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Registration in England and Wales 


1.
Information for registration of providers with Cogent Sector Skills Council to deliver the apprenticeship(s) must include the following information:

· That the provider may be the employer of the apprentice or a separate organisation such as a training provider, College of FE, or similar.
· That organisations are encouraged to complete the registration form which states that it is :
 

· either be approved by an appropriate Awarding Body as a centre for the assessment of the relevant QCF qualifications.  
· or can demonstrate that they are in a contractual relationship with another approved centre for the assessment of those units for which the provider does not have approval from an appropriate Awarding Body.
· Cogent SSC will maintain a database of providers for the delivery of the framework within England and Wales, which will be available for employers and others.
· Organisations wishing to become a registered provider who have yet to obtain the necessary Awarding Body approval for assessment should first contact the Awarding Body direct.
· The provider registration form must be signed by the person responsible for quality assurance and management of the apprenticeship.
· Performance measures for the registration of providers with Cogent SSC – under normal circumstances, registration of providers by Cogent SSC will be confirmed within a minimum of four working weeks from the date of receipt of the application by Cogent SSC. Confirmation will include the provider registration number;

2.
Information about how to register apprentices as follows:

· statement that, in addition to the assessment of the apprentice against the relevant standards set by the selected framework outcomes, the provider has responsibility for:
 

· Entering into a formal training agreement with the employer and apprentice;
· Registration of the apprentice with an appropriate Awarding Body as a candidate for the relevant QCF qualifications and other selected qualifications/ units;
· Registration with the Cogent SSC responsible for the apprenticeship framework;
· Application on behalf of the apprentice for final certificate of apprenticeship achievement;
· Informing Cogent SSC of any material alterations to the apprentice’s training plan or desired changes to the selected framework outcomes;
· Regularly updating their records and archiving those which apply to those apprentices who have left the programme early and informing the SSC/SSB.
3.
Performance measures for registering apprentices are that apprentices should be registered within eight working weeks of starting the programme and, under normal circumstances; Cogent SSC will confirm registration to the provider within a maximum of four working weeks for the date of receipt; 
4.
Methods for updating the provider of any changes to the mandatory requirements of the framework or to the registration and certification processes. This should include feedback arrangements on the registration and certification process in order to demonstrate continuous improvement.

5.
The fee for registration and certification is £50.00 including p & p and VAT paid at registration.

Please Note June 2011:

Process for Issuing Certificates and Evidence Requirements

1.
The process to be adopted for issuing certificates is described below and must be communicated to providers delivering relevant Apprenticeship frameworks.

2.    The law requires that apprentices must apply for their own certificates.
3.    However, the application for the certificate may be undertaken or facilitated by a training             provider on behalf of the apprentice.  Where a training provider applies to an SSC/SB for a certificate, they must do so at the request of the apprentice. A training provider must not request an Apprenticeship certificate without the agreement of the apprentice. Therefore, the SSC/SB will need to be assured that the apprentice requested the Apprenticeship certificate. To achieve this,

· apprentices could sign the completed certificate request form that is submitted to the SSC/SB

· training providers must keep evidence that the apprentice applied for certificate and was involved in the process.

4.
The SSC/SB must satisfy itself that the apprentice applied for the certificates even where a third party acted on their behalf.

5.
All applications for the issue of an Apprenticeship certificate must be made in writing. Online applications are considered as being in writing and are therefore acceptable.

3.
Certification Procedures
Introduction
1.
This Section summarises the procedures for SSCs operating certification of apprentices in England and Wales. 

