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	REQUESTING AN AMENDMENT
 
TO AN ACCREDITED QUALIFICATION [Help]



Important information about this form

To facilitate an efficient accreditation process, and to support the central ‘filing’ of awarding body information, this form is designed to be viewed, completed and submitted electronically – if a proposal is submitted in hard copy, it will be rejected and returned to the awarding body. Please submit all completed forms
 by e-mail
 to the Central Accreditation Team accreditation1@qca.org.uk.
Three types of comments (yellow highlighted sections) are included within this form as guidance. Comments can be viewed by hovering your mouse cursor over the highlighted text. Comments have the following prefixes:

Guidance: clarification of the type of information the awarding body should supply for each section of the form

IT: IT tips on how best to use this form

Criteria: the relevant criteria for these qualifications, as specified within ‘The statutory regulation of external qualifications in England, Wales and Northern Ireland’ (2004)

Comments may be printed by clicking: “Print” on the “File” menu, then “Options”, then checking the “Comments” box. 

Tips for completing this form

The awarding body should complete each section of this form by entering relevant details within each row/column (even if only specifying a cross-reference). 

This form has been designed primarily as a cover sheet for awarding bodies to signpost how and where their proposals meet the appropriate regulatory criteria. As such, the form has not been designed to accept a large volume of information/text. 

	You are therefore strongly encouraged, wherever possible, to complete this form by clearly cross-referencing to where the appropriate evidence/response may be found within any supporting information submitted. 


Please ensure when submitting this form that you clearly specify the relevant document title, page and paragraph number of any supporting information, and make sure that you attach it to the same email in which you submit the completed proposal form (or in clearly titled additional emails). Failure to clearly cross-reference may lead to rejection of your proposal.
Do not edit or delete any of the text (in blue) originally provided within this form. The grey sections entitled ‘For internal use only’, are for regulatory authority staff use only.

	If you are providing additional information in this form at the request of the regulatory authorities or responding to regulatory authority feedback, please provide your response in the relevant field(s) within the ‘Submission Checklist’ section, directly underneath the regulatory authority feedback. If any other changes to the form are made in the resubmission, then please highlight these in another colour for clarity.


Awarding bodies are advised to submit any qualification amendment requests at least 5 weeks before the implementation start date. QCA cannot guarantee that amendments submitted later will be actioned by the required date.

Section 1: Administrative information

	1.1  Awarding Body name:
	

	AB contact name
:
	

	Position:
	

	Contact email address:
	

	Contact telephone no:
	


	1.2  Please specify the number of proposed qualifications to be submitted on this form
:
	


	1.3  Qualification number
:
	
	/
	
	/
	
	or
	Q
	


	1.4  Date from which amendment is to take effect/be implemented:
	


	1.5  Please specify the accredited qualification title below

	Awarding Body

acronym
	Level
	Type of qualification

	in/for
	Indication of content
	Endorsed title (optional) [Help]

	
	
	
	
	
	

	
	
	
	
	
	


	1.6  Early dialogue


	Lead reviewer contact at the regulatory authorities:
	

	Please provide, as you feel appropriate, brief details of any early dialogue with your lead reviewer contact at the regulatory authorities regarding this proposal. This might include discussions of sectoral qualification needs as identified by the regulatory authorities and partner bodies such as Sector Skills Bodies (where appropriate), or correspondence with other key stakeholders. Please include details of any relevant meetings and documentation, with relevant dates, as you feel appropriate. Note that the provision of such information at this stage will help inform the regulatory authorities’ consideration of your proposal:

	


	1.7  Existing accreditation dates:

	Start date:
	

	End date:
	

	Certification end date:
	


Section 2: Proposed amendment(s)
	2.1  Please specify the proposed amendment(s) as appropriate and then provide details of the amendment(s) within the ‘Comments’ section below 

Please note:

· any amendment to an NVQ must be in line with the currently approved National Occupational Standards

· if a structure change is proposed, please provide details of both the old and new structure



