[image: image1.png]



Central YMCA 

Qualifications 

Centre Approval Portfolio
Name of centre:  LATER LIFE TRAINING
                                               [image: image3.jpg]




Introduction

Thank you for applying to become an approved centre of Central YMCA Qualifications (CYQ). Once you have completed this portfolio please return it via electronic attachment to centreapproval@cyq.org.uk. We will acknowledge receipt within ten working days and will then review your submission. For centres wishing to deliver Levels 2 and 3, we will allocate an Evaluator who will contact you to arrange an evaluation visit. Evaluation visits are not required for Level 1 only centres. 

The evidence enclosed in your portfolio will be treated with the strictest confidentiality. If you require any further advice and/or support in the construction of your centre approval portfolio please do not hesitate to contact CYQ:

· Approvals and Verification Liaison 020 7343 1803 or email centreapproval@cyq.org.uk
· Lead External Verifier 020 7343 1808 or email verification@cyq.org.uk

· General Enquiries 020 7343 1800 or email info@cyq.org.uk
CYQ Mission Statement

To raise standards in the delivery of health-based activity by awarding internationally respected qualifications and providing independent quality assurance services.
CYQ Customer Service Statement

CYQ is committed to providing customers with a high quality service and dedicated to achieving customer satisfaction. We aim to:
· Provide a reliable, open and informative service

· Develop positive working relationships with customers

· Offer clear guidelines and access to relevant guidance materials 

· Make recommendations and provide support for improving centre practice  

· Provide consultative and responsive communication

· Respond to customer needs and assist with the management of problems identified skilfully and efficiently

Further detail of CYQ Customer Service policies and Terms and Conditions are available on our website.

NB:  

CYQ monitors its own customer service system on a regular basis and welcomes feedback and suggestions from all centres. You may contact us and register your comments via:
· Email info@cyq.org.uk, or

· Online at www.cyq.org.uk
Contact Details
Any enquiries relating to the implementation of Central YMCA Qualifications should be addressed to:

Central YMCA Qualifications

112 Great Russell Street

London

WC1B 3NQ

Telephone:  +44(0)20 7343 1800
Email:  info@cyq.org.uk


Website:  www.cyq.org.uk
Customer support
For members of our customer support team please contact:

	Support Area
	Email
	Telephone

	Customer support 
	certifications@cyq.org.uk

resources@cyq.org.uk 


	020 7343 1805

020 7343 1806
020 7343 1826

020 7343 1802

	Registration and blended learning materials 
	registrations@cyq.org.uk

nvqcertifications@cyq.org.uk

blendedlearningcertifications@cyq.org.uk

mtccertifications@cyq.org.uk
	

	Theory results 
and external examination papers 
	theorypapers@cyq.org.uk 

results@cyq.org.uk
	

	Verification 
	centreapproval@cyq.org.uk 

verification@cyq.org.uk 

trainingdays@cyq.org.uk
	020 7343 1803

020 7343 1808

	Technical 
	syllabus@cyq.org.uk


	020 7343 1809

020 7343 1811

	Marketing
	marketing@cyq.org.uk


	020 7343 1833
020 7343 1831


An Overview of the CYQ Centre Approval Process
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Part 1:
Centre Approval - General

1.1
Centre Details

	Details of Lead Centre

	Name of centre:
	LATER LIFE TRAINING

	UKRLP number (if known):
	

	Address:
	MOUNTGREENAN

	
	BY CRIANLARICH

	
	PERTHSHIRE

	
	

	Postal town:
	CRIANLARICH  

	Post code:
	FK20 8RU

	Main e-mail enquiry address:
	info@laterlifetraining.co.uk


	Main telephone enquiry number:
	01838 300 310

	Main fax number:
	01838 300 310

	Web site address (if applicable):
	www.laterlifetraining.co.uk


	Type of centre
	(Please Tick ()

	School
	

	FE College/Tertiary College
	

	Sixth Form College
	

	Adult Education Centre
	

	University or other Higher Education Centre
	

	Private Training Provider
	√

	Local/Government/NHS
	

	Voluntary Organisation/Charity
	


	Employer
	

	H.M.Prison/Young Offenders Institutions
	

	Armed Forces
	

	Overseas Centre
	

	Other (please specify)
	

	Identify the address that certification should be sent to:
	c/o 4 CHEDDAR DRIVE
FULWOOD

PRESTON

LANCASHIRE

PR2 9HA


	Identify the address that resources should be sent to:
	4 CHEDDAR DRIVE FULWOOD PRESTON LANCS PR2 9HA


1.2
Contact Details

Details of Centre Contact

Please enter the name of the head of the centre:

	Name
	DAWN SKELTON AND SUSIE DINAN-YOUNG (DIRECTORS)


