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Introduc-on 
This policy outlines the process for approved centres wishing to expand their delivery scope by adding new 
qualifica5ons to their exis5ng approval with Focus Awards. It ensures that the same high standards of 
quality, compliance, and opera5onal readiness apply to all qualifica5ons delivered under our name. This 
policy should be read in conjunc5on with the Centre Approval Policy. 

Eligibility 
Only centres that have already been fully approved by Focus Awards are eligible to apply for addi5onal 
qualifica5on approval. Centres must be in good standing, with no outstanding sanc5ons, unresolved quality 
issues, or overdue ac5ons. 

Applica-on Requirements 
To apply for the approval of an addi5onal qualifica5on, centres must submit an Addi$onal Qualifica$on 
Request Form along with suppor5ng documenta5on demonstra5ng readiness to deliver the qualifica5on 
effec5vely. Required documenta5on includes: 

• Staff qualifica5ons, CVs, CPD logs, and ID for all Tutors, Assessors, and IQAs involved in the new 
qualifica5on, Please note that we may ask you to provide these files upon receiving the applica$on. 
Failure to provide these upon request may lead to the applica$on being denied.  

• Evidence of occupa5onal competence for all delivery staff specific to the qualifica5on 

Please note that we may ask you to provide these files upon receiving the applica$on. Failure to 
provide these upon request may lead to the applica$on being denied.  

• Updated Internal Quality Assurance strategy reflec5ng how the new qualifica5on will be 
monitored 

• Any qualifica5on-specific resources or facili5es as applicable 

• Policies and procedures that reflect delivery of the new qualifica5on (if applicable) 

Staff Requirements 
All staff involved in the delivery, assessment, and quality assurance of the addi5onal qualifica5on must 
meet the same standards outlined in the Centre Approval Policy: 

• Tutors must hold, or be working towards, a recognised teaching qualifica5on and demonstrate 
sector-specific occupa5onal competence. 

• Assessors must hold a full assessor qualifica5on relevant to the delivery context and demonstrate 
occupa5onal competence. 

• IQAs must hold, or be working towards, a relevant IQA qualifica5on and be occupa5onally 
competent. *  

Focus Awards will review staff qualifica5ons on a case-by-case basis and may accept equivalent or 
interna5onal qualifica5ons subject to verifica5on. 

*Where a staff member is working towards a qualifica5on, assessments and quality assurance decisions 
will need to be countersigned by a suitably qualified member of staff. A clear ac5on plan provided detailing 
when the staff member will be qualified will also need to be provided. 
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Qualifica-on-Specific Considera-ons 
Some qualifica5ons may carry unique delivery or assessment requirements. Focus Awards will inform 
centres if any addi5onal criteria—such as specialist resources, facili5es, or sector-specific approvals—are 
required. These must be evidenced as part of the applica5on process. 

Applica-on Process 
1. The centre submits an Addi$onal Qualifica$on Request Form and suppor5ng documenta5on to the 

Business Development Team. 
2. The applica5on will be reviewed to confirm the centre has the necessary staffing, resources, and 

systems in place to deliver the qualifica5on to the required standard. 
3. If documenta5on is incomplete or further evidence is needed, the team will request it directly 

from the centre. 
4. Due diligence checks may be repeated or extended if the new qualifica5on represents a significant 

change in delivery scope (e.g. moving from classroom-based to prac5cal/workplace delivery). 
5. If deemed necessary, the applica5on may be referred to the Quality Assurance Team for a site visit 

or remote verifica5on. Standard visit fees apply. 
6. A decision will be communicated to the centre within 10 working days of receiving a complete 

applica5on. 
 

Approval Decision 
Approval is granted once all documenta5on has been reviewed and verified, and the centre has been found 
capable of delivering the qualifica5on in line with Focus Awards’ standards. If approved, the new 
qualifica5on will be added to the centre’s scope of delivery and confirmed in wri5ng. 

If an applica5on is unsuccessful, clear feedback will be provided, outlining ac5ons required for 
resubmission or appeal. 

Ongoing Monitoring 
All addi5onal qualifica5ons added to a centre’s scope will be subject to the same monitoring and External 
Quality Assurance (EQA) processes as ini5al qualifica5ons. Centres are expected to maintain high standards 
of delivery, assessment, and record-keeping across all qualifica5ons. 