	Change to awarding body contact details

	NO/YES^

	Change to qualification title
	NO/YES^

	Change to unit title(s)
	NO/YES^

	Change to unit status (e.g. mandatory to optional)
	NO/YES^

	Add pathway
	NO/YES^

	Change pathway
	NO/YES^

	Withdraw pathway  [Please read]

	NO/YES^

	Add unit
	NO/YES^

	Withdraw unit
	NO/YES^

	Change to unit content/outcome
	NO/YES^

	Change to method of assessment
	NO/YES^

	Change of funding status under Sections 96 and 97
	NO/YES^

	Change to the factual accuracy of openQUALS information
	NO/YES^

	Change to unit sector/subject area classification
	NO/YES^

	Change to qualification sector/subject area classification
	NO/YES^

	Other change(s)
	NO/YES^

	Comments
 and details of the amendment:

	
	Where appropriate, please 

cross-reference supporting documentation:

	
	Title:

	

	
	Page:

	

	
	Para:

	

	
	


	2.1 a As a result of the above amendments are there any changes to the number of guided learning hours. If so please specify below:

	


	2.2  Please provide a brief rationale for the proposed amendment:

	
	Where appropriate, please 

cross-reference supporting documentation:

	
	Title:

	

	
	Page:

	

	
	Para:

	

	
	


	2.3  Where relevant, is the requested amendment supported by key interest groups, including, where appropriate, the relevant SSC?
	YES/NO^

	If yes, please provide brief details below and indicate where any relevant evidence may be found within any accompanying awarding body documentation. If no, please provide a reason for the lack of support: [Help]


	

	Document title:
	

	Page number:
	


	2.4  Condition(s) of accreditation

	Are any conditions of accreditation
 outstanding (either overdue or pending) for this qualification?
	NO/YES^

	If yes, please enter the condition wording below, including a proposal for how these condition(s) will be addressed
:

	


	SUBMISSION CHECKLIST [Guidance for using this section]



	Use By
	Section 1: Administrative Information

	AB [Help]

	Have you completed all of the boxes in this section?
	NO/YES^

	RA [Help]

	Has the awarding body provided all necessary details for this section?
	NO/YES^

	
	If not, please indicate below what further evidence/information the awarding body is required to submit

	
	


	Use By
	Section 2: Proposed amendment(s)

	AB
	Have you clearly indicated what type of amendment is proposed?
	NO/YES^

	RA
	Has the awarding body provided all necessary details for this section?
	NO/YES^

	
	If not, please indicate below what further evidence/information the awarding body is required to submit

	
	

	AB
	Have you provided a clear rationale for the proposed amendment?
	NO/YES^

	RA
	Has the awarding body provided a clear rationale for the proposed amendment?
	NO/YES^

	
	If not, please indicate below what further evidence/information the awarding body is required to submit

	
	

	AB
	Have you completed all other boxes within this section?
	NO/YES^

	RA
	Has the awarding body provided all necessary details for this section?
	NO/YES^

	
	If not, please indicate below what further evidence/information the awarding body is required to submit

	
	


	Use By
	‘Banking’ of common policies/arrangements 
	Click for details of banking…(see Appendix 4)

	AB
	Please indicate if you wish any of the documents cross-referenced in your response to Section 2 only, to be considered as a common policy/arrangement and filed accordingly?
If yes, please indicate below which documents you wish to be considered:

If possible, please ensure that items to be filed are submitted in separate, discrete documents

	NO/YES^

	
	Document title [IT Help]

	Page & Para number

	Section(s) covered
?
e.g. 4.1 or 5.3
	Qualification type(s) covered
?
e.g. ‘All NVQs’

	
	
	
	
	

	RA
	Has the awarding body provided all necessary details for this section and do you agree that the proposed material should be centrally filed? [Please read]

	NO/YES^

	
	If not, please indicate below what further evidence/information the awarding body is required to submit

	
	


	Possible requirements under the Freedom of Information Act – PLEASE READ


	Please note, material provided by awarding bodies to the regulatory authorities during the accreditation process and monitoring activity will be handled in accordance with relevant legislation, including the Data Protection Act.  Awarding bodies should be aware of the duties on the regulatory authorities under the Freedom of Information Act to disclose information that they hold in response to requests from individuals. Awarding bodies must provide reasonable and timely co-operation to the regulatory authorities to enable them to determine, within the timescales for compliance with the Act, whether consent can be obtained to disclosure and/or whether any exemption to disclosure applies. 

