

Qualification/Award Tii{encluding Level)

Programme leader Information

Programrme Information

Job Title Number of expected learner
Title Number of Assessors:
Name Number of Verifiers:
Surname Number of Tutors:

Qualification Number

Qualification/Award Tii{ecluding Level)

Programméeadernformation

Progamme Information

Job Title Number of expected learner
Title Number of Assessors:
Name Number of Verifiers:
Surname Number of Tutors:

Qualification Number

Qualification/Award Tiilencluding Level)

Programméeadennformation

Programme Information

Job Title Number of expected learner
Title Number of Assessors:
Name Number of Verifiers:
Surname Number of Tutors:

Qualification Number

Quialification/Award Tiflencluding Level)

Programméeadernnformatio

Programme Information

Job Title Number of expected learner
Title Number of Assessors:
Name Number of Verifiers:
Surname Number of Tutors:

Qualification Number

Qualification/Award Tii{ecluding Level)

Programmdéeadernnformaion

Programme Information

Job Title Number of expected learner
Title Number of Assessors:
Name Number of Verifiers:
Surname Number of Tutors:

If you require approval for more qualifications, please copll#daseaipterou sbuld ensure you that for each Qualification
you have documented plans on how you wish to deliver, assess and verify the qualification. You must produce for your Externe
Quality Assurer all Staff CVs and Original Certificates. Without this thelRrogbensmepeited
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Part 5 Site Declaration

Please sign to confirm the following statements (you may type nameseificgriigé form
electronically)

1 I confirm that tB&ewill meet all the requirements of Qualgspproval Criteria as detailed on th
Futur@ualavebs# in respect of this application, and that the details are, to the best of my |
correct.

| confirm that all staff members invotheddelivery of the qualifications are occupationally co
| confirm that tBéewill collect all persbaata in accordance with the Data Protection Legislal
in particular that it has the consent of the learner.

1 1 accept that FutureQuallshold and process electronically the information given and may u

purpose deemed relevant tprtuhict.

= =4

1 1 confirm that the Site wild/ wor k with H
1 lconfimthattBge®® s Seni or Management Te anfFutareQualso r
Approve&ite
Signed:
(Appropriate Senior Job Title:
Personnel)
Full Name(Please print) Date:
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Information on filling out this application

Part 1¢ It is important you inform FutureQuals of any changegour address, anadf Centrecontacts
ltisthe/ SY i NBEQa NBaLRyaAoAtAGe G2 SyadaNB GKIFIG @82dz 1 SSLI CdzingeNB v

Part2 - Please sign the declaration to confirm that you continue tettbe requirements as laid down in your most recent
centre approval process application form and forward to FuQuuals

Part3- Please tell us which qualificatioBs2 dz ¢ AaK (2 | RR® 52y Qi F2NBHSG G2 GStf dza
to add and how manygualified staff you have to support them. For each qualification you wish to be approved for, your staff
should have the relevant sector competence as required under the assessment strategy. If in doubt, please contact us for
advice.

Part 1: Centre Details

Centre Name:
Centre AC Number:

Name of Head of Centre

Part2: Centre [@claration Update

Please sign to confirm the following statements (you may type names if completing this form electronically)

1 I confirm that the Centre will meet all the requiremen@ua|#ypreval Criteria as diedaon the

Futur@ualsvebsite in respect of this application, and that the details are, to the best of my kr

correct.

I confirm that all staff members involved in the delivery of the qualifications are occupational

I confirm that tlentre will collect all personal data in accordance with the Data Protection Le

particular that it has the consent of the learner.

1 1 accept th&utur®ualswillhold and process electronically the information given and may use i
purpose deemed relevant to the product.

E |

T |1 confirm that the Centre wil/l wor k wi th
T 1 confirm that the Centreds Senior Manage
appoval

1 I confirm that the Centre has the appropriate infrastructure, equipment and facilities to secur
assessments in both electronic anebpapdrformats where appropriate.

1 I confirm that the Centre will comply with FutureQuals pobcieduaes for invigilation of assessn
and security of examination materials

Signed: .

. : Job Title:
(Appropriate Senior Personnel ob e
Full Name(Please print) Date:

Details of all Future Qualifications are available on thewweb&iterequals.com
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Part3: Qualification Approval

Product Number

Qualification/Award Tiflecluding Level)

Programméeaderinformation Programme Information
Job Title Number of expected learner
Title Number of Assessors:
Name Number of Yiéers:

Surname Number of Tutors:

Product Number

Qualification/Award Tiflecluding Level)

Programme leader Information Programme Information
Job Title Number of expected learne
Title Number of Assessors:
Name Number of Vigers:

Surname Number of Tutors:

Product Number
Qualification/Award Titlecluding Level)

Programme leader Information Programme Information
Job Title Number of expected learne
Title Number of Assessors:
Name Number of Venifie
Surname Number of Tutors:

Product Number
Qualification/Award Titflecluding Level)

Programme leader Information Programme Information
Job Title Number of expected learner
Title Number of Assessors:
Name Number of Verifiers:
Surname Number of Tutors:

Product Number
Qualification/Award Titlecluding Level)

Programme leader Information Programme Information
Job Title Number of expected learner
Title Number of Assessors:
Name Number of Verifiers:
Surname Number of Tutors:

If you require approval for more qualifications, please copy this page.

Please Noterou should ensure you that for each Qualification you have documented plans on how you wish to deliver, assess
and verify the qualifarafA staffing matrix detailing who will be involved with the delivery of the requested qualifications and wha
role they will undertake should be submitted along with this application. You must produce for your Eft€wsl Verifier all Sta
and Origin&ertificates. Without this the Programme will not be supported.
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DATE OF CONTRACT/ /20

1. Future (Awards and Qualifications) Lahd
2. [Insert name and address of centre,]

Within the Contract the parties named above shall be r

This Contract will be in place from the Date of Contract by both parties (as defined incse20) and will remain
in place for a period of 10 years unless terminated in line with the termination clause in section 16

This Contract is for the purpose of clearly specifying the role and responsibilities of a Centreiirdéedings with

the Awarding Organisation. Contents of this Contract are in keeping with the requirements of the General
Conditions of Recognition, as issued by T@fgualOf fasc et hoef ¢
regulator of qualifcations (other than degrees), examinations and assessments in England, by Qualifications

Wales as the regulator of qualifications (other than degrees) in Wales and CCEA Regulation as the regulator of
gualifications (Other than degrees) in Northern Irelafdt o get her t he ®Regul atory Aut hoi
SQA regulatory requirement for a centre Contract, but the Awarding Organisation will ask its Scottish centres to

sign this Contract as it reflects best practice in awarding organisation/centetationships. By signing this

Contract, the Centre confirms its understanding of the terms and conditions and agrees to adhere to the
requirements herein. The terms specified in this Contract will be referred to where there is any dispute or
disagreementrelating to the role and responsibilities of a Centre.