Right to Refuse or Withdraw Approval 
Focus Awards reserves the right to refuse or withdraw addi5onal qualifica5on approval if: 

• The required documenta5on is not provided or is found to be unsa5sfactory 
• There is evidence of non-compliance with our quality assurance standards 
• There are unresolved issues affec5ng the centre’s ability to deliver qualifica5ons reliably. 

Contact us 
If you have any queries about the contents of the policy, please contact our support team 

E: info@focusawards.org.uk 

T: +44(0)333 3447 388 
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Focus Awards Addi-onal Qualifica-on Request Form 
Your organisa+on  
 

Centre name:    

 

Telephone number:  

 

Registered Centre Address  

Address #1:  

Address #2:  

Address #3:  

Town City:  

County:  

Postcode:  

Region:  

 
Qualifica+on Details 
(we use these responses to con.nuously improve our services).  
 

 
Please list the programmes you are applying to offer.  
 
E.g. Level 3 Diploma in Beauty Therapy Skills  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Date: 
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Proposed staff members delivering qualifica+on  
 
The following page includes a table for the qualifica+on delivery staff.  
 
Within the table you will need to complete all fields. Upon returning your applica+on from you will need to 
ensure that you include CV’s, Cer+ficate, Photographic ID and CPD logs for each member of staff. A +ck box has 
been provided for your own use.  
 

Name 
Email 
Address 

Role 
(Tutor, 
Assessor, 
IQA) 

Qualifica9on to be linked to 
(please include the specific 
qualifica9on 9tles) 

CV 
Provided 

Cer9ficates 
Provided 
(including 
competency) 

Copy of 
photographic 
ID Provided  

Jane Doe Jane@doe.c,m Tu0,r  
Lev4l 3 Dipl,ma in Beau0y Therapy Skil>s 
Lev4l 3 Cer0ifBca0e in asCesCing v,ca0i,nal 
achiev4men0 

☒ ☒ ☒ 

Jane Doe Jane@doe.c,m AsCesC,r 
Lev4l 3 Dipl,ma in Beau0y Therapy Skil>s  
Lev4l 3 Cer0ifBca0e in asCesCing v,ca0i,nal 
achiev4men0 

☒ ☒ ☒ 

J,hn Doe J,hn@doe.c,m IQA 

Lev4l 3 Dipl,ma in Beau0y Therapy Skil>s 
Lev4l 3 Cer0ifBca0e in asCesCing v,ca0i,nal 
achiev4men0 
Lev4l 4 Award in In0ernal Quali0y AsCurance 

☒ ☒ ☒ 

    
☐ ☐ ☐ 

    
☐ ☐ ☐ 

    
☐ ☐ ☐ 

    
☐ ☐ ☐ 

 
 
Please answer the following ques+ons providing honest answers.  
 
Please provide a brief summary of why you would like to offer our qualifica+on(s) 
 

 
 
 
 
 

 
To help us provide tailored on-going support please give a brief outline of some of the support and guidance 
you hope to receive from Focus Awards  
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Please provide details of any other awarding organisa+on you are recognised and approved to offer 
qualifica+ons by (including the +tle of the qualifica+ons).  
 

 
 
 
 
 

 
Provide details, and current status, of any sanc+on(s)/restric+on(s) imposed by any other awarding 
organisa+on within the last 18 months (no+ng that any misleading informa+on may impact on your approval 
status).  
 

 
 
 
 
 

 
Has your Centre been refused Centre recogni+on or qualifica+on approval by another awarding organisa+on 
within the last 18 months for any qualifica+on (if so, please provide details)?  
 

 
 
 
 
 

 
 
Partnership Details 
 
Please be aware that failure to provide Focus Awards with details of any satellite centres and/or partnerships 
may result in the centre agreement and the centre approval status being withdrawn. 
 
If you have mul+ple partnerships / satellite centres, please aYach addi+onal page with relevant details included.  
 

Will your centre work in partnership with any other 
organisa+on(s) for the delivery of the above Focus Awards 
programmes? 

   ☐ Yes    ☐ No 

 

Name of Site/ Organisa+on:  

Named Contact: 
 

Address: 
 

Email Address: 
 

Telephone 
number: 
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Staff Resources  
 
To offer Focus Awards regulated qualifica+ons Centres are required to have staff that have relevant subject 
experience (prac+cal and/or teaching) and/or relevant qualifica+ons at the level above the qualifica+on(s) you 
are seeking approval. 
 