Where awarding bodies consider that material they are providing to the regulatory authorities is commercially or otherwise confidential, this should be clearly stated at the time it is provided, together with the reasons for that view.  If the regulatory authorities agree that the material is confidential in character, they will not include that information in a published report and may seek to apply the relevant exemption(s) under the Freedom of Information Act to any request from a third party for disclosure of the material, unless the awarding body consents to the disclosure.   Awarding bodies should be aware of the fact that the regulatory authorities may ultimately be required to comply with the determinations of the Information Commissioner and the courts as to disclosure of information notwithstanding any view as to confidentiality, which is agreed with the awarding body.




	Therefore, please clearly indicate if any aspects of the information provided with this proposal are commercially or otherwise confidential and if so your rationale to support this view.  The rationale will be reviewed in light of any requests received to disclose information and the regulatory authorities will, wherever possible, provide prior notification should they consider the need to disclose any of this information.



	Rationale:

	


	Use By
	Accompanying documentation

	AB
	Please provide details below of any accompanying awarding body documentation cross-referenced in this form (for example, the qualification specification, sample assessment material, etc.)

	Number of documents:
	

	Document reference (if applicable)
	Document title

	
	

	
	

	
	

	RA
	Has the awarding body attached the specified number of attachments and clearly cross-referenced to accompanying documentation?
	NO/YES^

	
	If not, please indicate below what further evidence/information the awarding body is required to submit 

	
	


This section must be completed by each organisation before submitting any proposal/response

	Date of awarding body’s request for amendment
	

	Date of regulatory authorities’ first response
	

	Date of awarding body’s reply*
	

	If relevant, date of regulatory authorities’ second response
	

	If relevant, date of awarding body’s reply*
	


The awarding body must complete all the boxes below before submitting the qualification(s) for accreditation:

	*Providing additional information at the regulatory authorities’ request 

	On behalf of the awarding body making this application, I agree that I will only amend information contained in the proposal form and supporting documentation if requested to do so by the regulatory authorities.

I accept that if any changes are made to information other than to information explicitly requested by the regulatory authorities, such changes must be clearly identified on the relevant section of the form or accompanying documentation, and that failure to do so may either impact on the regulatory authorities’ accreditation decision, or result in sanctions being applied. [Help]

	NO/YES^


	When you have completed this form (at any stage of the accreditation process), please submit it via email to the Central Accreditation Team accreditation1@qca.org.uk


Note: In order to allow the regulatory authorities to consider your proposal as quickly as possible, please ensure that you include all relevant accompanying awarding body documentation in the same email as the proposal form. If you have any technical problems related to the submission of this form and/or accompanying documentation, please contact accreditation1 with any queries.

For internal use only: 
	Regulatory authority officer
:
	

	Date of proposed decision
:
	


	Confirm agreed qualification title(s) 

	Awarding Body
	Level
	Type of qualification
	in/for
	Indication of content
	Endorsed title (optional)

	
	
	
	
	
	


If appropriate, is the proposed amendment supported by?
	ACCAC
	CCEA
	QCA
	SQA


	YES/NO/NA
^
	YES/NO/NA^
	YES/NO/NA^
	YES/NO/NA^


Recommendation    The lead reviewer recommends that the qualification(s):

	Is amended
	NO/YES^

	Is amended with conditions
	NO/YES^


Conditions of accreditation (if appropriate) [Help]

