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Completing my centre approval application 
1. Purpose and scope 

This document is available to new customers who are completing their centre approval 

application form. It provides advice and guidance on how to complete each of the application 

sections. 

Below are the questions you are required to answer in each of the 5 steps of the centre 

approval application form. We have provided you with the questions and examples of what 

evidence we are looking for. Feel free to add evidence that you feel meets the criteria.  

2. General guidance 

• Read through this document before you start your application and ensure you have all 

the documentation you want to upload ready 

• Files to be uploaded should have a clear title and be referenced in the questions that they 

relate to 

• There is a maximum upload limit of 60mb per file 

• You can upload evidence as you answer each question or you can upload all your 

evidence at the end of each section.  

• If you are requesting a centre visit please answer all the questions and name the 

documents that you hold that support each question. We will then review these 

documents during the centre visit 

• You will need to add users and staff to your centre account during the application. You 

should upload documents relating to staff against the staff file. For example if you add a 

staff member please add their CV and any relevant qualification certificates to the 

documents tab in that staff member – If you do not include this staff information, it will 

delay your approval.  If you do not know where to find this please see the screen shot 

below: 
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• Remember to save your application if you need to leave it at any time 

• You have full access to the qualification library and should access the qualification 

information before you start your application to ensure that you can evidence the 

necessary resources and staff requirements for each qualification 

• You must have the necessary authority to complete the application on behalf of the 

centre.  

• Once approved we will require you to read and sign our centre agreement. This must be 

someone in the business with the authority to enter into the contract with us 

 

3. Application form sections 

1. Leadership and Management 

Question Examples 

1.1 How many learners do you expect to register annually?  

1.2 Please provide details of your organisation's structure.  • Organogram/organisati

onal structure 

1.3 Please provide evidence of how your organisation plans and 

maintains provision, and applies policies and procedures 

effectively across the centre and satellite sites. 

• Policy and procedure 

maintenance, review 

and control 

• Implementation plans 
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• Staff training and 

development 

1.4 Are you working or intending to work in partnership with 

any other organisation in the delivery of the qualification(s) 

you are applying to offer, such as a third party or 

subcontractor? 

• Service 

level/contractual 

agreements with third 

parties 

• Quality monitoring 

policy/procedures 

• Quality management 

reporting and actions 

1.5 If yes, please: 

− attach a copy of the partnership agreement  

− confirm the roles each organisation will be responsible for 

− confirm the quality and monitoring procedures and 

reporting. 

Question Examples 

1.6 If you are approved by any other Awarding Organisation 

please provide details and attach the latest copy of your 

External Quality Assurance report and evidence of your 

approval status. 

• Declaration of 

withdrawal of centre 

approval 

• Recent External Quality 

Assurance reports for 

current provision 
1.7 Have you been refused centre approval or qualification 

approval by any Awarding Organisation? 

1.8 If so, please provide details. 

1.9 Have you had any sanction(s) imposed by any other 

Awarding Organisation within the last 18 months? 

1.10 If so, please provide details? 

1.11 Are you inspected by Ofsted or any other regulatory 

body? 

• Report outcome and date 

1.12 If so, what was the date and outcome of the last report? 

1.13 Please provide details of your arrangements to safeguard 

learners. 
• Safeguarding 

policy/procedures 

• Health and safety 

policy/procedures 

• Protection of learners 

from extremism and 

1.14 Please provide evidence of your arrangements for the 

safety and security of learners. 
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radicalisation/British 

Values policy 

1.15 Please provide evidence of how your organisation 

respects the equality of opportunity of learners and their 

fair treatment in the provision of qualifications. 

• Equality or Opportunity 

and Diversity 

policy/procedures 

• Equality and Diversity 

monitoring and reporting 

• Whistleblowing policy 
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Question Examples 

1.16 Please provide evidence of your arrangements to ensure 

that appropriate personnel are monitored effectively to 

ensure that their experience, qualifications and 

performance meets provision requirements. 

• Organisational structure 

• Organisational/operation

al development plans 

• Personnel records, CVs 

qualification certificates 

• Appraisal, monitoring 

and training records 

• Staff meeting 

minutes/records 

• CPD records 

1.17 Please provide evidence of your arrangements for the 

identification of training needs of personnel, how you 

ensure these are met and your management of 

continuing professional development. 

1.18 Please provide evidence of how you ensure that physical 

resources for learning and assessment are adequate to 

meet qualification requirements. 