Therefore, please +ck each row to declare that your centre:  
 

 
Will retain staff of appropriate size, competence, experience and track record to undertake the 
delivery of the qualifica+on - this includes taking reasonable steps to ensure their competence where 
this is required for the assessment of specific regulated qualifica+ons.  

 
Ensure that is has available sufficient managerial and other resources to enable it effec+vely and 
efficiently to undertake the delivery of the regulated qualifica+ons as required by Focus Awards  

 
Will undertake to provide staff with appropriate induc+ons and professional development (including 
a development plan) to ensure staff can maintain their exper+se and competence for the above-
named regulated qualifica+ons.  

 
Understands that it is your responsibility to maintain the currency of your staff details in your “centre 
profile” in the centre management portal and that any misleading informa+on provided may result in 
sanc+ons being applied  

 
Will ensure that staff involved with a regulated qualifica+ons will fully understand the relevant 
qualifica+on specifica+on(s) provided by Focus Awards, and will comply with its provisions.  

 

Will ensure that assessments are not undertaken by any person who has a person interest in the 
result of the assessment (e.g. Internal Verifiers signing off their own assessments; someone assessing 
the work of a family member; or someone whose pay is unduly influenced by posi+ve assessment 
results).  

 
Use buildings that provide access for learners for assessment purposes, in accordance with relevant 
equali+es legisla+on.  

 
Ensure that the appropriate range of relevant and current equipment required to delivery and assess 
the regulated qualifica+ons are available in accordance with the associated qualifica+on 
specifica+on(s) and that these are reasonably maintained.  

 
Has the necessary level of financial, technical and staffing resources and systems necessary to 
support the delivery of Focus Awards’ regulated qualifica+ons  

 
Qualifica+on Resources 
 
Please +ck each row to declare that your centre:  
 

 
Will have appropriate internal quality assurance arrangements in place to ensure the effec+ve and 
efficient delivery of the approved regulated qualifica+ons it will offer, and these are underpinned by 
appropriate records.  

 
Will have appropriate arrangements and agreements in place with any third par+es who provide 
goods or services to the centre which contribute to the delivery and/or assessment of the regulated 
qualifica+ons.  



 

 
10 

A
dditional Q

ualification policy 

 
Has an appropriate and effec+ve system and records for the management of all sub-contracted 
services and that all policies and requirements referred to in this applica+on will apply to any satellite 
sites affiliated to the centre, for example remote assessment sites or delivery sites.  

 
Will ensure it has effec+ve communica+ons systems in place with third par+es and sub-contractors to 
keep them up to date with the requirements of Focus Awards and the regulatory authori+es.  

 
Will take all reasonable to steps to prevent the loss, thee of, or breach of confiden+ality in, 
assessment materials and should such an incident occur then the centre must immediately inform 
Focus Awards  

 
Will ensure the security of any assessment material in respect of storage and the handling process in 
line with the requirements of Focus Awards.  

 Take all reasonable steps to prevent incidents of malprac+ce or maladministra+on from occurring.  

 
Take all reasonable steps to inves+gate any suspected incidents of malprac+ce or maladministra+on 
and rec+fy any nega+ve impact of these incidents.  

 
Will promptly no+fy Focus Awards of any incidents of malprac+ce or maladministra+on in line with 
the requirements of Focus Awards malprac+ce/maladministra+on policy.  

 
Will provide access to documents, records, data, staff, third par+es, sub-contractors, learners, 
satellite centres or any other resource required by Focus Awards and/or the regulatory authori+es 
during an inves+ga+on of centre of malprac+ce or maladministra+on.  

 

Will develop a full ac+on plan for managing and rec+fying the nega+ve impact caused by any incident 
of malprac+ce or maladministra+on, and which may include taking and propor+onate ac+on to 
ensure it does not recur in the future and that such ac+on plans will be made available to Focus 
Awards upon request.  

 
Will regularly review your internal procedures for preven+ng and inves+ga+ng incidents of 
malprac+ce or maladministra+on and make any improvements necessary to ensure they remain 
relevant and fit for purpose.  

