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CR1 CENTRE RECOGNITION APPLICATION: APPRENTICESHIP ASSESSMENT

You must read the Centre Guidance for Centre Recognition (Apprenticeship Assessment) before completing this form. We use this application to confirm your organisation’s Centre-level readiness to operate as an approved Centre for apprenticeship assessment, including your governance, systems, policies, staffing, resources and quality assurance arrangements.

This form does not approve you to deliver, administer, assess or internally quality assure a specific apprenticeship standard. You must apply for approval for specific standards through the CR2 Apprenticeship Assessment Approval Form.

If you have limited or no experience of delivering formal qualifications or apprenticeship assessment, you may request an Advisory Meeting before completing the full Centre Recognition process. You should still complete this form as fully as possible and submit it to us, as we need basic information about your organisation and the activity you are interested in before we can arrange the meeting. Please select the box below if you would like to request an Advisory Meeting, and our Centre Recognition team will contact you to provide further information.


	I would like a pre-approval advisory meeting and understand there will be an additional charge for this.  Please tick. (ü)
	




	Are you already recognised by SEG Awards/BIIAB as a Centre for qualifications?
	☐ Yes ☐ No  



Please complete all sections of this form unless you are already recognised as a centre for qualifications, in which case complete sections 8, 9, 10, 11 and 12, plus any others where there are different arrangements for apprenticeship assessment. 



1     CENTRE DETAILS
	LEGAL ORGANISATION NAME (Sole trader registered with HMRC; legal entity as registered with Companies House / the Charity Commission; UK Register of Learning Providers UKRLP)

	

	TRADING NAME – if different from Legal Organisation Name

	

	UKPRN (The centre’s unique UK Register of Learning Providers number)

	

	COMPANIES HOUSE REGISTRATION NUMBER (if applicable)
	DATE OF INCORPORATION 
(if applicable)

	
	

	CHARITY REGISTRATION NUMBER (if applicable)

	

	CENTRE TYPE (PLEASE CHOOSE ONE OF THE BELOW AND ENTER)
02= FE, 06=Private Training Provider, 07= Government/NHS, 08=Voluntary Organisation, 09=Employer, 11=Armed Forces

	

	MAIN ADDRESS INC POSTCODE (registered address)

	

	MAIN TEL (for General Enquiries)

	

	MAIN EMAIL (for General Enquiries)

	

	WEBSITE ADDRESS (if applicable)

	



The following staff should be key contacts in your organisation and have the authority to manage the areas named below.
2     ASSESSMENT COORDINATOR/KEY CONTACT
	NAME OF ASSESSMENT COORDINATOR 
	SITE LOCATION (if different from that given in 1.1) 

	
	

	Tel. no: 
	Email: 

	When approved an online account can be set up for the member of staff named here. Further accounts can be set up on request with the permission of this named person.



3     FINANCE
	NAME OF HEAD OF FINANCE
	SITE LOCATION (if different from that given in 1.1) 
Our finance team will use this address for all financial communications unless otherwise requested

	
	

	Tel. no: 
	Email: 




4     QUALITY ASSURANCE
	NAME OF QUALITY ASSURANCE MANAGER/LEAD
	SITE LOCATION (if different from that given in 1.1) 

	
	

	Tel. no: 
	Email: 



5     HEAD OF CENTRE
	NAME OF HEAD OF CENTRE
	SITE LOCATION (if different from that given in 1.1) 

	
	

	Tel. no: 
	Email: 




6     REGULATORY, STATUTORY AND EXTERNAL RECOGNITION
6a     OFSTED/QAA/FUNDING AGENCY 
	AGENCY NAME
	Date approved
	Recent report attached (please tick)

	
	
	

	
	
	

	
	
	



Tick here if your organisation does not require registration with any of these organisations ☐


6b	OFQUAL RECOGNISED AWARDING ORGANISATIONS WITH WHICH YOU ARE CURRENTLY APPROVED FOR QUALIFICATIONS AND/OR APPRENTICESHIP ASSESSMENT