Please enter the name of the key contact within the centre who will be dealing with matters concerning CYQ programmes:

	Name
	DAWN McLEAN

	E-mail address:
	dawnmclean@aol.com

	Telephone number:
	07710 914 211


Details of Centre Contact for NVQs

CYQ require approved centres of NVQs to establish a single named point of accountability for the overall quality assurance, management and administration of the award:

	Name:
	NO PROVISION OF NVQ DIRECTLY

	Job Title:
	

	E-mail address:
	

	Telephone number:
	


Details of Administration Contact

Please enter the name of the administration contact within the centre who will be dealing with the administration of CYQ programmes:

	Name:
	DAWN McLEAN

	E-mail address:
	dawnmclean@aol.com

	Telephone number:
	07710 914 211


Details of Exams Contact

Please enter the name of the exams contact(s) within the centre who will request receipt of CYQ external assessment theory papers, and who will ensure the security of the theory papers:

	Name (1st appointed person):
	NOT APPLICABLE

	E-mail address:
	

	Telephone number:
	


	Name (2nd appointed person):
	

	E-mail address:
	

	Telephone number:
	


Details of Satellite Centre(s)
Please provide details of any partnership, consortium, sub-contracting or franchise arrangements linked to the above qualifications outlining the roles and responsibilities of each organisation. Please complete a table for each site from which the qualification(s) will be offered and from which assessments will be carried out outlining the roles and responsibilities of each (please insert additional tables if required):

	Site name:
	ALL TO BE ARRANGED AND CONFIRMED WHEN OUR APPLICATION IS SUCCESSFUL

	Contact name for qualification at the site:
	

	Address of the site:
	

	Main telephone number for the site:
	

	Main fax number for the site:
	

	E-mail address for the site contact:
	

	Roles and responsibilities of the site relating to the qualification(s):
	


1.3
Awarding Body Details
CYQ requires training providers to declare whether there has been a previous application for approval refused or, its approval status withdrawn by either CYQ or, by another awarding body or third party.  Failure to provide accurate information will result in the centre having its approval withdrawn.

If applicable please complete the following section:         NOT APPLICABLE
Application for Approval refused/Approval status withdrawn*

(* delete as appropriate)

	Awarding body or 3rd Party involved
	

	Reasons for decision
	

	Date of refusal/withdrawal
	


1.4
Centre Policies
The following policies and procedures will be checked on the evaluation visit (or the first external verification visit for Level 1 only centres).  Please tick the box to confirm that these policies/procedures are in place:

· Health and safety policy

· Equal opportunities policy

· Appeals procedure for candidates

· Induction procedure and documentation for candidates*

	(

	Policies/Procedures in place
	√


* The Candidate Induction documentation must include information on how the course will be delivered and how it will be assessed.  It should also include guidance on APA/APL, Centre and CYQ appeals procedures, progression routes including guidance regarding NVQs and information relating to candidate guidance and support (you may locate information on CYQ policies on the CYQ website and in the CYQ Administration Handbook).

1.5
Centre Agreement and Declaration

Please tick the boxes below to demonstrate that the centre agrees to CYQ requirements.  I declare that the centre will:
	
(

	· Support candidates through training and assessment processes, meeting the criteria for CYQ certification and I can confirm that the centre is a financially viable company
	√

	· Understand that the information supplied to CYQ could be required by the regulatory authorities
	√

	· Provide learners with the appropriate support including initial assessment, induction and review
	√

	· Ensure that valid and reliable assessments of candidates’ achievements are conducted and that details of these are made available to CYQ
	√

	· Ensure that all staff involved with the qualification(s) understand the assessment specification provided by CYQ
	√

	· Ensure that the public, candidates and staff have access to centre policies, including the complaints and appeals procedure, if requested
	√

	· Comply with CYQ requirements (as set out in this document, the CYQ Administration Handbook and the CYQ Terms and Conditions), and following sufficient notification from CYQ agree to comply with any additional reasonable requirements as updated and amended from time to time
	√

	· Have an appropriate and effective system for the management of all sub-contracted services and that all sub policies and requirements referred to in this application will apply to any satellite sites affiliated to this centre
	√

	· Comply with all relevant law, regulatory criteria and codes of practice as updated and amended from time to time
	√

	· Agree to abide by all reasonable stipulations by CYQ concerning the use of the CYQ logo and name
	√

	· Have a documented quality management system in place that is systematically reviewed, to ensure that candidate and staff needs are addressed, that all appropriate persons are kept up to date with the quality policy, procedures and standards, and that responsibilities for the management of these systems are clearly and appropriately allocated
	√

	· Have adequate systems and resources in place - including where appropriate, equipment, materials and software – to support the delivery of the qualification(s)
	√