 
Understands and accepts that whilst Focus Awards have a regulatory responsibility to protect the 
interests of learners, the learners are recruited and registered by your Centre and not Focus Awards 
and therefore any services the learners receive, or fees they pay are the responsibility of the centre.  

 
Will register/enter learners for assessment in an efficient manner and which adheres to Focus Awards 
registra+on +metables and in doing so will abide by any restric+ons regarding the minimum amount 
of +me that learners must be registered with Focus Awards before cer+fica+on.  

 
Will take reasonable steps to ensure that all relevant Centre staff understand how and when to apply 
for learner registra+on and cer+fica+on.  

 
Will ensure that appropriate and reasonable arrangements are in place to confirm the iden+ty of all 
learners enrolled at your Centre and registered on Focus Awards regulated qualifica+ons.  

 
Will maintain all learner records and details of achievement in an accurate, +mely and secure manner 
in line with the requirements of Focus Awards and Data Protec+on Legisla+on and make these 
records available for external quality assurance and audi+ng purposes, as required.  

 
Will ensure that learners receive appropriate induc+ons and support when enrolled on an Focus 
Awards regulated qualifica+on.  

 
Will have appropriate administra+ve systems in place to track the progress of learners towards their 
target awards and to ensure the validity of any claims for cer+fica+on.  
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Where appropriate and unless a learner chooses not to have one, has arrangements in place to 
obtain on behalf of its learners a unique learner number (ULN) and a learner record.  

 
Has appropriate staff, resources and systems necessary to support the assessment of units and the 
award, accumula+on and transfer of credits and recording of exemp+ons (where appropriate).  

 
Where appropriate to the qualifica+on/unit, has in place arrangements that allow for recogni+on of 
prior learning (RPL)/accredita+on of prior learning (APL).  

 Will take all reasonable steps to guard against fraudulent or mistaken claims for cer+ficates.  

 
Will keep relevant assessment and learner records, for at least three years from the end of the year 
to which they relate, for all qualifica+ons and make these available to Focus Awards upon request.  

 
Agrees to undertake assessments in accordance with any requirements outlined in the associated 
qualifica+on specifica+on and in doing so will take account all admissible evidence generated by each 
learner.  

 
Will have in place effec+ve arrangements to ensure that, as far as possible, the criteria against which 
learners’ performance will be assessed/differen+ated are understood by assessors and accurately 
applied consistently by assessors regardless of the iden+ty of the learner.  

 
Agrees to no+fy Focus Awards in advance, and seek our approval, if it wishes to deliver, or assess an 
Focus Awards regulated qualifica+on in another language other than English.  

 
 
Overarching declara+ons  
 
Please read, +ck the boxes and sign below. This declara+on must be signed by an authorised signatory in his/her 
own name for and on behalf of the centre 
 
Please +ck each row to declare that your centre:  
 

 

Agrees to promptly no+fy Focus Awards should a change of control occur in rela+on to the ownership 
of your Centre (e.g. Taken over by another organisa+on/individual, or there is a material change in 
your governance structure or legal status; there is a merger between your centre and another body, 
or any insolvency or bankruptcy proceedings have commenced in rela+on to your organisa+on).  

 

Agrees to promptly no+fy Focus Awards if your Centres is convicted of a criminal offence; or is held 
by a court or any professional, regulatory, or government body to have breached any provision of 
Compe++on Law, Equali+es Law, or Data Protec+on Law; or is held by a court or any professional, 
regulatory, or government body to have breached a provision of any other legisla+on or any 
regulatory obliga+on to which it is subject, or becomes insolvent or subject to corporate financial 
restructuring or bankruptcy proceedings.  

 

Agrees to comply with current and any addi+onal requirements from Focus Awards as updated and 
amended from +me to +me and as outlined in their policies, qualifica+on specifica+ons and Centre 
guidance materials in doing so takes all reasonable steps to help ensure that Focus Awards is able to 
comply with the regulatory requirements placed on it.  

 
Will take all reasonable steps to promptly comply with requests from the Focus Awards for 
informa+on, data or documents required by the Focus Awards or by the regulatory.  

 
Will provide payment of all valid invoices presented by Focus Awards within the stated terms and 
condi+ons of the invoices.  

 
Understands that failure to pay Focus Awards in accordance with the payment terms associated with 
its qualifica+ons may result in services being suspended and/or qualifica+on approval being 
removed.  
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Agrees to promptly update your Centre profile in the system should any changes occur to the 
informa+on held on it.  