• Self-assessment of 

physical resources 

• Commissioning and 

maintenance records 

• Resource 

updating/replacement 

plans 

1.19 You can upload all your evidence here in support of the 

questions above as an alternative to uploading against 

each of the questions.  

Please clearly reference files submitted ensuring the titles 

are referenced correctly against each of the questions. 

Most centres do this by numbering the files submitted. 

• You can use this 

question to bulk upload 

the files you have 

referenced in the 

questions above. Please 

ensure that files are 

clearly referenced 

against each of the 

questions they relate. 
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2. Centre Administration 

Question Examples 

2.1 Please provide evidence of your arrangements to 

manage the withdrawal of centre and/or 

qualification approval. 

• Policy/procedures for the 

withdrawal of provision, centre 

approval/qualification approval 

• This could be through your 

choice not to continue with 

OAL, or as a result of 

sanctions imposed by OAL 

2.2 Please provide evidence of your arrangements to 

manage learner records, qualification registrations 

and certifications. 

• Policies/procedures for 

management of records, 

registrations, examinations 

and certification 

• Administration resources 

• Staff training and 

development 

2.3 Please provide evidence of your arrangements to 

administer examinations and/or assessments. 

2.4 Please provide evidence of your arrangements for 

obtaining Unique Learner Numbers. 
• Policy/procedures for 

obtaining ULNs 

• Procedures or system 

arrangements for records and 

plans 

2.5 Please provide evidence of your arrangements for 

the management of document security, data, 

information confidentiality and any breach of 

security/confidentiality. 

• Data and information 

protection policy/procedures 

• Document security policy 

• Security/confidentiality 

incident management and 

control records and actions 

2.6 You can upload all your evidence here in support of 

the questions above as an alternative to uploading 

against each of the questions.  

Please clearly reference files submitted ensuring the 

titles are referenced correctly against each of the 

questions. Most centres do this by numbering the 

files submitted. 

• You can use this question to 

bulk upload the files you have 

referenced in the questions 

above. Please ensure that files 

are clearly referenced against 

each of the questions they 

relate. 
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3. Quality Assurance 

Question Examples 

3.1 Please provide evidence of your 

arrangements to identify and manage any 

incident that may occur, which could have an 

adverse effect on the quality of a learner's 

experience, assessment or qualification 

outcome. 

• Self-assessment of provision risks 

• Monitoring of incidents, actions and 

records 

• Staff meeting minutes/records 

3.2 Please provide evidence of your 

arrangements to manage actual and potential 

conflicts of interest for centre and sub-

contracted personnel. 

• Conflict of interest policy/procedures 

• Conflict of interest declarations and 

records 

• Management of actions 

3.3 Please provide evidence of your 

arrangements for complaints and appeals. 
• Complaints and appeals policy/ 

procedures 

• Monitoring of complaints and 

appeals 

• Complaints and appeals records 

3.4 Please provide evidence for carrying out the 

internal quality assurance of assessment. 

Your evidence must include; the identification 

and management of plagiarism, malpractice 

and maladministration and claims for learner 

achievement. 

• (Internal) Quality Assurance policy/ 

procedures including IQA strategy, 

sampling plan arrangements 

• Malpractice and maladministration 

policy/procedures 

• Procedure for dealing with 

plagiarism 

• Procedures for claims for learner 

achievement 

• Your approach to the use of Artificial 

Intelligence 

3.5 Please provide evidence of your 

arrangements to monitor the quality of 

provision across your centre and any sub-

contracted delivery, to ensure the continuing 

improvement of provision. 

3.6 You can upload all your evidence here in 

support of the questions above as an 

alternative to uploading against each of the 

questions. 

• You can use this question to bulk 

upload the files you have referenced 

in the questions above. Please 

ensure that files are clearly 

referenced against each of the 

questions they relate. 
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4. Qualification Delivery 

Question Examples 

4.1 Please confirm that you have read and understand 

OAL's arrangements for the qualification(s) you 

are applying for. Qualification handbooks are 

available in the product library. 

• Yes/No 

• Handbooks are available in the 

Product Library 

4.2 Please provide evidence of your arrangements for 

induction of learners and planning of their 

learning, including: 

− initial assessment 

− induction 

− Recognition/Accreditation of Prior Learning 

(RPL/APL) 

− exemptions and proxies. 