	Are any conditions of accreditation
 outstanding (either overdue or pending) for this qualification?
	YES/NO/NA^

	If yes, please enter the condition wording below, including a proposal for how these condition(s) should be addressed
 by the awarding body:

	

	Please provide details of any further conditions of accreditation to be added (if appropriate):

	
	Condition:
	Deadline date:
	Criterion reference:
	Team/Officer responsible for monitoring:

	1
	
	
	
	

	2
	
	
	
	


‘Banking’ of common policies/arrangements                                             Click for details of ‘banking’…(see Appendix 4)
	Please indicate if you wish any part of the information submitted by the awarding body in Sections 4, 5 or 6 only, to be considered as a common policy/arrangement and ‘banked’ accordingly? [Help]

	NO/YES^

	If yes, please indicate below which sections you wish to be considered:

	Document title
	Page & Para number

	Section(s) covered
?
e.g. 4.1 or 5.3
	Qualification type(s) covered
?
e.g. ‘All NVQs’

	
	
	
	

	
	
	
	


	Are there any other issues which may impact on the decision?
	NO/YES^

	Please elaborate in the space below:

	


� Note that all completed proposal forms should be sent as MS Word or rich text format files in order to allow the regulatory authorities to submit any reply on the same form


� The regulatory authorities will accept submissions on CD-rom under exceptional circumstances, such as a malfunctioning e-mail system for example. Before sending submissions on CD-rom, the awarding body should seek approval for this approach from the Central Accreditation Team, 020 7509 5977





�PAGE \# "'Page: '#'�'"  ��Where titles, the nature of assessment and/or the standard of the qualification are affected by a change to the qualification, then a request for an amendment should be submitted. Please note that a single proposal may include multiple changes to a single qualification. If you are uncertain about whether an amendment needs to be communicated to the regulatory authorities via this form, please contact your lead reviewer contact at the regulatory authorities


�The awarding body should complete all relevant sections of this form. A clear reason should be provided for non-completion of any section. Note that if the form is incomplete, or no early dialogue has taken place between the awarding body and the regulatory authorities the proposal will be rejected and returned to the awarding body


�This is the officer at the awarding body to whom all future related correspondence should be addressed


�This form has been designed so that it is possible to submit proposals for more than one qualification at a time. In order to submit details for more than one proposed qualification, the awarding body should enter details of each qualification in a separate row within each relevant section. Additional rows may be added by pressing the “Enter” button on your keyboard within a relevant section. Please ensure that all information included within this form clearly specifies the qualification(s) to which it refers. Failure to do so may result in your proposal being returned by the regulatory authorities


�This is the number which was allocated to the qualification by the regulatory authorities upon accreditation


�Type of qualification, for example: Award, Certificate, Diploma, NVQ, GCE, etc.


�Regardless of the proposal type, the awarding body must enter into an early dialogue with the regulatory authorities’ relevant lead reviewer prior to submission. Failure to enter into such dialogue will result in the proposal being rejected by the regulatory authorities until dialogue takes place. Details and names of lead reviewers may be obtained from the Central Accreditation Team, � HYPERLINK "mailto:accreditation1@qca.org.uk" ��accreditation1@qca.org.uk�. Note that a checklist for early dialogue is currently being prepared but is not complete at time of publication – further details to follow


�PAGE \# "'Page: '#'�'"  ��For example, a change to the awarding body address, telephone number, or representative


�PAGE \# "'Page: '#'�'"  ��If a pathway is to be removed, please provide details within the ‘comments’ box below of what arrangements will be made to protect the interests of candidates registered on this pathway


�PAGE \# "'Page: '#'�'"  ��If all the information is not included below, then you must clearly cross-reference, with document name, page and paragraph numbers, to where this information may be found within appropriate accompanying awarding body documentation


�PAGE \# "'Page: '#'�'"  ��Please electronically scan any letters of support received, and attach these, along with this form, as supplementary files