	· Have effective communications systems in place both internally and with CYQ, clients and candidates, and agree to inform CYQ immediately should any changes occur to the information supplied in this application
	√

	· Keep complete and accurate records, for at least three years from completion of all qualifications and make these available to CYQ upon request
	√

	· Provide CYQ and the regulatory authorities, on reasonable notice, with access to premises, staff/contracted staff and records and will agree to co-operate with monitoring activities (including satellite sites)
	√

	· Have a robust internal quality assurance process in place to ensure consistency and comparability of assessment decisions over time
	√

	· Report immediately to CYQ any suspected malpractice in line with the statutory regulations involving candidates, centre staff or any other parties
	√

	· Respond speedily and openly to all requests for an investigation into an incident, and a nominated representative of the centre will personally supervise all investigations resulting from an allegation of suspected malpractice/maladministration
	√

	· Ensure the security and confidentiality of assessment materials and records, including theory papers, records of marking, portfolios of evidence, before, during and after the assessment has taken place
	√

	· Provide staff with appropriate inductions and professional development (including a development plan) to ensure staff can maintain their expertise and competence for the required qualification(s)
	√

	· Supply staff CVs and other evidence to CYQ in a timely manner upon request
	√

	· Understand that any misleading information provided above, and/or failure to supply CVs and/or other evidence upon request, may prevent approval being granted and possibly impact on other related qualification approval status
	√

	· Have in place appropriate staff or has plans in place to hire appropriate staff before the qualifications are made available, in accordance with the requirements outlined in the CYQ qualification descriptors guide
	√

	· Use buildings that provide access for all candidates for programme delivery and assessment purposes, in accordance with relevant legislation
	√

	· Provide the necessary resources in accordance with any requirements in the CYQ qualification specification
	√


I hereby declare that I am authorised by the above mentioned centre to supply the information given and, at the date of completing, the information given in this questionnaire is a true and accurate record to the best of my knowledge:

	Name:
	DAWN McLEAN

	Position:
	TUTOR TEAM LIAISON MANAGER

	Date:
	28.11.08


Part 2:
Qualification Approval

2.1
Qualification Checklist
Please tick to indicate which qualifications you wish to deliver. Full details of the qualifications can be found in the CYQ Qualifications and Fees Guide.
	Level 1

Vocational Qualifications (VRQs)

	Introductory Certificate in Exercise and Fitness Instructing  (available in the context of):

	· Circuit Training

	

	· Exercise to Music

	

	· Resistance Training

	

	Award in Lifestyle Management

	

	Level 2

Vocational Qualifications (VRQs)

	Certificate in Fitness Instructing (available in the context of):


	· Gym 

	

	· Exercise to Music 

	

	· Water-Based Exercise

	

	Certificate in Instructing Health Related Exercise for Children

	

	Award in Chair Based Exercise for the Frailer Older Person  

	√

	Award in Group Indoor Cycling

	

	Award in Studio Resistance Training

	

	Award in Circuit Training

	

	Award in Step Exercise to Music

	

	Diploma in Exercise and Fitness Instructing

	Mandatory units
	

	Certificate in Fitness Instructing (available in the context of):

	

	· Gym 

	

	· Exercise to Music 

	

	Certificate in Understanding the Fitness, Leisure and Recreation Industry
	

	Award in Circuit Training

	

	Optional units (to add up to 270 guided learning hours (GLH)
	

	Certificate in Fitness Instructing (available in the context of):

	

	· Gym 

	

	· Exercise to Music 

	

	Award in Group Indoor Cycling
	

	Award in Step Exercise to Music
	

	Award in Studio Resistance Training
	

	Award in Walk Leading
	

	Certificate in Improving the Customer Service Experience in the Active Leisure Sector 
	

	Certificate in Nutrition for a Healthy Lifestyle
	

	Water Based Exercise Unit
	

	Level 3 Nutrition and Weight Management
	

	Level 3 Client Lifestyle and Fitness Assessment
	

	Mandatory Technical Certificate

	Understanding the Fitness, Leisure and Recreation Industry:

	· Blended learning route

	

	· Certification only 

	


	National Vocational Qualifications (NVQs)

	NVQ in Instructing Exercise and Fitness (available in the context of):


	· Gym-Based Exercise

	

	· Group Exercise With Music

	

	· Water-Based Exercise

	

	NVQ in Operational Services

	

	NVQ in Activity Leadership

	

	Level 3

Vocational Qualifications (VRQs)

	Certificate in Advanced Fitness Instructing (available in the context of):


	· Gym

	

	· Exercise to Music

	

	Certificate in Personal Training (comprises 4 mandatory units + 1 optional unit):
	

	Mandatory units
	

	· Client Lifestyle and Fitness Assessment

	