®@warding Organisation means the organisation recognised by Ofqu
Wales in respect of the General Conditions of Recognition and award or autteation of a specified qualification,
or description of qualification which is a signatory to this Contract and which is also referred to as FutureQuals.

@entre means the organisation undertaking the ndallyl i very
other activities) to Learners on behalf of an awarding organisation which is the Signatory to this Contract.

®Confi dent i ankanslanyfirdormateon of a confidential nature (whether marked as confidential or
not) including, but not liméd to, any personal data (within the meaning given to that term in the Data Protection
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Act), any financial information and any information concerning the business plans of either party but excluding
any information which is in the public domain (other thahrough a breach of this Contract).

@ata Protection Act means the Data Protection Act 1998.

@ata Protection Legislaion means t he Data Protection Act, the EU D
Regulation of Investigatory Powers Act 2000, thdeb®mmunications (lawful Business Practice) (Interception of
communications) Regulations 2000 (SI 2000/2699), the electronic Communications Data Protection Directive
2002/58/EC, the Privacy and Electronic Communications (EC Directive) Regulations 20@3 apglicable laws

and regulations relating to the processing of data and privacy.

@ead of Centre means the head of a school, principal of a co
approved by FutureQuals to deliver FutureQuals quadificns and is responsible for ensuring that all

gualifications and assessment are delivered according to FutureQuals requirements and standards.

®ead Office means EMP House, Tel ford Way, Coal ville, Leice
FutureQuals, to the Centre.

@eneral Conditions of Recogniton mean t he current version of the Genera
Ofqual, CCEA Regulation and Qualifications Wales.

@earner means any person | ear alévangtraininge s ki Il Il s involved in
®L e ar n enean®al infarmation held by the Centre in relation to a Leaner.
@VorkingDay means any day other than a Saturday, Sunday or

Where the phrase Regulatory Authorities is used in this Contract this shdlidecany additional or replacement
authorities to whose regulatory requirements the Awarding Organisation becomes subject.

The Centre shall:

la.Take all reasonable steps to ensure that FutureQuals is able to conygth the requirements of the General
Conditions of Recognition of each regulator in relation to the activity it undertakes to deliver qualifications on
behalf of the Awarding Organisation. In particular, those requirements specified in Condition C1 andilCBe
adhered to. Conditions C1 and C2 are provided in Appendix 1 of this Contract.

2a.Maintain all Learner records and details of achievement in an accurate, timely and secure manimeline
with the requirements of the Awarding Organisation and Data Protection Legislation, and make these records
available for external quality assurance and auditing purposes, as required.

2b.Take all reasonable steps to comply with requests froRutureQuals for information, data or documents
required by FutureQuals or by the regulators, (including Ofqual), as soon as practicable.
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2c.Retain complete accurate records, for at least three years from completion of all qualifications and make these
available to FutureQuals upon request. The records required will be specified by FutureQuals and may include
assessment and verification records, certificate claims, candidate data for each qualification etc.

2d.Provide FutureQuals and the Regulatory Authies, in 5 Working Days, access to premises, people and
records as required, and fully cooperate with their monitoring activities, including but not limited to, providing
access to any premises used (including satellite sites).

3aComply with the Awarding Organisation-s requests in ¢
assist Ofqual and/or Qualifications Wales, CCEA Regulation, SQA in Scotland, in any investigations made for the
purposes of peforming its functions.

4a.Retain a workforce of appropriate size and competence to undertake the delivery of the qualification. This
includes taking reasonable steps to ensure occupational competence where this is required by Futiais@or
the assessment of specific qualifications.

4b.Ensure that is has available sufficient managerial and other resources to enable it effectively and efficiently to
undertake the delivery of a qualification or assessment as required by FutureQuals.

4c.Provide staff with appropriate inductions and professional development (including a development plan), to
ensure staff can maintain the relevant expertise and competence required by FutureQuals.

4d. Supply staff CVs and other evidence (for exampliginal certificates) to FutureQuals in a timely manner upon
request.

4e.Have in place appropriate staff and relevant systems before the qualifications or assessments are made
available in accordance with the requirements of the qualification(s).

4f. Ersure that staff involved with a qualification or assessment understand the relevant specification provided
by FutureQuals.

4g.Ensure effective communications systems are in place internally to keep all relevant staff informed of current
FutureQuals paties and procedures.

4h.Ensure that quality assurance and management processes are in place and that these apply across all
satellite locations.

5a.Undertake the delivery of the qualification or assessment in accordance with all amg aqualities law and
comply at all times with all legislation and directives relevant to its obligations under this contract.

5b.Ensure all equipment and accommodation used for the purpose of qualification delivery and assessment
complies with the reqirements of all and any health and safety regulations.
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5c.Comply with the requirements of Data Protection Legislation in relation to all Learner data and, without
limitation:

1 Collect the Learner Data that FutureQuals reasonably requires for the purpodéiis contract.

1 Inform Learners in writing of the Learner Data it collects and the purposes for which it is collected (which
shall include as a minimum the transfer of the Learner Data for the purposes set out in any policy).

1 Ensure that Learner Dats accurate and up to date and send to FutureQuals an update if there is any
change or correction to any Learner Data previously disclosed to FutureQuals or if there is any refusal of
processing of the Learner Data by a Learner for any reasons.

1 Not disclog Learner Data to any third party with the consent of the Learner.

T I'nform Learners that Learner Data wil!/ be processe
the Data Protection Act.

1 Putin place adequate security measures to prevent unauttsgd access to the Learner Data and provide
to FutureQuals on request all necessary information to verify the existence and extent of all such
measures.

5d. Comply with all legislation and directives relevant to its obligations under this Contract.
5e. @mply with all regulatory criteria and codes of practice as updated and amended from time to time,
including the Bribery Act 2010, the General Conditions of Recognition, and the additional regulatory documents

that support these Conditions (as listed by @t a | in their =List of Additional R
2011 and subsequently amended.).

6a.Operate a complaint handling process or appeals process for the benefit of Learners.

6bb Adhere to Fut uts efuires and appeasnppteasesnand provide appropriate information
and support to enable Learners to access them.

7a.Have in place robust procedures for preventing and investigating incidents of malpractice or
maladministration, which are up to date and communicated across the Centre, its satellite centres,- sub
contractors and third parties.

7b. Regularly review procedures for preventing and investigating incidents of malpractice or maladministration
and make any improvements necessary to ensure they remain relevant and fit for purpose.

7c.Take all reasonable steps to prevent incidents of malpractice or maladministration from occurring.

7d.Take all reasonable steps to investigate any suspected incidenfsmalpractice or maladministration and
rectify any negative impact of these incidents.

7e.Develop an action plan for managing and rectifying the negative impact of any incidents of malpractice or
maladministration, and make this action plan available t~utureQuals as required. This plan should also identify
any areas of improvement required, to ensure the malpractice or maladministration does not recur in the future.
7f. Take appropriate and proportionate action against those responsible for the nralgtice or maladministration

to ensure it does not recur in the future.
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79.Deliver, in full, the actions required to manage and rectify any identified incidents of malpractice or
maladministration.