�PAGE \# "'Page: '#'�'"  ��If you have any queries regarding wording or status of condition(s) of accreditation, please liaise with your lead reviewer contact at the regulatory authorities


�PAGE \# "'Page: '#'�'"  ��For example, the proposed amendment may result in a condition of accreditation no longer being appropriate, or may require an extension to an existing condition deadline


�The AB should complete all sections below before submission. Note that the regulatory authorities will provide their response to the awarding body's proposal within this checklist section. If a criterion is not met, or a section of the form not completed correctly, the regulatory authorities will indicate this by answering "No" under the relevant “RA” section, and then state the reason for the non-compliance in a text box directly underneath. The AB should respond to any RA comment by creating another “AB” row underneath the “RA” response and entering any response therein


�If you are providing additional information in this form at the request of the regulatory authorities or responding to regulatory authority feedback (i.e. this is a resubmission), please respond in the relevant field(s) within this section, directly underneath the regulatory authority feedback. If you are cross-referencing further information supplied within an attachment, then please clearly specify the relevant document title, page and paragraph number of any such supporting information.


�Please enter your response to the AB proposal within the bottom row of the relevant section. Please clearly specify what the AB should do in order to address any non-compliance


�For example, if possible, do not submit within any one document: a) lots of information to be filed in different areas of your central file; b) a mixture of to-be-filed and not-to-be-filed information. In practice, this might involve cutting and pasting any information to be centrally filed into separate, clearly titled documents. Your assistance in this matter will help the regulatory authorities maintain accurate, simple to use central files


�Please note that if you wish any information to be centrally filed, please ensure that it is not submitted in PDF format, as the regulatory authorities require writer-access to any such information


�The page and paragraph number where the relevant information may be found. If possible, try to ensure that all items to be filed are submitted in separate, discrete documents – which would mean that this column would not need to be completed


�PAGE \# "'Page: '#'�'"  ��Which section of the form does the information address? If more than one section is covered, then please make this clear


�PAGE \# "'Page: '#'�'"  ��For which qualification type would you like to ‘bank’ this documentation? e.g. NVQs or GCEs. If more than one qualification type is covered, then please make this clear


�PAGE \# "'Page: '#'�'"  ��Please note that in order to create a coherent and clear ‘banking’ file for each awarding body, it is essential that it is clear which criteria, and which banking area (e.g. all NVQs, or GCSEs in the Engineering sector only) the above materials relate to. Awarding bodies should be encouraged to only bank information to which they will make reference in future submissions – it is not helpful to fill the bank with miscellaneous information. It is the Lead Reviewer’s responsibility to ensure that what is banked is clear and readily available for all other colleagues to consider


�Please refer to the Regulatory Authorities’ Accreditation Handbook for more information on sanctions which may be applied


�This is the officer who has evaluated the proposal against the criteria and is responsible for answering any queries the regulatory authorities may have regarding the proposal


�This is the date at which the proposal will be considered by SSAG


�PAGE \# "'Page: '#'�'"  ��For extension of NVQs only


�Not applicable – select this option if support is not required from another regulator


�Please complete all fields. See the ‘Regulatory Authorities’ Accreditation Handbook’ for further details on conditions of accreditation


�PAGE \# "'Page: '#'�'"  ��If you have any queries regarding wording or status of condition(s) of accreditation, please contact the conditions team within the regulation team


�PAGE \# "'Page: '#'�'"  ��For example, the proposed amendment may result in a condition of accreditation no longer being appropriate, or may require an extension to an existing condition deadline


�You may only include information specified by the awarding body in the relevant section of this form


�The page and paragraph number where the relevant information may be found (if appropriate)


�PAGE \# "'Page: '#'�'"  ��Which section of the form does the information address? If more than one section is covered, then please make this clear


�PAGE \# "'Page: '#'�'"  ��For which qualification type would you like to ‘bank’ this documentation? e.g. NVQs or GCEs. If more than one qualification type is covered, then please make this clear
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