	· Nutrition and Weight Management 
	

	· Advanced Fitness Instructing
	

	· Business and Marketing Skills for the Fitness Professional
	

	Optional units
	

	· Training in Different Environments 
	

	· Client Retention 
	

	· Sports Conditioning
	

	Certificate in Exercise Referral for Clients with Specific Controlled Conditions

	

	Certificate in Teaching Mat Pilates

	

	Certificate in Teaching Yoga

	

	Award in Functional Training for the Independent Older Adult

	

	Award in Instructing Physical Activity for Ante/Post Natal Exercise

	

	Certificate in Assessing in the Active Leisure Sector

	

	Certificate in Internal Verifying in the Active Leisure Sector

	

	Certificate in Training and Development in the Active Leisure Sector

	

	Mandatory Technical Certificate

	Understanding the Fitness, Leisure and Recreation Industry:

	· Blended learning route 

	

	· Certification only

	

	National Vocational Qualifications (NVQ)

	NVQ in Instructing Physical Activity and Exercise: 


	· Gym 

	

	· Group Exercise
	

	Optional units (Individual approval is required for each optional NVQ unit at Level 3)

	

	Plan, Market and sell services 

	

	Adapt a physical activity programme to the needs of pre and post natal clients 

	

	Integrate core stability and flexibility exercises into a physical activity programme 

	

	Plan and deliver personal training 

	

	Adapt a physical activity programme to the needs of older adults  

	

	Design and implement a physical activity programme for children and young people 

	

	Adapt a physical activity programme to a specific sport 

	

	Design, agree and adapt a physical activity programme with referred patients/clients 

	

	Other Certificates (Non NQF/CYQ Other Provision)

	Ante and Post Natal (for candidates without Level 3 AFI Prerequisite) 

	

	Older Adult (for candidates without Level 3 AFI Prerequisite) 

	

	Walking

	


2.2
CQ1 Programme Notification Form (Suggested Programme Delivery Dates)   

CYQ require all centres to register their first programmes at least four weeks prior delivery, and at least four weeks prior to ALL subsequent programmes.  Centres are able to download additional CQ1 forms from the CYQ website for registration of future programmes.
	Centre Code:
	
	Centre Contact Signature:
	

	Centre Name:
	
	Date CQ1 sent to CYQ:
	

	Centre Contact Name:
	
	Date received by CYQ:
	


ALL TO BE CONFIRMED WHEN OUR APPLICATION IS SUCCESSFUL 
please complete in BLOCK CAPITALS


                         

	CYQ 

Qualification Name 

and Code
	start 

Date
	end

Date
	Venue
	Tutor(s) 
	External Assessment 

Date
	Internal

Assessment 

Date
	Candidate Numbers

(Predicted)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


N.B:  

For the first programmes that you intend to run, you may provide your own version of a year planner as long as it covers the information requested on this pro-forma.  CYQ should be notified of all subsequent programmes via the CQ1 pro-forma.
2.4 Method of Delivery
Please indicate your intended method of delivery for the programmes:

	Method of delivery:
	( as appropriate:

	Direct delivery (programme taught)
	√

	Blended/Distance Learning
	


Please note that the Blended/Distance Learning Programme must incorporate the following (full details are identified in the CYQ Administration Handbook):
· Initial assessment to ensure that the mode of delivery is appropriate to the needs of the candidate

· Induction and learning materials (these must be submitted to CYQ for approval)

· Tutor support and general support
· Additional learning support

· Clear identification of the delivery method in the programme literature and the learning agreement

· Pre-assessment contact time with a qualified assessor

· A full scheme of work to identify the number of direct contact learning hours as well as the number of distance learning hours

· An analysis of achievement rates 

2.4 NVQ Work-based Assessment Opportunities 

To be completed if you are requesting approval to offer NVQ programmes (not required for VRQ programmes)
Please identify below all NVQ Work-Based Assessment Opportunities that will be available to Candidates:

NOT APPLICABLE
	Name of Health and Fitness Organisation(s)


	Type of Facility (e.g. Health and Fitness Club, Leisure Centre)
	Address and Telephone Number of Facility
	Name of Manager

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	A PP1 Physical Resources Checklist must be completed for each site that 
will be used in the NVQ assessment process (see page 19)


2.5
NVQ Experience

This section must be completed if you are requesting approval to offer NVQ programmes (not required for VRQ programmes).
Previous experience of NVQ provision

	(

	Have you offered NVQs with another awarding body?
	

	Did you have direct claims status for this provision?
	