• Initial assessment 

policy/procedures 

• Induction policy/procedures 

• Induction 

materials/programmes 

• Individual learning plans 

• RPL/APL policy/procedures 

4.3 Please provide evidence of your arrangements for 

providing learner support, including: 

− progress review 

− feedback 

− evaluation of progress 

− action planning to improve progress and 

achievement. 

• Learner progress review and 

feedback policy/procedures 

• Learner tracking and recording 

policy/ procedures  

• Learner support arrangements 

• Evaluation of learners’ progress 

and action planning to improve 

progress and achievement 

4.4 Please provide evidence of your arrangements for 

the planning of assessment and how learners 

receive feedback to ensure they understand their 

achievement(s) and how they might improve. 

• Planning of assessment policy/ 

procedures 

• Feedback to learners policy/ 

procedures 

4.5 Please provide evidence of your arrangements for 

providing fair and valid assessment for learners, 

including: 

− checking authenticity 

− invigilation (including how you avoid a conflict of 

interest if delivery staff invigilate their own 

learners 

− marking 

• Assessment/examination policy/ 

procedures 

• Invigilation and marking 

policy/procedures 

• Assessment plans/schedules 
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− applying appropriate assessment methods to meet 

qualification requirements. 

Question Examples 

4.6 Please provide evidence of your arrangements to 

identify and apply reasonable adjustments and 

special considerations to meet learners' needs. 

• Reasonable adjustment and 

special consideration 

policy/procedures 

4.7 Will your centre use any other sites for delivery of 

OAL qualifications or products? 
• Yes/No 

4.8 You can upload all your evidence here in support 

of the questions above as an alternative to 

uploading against each of the questions.  

Please clearly reference files submitted ensuring 

the titles are referenced correctly against each of 

the questions. Most centres do this by numbering 

the files submitted. 

• You can use this question to 

bulk upload the files you have 

referenced in the questions 

above. Please ensure that files 

are clearly referenced against 

each of the questions they 

relate. 
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5. Applicant declaration 

Question Examples 

5.1 Are you requesting a centre 

approval visit for us to review your 

evidence? 

• If you tick this box we will be in touch to 

arrange the visit time, date and location 

• Please note there is an additional charge for 

this 

• You still need to answer all questions in the 

application form and reference the 

documentation we will be reviewing during a 

visit 

5.2 Please confirm that you have 

uploaded all the relevant evidence 

to this application? If you would like 

us to review your evidence at site 

please ensure you have selected a 

centre visit in the previous question. 

• You need to upload all the evidence to us 

either in each of the questions or at the end 

of each section 

• Failure to upload documentation may delay 

your application 

5.3 Please confirm you had added a 

user account for each of the below 

roles. Tick to confirm when they 

have been added: 

• At the top of your centre account in the portal 

are several tabs. One is called Users. In here 

you need to create an account for all your 

users. You manage this functionality within 

your centre not OAL 

• During the application stage we only require 

you to complete 2 users; main centre contact 

and accounts contact. Once created you will 

need to tick both boxes 

• If the person completing the application is the 

main centre contact then you will only create 

an accounts contact 
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5.4 Please confirm you have added 

delivery staff details to enable us to 

set up your centre account. You can 

access this in the 'staff' tab at the 

top of your screen. You do not need 

to allocate staff to a product at this 

stage but should submit as a 

minimum an up to date CV for each 

member of staff that will be 

involved in the delivery of the 

qualifications you are applying for. 

• At the top of your centre account in the portal 

are several tabs. One is called Staff. In here 

you need to create an account for all your 

staff. You manage this functionality within 

your centre not OAL 

• During the application stage we require you 

to add all delivery staff related to the 

qualifications you are applying for 

• Create each staff member by adding their 

personal details 

• Attach their CV and other documents to the 

documents tab 

• Back to the main page of Staff click 

add/remove links to products, tick the role(s) 

that member of staff will be carrying out for 

each staff member – see the screenshot 

earlier for more detail 

• Please note that the most common delay 

in reviewing approval applications is 

caused by centres NOT completing the 

staff documents section because it is 

separate to this application section, so 

please refer back to the screenshot in 

the earlier section showing you where to 

find the section to upload staff details to. 

5.5 Please declare that the evidence and 

information you have provided is an 

accurate and a true reflection of 

your organisation's arrangements 

• Should the evidence you have submitted be 

incorrect or not a true reflection of your 

centres arrangements your application may 

be withdrawn 
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