Content of SSC Procedures
2.
 The SSC must include the following for certification of apprentices:
3.
Relevant points of contact and communication mechanisms;
4.
Instructions for providers for completing the certificate application form which will need to be posted on your website;

5.
Methods for updating providers about changes to the mandatory requirements of your frameworks and to the systems for certification e.g. e-alerts, mail shots, website; This should include feedback arrangements on the certification process in order to demonstrate 
continuous improvement; this will also need to be posted clearly on your website for providers;

6.
Evidence requirements for apprenticeship certification (certified true copies of certificates or results list from an AB);
7.
Proxy/relaxation arrangements;
8.
The fee structure that will apply to certification including fees for replacement certificates;

9.
Instructions for dealing with requests for replacement certificates,which will be labelled as such and must only be issued after steps have been taken to authenticate the claim; valid reasons will include certificate not being delivered/lost in post or lost, or damaged certificate, in which case the original must be returned to Cogent SSC.
10.
Performance measures for the turn around of certificates and dealing with errors – under normal circumstances, providing the forms are completed accurately and the correct evidence is provided, certificates will be issued within a maximum of four working weeks from the date of receipt of the certificate application form. 
11.      Please note that all certificate application forms must now include the signature of the Apprentice requesting the certificate. (England Only)  
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Ian Lockhart 
Apprenticeship Manager

Cogent SSC









Unit 5


Mandarin Court

Centre Park

Warrington

WA1 1GG

Telephone 01925 515223

Fax             019255515240
Ian.lockhart@cogent-ssc.com


Registration of Providers in England and Wales

(if appropriate)
To register as a provider for Cogent SSC you should complete all sections of this form and return it to the above address.

1.
 PROVIDER DETAILS

	Name of Organisation registering as a Provider 
	

	Type of organisation:


	

	· Training Provider
	

	· Employer
	

	· College
	

	Contact Name 
	

	· Mr/Ms/Miss/other
	

	Job Title 

person responsible for QA and management of the  apprenticeship
	

	Address:
	

	Post code: 
	

	Telephone number:

Fax:
	

	email address:


	


2.
QUALITY ASSURANCE:

	This Centre is: 
	Evidence attached

	· approved by an appropriate Awarding Body as a centre for the assessment of ……………………………….QCF qualifications   which are a mandatory requirement of the (add in FA/Apprenticeship/AA or A title) 
	

	OR
	

	· is capable of demonstrating a contractual relationship with another approved centre for the assessment of those units for which the provider does not have approval from an appropriate Awarding Body.
	


I DECLARE THAT:
1.
All apprentices registered with us will receive the following:

· A Training Agreement signed by the apprentice 

· A Training Plan and an ongoing review of the Plan

· An induction programme

2.         Cogent SSC will be permitted further information regarding any aspects of delivery as and when they feel that this is necessary.

3.
This organisation will ensure that all apprentices have achieved the mandatory outcomes, 
as specified in the relevant framework, BEFORE application for a certificate is made.

4.
I have read the Guidance for providers supplied by Cogent SSC and understand the 
requirements of registration and certification of apprentices.

5.
This organisation is registered under the Data Protection Act 1998.

Signed:

Date:

3.
Office Use only:

	Date received


	

	Name of person processing the application:


	

	Required evidence received 


	Yes
	
	No
	

	If no, action taken and date:


	

	Date registration confirmed


	

	Payment Instructions (if relevant):
	

	Official order - invoice
	

	Payment received
	

	Other method?
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Ian Lockhart 
Apprenticeship Manager

Cogent SSC

Unit 5


Mandarin Court

Centre Park








               Warrington

WA1 1GG

Telephone 01925 515223

Fax             019255515240
Ian.lockhart@cogent-ssc.com

Registration of Apprentices in England and Wales 

(if appropriate)
To formally register apprentices you should complete all sections of this form and return it to the above address. The fee for registration and certification is £ 50.00 including p&p and VAT paid at registration.

1.
Apprentice Details

	First name 


	

	Middle Name (if used) 


	

	Surname


	

	Date of birth

(dd/mm/yy)
	

	Job Title of 

Apprentice


	

	Home address:
	

	Post code:
	

	Tel Number
	


	Equal Opportunities Monitoring Information 

Leave blank if the apprentice has not given permission for this information to be released to the SSC



	Gender:
	Female:


	Male:


	Registered Disabled?
	Yes:


	No:


	Ethnic Origin
	

	White


	British
	English
	Scottish
	Welsh
	Irish
	Other (please write in)

	
	
	
	
	
	
	

	Mixed
	White and Black Caribbean
	White and Black African
	White and Asian
	
	
	

	
	
	
	