	AWARDING ORGANISATION NAME
	Date approved
	Scope of approval
	Recent monitoring report attached (please tick)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Tick here if you are not currently approved by any awarding organisation ☐
6c     OTHER ORGANISATIONS
Only complete if 6a and 6b don’t apply. 
Please list any other recognitions or accreditations you hold with relevant organisations, including the date awarded and date of most recent report or audit. If you are not monitored by Ofsted, QAA, DfE / DWP or another educational inspectorate, you will be asked to provide a report, letter or statement from IIP, ISO, EFQM, or another relevant organisation / referee that can comment on your Centre's quality assurance arrangements.
	ORGANISATION NAME
	Report / letter / statement attached (please tick)

	
	

	
	




7	GIVE DETAILS OF ANY PREVIOUS APPLICATIONS FOR CENTRE APPROVAL REFUSED, SANCTIONS APPLIED OR APPROVAL STATUS WITHDRAWN

	AWARDING ORGANISATION NAME
	Date approval withdrawn / refused / sanction applied
	Reason

	
	
	

	
	
	

	
	
	




8     QUALITY SYSTEMS / DOCUMENTS
Copies of the following documents must be attached to your application. 

	STATEMENTS, POLICIES AND PROCEDURES
	Attached
	Not applicable

	8.1
	Organisation Chart
	
	

	8.2
	Procedure for Internal Quality Assurance including Sampling Strategy
	
	

	8.3 
	Procedures for Examinations and Invigilation (if applicable)
	
	

	8.4
	Procedure or Policy for dealing with and reporting Malpractice / Maladministration
	
	

	8.5
	Statement or Policy on Access to Assessment / Reasonable Adjustments
	
	

	8.6
	Procedure or Policy for dealing with Complaints
	
	

	8.7
	Procedure or Policy for dealing with Learner Enquiries and Appeals against Assessment Decisions
	
	

	8.8
	Statement or Policy on Staff Recruitment, Induction and Development 
	
	

	8.9
	Health and Safety Policy 
	
	

	8.10
	Equality, Diversity and Inclusion Policy 
	
	

	8.11
	Data Protection Policy and Privacy Notice
	
	

	8.12
	Procedure or Policy for Conflicts of Interest
	
	

	8.13
	Statement on communication with the Awarding Organisation
	
	











9     ORGANISATIONAL READINESS

Please answer the questions below to explain how your organisation will support apprenticeship assessment at Centre level. You do not need to provide individual Centre assessor or Centre IQA evidence here. This will be requested separately through the CR2 Apprenticeship Assessment Approval Form.

	Leadership and Governance
Who has overall responsibility for apprenticeship assessment within your organisation, and how will senior leaders maintain oversight of assessment activity, quality assurance, compliance and risk?

	

	Operational management
How will apprenticeship assessment activity be managed day to day, including communication with apprentices, employers, staff and SEG/BIIAB?

	

	Experience
What relevant experience does your organisation have in delivering, administering, assessing or quality assuring apprenticeship assessment, end-point assessment, regulated qualifications or similar occupational assessment?

	

	Policies and controls
How do your policies and procedures support fair, valid, reliable and secure apprenticeship assessment? Please refer to relevant policies where appropriate, including malpractice, maladministration, complaints, appeals, reasonable adjustments, special considerations, conflicts of interest, data protection and record keeping.

	

	Access for CASS, EQA and monitoring
How will you ensure SEG/BIIAB can access the premises, systems, records, staff, apprentices and assessment evidence needed for Centre Assessment Standards Scrutiny, External Quality Assurance and wider monitoring activity?

	

	Record keeping and information security
How will you make sure apprenticeship assessment, IQA, standardisation, conflict of interest, reasonable adjustment, special consideration, CPD and communication records are accurate, complete, securely stored and available when requested?