7h.Promptly notify FutureQuals of any incidents of imaactice or maladministration in line with the requirements
of FutureQuals- malpractice and mal administration pol.

7i. Provide access to documents, records, data, staff, third parties, suimtractors, Learners, satellite centres or
any other resoure required by FutureQuals during an investigation of centre of malpractice or maladministration.

8a.Work in line with the quality assurance processes specified by FutureQuals, which will be undertaken by
FutureQuals, or on its behflDetails are found in the Centre Operations Manual and FutureQuals Policies located
on FutureQuals- website or obtainable from FutureQuals

8b.Work in line with any instruction issued by FutureQuals to amend the marking of evidence geeéray a
Learner, during an assessment.

8c. Meet any assessment requirements set by FutureQuals.

8d. Make sure that external assessment material is kept secure and in line with FutureQuals Policies including
the Instructions for Conducting Online testsdifunctional skills.

9a.Use buildings that provide access for candidates for assessment purposes, in accordance with relevant
equalities legislation.

9b.Ensure that the full range of relevant, current equipment required to assess thelifjoation is supplied.
9c.Adhere to any assessment requirements as per the qualification requirements.

9d.Provide the necessary resources in accordance with al
specification.

9e.Maintain adequatesystems and resourcesincluding where appropriate, equipment, materials and software
*to support the delivery of the qualification(s).

9f. Ensure the security of any examination material in respect of storage and the handling process in line with
the requirements of FutureQuals.

9g.Have the necessary level of financial, technical and staffing resources and systems necessary to support the
delivery of FutureQuals- qualifications and assessment

9h. Agree to comply with the user conditions of all ffware used in performing this Contract or otherwise in
relation to Learners (including, but not limited to, Parnassus (QMIS), Huddle and XAMS).

9i. Have appropriate arrangements and contracts in place with any third parties or suppliers who provide goods
or services to the Centre which contribute to the delivery and/or assessment of the qualification(s).
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9j. Have the staff, resources and systems necessary to support the assessment of units and the award,
accumulation and transfer of credits and, whereagessary, the recording of exemptions.

10a. Register each Learner in line with the requirements of FutureQuals, to ensure that each Learner is uniquely
identified

10b. Take appropriate and reliable stepstoan f i rm each Learner-s identity prior

10c. Use the record of the Learner-s previous achi eveme
learning are maximised, where Learner consent is given.

10d. Recognisany restrictions regarding the minimum amount of time that candidates must be registered with
FutureQuals before certification, as well as the combination of units and or qualifications allowed.

10e. Take reasonable steps to ensure that all relevant ecenstaff understand how and when to apply for
candidate registration and certification.

10f. Take all reasonable steps to guard against fraudulent or mistaken claims for certificates.

10g. Have arrangements in place to obtain on behalf of its Learnerflan i que Lear weNr) Nambbea (¢
Learner record (unless Learner chooses not to have one).

10h. Support the learner in accessing their personal Learner record when available.

1l1a. Not operate a satile site without prior written consent of FutureQuals. If consent is given the Centre shall
ensure that each satellite complies with the provisions of this Contract and actively monitors that it does so. The
Centre will make good any loss (including los$ reputation) which FutureQuals suffers as a result of any action,
failure to act, or negligence on the part of the Centre or its satellite site/s, employees;®ufitractors or agents.

11b. Implement and maintain an effective system for the managemeftad third party and subcontracted
services and any satellite sites affiliated to the centre, and ensure that all policies and requirements referred to in
this Contract, apply to these third parties and swdpntractors.

11c. Ensure that where a partnéiip arrangement exists, the respective roles and responsibilities are
documented and made available to FutureQuals, as required.

11d. Have in place contracts with third parties and sobntractors that ensure all policies and requirements
referred to inthis Contract are enforceable with third parties and stdontractors and disclose those agreements

to FutureQuals on request.

1le. Ensure it has effective communications systems in place with third parties andsotractors, to keep them
up to date withthe requirements of FutureQuals and the Regulatory Authorities.
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12a. Ceoperate fully with FutureQuals in cases where either the Centre or FutureQuals decides it needs to
withdraw the Centre from itgole in delivering a qualification. This eoperation will be provided whether the
withdrawal is voluntary or not from the Centre-s persp

12b. Take all reasonable steps to protect the interests of Learners in the case of such a withdrawal aseckfe
in point 12a above. This will apply whether the withdr

12c. Adhere to the process specified by FutureQuals for the withdrawal of the Centre from the delivery of a

qualification or all qualit at i ons . Details are found in the Centre Me
obtainable from FutureQuals- Head Office and in Append

13a. Provide payment of all valid invoices presented by FutureQuals wiltdrstated terms and conditions.

13b. acknowledges that if FutureQuals exercisesrights under clause 17 (suspension of a Centre), FutureQuals
will accept no liability for any direct or indirect loss incurred by the Centre.

14a. Havelie staff, resources and systems necessary to support the assessment of qualifications.

14b. Have arrangements in place that allow for recognition of prior learning (RPL) (where appropriate).

The Centre shall

15a. Compy with FutureQuals policies and all requirements specified in the
Centre Operation Manual (located on FutureQuals- websi
times

15b. Respond to all reasonable requests by FutureQuals to supply angrimdtion to FutureQuals within a
specified time in relation to FutureQuals responsibilities as a regulated awarding organisation and in the delivery
and award of FutureQuals qualifications and assessments.

15c. In the event that the Centre provides orshés to provide the level 3 Certificate in Emergency Response
Ambulance Driving comply with the provisions of Appendix 2

15d. In the event that the Centre receives any advice or information from anyone other than an employee of
FutureQuals (including wibut limitation, an External Quality Assessor of FutureQuals) (Advice) the Centre accepts
and acknowledges that such Advice is not the advice of

15e. Any advice provided by FutureQuals shall be docungehin the external quality assurance report and

FutureQuals shall have no liability for any Advice received and/or acted upon by the Centre that is not
documented in this report.
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16a.Termination of this contact means that the Centre ces$o be a FutureQuals Centre and is no longer entitled
to offer qualifications or assessments and that any permissions granted under it automatically terminate.

16b.The Centre may terminate this Contract:
. by providing at | e afcetoFuture@uals mont hs- written n

16c. FutureQuals may terminate this Contract for any reason, and without liability, by providing at least 30
calendar days- written notice to the Centre.