	Please identify how many years experience you have in offering NVQs
	


Please tick the box below to declare that the centre:

	(

	Has read and understood the NVQ Code of Practice
	

	Will agree to abide by the NVQ Code of Practice
	


NB:

The NVQ Code of Practice can be located on the CYQ website along with a CYQ NVQ Guidance Pack for Centres.
2.6
Quality Assurance Contact Details
Please provide the named point of contact for quality assurance of the qualification:

	Name:
	DAWN McLEAN

	Job title:
	TUTOR TEAM LIAISON MANAGER

	Email address:
	dawnmclean@aol.com

	Telephone number:
	07710 914 211

	Please identify the number 
of personnel involved in the delivery and quality assurance of the qualification(s):
	10


2.7
Delivery and Quality Assurance Team

Please provide details of each of the personnel involved in the delivery, assessment and quality assurance of the qualification, on the Human Resource Summary (PP2) overleaf.
Please attach CVs for all members of staff with this application, along with copies of relevant certificates (you will need to ensure that the photocopied certificates are authenticated by a member of your quality assurance team).

Level 1 only – applications from Schools:

Acting Assessors (no formal assessing qualifications) may be considered with relevant industry experience and knowledge, providing they are supervised by a Head of Department.  Also, schools applying to deliver CYQ Level 1 qualifications will not be required to appoint an Internal Verifier.  However, there should be a quality assurance strategy in place, which could be in the form of class room observations and tutor mentoring by a senior member of staff.

2.8 PP2 Human Resources Summary
Centre Name: LATER LIFE TRAINING
List the name of all Teaching, Assessment and Internal Verification team members.  Please give a brief description of each person’s role and indicate which programmes and assessments they will be involved with.

	Name
	D32
	D33
	D34
	Teaching Qualification 

Please identify which teaching qualification the staff member holds 
(BEd, PGCE, Cert Ed, PTLLS)
	Job Role 

(Tutor, Assessor and/or IV)
	Schemes 
(Programmes and assessments the team member will be involved with)
	CV and Certificates sent to CYQ*
RECORDED POST 28.11.08

	
	A1
	A2
	V1
	
	
	
	

	
	Or L3 Certificate in Assessing
	L3 Certificate in Internal Verifying
	
	
	
	

	SHEENA GAWLER
	D32
	D33
	D34
	CERT ED
	TUTOR

ASSESSOR
IV ROLE
	CHAIR BASED

EXERCISE 
	√


	DAWN McLEAN
	D32
	D33
	V1 
	CERT ED
	TUTOR

ASSESSOR

IV ROLE
	CHAIR BASED EXERCISE 
	√

	KELSEY SPRINTALL
	L3 CERT 
	
	
	CURRENTLY ON YEAR 2 OF PCE
	TUTOR

ASSESSOR


	CHAIR BASED EXERCISE 
	√

	EMMA CAMERON
	D32
	D33
	V1
	CERT ED
	TUTOR

ASSESSOR


	CHAIR BASED EXERCISE 
	√

	SIMON HANNA
	D32
	D33
	
	CURRENTLY ON YEAR 1 OF PCE
	TUTOR

ASSESSOR


	CHAIR BASED EXERCISE 
	√

	DALENA CHRISTIAN
	L3 CERT
	
	
	CURRENTLY ON YEAR 2 OF DIPLOMA IN TEACHING DTLLS COMPLETION JUNE 09
	TUTOR

ASSESSOR


	CHAIR BASED EXERCISE 
	√

	KAREN 

GUG
	L3 CERT
	
	
	CITY & GUILDS 7407 STAGE 1 & 2
	ASSESSOR 
	CHAIR BASED EXERCISE 
	√

	MARYELLEN FULLAM
	WORKING TOWARDS
	
	
	
	ASSESSOR
	CHAIR BASED EXERCISE 
	√

	JULIA HOPKINS
	L3 CERT
	
	
	CITY & GUILDS 7307
	ASSESSOR
	CHAIR BASED EXERCISE
	√

	LORRAINE WALKER
	WORKING TOWARDS
	
	
	
	ASSESSOR
	CHAIR BASED EXERCISE 
	√


*Tick to indicate submission of CVs and Certificates
MARYELLEN AND SIMON BOTH HAVE THE LEICESTER COLLEGE ASSESSOR TRAINING AWARD.  MARYELLEN IS WORKING TOWARDS THE ASSESSING IN THE ACTIVE LEISURE SECTOR AWARD

2.9
Appropriate Physical Resources

Please complete one PP1 Physical Resource Checklist for each venue that is used:
PP1 Physical Resources Checklist

	Name of Venue: TO BE ARRANGED AND CONFIRMED WHEN APPLICATION IS SUCCESSFUL.
Telephone No:
	Address:


We confirm that these facilities meet both HSE and DDA legislation.  YES THEY WILL, WE HAVE CLEAR GUIDELINES TO ENSURE THAT WE USE SUITABLE VENUES AND THIS IS CHECKED THROUGHOUT THE BOOKING PROCESS WITH HOSTS. 
Teaching areas, theory and practical

In general all areas must have adequate lighting, heating and ventilation.  They should be free from distractions and have enough space to hold the number of candidates on the programme.