	

	Conflicts of interest
How will you identify, record, review and manage actual, potential or perceived conflicts of interest in apprenticeship assessment, including where staff have taught, trained, supervised, line-managed, employed or otherwise supported an apprentice?

	

	Staffing and capacity
How will you make sure you have enough suitably competent staff to support apprenticeship assessment and internal quality assurance? Please include how you will monitor capacity and identify when additional assessors or IQAs may be needed.

	

	Staff induction, training and monitoring
What arrangements do you have to recruit, induct, train, standardise and monitor staff involved in apprenticeship assessment and internal quality assurance?

	

	Systems, premises and resources
What physical, digital and human resources do you have in place to support apprenticeship assessment administration, assessment evidence management, secure storage, remote or digital assessment activity where applicable, and communication with apprentices, employers and SEG/BIIAB?

	

	Continuous improvement
How will you review your apprenticeship assessment processes and use feedback, monitoring outcomes, complaints, appeals, CASS findings or internal review to improve practice?

	



If recognition is granted, the Centre must not deliver, administer, assess or internally quality assure live apprenticeship assessment activity until CR2 Apprenticeship Assessment Approval Form has been submitted and passed, and the relevant assessors and IQAs have completed training and standardisation. 

10     STANDARDS  
Please list all standards you currently deliver and indicate which of these you are seeking approval to assess. 
	STANDARDS
	Seeking approval to assess

	
	☐
	
	☐
	
	☐
	
	☐
	
	☐
	
	☐
	
	☐
	
	☐
	
	☐
	
	☐
	
	☐
	
	☐
	
	☐
	
	☐
	
	☐
	
	☐
	
	☐
	
	☐
	
	☐
	
	☐


Please complete the relevant CR2 form to provide additional information regarding the apprenticeship assessment standard you wish to assess. 

11 	DECLARATION

	The information provided in this application is accurate and complete to the best of your knowledge.
	☐
	You have read and understood the Centre Guidance for Centre Recognition (Apprenticeship Assessment).
	☐
	You understand that Centre Recognition confirms organisational readiness only and does not approve you to deliver, administer, assess or internally quality assure a specific apprenticeship standard.
	☐
	You understand that approval for each apprenticeship standard must be sought separately through the CR2 Apprenticeship Assessment Approval Form.
	☐
	You will not deliver, administer, assess or internally quality assure apprenticeship assessment activity until SEG/BIIAB has confirmed the relevant approval.
	☐
	You confirm that appropriate governance, staffing, resources, systems, policies and quality assurance arrangements are in place to support apprenticeship assessment activity.
	☐
	You agree to provide SEG/BIIAB with access to relevant premises, systems, records, staff, apprentices and assessment evidence for the purposes of Centre Recognition, CASS, EQA and wider monitoring activity.
	☐
	You will maintain accurate, complete and secure records relating to apprenticeship assessment, internal quality assurance, standardisation, conflicts of interest, reasonable adjustments, special considerations, staff competence, CPD and communications.
	☐
	You will make records and supporting evidence available to SEG/BIIAB promptly when requested.
	☐
	You will notify SEG/BIIAB of any actual, potential or perceived conflicts of interest and follow any required actions or mitigations.
	☐
	You will notify SEG/BIIAB of any significant changes that may affect your recognition, including changes to governance, key contacts, staffing, systems, sites, ownership, policies or quality assurance arrangements.
	☐
	You will comply with SEG/BIIAB requirements, including the Centre Agreement, Centre Handbook, relevant policies, procedures, guidance and published requirements.
	☐
	You understand that failure to meet or maintain Centre Recognition requirements may result in additional monitoring, conditions, suspension, removal of approval or withdrawal of Centre Recognition.
	☐


12     AUTHORISATION
Must be signed by the Head of Centre.
	NAME

	

	POSITION

	

	DATE

	

	EMAIL

	



Once fully completed please email this form and any supporting evidence to:
centrerecognition@skillsedugroup.co.uk
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