16d. FutureQuals may terminate the Contract on written notice with immediateotfif the Centre is in breach of
any of its obligations under this Contract. For clarity FutureQuals may terminate this contact immediately:

I.  The Centre is in material or persistent breach of any terms if this contract and if the breach is capable of
remedy has failed to remedy it within thirty days of receiving a notice requiring it to do so, or within a
reasonable shorter period specified in the notice, or

Il.  If the Centre undergoes a change of control, or

lll. If the Centre or its staff commits or has committ@ny act of dishonesty or misconduct or engages or
has engaged in any misconduct which in the reasonable opinion of FutureQuals brings it into disrepute,
or

IV. If the Centre ceases or threatens to cease to trade, or becomes insolvent or makes any arrangement
with its creditors, goes into liquidation or has a receiver or manager appointed over its business or any
of the property or assessment of the business, or

V. If the Centre has not registered any learners with FutureQuals for more than two years.

16e. On temination of this Contract (however it arises), the following sections shall continue in force: 1, 2, 3, 5c,
6, 7i,12,13, 18 and 19.

16f. Termination of this Contract shall not affect any rights, remedies, obligations or liabilities of the parties that
have accrued up to the date of termination, including the right to claim damages in respect of any breach of the
Contract which existed at or before the date of termination.

17a. FutureQuals is not obliged to undertake any wawith a particular centre, and the decision to commence
any work vests entirely with FutureQuals. This Contract shall apply across all current sites that the Centre occupies
(and subject to clause 11a, any other additional sites occupied during the coafdbis Contract).

17b. FutureQuals may serve a written notice to the Centre, at its sole discretion, to suspend its Centre status or its
ability to offer any Qualification or assessment in relation to the Centre itself and/or one or more of its Satelli
for such a period of time that FutureQuals deems appropriate:
1 Inthe circumstances set out in any Policy, or
91 If the Centre fails to pay FutureQuals any charges when due in accordance with clause 13 unless they
are subject to a bona fide dispute.

17c.Suspension means that FutureQuals may:
1  Withhold processing of registration and/or results and/or
1 Withhold the issue of or access to any materials created by or on behalf of FutureQuals

FutureQuals will:
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17d Deal with the Centre in accordance with itoolties and its Centre Operations Manual. set out all the
requirements with which the Centre must comply, in order to continue to deliver the qualifications. These
requirements can be found in the Centr e @bt@Enakdetfronrons Man
FutureQuals- Head Office) and FutureQuals Policies;

17e provide reasonable guidanceand support to the Centre on the delivery of qualifications including the
administrative, assessment and quality assurance requirements necessary tolrcompliance with the criteria
for Centre and qualification approval and delivery;

FuureQuals and the centre shall;
18a. keep each other-s Confidential I nformation confid

18b. use each ot her - s &atrctlyi ndcessaryi tagerfoimnit§ abligatians under thi®s n | y
contract.

18c. not disclose Confidential Information except to its employees,-sahtractors or professional advisers who
need to have such information or as required by law, court order or aggvernmental or regulatory authority
18d. Ensur e t ha t-contracwrs, and prbfessiomad adeses taswihdm it discloses the Confidential
Information comply with obligations of confidentiality equivalent to those set out in this clause.

19a. The Intellectual Property rights in and to the FutureQuals logo, any other FutureQuals trademarks and any
materials provided to the Centre by or on behalf of FutureQuals shall at all times remain the property of
FutureQuad. They may be used, copied reproduced or translated by the Centre only in accordance with any
relevant Policy or, in the event there is no such policy, with the prior written permission of FutureQuals and subject
to any conditions stated in the Policy permission.
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I, the undersigned, declare that the Centre understands that this is an enforceable Contract between the Centre

and the Awarding Organisation. | further understand and agree that this i@@ct applies for whole period of

time during which the Centre operates as an -approved
Awarding Organisation has the right to issue updates and amendments to the Contract from time to time.

| accept that if the Centre defaults on the commitments made in this application, it may lead to the removal of
qualification approval and possibly centre recognition status in line with the sanctions policy of the Awarding
Organisation.

| declare that | am authosied by the Centre to supply the information given above and, at the date of signing the
Cont r adate df Cdmteact ® , the information provided is a true
knowledge. | further declare that | am authorised by the Geato sign this Contract on behalf of the Centre.

The parties hereto have caused this Contract to be executed on the Date of Contract specified above. | agree to
act in accordance with the requirements specified in this Contract:

Signatue: Signature:
Name: Name:
Role: Role:
Date: Date:
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Appendix 1
Condition C1 Arrangements with third parties

C1.1 Where an Awarding Organisation arranges for a third party to undertake, obetsalf, any part of the
development, delivery or award of qualifications which the Awarding Organisation makes available, or
proposes to make available, the Awarding Organisation must:

(a) ensure that the arrangements which it establishes with that thirarty enable the Awarding Organisation
to develop, deliver and award qualifications in accordance with its General Conditions of Recognition; and

(b) monitor and, where appropriate, enforce such arrangements so as to ensure that it is able to develop,
deliver and award qualifications in accordance with its General Conditions of Recognition.

C1.2 An Awarding Organisation must take all reasonable steps to ensure that, in making any such
arrangements, it does not impose unnecessary or unduly burdensome requients on third parties.

Condition C2 Arrangements with Centres

C2.1 Where a Centre undertakes any part of the delivery of a qualification on behalf of an Awarding
Organisation, this condition applies in addition to the requirements in Condition C1.

C2.2 Wrtere this condition applies, an Awarding Organisation must ensure that arrangements between it and
the Centre include a written and enforceable Contract.

C2.3 That Contract must in particular include provisions which:

a) require the Centre to take all reagable steps to ensure that the Awarding Organisation is able to comply
with its Conditions of Recognition;

b) require the Centre to take all reasonable steps to comply with requests for information or documents made
by the Awarding Organisation or Ofquals soon as practicable;

c) require the Centre to assist the Awarding Organisation in carrying out any reasonable monitoring activities
and to assist Ofqual in any investigations made for the purposes of performing its functions;

d) set out all the requirerants with which the Centre must comply in order to continue to deliver the
qualification;

e) establish a sanctions policy to be applied in the event that the Centre fails to comply with these
requirements;

f) require the Centre to retain a workforce of apgpriate size and competence to undertake the delivery of
the qualification as required by the Awarding Organisation,

g) require the Centre to have available sufficient managerial and other resources to enable it effectively and
efficiently to undertake tb delivery of the qualification, as required by the Awarding Organisation,

h) require the Centre to undertake the delivery of the qualification required by the Awarding Organisation in
accordance with all and any equalities law;

i) require the Centre to ograte a complaints handling procedure or appeals process for the benefit of
Learners;

j) set out any moderation processes that the Awarding Organisation will undertake or that will be undertaken
on its behalf;
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k) specify a process to be followed in any Wwidrawal of the Centre (whether voluntary or not) from its role in
delivering a qualification; and

) require the Centre to take all reasonable steps to protect the interests of Learners in the case of such a
withdrawal.

C2.4 In the event that the Centre itndraws from its role in delivering a qualification, the Awarding
Organisation must take all reasonable steps to protect the interests of Learners.

C2.5 The Awarding Organisation must, in respect of the parts of the delivery of qualifications which theeCe
undertakes:

(a) provide effective guidance to the Centre; and

(b) make available to the Centre any information which, for the purposes of that delivery, the Centre may
reasonably require to be provided by the Awarding Organisation.