	Theory
	Size and Capacity

	Theory area one
	

	Theory area two
	

	Other theory areas
	


	Practical
	( If available
	Size and Capacity
	Mirrored Wall
	Sprung Floor



	Dance studio
	
	
	Yes/No
	Yes/No

	Free weights area


	
	
	Yes/No
	Yes/No

	Fixed resistance

machines area
	
	
	Yes/No
	Yes/No

	CV machines area


	
	
	Yes/No
	Yes/No

	Fitness assessment area
	
	
	Yes/No
	Yes/No

	Sports hall/other practical area

	
	
	Yes/No
	Yes/No

	Swimming pool


	
	
	Yes/No
	Yes/No


Teaching aids, exercise to music, core stability and free weights equipment

	Teaching Aids
	Quantity/Accessibility/Location or Storage

	Chairs
	√

	Tables/desks
	√

	PowerPoint
	√

	Interactive white board
	

	Overhead projector
	√

	Dry wipe board/Chalk board
	√  EITHER 

	Flip Chart
	√  OR

	Television/DVD/Video
	SOMETIMES


	Exercise to Music and Core Stability Equipment
	Yes/No


	Quantity

	Music system
	
	

	Exercise Mats
	
	

	Steps
	
	

	Hand weights
	
	

	Tubing/bands
	√
	

	Stability balls
	
	


	Free Weights Equipment
	Yes/No
	Quantity

	Practice barbells
	
	

	Practice dumbbells
	
	

	Benches
	
	


Equipment - cardiovascular machines and fixed resistance machines

	Cardiovascular Machines
	Yes/No
	Quantity
	Manufacturer

	Step machine
	
	
	

	Treadmill
	
	
	

	Upright cycle
	
	
	

	Recumbent cycle
	
	
	

	Rowing machine
	
	
	

	Elliptical machine/cross trainer
	
	
	


	Fixed Resistance Machines
	Yes/No
	Quantity
	Manufacturer

	Low pulley
	
	
	

	High pulley
	
	
	

	Chest press
	
	
	

	Pec dec
	
	
	

	Seated row
	
	
	

	Shoulder press
	
	
	

	Lat pull down
	
	
	

	Pullover
	
	
	

	Leg press
	
	
	

	Leg curl
	
	
	

	Leg extension
	
	
	

	Triceps extension
	
	
	

	Biceps curl
	
	
	

	Abduction machine
	
	
	

	Adduction machine
	
	
	


Equipment for Client Appraisal and Aqua

	Client Appraisal
	Yes/No
	Quantity
	Manufacturer

	Cycle ergometer
	
	
	

	Dynamometer
	
	
	

	Sphymonometer
	
	
	

	Skin fold callipers
	
	
	

	Heart rate monitor
	
	
	

	Tape measures
	
	
	

	Stop watch
	
	
	

	Weighing scales
	
	
	

	Height scales
	
	
	

	Sit and reach board
	
	
	

	Other
	
	
	


	Aqua
	Yes/No
	Comments

	Life guard cover
	Yes/No
	

	Music system with industrial standard circuit breaker
	Yes/No
	

	Adequate shallow end with minimum depth of 1.25m
	Yes/No
	Shallow and depth

Deep end depth

	Pool size
	Dimensions
	

	Pool temperature reaches minimum legal requirements
	Yes/No
	Average temperature


General Facilities
	General
	Yes/No
	Size and Capacity
	Comments

	Changing areas
	
	
	

	Lockers
	
	
	

	Toilets
	√
	
	

	Refreshments
	√
	
	

	Drinking water
	√
	
	


Health and Safety

	Health and Safety
	Yes/No
	Notes and Comments

	First aiders
	√
	Name(s)

	Fire and emergency procedures displayed
	√
	

	Public telephone accessible
	√
	

	First aid kit
	√
	

	Access for disabled persons
	√
	


Children’s activity equipment (if relevant)

	Please identify below what activity equipment is available for delivery of Children’s activity sessions:

	


2.10
CYQ Marketing Resources
CYQ can supply promotional material for a range of qualifications. These can be ordered by:

· Completing the form below and returning to: 
CYQ Marketing, 112 Great Russell Street, London WC1B 3NQ 

Or

· Via the CYQ website by clicking the Order resources tab in the approved centre area

Marketing materials will be supplied on confirmation of centre approval by CYQ. 