 
Has effec+ve communica+ons arrangements in place to ensure that your learners and staff are fully 
informed of the requirements associated with Focus Awards regulated qualifica+ons.  

 
Will not make any use of Focus Awards trademarks, trade names, logos or other insignia except as 
expressly agreed in wri+ng with Focus Awards and in accordance with all of Focus Awards wriYen 
instruc+ons from +me to +me.  

 
Will not make any statements, adver+sements or promo+ons in rela+on to our regulated 
qualifica+ons that are likely to mislead learners and other users of the regulated qualifica+ons.  

 
Will comply with all relevant legisla+on (including without limita+on data protec+on, health and 
safety and equali+es law).  

 
Agrees to no+fy Focus Awards if your Centre wishes to withdraw from offering an approved Focus 
Awards regulated qualifica+on in accordance with our qualifica+on withdrawal process and/or is 
unable to con+nue to offer approved Focus Awards regulated qualifica+ons.  

 

Will cooperate fully with Focus Awards in cases where either the Centre or Focus Awards decides it 
needs to withdraw the Centre from its role in delivering a regulated qualifica+on. This co-opera+on 
will be provided whether the withdrawal is voluntary or via the applica+on by Focus Awards of 
sanc+ons (in accordance with our sanc+ons policy).  

 

Will take all reasonable steps to protect the interests of learners in the case of a withdrawal of a 
Focus Awards regulated qualifica+on from the centre (e.g. Will make best endeavours to find 
alterna+ve Centres for any current registered learners in order for them to complete the qualifica+on 
and/or seek cer+fica+on from Focus Awards for any achievements that learners may have obtained 
to date).  

 

Will assist Focus Awards in carrying out any reasonable monitoring and modera+on ac+vi+es and 
visits to your Centre and to assist the regulatory authori+es should they carry out any 
inves+ga+ons/monitoring ac+vi+es in rela+on to the delivery of regulated qualifica+ons or Focus 
Awards ac+vi+es.  

 
Will work in line with any instruc+on issued by Focus Awards to change the marking of evidence 
generated by a learner during an assessment  

 
Accepts that if your centre is in breach of reasonable requirements specified by Focus Awards and/or 
associated regulatory criteria that sanc+ons may be imposed in accordance with the Focus Awards 
sanc+ons policy.  

 
Will promptly no+fy Focus Awards when it has cause to believe there has, or is likely to be, a major 
non- compliance with our documented procedures and requirements and/or associated regulatory 
requirements.  

 
Agrees and understands that if this applica+on is accepted it will form the contract between the 
Centre and Focus Awards and the terms specified in this agreement will be referred to where there is 
any dispute or disagreement rela+ng to the role and responsibili+es of our Centre.  

 
Agrees that if Focus Awards terminates the approval, giving no+ce in wri+ng, that we shall 
immediately cease providing the qualifica+ons (to which this approval relates) and all courses related 
thereto.  

 
Agrees to promptly inform Focus Awards of any material changes to the informa+on given in this 
applica+on. If you fail to do so, Focus Awards reserve the right to terminate your approval by wriYen 
no+ce to you, effec+ve from the date stated in that no+ce.  

 
To the best of your knowledge (having made all due and careful enquiry) that there is no informa+on, 
that if disclosed might reasonably be expected to affect Focus Awards decision to approve the 
Centre.  
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Declara+on  
 
I can confirm: 
 

 

That I have read and understand Focus Awards' policies and procedures, have distributed these to 
the relevant 
staff within my centre, and will comply with these in the delivery and assessment of Focus Awards 
qualifica+ons. 
All policies can be located on the Focus Awards website:  hEps://focusawards.org.uk/policies-and-
procedures/  

 
I understand addi+onal qualifica+on request will not be reviewed un+l such +me all relevant 
documenta+on has been received.  

 The informa+on provided in this applica+on is correct and true to the best of my knowledge. 

 
I declare that I am authorised by the above centre to supply the informa+on given above and, at the 
date of signing.  
 

 
Name:  
 
Signed:  
 
Date: 
 
 
 
 

https://focusawards.org.uk/policies-and-procedures/
https://focusawards.org.uk/policies-and-procedures/

