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                                                   Centre Recognition Guidance

                                                             
What is Centre Recognition?
Organisations cannot deliver, assess or promote Steadfast Assessment assessments or qualifications unless they have been approved by Steadfast Assessment as an Approved Centre.
The Centre Recognition process establishes the capability of your organisation to comply with Steadfast Assessment’s Centre approval requirements as set out in our Centre Agreement.
Broadly the recognition process will assess your organisation’s
· Capacity and capability to deliver our qualifications and apprenticeship assessments according to the requirements set out in the related qualification and/or assessment specification.
· Policies and procedures, systems and resources necessary to deliver the qualification and/or assessment according to the applicable specification.
· Ability to deliver qualifications and assessments according to our Equality legislation, safeguarding and PREVENT, health and safety and data protection policies.
Expression of interest
The first step to applying for Centre Recognition is to complete our initial expression of interest form and submit it to stuart.gomes@steadfastassessment.co.uk
We will acknowledge receipt of your expression of interest within 48hrs and our Business Development team will be in touch to begin the application process.
In the meantime, you should bring together the information and evidence that you will be asked to submit as part of your application.
· Permanent business address in England
· Company number
· Organisation structure for delivery of proposed qualifications and/or assessments
· Board and SMT 
· Administration
· Delivery  
· Quality Assurance
· Financial details – 2 years accounts 
· Details of the apprenticeship assessments or qualifications you wish to deliver
· Details of qualifications and experience of your trainers/assessors and your IQAs for these assessments and/or qualifications
· Copies of up-to-date, centre specific policies and procedures as listed below:
· Complaints policy
· Conflict of Interest policy
· Equality and Diversity policy
· Health and Safety policy
· Internal Quality Assurance procedures
· Learner Appeals procedure
· Malpractice and Maladministration policy
· Organisation structure
· Reasonable adjustment and special considerations policy
· SEND policy
· Safeguarding and PREVENT policies
· Whistleblowing policy
· Other policies and procedures relevant to the qualifications and/or assessments you are applying to deliver
· Evidence of experience of delivering post 16 education and training 
· The number of learners you are planning to recruit for each qualification/assessment.
· Details of other AOs that you are delivering qualifications and/or assessments for
A member of our Business Development team will support you during the application process and ensure that your application contains all the necessary information and evidence.
Once submitted, you application will undertake a desk-based review by a member of our Quality Team who will make a recommendation for either:
· Moving to the final approval (remote meeting / site visit)
· Pause application and request further information or clarification (action plan sent)
· Unsuccessful application and provide feedback explaining why.
Approve application
The Quality Team will arrange for either a remote Teams call or a Site visit to discuss any outstanding issues and to clarify arrangements. 
After this visit, we will inform you of the outcome by email
· If successful, the email will contain our agreement for signing and an invoice for the first years Centre fees. Once we receive the signed agreement and the Centre fee is paid, you will receive your Approved Centre Certificate which must be displayed at your site.
· Please note that we must receive the signed agreement and the Centre fee before you can start to offer our qualifications and/or assessments
Pause Application
Where the quality team feel that there is a need for additional information or additional clarification of evidence, we will notify you by email of the reason and send a timed action plan setting out what is required and the timings for submission.
Once this additional information/evidence is received, the Quality Team will review this and make a further recommendation.
Unsuccessful application
Where the Quality Team determines that your organisation should not be approved at this stage, we will inform you of this by email, setting out the reasons for the decision we have made. Should you wish to appeal against the decision, you should contact our Business Development team.

Apprenticeship assessment / Qualification approval
As part of your Centre Approval application, you must apply for approval to deliver at least one apprenticeship assessment (in full or in part) and/or at least one qualification.
Your application submission will ask for details of the assessment(s) and/or qualification(s) that you wish to deliver on our behalf. This application will be assessed as part of your overall application for Centre Approval.
Once you are an approved Centre, you can apply for additional assessment/qualification approval by contacting our Business Development representative who supported you with your original application.
Administration and minimum staffing requirements
Administration
You must ensure that you have appropriately trained and experienced staff undertaking the administrative duties associated with the delivery of qualifications and assessments. Additional training will be provided on the use of our online platform as required.
Delivery and Internal Quality Assurance
You must ensure that you have staff with the appropriate qualifications, expertise and the required professional experience to deliver qualifications, assessments and internal quality assurance. Information on requirements is contained in the specific specification.
You will need to provide details of all staff working on the administration, delivery and quality assurance of our qualifications and assessments. This information must include:
· Name
· Evidence of qualifications and experience
· An up-to-date CV and relevant certificates are required as part of the approval process to deliver qualifications and assessments
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