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GUIDANCE FOR PROSPECTIVE IMI AWARDS APPROVED CENTRES
1. INTRODUCTION
To offer any IMI Awards qualifications such as NVQ, SVQs, VRQs (including Technical Certificates), Key Skills, Core Skills or Quality Assured Awards (QAA), an organisation must first become an IMI Awards approved centre. 
Centre approval is granted to organisations that satisfy IMI Awards that they are capable of delivering the qualifications they wish to offer.  The organisation’s capability will be judged against clearly defined criteria (described in section 4 of these guidelines) during an approval visit carried out by an IMI Awards external verifier (EV).  The organisation will have to prove that they have the facilities, resources, quality management systems and qualified personnel to meet IMI Awards’ requirements.
IMI Awards centre approval will be given to centres who meet the criteria in full for a period of three years.  Centres will be monitored approximately every six months to ensure that all requirements are being met.  After three years, the centre will be subject to re-approval based on the same criteria.
2. APPLICATIONS FOR CENTRE APPROVAL
Organisations wishing to become an IMI Awards approved centre should complete Form 1 ‘Application for Centre Approval’ and return it to the Quality Assurance Department at IMI Awards together with the fee or purchase order number.
The current fees are:

£600 – centre approval 

             plus - £250 for each ATA route/level

             plus - £100 for each QAA programme requiring approval.

All IMI Awards approved centres are also subject to an annual fee of £400 plus an additional £160 per year for each ATA route/level centres offer.  Payment is due upon approval and annually thereafter.

Upon receipt of the application form, IMI Awards will send out an acknowledgement letter which will include the contact details of the external verifier who will carry out the approval visit.  The external verifier will contact the centre within 15 days from receipt of the application to arrange a convenient time to carry out the visit.
Accompanying the acknowledgement letter will be a form to request assessor and internal verifier/moderator approval (Form 7).  This must be completed by the prospective centre co-ordinator and made available to the external verifier during his visit, together with the supporting evidence required.
3. THE ROLES AND RESPONSIBILITIES OF CENTRE PERSONNEL
The Role of the Centre Co-ordinator
Each prospective centre must designate a member of staff to be the centre co-ordinator.  From an IMI Awards perspective the centre co-ordinator will be most important person at the approved centre.  He/she will be expected to carry out a number of clearly defined roles to ensure that all the requirements are met to achieve, then maintain, approved centre status. 

The centre co-ordinator is defined as the ‘responsible person’ who:
· is IMI Awards’ main point of contact with the centre

· liaises with the external verifier and facilitates monitoring and centre re-approval visits

· must maintain quality assurance within the centre in line with both IMI Awards and regulatory body requirements

· is responsible for co-ordinating the assessment and verification process within the centre

· authorises candidate registration

· authorises/makes requests for candidates’ certificates

· requests PINs for assessors/verifiers etc.

· requests approval for additional qualifications

· requests dispensations (special needs, proxies etc.) for candidates

· ensures that all information provided by IMI Awards is circulated to the relevant people at the centre

· notifies IMI Awards of any changes within the centre.

There are no specific qualifications required to be a centre co-ordinator.  However, he/she must be familiar with all of the requirements to operate as an IMI Awards approved centre. It is also essential for the centre co-ordinator to have experience of the quality assurance requirements of the qualifications the centre wishes to offer.  An appropriate industry background is also desirable.

As the centre co-ordinator will be responsible for the quality of all registration and certificate claim information forwarded to IMI Awards, the centre must ensure that the named individual is of sufficient seniority to assume this responsibility.

The acceptability of the person nominated to be centre co-ordinator will be confirmed during the centre approval visit.  He/she will be expected to agree to carry out their responsibilities by signing a declaration to this effect.

In addition to the centre co-ordinator, the centre will need to identify other key personnel within the organisation to ensure the criteria for approval is met.  These include internal verifiers/moderators, assessors, administrators and invigilators.

The qualifications and experience required to carry out each role are as follows:
The Role of the Internal Verifier/Moderator

All IMI Awards approved centres must have an internal verification/moderation system in place.  It is the responsibility of the internal verifier/ moderator to ensure that this system meets all IMI Awards’ requirements.

Note:  The difference between internal verification and moderation is small since both activities involve conducting internal quality assurance of the assessment process.  