	Resources
	Quantity 

	Flyers and booklets
	50
	100
	250

	L1 Award in Lifestyle Management flyer
	
	
	

	L1 Introductory Certificate flyer
	
	
	

	L2 Certificate in Fitness Instructing booklet
	
	
	

	L2 Instructing Health Related Exercise for Children flyer
	
	
	

	L3 Certificate in Personal Training booklet
	
	
	

	Posters
	10
	25
	50

	Level 1
	
	
	

	Level 2 
	
	
	

	Level 3
	
	
	

	Folders
	5
	10
	25

	CYQ branded plastic box file (A4 – 7cm deep)
	
	
	


Fair usage policy 

CYQ's marketing resources have been designed to help your centre promote CYQ courses and we encourage their use. CYQ do not wish to propose an exact limit on the amount of resources that can be ordered, however please order only what your centre requires. If you wish to order very large quantities or if CYQ feel usage is excessive, we reserve the right to decline your order, although we will always seek to contact you to discuss your centre's requirements.

Customising CYQ publications

CYQ is able to offer approved centres the option of adding their logo to CYQ publications.  A minimum charge is made for this which covers the cost of adding the logo and printing.  
Using this service
CYQ requires a minimum of 10 working days notice. Printing turnaround may not be guaranteed, however we aim to provide the printed publications within 10 working days of final approval of the customised artwork. CYQ cannot be held responsible for any delay in printing or transit.

To take advantage of this service or for a quote, approved centres should contact CYQ Marketing directly on 020 7343 1833 or email marketing@cyq.org.uk 

Supplying Logos to CYQ

Centres wishing to use this service must supply their centre logo in the following format:

· White out version – with details of any fonts, min sizes or specific guidelines

· Black version – with details of any fonts, min sizes or specific guidelines

· Size:

· Maximum width – 3cm

· Maximum height – 2.5cm
· A high resolution Illustrator or artwork file and JPEG file

Artwork/logos should be supplied to CYQ Marketing – email marketing@cyq.org.uk
CYQ Website 

As well as general information on our products and services, the CYQ website (www.cyq.org.uk) contains an Approved Centre area which has been developed to enable you to access appropriate administration forms quickly and efficiently. Currently you can complete these and send via email attachment or post to us for processing. 

Password access will be granted for the ‘named centre contact’ upon approval confirmation. CYQ is continuing to expand the features/function of the website.

Part 3:

External Assessment Security Declaration

In order to gain access to CYQ theory papers you will need to read and complete the security declaration detailed below:

CYQ External Assessment Security Declaration

All centres will appoint two people (one in reserve) to be responsible for all aspects of the security of CYQ’s externally assessed theory papers and the proper conduct of the assessment itself. 

1. It is “the appointed persons” responsibility to ensure:

a. A detailed risk assessment is carried out to identify threats to the security of the theory papers (this must be discussed with your EV)

b. All possible measures are taken to avoid malpractice in CYQ assessments (failure to do so will result in sanctions being imposed by the awarding body)

c. The CYQ learner receives guidelines that are clear and easy to understand

d. The CYQ Exams Administrator is kept informed of changes to “the appointed persons” e.g. long-term sick leave, maternity leave etc

e. The Exams Administrator is informed a minimum of 5 working days prior to the assessment date in order that the relevant theory paper may be allocated 

2. The security declaration should be returned to CYQ, where it will be passed on to the   CYQ Exams Administrator.  Upon approval the Exams Administrator will:

a. Allocate electronically the relevant theory papers to the appointed person 

b. Emails regarding theory papers may only be sent to and received from business addresses 

c. Allocate the relevant version of the required theory paper upon confirmation of the assessment date

d. Send the relevant student answer sheets that correspond to the allocated theory paper. (The correct original answer sheet must be used. Photocopies, or incorrect answer sheets may affect the results and therefore will not be accepted)

e. Send  ‘Candidate Register forms’ which should be completed, signed and returned along with each batch of ‘student answer sheets’

f. Forward written guidelines for the implementation and preparation of the theory assessment

The appointed persons are also responsible for:

· Storage

a. The ongoing security of theory papers and answer sheets. These are highly confidential therefore hard copies must be locked securely away at all times when not in use. They should be transported in sealed envelopes and destroyed after use

b. The security of the emailed electronic copy of all CYQ theory papers.  Ensuring that no candidate has access to the computer system and that any potential risks or problems are identified

c. Ensuring that all obsolete theory papers are deleted from electronic storage (there will be spot checks made by EVs to ensure that this is adhered to)

· Equipment and resources

a. Ensuring all necessary equipment/resources are available to the invigilator. This may include calculators and norm tables for calculations

b. Ensuring that the invigilator is provided with and adheres to CYQ invigilator guidelines (see invigilator guidelines in CYQ’s Administration Handbook)

NB:


Mobile phones may not be used as calculators.  For use of dictionaries please see ‘Reasonable Adjustment Requirement and Special Consideration section in CYQ’s Administration Handbook.