Other

Notwithstandng the above conditions, FutureQuals retains the right to place further condition(s) upon the
Centre (dependent on the nature of any particular qualification or assessment) at any point during the term
of this Contract. Such conditions shall form part bfs Contract immediately.
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Appendix 2
1. The Centre warrants and represents that:

1.1 it is authorised by each NHS ambulance service or CQC registered private ambulance service with
whom it has a contract to provide training to provide thevel 3 Certificate in Emergency Response Ambulance
Driving

1.2 no Learner, by undertaking training in the level 3 certificate in Emergency Response Ambulance
Driving with the Centre, will be at risk of breaching the Road Traffic Act 1984 (or any othislakéan) as the
Centre holds the relevant exemptions and/or has confirmed that the Learner holds the relevant exemptions

1.3 it shall update (as required) any authorisation it has obtained for the purposes of this Appendix 2 and
keep all such authorisatins current and up to date.

1.4 it shall provide FutureQuals with such evidence as FutureQuals shall require to confirm compliance
with this Appendix 2

2. The Centre acknowledges that FutureQuals shall be entitled to withdraw authorisation from the
Centrein the event that the Centre is in breach of any of the provisions of this Appendix 2 and, further, the
Centre hereby agrees to indemnify FutureQuals against all costs, damages, claims and/or expenses
incurred by FutureQuals as a result of or in relatitmany breach by the Centre
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Appendix 3

If your Centre ceases trading or its Contract to deliver FutureQuals qualifications is terminated, it must advise
us in writing as soon as possible.

This written confirmation must include:
1 The datethe Centre proposes to close or withdraw from delivering FutureQuals qualifications

1 Details of the arrangements that will be in place for registered Learners that have not yet
completed. This must include any transitional arrangements

1 Details of the arrmgements in place for Learner portfolios, Learner records, internal
verification/quality assurance records and assessment records:

- to be stored securely
- to be passed to FutureQuals or,

- passed to another FutureQuals centre for Learners to d¢oué their studies including how
data protection requirements will be addressed

The Centre is responsible for protecting the interests of Learners continuing to progress through their
planned qualification and will need to provide details to FutureQuafshow this will be done through the
arrangements it puts in place.

If the Centre enters into administration, insolvency or liquidation proceedings it must provide the same
written confirmation as detailed above.

In addition to this the Centre mustprovd det ai |l s of the third party that
affairs. This includes any liquidator, administrator, administrative receiver or authorised insolvency
practitioner that is appointed.

In order to support registered Learners to continueetr qualification at another FutureQuals centre, it may
necessary for FutureQuals to request contact details for registered learners from the Centre or appointed
third party. This is to enable us to comply with data protection requirement by gaining amifiermission
from the Learners to transfer their achievement history and registration to a third party.

When an organisation applies to become an approved FutureQuals Centre, it is a requirement that the
applicant confirms it has a process in place to spprt Learners should it withdraw from its role of delivering
FutureQuals qualifications.
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™

Future(C

Please complete all relevant boxes to inform Future of the changes that are happeniiBeaware theit
changes could affect your direct claims status.

Please email completed fomnfid@futurequals.com

Part 1: Centre Detalils

Centre Number:

CentreName:
(For change of name please attach formal evidence)

Cente PrevioudName:

Centre Address:
(We must have an address and not a PO Box.

Centre Invoice Address:
(if different to above)

Satellite CentrAddress(es)
(if appropriate)

UK Register of Learning Providers Number
http://www.ukrlp.co.uk

Centre Tel No:

Centre Fax No:

Centre Web Address:
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mailto:info@futurequals.com
http://www.ukrlp.co.uk/

2.1: Centre Contacts

Name of Head of Centre

Centre address:

(if different from the one provided above)

Head of Centre Tel No:

Head of Centre k&o:

Head of Centrentail address:

Name of Quality Assurance
Coordinator:

Quality Assurance Tel No:

Quality Assuranceniail address:

Name of Exams Officer:

Exams Officer Tel No:

Exams Officerrail address:

Name of Finance Officer:

FinanceOfficer Tel No:

Finance Officerr&ail address:

Name of Internal Quality Assurer/s

Internal Quality Assur&el No:

Internal Quality Assuremiail address:
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FutureQuals is forward thinking, learner and customfrcussed, and committed to delivering inspiring learning
and skills.

Our Values

®We are a Visionary, Supportive, l nnovative and Profess
excell ence .

Our Vision
®We envisage a place in which every Il earner realises th
Our Mission
®To provide respected and valued qualifications and ass

FutureQuals is recognised to deliver regulated qualificaits by Ofqual in England, CCEA Regulation in Northern
Ireland, the Scottish Qualifications Authority (SQA Accreditation) and Qualifications Wales to offer a
comprehensive and diverse range of qualifications across a wide range of vocational areas manylatlware
transferable across industries and sectors.

A full list of FutureQuals current qualifications can be accessgdttp://www.futurequalsquals.com

We have developed a genuine understanding and insigimto all types of educational organisations, which
ensures that we are highly responsive to their needs. We offer a wide range of benefits and support for our
learners, our approved centres, and their assessment and quality assurance teams.

FutureQuals dérs a wide range of benefits and support for all of our educational products and services
including:

1 Vocational qualifications accredited by the UK regulators and recognised by employers, universities
and professional bodies

1  24/7 online management systemdor the registration of learners, ensuring highly efficient services and
access to assessment and results.

1 Adiverse range of qualifications
1 A flexible approach to assessment

1 A network of professionals who examine and quality assure our regulated quatifions and
assessments

1 Regular updates on new developments in education and training

1 Unrivalled customer service support and extensive guidance materials
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Introduction

FutureQuals is committed to ensuring that all of its adies are free from bias. The purpose of this policy is
to protect the integrity of our qualifications and our business.

The policy provides guidance to members of staff and those contracted to work on behalf of FutureQuals on
how to handle possible andactual conflicts of interest that may arise as a result of our role as an awarding
organisation.

The policy provides members of staff and those contracted to work for FutureQuals with information that
must be considered when performing their duties and dertaking any activity on behalf of the awarding
organisation.

It sets out FutureQuals position on conflicts of interest, the procedures that are to be followed should
conflicts be identified. It also outlines the approach FutureQuals takes in identifyimgnitoring and
evaluating actual and potential conflicts that may affect the awarding organisation now and in the future.

The scope of the policy extends to all FutureQuals staff and any other individuals that interact or potentially
interact with us asan awarding organisation. This includes individuals involved with any aspects of the
design, development, award, marketing, sales or any other activity connected to FutureQuals qualifications
and assessments.

Definition

Conflicts of interest inhibit frediscussion and could result in decisions or actions that are not in the interests
of FutureQuals and risk the perception that we have acted improperly.

A conflict of interest may arise where there are competing interests or loyalties which compromises or i
perceived to compromise the ability to make unbiased judgements. In the case of an individual, the conflict
of interest could compromise or appear to compromise the ability to make unbiased decisions and/or
judgements if not managed.