Verification is the term used for activities relating to N/SVQs, and the internal verifier must have specific qualifications (V1 or D34) to operate in this role.  

Moderation refers to the activities relating to other types of qualifications such as VRQs (including technical certificates), Quality Assured Awards etc.  

In practice the same process is generally used for verification and moderation – the only difference being the terminology used!

In addition to working with the centre co-ordinator to maintain quality assurance within the centre, the internal verifier/moderator will be responsible for:

· evaluating the internal assessment process

· developing and maintaining an internal verification/moderation sampling strategy/plan

· ensuring consistency of assessments

· advising and supporting assessors

· keeping accurate records

· liaising with the centre co-ordinator to manage the workload of assessors.

Internal verifiers/moderators must be capable of verifying/moderating to the level expected by IMI Awards and the centre, consistently and rigorously.

Internal verifiers/moderators must also have a thorough understanding of the occupational areas relating to the qualifications they are verifying or moderating.  Ideally they should be occupationally competent in these areas so, for example, when monitoring assessors and assessor judgements they are able to confirm that the correct decision has been reached.

Internal verifiers (i.e. responsible for the internal verification of N/SVQs) must hold V1 or D34 qualifications.

As part of the centre approval process, all internal verifiers/moderators must be approved by the external verifier as suitable to internally verify/moderate the qualifications the centre wishes to offer.
The Role of Assessors

The role of the assessor is governed primarily by the requirements of the qualification the centre wishes to offer. However, there are a number of responsibilities applicable to all forms of assessment.  These include:

· briefing the learner on the assessment process

· preparing an assessment plan with the learner

· using different assessment methods

· giving learners feedback on their performance

· planning the next stage

· keeping accurate records

· contributing to the centre’s quality assurance process

All assessors must be capable of carrying out assessments to the level expected by IMI Awards and the centre, consistently and rigorously.

Assessors must also be occupationally competent. Ideally they should possess a recognised industry qualification at or above the level of qualification they are assessing.  Where an assessor or verifier does not posses formal qualifications, industry experience will be taken into account.  Assessors responsible for assessing N/SVQs must hold the appropriate ‘A’ or ‘D’ units.

As part of the centre approval process, all internal verifiers/moderators must be approved by the external verifier as suitable to internally verify/moderate the qualifications the centre wishes to offer.
Administrators

The centre co-ordinator may nominate administrative personnel at centres to be authorised to:

· access the secure centre area of IMI Awards’ website and download documents

· register candidates

· process certificate claims.

Note: Although the centre co-ordinator may delegate some of the administrative activities involved in registering candidates and claiming certificates, it will still be  his/her responsibility to ensure the quality and accuracy of all registration and certificate claim information forwarded to IMI Awards.

Invigilators

The centre co-ordinator may nominate responsible personnel at centres to be authorised to invigilate external assessments such as the IMI on-line tests or paper based key skills tests.
Once authorised, invigilators will be responsible to ensure that all requirements for sitting the tests are met and that they will be taken under ‘exam conditions’

4. CRITERIA FOR CENTRE APPROVAL
The criteria for centre approval is categorised as follows:

· quality management systems

· resources

· delivery of assessment

· candidate support

· internal verification/moderation systems

· record keeping

· monitoring and review 

· equal opportunities and access to fair assessment.

The external verifier will approve the centre’s quality management systems provided that:

· the centre has clearly stated aims, policies and procedures in relation to becoming an IMI Awards approved assessment centre, which are supported by senior management

· the roles, responsibilities and accountabilities of the centre co-ordinator and the assessment and verification team are defined clearly, allocated and understood throughout the centre.

· the centre co-ordinator undertakes to communicate effectively with IMI Awards, particularly with the external verifier

· the centre co-ordinator will notify IMI Awards of any changes within the centre on a regular basis

· there will be effective communication from the centre co-ordinator and within the assessment/verification team

· the centre co-ordinator has a process to disseminate the relevant IMI Awards information and qualification documentation throughout the centre and in particular, to candidates, assessors and the internal verifier/moderator

· all candidate registrations and certificate claims will be made in accordance with IMI Awards’ requirements and within realistic timescales

· there is a process in place to ensure that any actions identified during monitoring visits will be carried out and the appropriate corrective measures will be taken within the timescales agreed.