· Completion of assessment – The appointed persons will oversee that the invigilator adheres to the following procedures after the assessment

.

a. The invigilator must ensure that the ‘Candidate Register form’ (CRF) is fully completed, signed and returned to CYQ immediately after the assessment along with the fully completed and signed answer sheets

b. Ensure that the CRF is signed by both candidates and invigilators

c. Each answer sheet, must be signed by the invigilator and the candidate 

d. The invigilator should ensure that all signatures are contained within the relevant box

e. Copies of all candidate answer sheets must be retained in case the original answer sheets are lost (CYQ will retain all original answer sheets)

f. At the end of the Assessment duplicate copies of answer sheets must be stored securely in a sealed envelope until results have been notified

g. Sealed envelopes containing duplicate copies of Answer Sheets may only be accessed in the event of loss or damage to originals

h. Upon receipt of candidate results duplicate copies must be destroyed immediately

i. All theory papers must be destroyed after use i.e. shredded
(theory papers must not be discarded in bins)
j. CYQ theory papers cannot be used for practice or mock purposes. Centres should apply for CYQ sample papers

The appointed person is responsible for ensuring all paperwork is fully completed prior to sending to CYQ for marking (incomplete paperwork will delay the marking process).

CYQ reserves the right to visit external assessments without prior notice.

Once the appointed persons have read and understood all of the above please complete in full and return the declaration with the approval portfolio to CYQ (please retain a copy for your records).
If you have any queries please email theorypapers@cyq.org.uk (you should allow 1-2 weeks for the assessment documents to be sent once centre approval is confirmed).

N.B:


Failure to adhere to these guidelines may result in a centre sanction which may include removal or change to risk/approval status and/or a fine.

Guidance on the use of Invigilators

Invigilators should be members of the centre’s own team of staff.  Tutors, assessors, internal verifiers and members of the administration team can act as invigilators providing they have received training on CYQ external assessment invigilation guidelines.  They should also receive training on the centre’s own procedures for candidate misconduct.

If, in extenuating circumstances, the centre requires someone other than a member of the centre team to act as an invigilator, a formal written request should be made in writing to CYQ.  CYQ will require the following:

· A formal written request addressed to the Lead Verifier

· The name and occupation of the proposed invigilator (the proposed invigilator should be employed within the education sector)

· The invigilator’s place of work (this should ideally be a school, college, university, or British Embassy)

· The venue where the assessment will be carried out
· The date the assessment will be held
· Confirmation that the proposed invigilator has read and understood CYQ invigilation procedures, along with their acceptance of the role
N.B: 
Friends and relatives cannot act as invigilators.

External Assessment Security Declaration Form
This form must be completed by the Exams Contact, Centre Contact or authorised person named on the CYQ E-signatory declaration form.
Centre Details N/A
	Centre Name: 
	

	CYQ Centre Code:
	

	UKRLP Code: (if known)
	

	Centre Contact Name:
	


1st Appointed Person: 

	Name of 1st Appointed Person: 
	

	Business Email Address: 
	


2nd Appointed Person:

	Name of 2nd Appointed Person: 
	

	Business Email Address: 
	


Please list the qualifications that contain external assessment for which you are approved to deliver:

	Title:
	NOT APPLICABLE
	Level:
	

	Title:
	
	Level:
	

	Title:
	
	Level:
	

	Title:
	
	Level:
	


Declaration:

	Tick

	· I confirm that I have read the CYQ External Assessment documentation and undertake to ensure centre adherence to CYQ security procedures.
	√

	· I understand that it is my responsibility to ensure that all staff involved in the distribution/collection and invigilation of assessment remains fully compliant.
	√

	· I understand that only centre staff may be used for the purposes of invigilation.
	√

	· I understand that failure of the Centre/staff to adhere to the procedures may result in the application of Centre sanctions which may include CYQ refusal to process candidate results.
	√

	· I understand that it is my responsibility to inform CYQ if I suspect or am aware of any breach in the security procedures.
	√


	Name:
	DAWN McLEAN
	Date:
	28.11.08
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Centre receives Centre Approval Pack from CYQ





CYQ will confirm receipt of the Centre Approval Portfolio within 10 working days, and the Portfolio will be reviewed against CYQ approval criteria





Centre is approved – Centre will receive CYQ Welcome Pack





Actions are required prior to approval - Centre will receive an action plan





Centre responds to action requests and submits additional evidence to CYQ








CYQ will carry out an Evaluation visit for centres wishing to deliver Level 2 and 3





Level 1 only centres – only a portfolio review is required





Centre completes Centre Approval Pack and returns electronically to � HYPERLINK "mailto:centreapproval@cyq.org.uk" ��centreapproval@cyq.org.uk�





Any evidence that cannot be submitted electronically should be sent to CYQ either by post or fax, and should be addressed to the Verification Department
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