Specifically, in repect of FutureQuals as an awarding organisation, a conflict of interest exists, as defined by
Of qual -s General Conditions of Recognition, where:

1 itsinterests in any activity undertaken by it, on its behalf, or by a member of its Group have the
potentialto lead it to act contrary to its interests in the development, delivery and award of
qualifications in accordance with its Conditions of Recognition,
1 aperson who is connected to the development, delivery or award of qualifications by the awarding
organisation has interests in any other activity which have the potential to lead that person to act
contrary to his or her interests in that development, delivery or award in accordance with the
awarding organisation-s Conditions of Recognition
1 aninformedand reasonable observer would conclude that either of these situations was the case
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Conflicts of interest can arise in a variety of circumstances relating to awarding organisation activity, for
example:

1  Where an individual works for or carries owtork (paid or unpaid) on behalf of another business
which either uses products or services, or produces similar products, or is in direct competition with
FutureQuals

1 Where an individual is carrying out quality assurance activities for any centre whieeeg is a
personal interest

T Where a member of FutureQuals- Governing Body
a FutureQuals- recognised Centre.

1 When assessment and internal quality assurance activity is undertaken at a Centre by the same
person

1 Where an individual is internally or externally marking assessments for FutureQuals and works for a
Centre who delivers qualifications belonging to FutureQuals.

1 Where an individual is assessing or internally marking assessments of a learner whofigead or
relative and making decisions about the outcome of their qualification

Identification of potential conflicts of interest

FutureQuals recognises that individuals may take part in legitimate financial, business, charitable or other
activities autside their FutureQuals role.

However, there is a requirement for all individuals to disclose any activity that might give rise to a potential
or actual conflict of interest. If there is any doubt whether or not it represents a conflict of interest sit Ineu
reported.

Therefore, individual team members and managers, members of the Executive Committee and the
Governing Body are expected to proactively inform the Responsible Officer immediately of any actual or
potential conflicts of interest that coulaldversely influence their judgement and objectivity and impact the
awarding organisation.

FutureQuals will also complete due diligence checks to assist the identification and verification of
information at any time that may involve the use of external lniess information providers. This is to ensure
that we have taken all reasonable precautions to identify and deal with potential and actual conflicts and
protect the interests of the business, customers and learners.

The Responsible Officer is responsilite ensuring that all issues reported internally or by a third party are
investigated, that the individual circumstances of each conflict are considered and the potential for
influencing the activities of the awarding organisation are dealt with approfgly and escalated internally
or to the Governing Body when necessary.

If the conflict relates to the Responsible Officer, the Chair of the Governing Body and CEO will investigate and
agree the appropriate actions to manage or remove the conflict of intste

If the status of any identified conflict change or the controls put in place to mitigate the conflict change, this
must be reported immediately to the Responsible Officer.

All employees and others acting on FutureQuals behalf including contractorsoasates and the Governing
Body are required to complete a Declaration of Interest Form (see Appendix 2) on commencement of their
relationship with FutureQuals and annually thereafter.
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As part of the centre approval process, all FutureQuals Centres araunexgl to have in place a conflict of
interest policy which is subject to review as part of the quality assurance arrangements in place for
monitoring of Centres.

A Centre must have systems and checks in place to ensure that an assessment is not undertbken
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 FutureQuals external quality assurance team, must be reported
to the Head of Quality for review and interhascalation to the Responsible Officer and to the Executive
Committee where necessary.

Occasionally it may not be possible to avoid a situation where assessment or verification is undertaken by a
person who has an interest in the result, for example wke very specialist knowledge is required. In such
situations, a conflict of interest declaration form would need to be completed to ensure that the conflict has
been recorded.

FutureQuals will then assist in the facilitation of arrangements whereby tissessment is scrutinised by
another person to ensure that all systems have been correctly followed. The arrangements and outcomes of
the scrutiny are recorded on the EQA report, reviewed by the Head of Quality and the Responsible Officer
and retained electonically in the FutureQuals cloud based online Document Management system, Huddle.

FutureQuals maintains a register of conflicts of interest where all actual and potential conflicts of interest are
recorded. An example of specific potential conflicts thaay occur and how they may be managed to

protect the interests of learners can be found in Appendix 1 and demonstrates the actions taken to protect
learner interests. The list is indicative only and there may be other matters which constitute a capfflict
interest.

Whilst the overall responsibility for conflicts of interests rests with the Responsible Officer, the register is
reviewed at Executive Committee monthly meetings and quarterly by the Governing Body Governing Body
as part of its risk managemensystem. The effectiveness of the process is also reviewed and, where
appropriate, changes to the policy and procedures made and monitored.

Managing conflict of interest

Where a declaration of an actual conflict of interest is identified then the prodessnanaging the conflict
will follow these steps:

1 The Responsible Officer will initially assess the impact of the conflict of interest and any action
already taken to ensure that there is no adverse effect

1 If possible the conflict will be removed

1 If theconflict cannot be removed and requires management, the Responsible Officer will liaise with
the CEO and the relevant Head of Service to consider and discuss the necessary actions and
controls that need to be put in place to manage and mitigate any impamt the awarding
organisation to ensure that learners are not adversely affected

T The conflict wildl be recorded on the Register of
Executive Committee monthly and quarterly by the Governing Body

1 Inthe event of conflict being declared or identified relating to the Responsible Officer, the Chair of

the Governing Body and CEO will investigate and agree the appropriate actions to manage or
remove the conflict of interest
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1 Inthe event of a conflict being decladeor identified relating to the CEO, the Chair of the Governing
Body and Responsible Officer will investigate and agree the appropriate actions to manage or
remove the conflict of interest

1 Inthe event of a conflict being declared or identified relatedaanember of the Governing Body,
the CEO will convene an Extraordinary Governing Body meeting to discuss the necessary actions
and controls that need to be put in place to manage and mitigate any impact on the awarding
organisation to ensure that learnerare not adversely affected

Conflict of interest roles and responsibilities

Oversight of the Conflict of interest policy, dissemination of the policy and management of potential and
actual conflicts of interest rests with the FutureQuals Governing Bdtig. Governing Body delegates the
responsibility of the implementation of the policy to the Responsible Officer.

The Responsible Officer is responsible for ensuring that staff, contractors and other third party conflicts of
interest are identified and monored and that all necessary mitigating action is taken. In addition to this, all
FutureQuals Heads of Service are required to review their procedures annually to ensure that they anticipate
and manage potential or actual conflicts of interest.

The Respons bl e Of fi cer has responsibility for ensuring th:
are identified and monitored and that all necessary mitigating action is taken.

The Register of Interests is circulated with the Governing Body papers priea¢h meeting. There is a

standing item on the agenda at each meeting which provides the opportunity for a Governing Body

member to draw member-s attention to any conflicts of
agenda. All discussionend deci si ons about the appropriateness of
attendance for an item where a conflict may exist or is perceived to exist are minuted for visibility along with

any subsequent actions and the Register of Interests updated.