The external verifier will approve the centre’s resources if:

· all premises, facilities and equipment to be used for assessment purposes comply with the relevant health and safety legislation

· the resources needed for each qualification offered are available and utilised correctly

· there are sufficient occupationally competent and qualified assessors and internal verifiers/moderators to meet the requirements of the qualification and the demand for assessment and verification/moderation activities

· the centre co-ordinator, internal verifiers and assessors will be given sufficient time, resources and authority to perform their roles and responsibilities effectively

· a staff development programme has been established for the centre co-ordinator and the assessment/verification/moderation team in line with identified needs and is being followed.

The external verifier will approve the centre’s assessment delivery if he is satisfied that:

· all assessment methods to be used are valid and meet the requirements of the qualification’s assessment strategy 

· all assessments will comply with IMI Awards’ requirements. In particular the requirements for independent assessment such as IMI Awards’ on-line testing 

· assessment decisions will be recorded accurately using the correct IMI Awards documentation. This includes recording assessments where the candidate has not reached the standard required

· all assessment outcomes (e.g. evidence) accepted as demonstrating that the candidate has met the standard required will comply with IMI Awards requirements

· any queries relating to qualification specifications, assessment guidance and IMI Awards documentation will be resolved and recorded.

The external verifier will approve the centre’s candidate support mechanism if they can show that:

· accurate information, advice and guidance about qualification requirements will be provided to candidates and potential candidates

· candidates’ development needs will be matched against the requirements of the qualification and individual assessment plans will be established

· particular assessment requirements of candidates will be identified and met wherever possible

· candidates will be given regular opportunities to review their progress and revise their assessment plan accordingly

· the centre has developed and will implement an appropriate complaints and appeals procedure. This procedure must be readily available to all candidates.

The external verifier will approve the centre’s internal verification/moderation system provided that:

· the centre has a recognised internal verification/moderation system in place

· internal verification/moderation procedures and activities are clearly documented and consistent with IMI Awards’ requirements and any additional requirements specific to the qualifications the centre is intending to offer.

The external verifier will also need to be satisfied that:

· candidate details and records of achievement will be completed correctly and are stored securely

· candidate assessment information (e.g. portfolios) kept on site will be stored securely in a locked cabinet/room
· records of internal verification/moderation activities will be maintained and kept up to date.
To approve the centre’s monitoring and review processes, the external verifier will require proof that:

· the centre has established a customer service / mission statement with measurable aims and objectives

· the effectiveness of the centre’s internal verification/moderation strategy will be reviewed against IMI Awards and qualification requirements and corrective measures will be implemented if necessary.

· the centre will monitor alternative assessment sites (e.g. work placements) effectively

· candidates’ achievements will be monitored and reviewed in relation to the centre’s stated equal opportunities policy

· candidate, employer and other feedback will be used to evaluate the quality and effectiveness of the qualification provision.

The external verifier will want to ensure that the centre meets the requirements for equal opportunities and access to fair assessment and in particular that:

· the centre has published and will implement an equal opportunities policy for candidates and staff

· the candidate enrolment system provides equal opportunities monitoring data which will be reviewed regularly

· where outside providers are used (e.g. work placements), the centre has an effective procedure to ensure that its equal opportunities policy will be implemented.

· the centre implements an appropriate access and fair assessment policy.

5. Confirmation of Centre Approval
The external verifier will produce a report detailing his findings during the visit and make recommendations for centre approval.  Where necessary he will also draw up an action plan showing what the centre must do to obtain centre approval.  The plan will also specify the dates by which the action(s) must be completed.

At the end of the visit, the external verifier will discuss his findings with the centre co-ordinator who will be invited to add his/her comments to the report.  The centre co-ordinator must also sign the action plan to confirm his/her acceptance of the IMI requirements specified.

The external verifier’s approval report is sent to IMI Awards’ quality assurance department where it is reviewed by the Head of Customer Support and Compliance.  He will write to the centre co-ordinator within 15 working days from the date of the visit advising him/her of the approval decision and confirming the actions required to be taken by the centre.  He will enclose a copy of the external verifier’s report and any further information needed to support the centre.

If the centre has met all IMI Awards’ requirements the centre co-ordinator will be sent a status report confirming the qualifications the centre is approved to offer, details of the assessors and internal verifier/moderators approved and the centre approval expiry date.  The centre will also receive an ‘IMI Awards Approved Centre’ certificate and plaque. 
Note:  Centres should display the centre approval certificate at all times.
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