	
	
	

	Asian, Asian British, Asian English, Asian Scottish, or Asian Welsh
	Indian
	Pakistani
	Bangladeshi
	
	
	

	
	
	
	
	
	
	

	Black, Black British, Black English, Black Scottish, or Black Welsh
	Caribbean
	African
	
	
	
	

	
	
	
	
	
	
	

	Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese Welsh, or other ethnic group
	
	
	
	
	
	


2.
Apprenticeship Framework Details:

	Apprenticeship framework: 



	Title of Framework
	

	Issue Number:
	

	QCF Level and Title 
	

	Technical Certificate

(If applicable)
	

	Start date of the apprenticeship (dd/mm/yy)
	

	Delivery Details:



	Will the apprentice attract public funding for this framework from either FSA or DELLS? 
	Yes:
	No:

	Provider Name


	

	Address


	

	Tel/fax: 
	

	E mail
	


3.
NAME OF EMPLOYER WITH WHOM APPRENTICE BASED/EMPLOYED
	Employer name


	

	Street Name

Address where apprentice is based 
	

	Town


	

	Post code


	

	Country 


	

	Telephone:


	

	E mail

	

	Sector/Sub Sector
	


	Declaration


	Yes
	No

	The Apprentice has agreed that  Cogent SSC can use the information provided under the equal opportunities monitoring section of this form as long as they are not named
	
	

	The Apprentice has agreed that Cogent SSC may contact them after they have left the apprenticeship programme to take part in research to improve take up and achievement 
	
	


Signature of Provider

Date: 

4.
Office Use only:

	Date received
	Processed by:


	Required evidence received
	If required evidence not received, action taken and date:



	Date registration confirmed
	Apprentices Registration Number

	Payment details:
	

	Official order – invoice or
	

	Payment received or
	

	Other method?
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Ian Lockhart 
Apprenticeship Manager

Cogent SSC

Unit 5


Mandarin Court

Centre Park








               Warrington

WA1 1GG

Telephone 01925 515223

Fax             019255515240
Ian.lockhart@cogent-ssc.com
Certificate Request for Intermediate Level Apprentices and Foundation Apprentices in England and Wales
The Cost of certification is £30.00 for all apprentices who started before the 3rd of September 2007

Please Note: All Apprentices must now sign the Certificate request form.
1.
Apprentice Details

	First name 


	
	Surname:
	

	Date of birth

(dd/mm/yy)
	


	Equal Opportunities Monitoring Information 

Leave blank if the apprentice has not given permission for this information to be released to the SSC



	Gender:
	Female:


	Male:


	Registered Disabled?
	Yes:


	No:


	Ethnic Origin
	

	White


	British
	English
	Scottish
	Welsh
	Irish
	Other (please write in)

	
	
	
	
	
	
	

	Mixed
	White and Black Caribbean
	White and Black African
	White and Asian
	
	
	

	
	
	
	
	
	
	

	Asian, Asian British, Asian English, Asian Scottish, or Asian Welsh
	Indian
	Pakistani
	Bangladeshi
	
	
	

	
	
	
	
	
	
	

	Black, Black British, Black English, Black Scottish, or Black Welsh
	Caribbean
	African
	
	
	
	

	
	
	
	
	
	
	

	Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese Welsh, or other ethnic group
	
	
	
	
	
	

	
	
	
	
	
	
	


2.
Framework Details:

	Apprenticeship framework: 



	Title of Framework
	

	Start date of the apprenticeship

(dd/mm/yy)
	

	Apprenticeship completion date

dd/mm/yy 
	

	Issue Number 


	

	Delivery Details:



	Did the apprentice attract public funding for this framework? 
	Yes:
	No:

	If yes, please indicate funding agency
	

	· DELLS
	

	· SFA
	

	Provider name


	

	Employer name


	


	Mandatory Outcomes of Framework (Date and Issue)

	Qualifications: 
	Level
	Date Achieved

	
	
	

	
	
	

	
	
	

	
	
	


	

	Qualifications: 
	Level
	Date Achieved

	
	
	

	
	
	

	
	
	

	
	