The Responible Officer is also responsible for:

9 Establishing and maintaining the conflict of interest policy and procedures.

1 Ensuring the conflict of interest register is maintained.

91 Ensuring the conflict of interest register is reviewed by the Executive Committeac meeting
and that the Governing Body reviews the register quarterly to ensure oversight.

1 Coordinating a response to any potential conflict of interest raised by others and recommending
action if an adverse effect is notified to FutureQuals.

1 Requiringnew staff and associates to complete the declaration, filing them in personnel records
and ensuring the information is available to anyone allocating work to that individual.

1 Ensuring that all staff and associates are aware of the Conflict of Interesici?ol

1 Sending out and receiving back annual declarations from all staff and associates and filing them in
personnel records.

1 Updating records following receipt of new conflicts of interest from directors, staff and associates
and ensuring the information igvailable to anyone allocating work to that individual.

The Head of Quality is responsible for:

1 Ensuring that potential conflicts of interest are taken into account when allocating External Quality
Assurers to centres

91 Ensuring that the Centre Agreementd centre approval process covers conflicts of interest in
assessment.
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f Monitoring centres- compliance with this requirem

The Head of Qualifications is responsible for:

1 Ensuring that potential conflicts of interest are taken into account when employiagsultants to
work on qualifications design or development.

It is possible that a real or potential conflict of interest is reported to FutureQuals by the regulators, a learner
or a member of the public or other stakeholder. This will be either via afat communication or via the
customer services email. Any member of staff that receives such a communication should forward it to the
Responsible Officer who will coordinate any response or action required.

The Responsible Officer will also report all sJutommunications to the Executive Committee and the
Governing Body immediately as they have the potential to damage FutureQuals reputation even if they are
only perceived conflicts of interest.

Records of all conflicts, any related investigations and outws are retained for 5 years.
Policy Review Arrangements

This policy is subject to a thregear review cycle, or earlier should any feedback or concern be brought to
the attention of FutureQuals, to ensure it remains fit for purpose and the process andutcomes are
deliverable.

It is also reviewed as part of FutureQuals continuous improvement monitoring through its annual self
assessment arrangements.
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Register of Potential Conflicts of Interest (indicative examples only).

Register of ptential conflicts of interest

Role

Potential Conflicts of Interest

Responses

FutureQuals Directors and/of
the Responsible Officer

The wider commercial activities of
FutureQuals Directors and the awarding
activities specifically undertaken by
FutureQuals.

FutureQuals Chief Executive is the majority
shareholder and also the Responsible
Officer.

All staff including senior officers and Governing Body members are required to declare to
FutureQuals if they have a current or recent financial or professionarigt that may adversely
affect the Awarding Organisation (AO).

Confidentiality clauses are embedded in contracts to ensure that confidentiality of any work
related to the development, delivery and award of FutureQuals qualifications is maintained.
Legal eview of contracts undertaken where necessary.

The Terms of Reference of erhoendinOof AssoGatianghatn
isin place ensure it would not be possible for a decision to be made that would be detriment
tothe AObasedoncompei ng priorities or an individy
would it be possible to influence a decision on the appointment of an alternative Responsibl
Officer.

External Quality Assurance
Consultants

EQA-s quality assur e
with whom they have a personal interest or
connection.

EQA-s work directly
Organisation where they could use their
knowledge of FutureQuals activities
adversely.

Confidentiality clauses are included in all contracts to ensure thabfidentiality of any work
related to the development, delivery and award of FutureQuals qualifications is maintained.
Legal review of contracts undertaken where necessary.

EQAs are not given work at any centre with whom they have had a working or financial
relationship during the previous three years.

EQAs are required to declare to FutureQuals if they have a current or recent financial or
professional interest in a centre which has been allocated to them for external quality
assurance purposes. The extemtf the conflict will be evaluated by the AO and action taken
which includes reallocating a centre to an alternative EQA.

Centre Operations Manual_V3 JuP@17

Ipg88



Role

Potential Conflicts of Interest

Responses

Should a conflict of interest be discovered which was not declared the contract of employme
with the EQA can be terminated and thaecisions undertaken by the EQA will be reviewed by
the AO.

Consultants

Contractors and consultants who are
working in any capacity in relation to the
functions of FutureQuals as an AO work
directly with another AO in a qualification
development or advisry role where they
could use their knowledge of FutureQuals
activities adversely.

Contracts put in place with contractors that include specified deliverables and service level
agreements along with quality indicators which are reviewed across the prognamm of work
and on completion. Confidentiality clauses embedded in contracts to ensure that confidentia
of any work related to the development, delivery and award of FutureQuals qualifications is
maintained. Legal review of contracts undertaken where cessary.

Consultants are required to declare to FutureQuals if they have a current or recent financial
professional interest in another AO. The extent of the conflict will be evaluated by the AO an
any relevant action taken to mitigate or remove the rftict which may include not engaging
with the consultant.

Should a conflict of interest be discovered which was not declared the contract with the
consultant can be terminated.

Markers and examiners

Markers and examiners who have a
personal interest irthe result of an

Assessment.

Confidentiality clauses are included in all contracts to ensure that confidentiality of any work
related to the development, delivery and award of FutureQuals qualifications is maintained.
Legal review of contracts undertakenhere necessary.

Markers and examiners are not permitted to mark the work from any centre with whom they
have had a working or financial relationship during the previous three years.

Markers and examiners are not permitted to mark the work of any learnehwis a relative or
friend.

Markers and examiners are required to declare to FutureQuals if they such interests in a
centre/learner which has been allocated to them for marking purposes.
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Role

Potential Conflicts of Interest

Responses

The extent of the conflict will be evaluated by the AO and actiaken which includes
reall ocating a centres/ friend/relative-s

Should a conflict of interest be discovered which was not declared the contract of employme
with the marker/examiner can be terminated and the dgsions undertaken by the
marker/examiner will be reviewed by the AO.

Centres

FutureQuals enters into an Introducer
Agreement with one of its centres to bring
new opportunities to FutureQuals. Pressure
may be applied to the AO to reduce the
robustness ofguality assurance processes.

Detailed, formal agreements are in place to ensure that there is separation between the
centre-s work and that of the introducers
on the evidence provided as part of the cenetapproval process and on all certification claims
thereafter (if approved).

This ensures that only centres that have the capacity, capability and resources to deliver
FutureQuals qualifications are approved. Centre approval and external quality assueanc
processes are the same for all/l centres. T
protected and an adverse effect is not created.

Centre assessors and
internal quality assurer (IQA)

Internal assessment or quality assurance
carried out at a cettre is done by a person
who is related to or a close friend of the
learner or assessor.

As part of the centre approval process, all FutureQuals Centres are required to have in plac
conflict of interest policy which is subject to review as part of thalify assurance
arrangements in place for monitoring of Centres.

A Centre must have systems and checks in place to ensure that an assessment or IQA acti
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 FutureQuals external
quality assurance team, must be reported to the AO.
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Role

Potential Conflicts of Interest

Responses

The extent of the conflict will be evaluated by the AO and action taken which may include
reallocating the learnes work to another assessor/IQA.

If it is not possible to avoid a situation where assessment or IQA is undertaken by a person
has an interest in the result, for example where very specialist knowledge is required,

FutureQuals will assist in the facdtton of arrangements. The assessment would be scrutinise
by another person to ensure that all systems have been correctly followed.

Should a conflict of interest be discovered which was not declared the contract of employme
with the marker/examiner canbe terminated and the decisions undertaken by the
marker/examiner will be reviewed by the AO.
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™

Future

Future (Awards and Qualifications) Ltd
CONFIDENTIAL

Annual disclosure of potential conflicts of interest

Exphnation
I'n Iline with the FutureQuals- Conflict of 1Inte
FutureQuals- behalf disclose any potential or

judgment, objectivity or loyajtto FutureQuals in conducting business activities and assignments.

Please indicate below any legitimate financial, business, charitable and other activities outside your
FutureQuals role that you have that could result in a conflict of interest. THisngiude any employment you
have at FutureQuals centres.

Declaration

Name:

Post:

List of any activities or relationships that could be a conflict of interest with your work with Future(agss
the Conflict of Interest Policy and your contractuataargements for details of possible scenarias)

Nature of Conflict i.e. centre, individual, Details of Conflict
appointment, employment

| declare that the above information is a full and complete disclosure and that | will repost new activities
that could be a potential conflict of interest as and when they occur.

Signed:

Date:
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Introduction
The FutureQuals Logo is issued to centres upon being granted Approved Centre status.

Futureuals allows approved centres to offer our logo for use on website, qualification and promotional
materials. We do not permit the use of our logos for any other purposes without written permission from us.

FutureQuals Logo
The FutureQuals logo is availabie full colour or grayscale in JPEG, PNG and EPS format.

Do not place the logo against a pattern or a background colour, change the colours, distort, skew, stretch,
tilt, angle or in any other way alter the logo

Colour Version

Future

Greyscale Version

FutureQuals

™

Siing

The FutureQuals logo is provided with the following dimensions 978x229. We do permit resizing the logo,
but it must stay in proportion.

978px

Use of logo

The FutureQuals logo may be used for print and online.

Online use of the logo;
You must ensurdhat the logo is hyperlinked to the following pagéttp://www.futurequals.com/index.html
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Huddle is our Centre Management System used to store the following iafam

Completed Centre Approval Documentation
Centre Policies and Procedures

/| +Qa FYR [/ SNIAFTAOI(GSaA
External Quality Assurance and Sampling Reports
Completed Administration related forms

Non Compliance and Malpractice Reports

=4 =4 =4 =4 -4 =4

Accessing Huddle

New User
You will receive an email invitation to join Huddle froello@huddle.net

tfSFAaS OKSO1l @2dzNJ 2dzy]l YIAf AT @2dz R2y Qi

Select Join the team

huddle

Transform the way you work

FutureQuals

INSPIRING LEARNING AND SKILLS

Hayley Hubery wants to work with you in
the AC## - Dummy Centre workspace

ACH* Centre Team

HH

Hi,
Please join me in the Huddle workspace to share documents, plan
projects and collaborate online.

Join the team

What is Huddle?
Huddle is the cloud collaboration platform to securely share files, manage projects and get
more done. Learn more
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mailto:hello@huddle.net

Enter your first name and surname

Create a passworgthis must contain a least 6 characters, upper and lower case letters, one
number and one symbol eg. %!&E

FutureQuals

You have been invited as
gualifications@futurequals.com

First name Last name

Create a password

show

By continuing you agree to the Terms of Use and
the Privacy Policy

Once you have entered your password, it will confirm that it is secure.

Select Start Working

Create a password

oo---ooo-| show

Password is secure

By continuing you agree to the Terms of Use and
the Privacy Policy
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You will be directed to Huddle in your internaowser.

Welcome to Huddle, Qualifications Team!

Q‘QA

Work smarter With others

View, edit and comment on the right Work together with your team or with Huddle syncs to your device and
version, with the right people in one clients on important projects. desktop so you can work where you
secure place want, when you want.

No thanks

Close the pop up Welcome Message

Or if you are already a user you can access huddiéad://future.huddle.netand enter your
username and password

This is the workspace overview screen. It showeed Df the activity within your Huddle workspace
and information on where to upload your documentation.

6 AC## - Dummy Centre v Search Q e ar -

FutureQuals FutureQuals

Overview  Files People EY-3

Welcome to the FutureQuals Huddle workspace for your centre records.

Please see the Tasks tab for a full list of the documentation we require for centre approval. This can be uploaded in the Centre Upload file in your huddle
workspace.

Please do not hesitate to contact Centre Support on 01530 836662 or email info@futurequals.com for any customer service enquiries.

Activity RSS | Show 5 items
s File Altjdmona\ Site Checklist updated by Paul Stafford 2311172015 14:12
d version 3
S File S:}«? Approval Application Form June 2015 added by Paul Stafford 231112015 09:15
d’ versio
S File c:nw‘m Approval Application Form July 2015 added by Paul Stafford 23/117201509:13
d? versiol
S File F??UQA Guidance 2015 added by Paul Stafford 19/11/2015 12:52
d? versio
S File F:.:l:lre{xemp\arrcen added by Paul Stafford 1911172015 11:25
d’ versio
Mu Calandar iCal (0]
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Huddle Folders

In Huddle you will have access to the following folders

= =4 =4

T

Centre Approval Documents
Centre Guidance

Centre Upload File

Final B)A Reports

Centre Approval Documents

2 xff O2yilAy Iff 2F @2dz O02YL) SGSR LRtAOASaZ
approval.

Centre Guidance

Contains policies, procedures and forms to assist you in the running of your centre.ré tadgoa
available fromhttp://www.futurequals.com/centres/index.html

= =4 =4 =4 -4 4 -4 -4

Centre Document Checklist

Additional Site Checklist

Additional Qualifications Application Form

Site Approval ApplicatioRorm

Centre Operations Manual

FutureExemplatCert

FAQ VAT STATUS AND ELIGIBLE BODY STATUS FOR VAT
FAQ_How to Gather Evidence for Qualifications

FAQ Systems Terms and Conditions and User Forms

Centre Upload File

This is the area that you can uploadcdmentation to and where we will request your centre
approval policies and procedures to be uploaded.

Final EQA Reports

When an EQA has completed an External Quality or Sampling report and it has been signed off by
the Head of Quality Assurance the fineports will be uploaded into this file. You will receive
notification that this has been done.

Centre Opeations Manual_V3June2017 | pg97

LINE C
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To Upload Documentation

Select Files

Select theCentre Upload File

,2dz Oy ONBIGS F2ftRSNER (2 2NAHI yA ay selectiydader/ SNI A T A
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