	


3.
Authorisation of the application:

I certify that the apprentice named in this form has met all the requirements of the (insert title of apprenticeship)

	Signature of person responsible for QA and management of the apprenticeship  
	

	Full name in capitals


	

	Position


	

	Organisation Name


	

	Postal address:

(to which the certificate will be sent)


	

	Post code:
	

	E mail 
	

	Name of the Apprentice requesting this certificate (England Only)
	

	Signature of the Apprentice requesting this certificate (England Only)
	


4.
Office Use only:

	Date received


	

	Name of person processing the application:


	

	Required evidence received to meet the mandatory outcomes
	Yes
	
	No
	

	If no, action taken and date:
	

	Unique apprenticeship number:

(automatically generated by SSC/SSB system)
	

	Date despatched:
	

	Payment Instructions:
	

	Official order - invoice
	

	Payment received
	

	Other method?
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Ian Lockhart 
Apprenticeship Manager

Cogent SSC

Unit 5


Mandarin Court

Centre Park








               Warrington

WA1 1GG

Telephone 01925 515223

Fax             019255515240
Ian.lockhart@cogent-ssc.com

Certificate Request for Advanced Level Apprentices and Apprentices in England and Wales
The Cost of certification is £30.00 for all apprentices who started before the 3rd of September 2007

Please Note: All Apprentices must now sign the Certificate request form.
1.
Apprentice Details

	First name 


	
	Surname:
	

	Date of birth

(dd/mm/yy)
	


	Equal Opportunities Monitoring Information 

Leave blank if the apprentice has not given permission for this information to be released to the SSC/SSB




	Gender:
	Female:


	Male:


	Registered Disabled?
	Yes:


	No:


	Ethnic Origin
	

	White


	British
	English
	Scottish
	Welsh
	Irish
	Other (please write in)

	
	
	
	
	
	
	

	Mixed
	White and Black Caribbean
	White and Black African
	White and Asian
	
	
	

	
	
	
	
	
	
	

	Asian, Asian British, Asian English, Asian Scottish, or Asian Welsh
	Indian
	Pakistani
	Bangladeshi
	
	
	

	
	
	
	
	
	
	

	Black, Black British, Black English, Black Scottish, or Black Welsh
	Caribbean
	African
	
	
	
	

	
	
	
	
	
	
	

	Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese Welsh, or other ethnic group
	
	
	
	
	
	

	
	
	
	
	
	
	


2.
Framework Details:

	Apprenticeship framework: 



	Title of Framework
	

	Start date of the apprenticeship

(dd/mm/yy)
	

	Apprenticeship completion date

dd/mm/yy 
	

	Issue Number 


	

	Delivery Details:



	Did the apprentice attract public funding for this framework? 
	Yes:
	No:

	If yes, please indicate funding agency
	

	· DELLS
	

	· SFA
	

	Provider name


	

	Employer name


	


	Mandatory Outcomes of Framework (Date and Issue)

	Qualifications: 
	Level
	Date Achieved

	
	
	

	
	
	

	
	
	

	
	
	


	Mandatory Outcomes of Framework (Date and Issue)

	Qualifications: 
	Level
	Date Achieved

	
	
	

	
	
	

	
	
	

	
	
	


3.
Authorisation of the application:

I certify that the apprentice named in this form has met all the requirements of the (insert title of apprenticeship) 
	Signature of person responsible for QA and management of the apprenticeship  


	

	Full name in capitals


	

	Position


	

	Organisation Name


	

	Postal address:

(to which the certificate will be sent)


	

	Post code:
	

	E mail
	

	Name of the Apprentice requesting this certificate (England Only)
	

	Signature of the Apprentice requesting this certificate (England Only)
	


4.
Office Use only:

	Date received


	

	Name of person processing the application:


	

	Required evidence received to meet the mandatory outcomes
	Yes
	
	No
	

	If no, action taken and date:
	

	Unique apprenticeship number:

(automatically generated by SSC/SSB system)
	

	Date despatched:
	

	Payment Instructions:
	

	Official order - invoice
	

	Payment received
	

	Other method?
	


















