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[bookmark: _Toc196217366]General information
Thank you for your interest in our approved qualification progression training. To apply for approval, you’ll need to complete our application form, please use this accompanying guidance document to support you in completing the application form. The guidance will provide an explanation of what evidence we’re looking for and how to present it. 


[bookmark: _Toc196217367]Section 1: Organisation and contact details
Please fill in all the sections so that we’ve have got the correct contact details for the application.

[bookmark: _Toc196217368]Section 2: Qualification specification 
	Framework: RQF, CQFW, HE etc.

	In the UK, different regulators take responsibility for different areas and different frameworks:

England RQF
Wales CQFW
Scotland SQA
N. Ireland CCEA.
The regulator offers a framework which allows qualifications to be indexed according to level and size. The higher the level of the qualification, the greater the difficulty, depth and complexity of the skills, knowledge and understanding required to achieve it. The framework will contain all information relating to the qualification.


	Title of Qualification

	The title of the qualification must reflect the content and meet the requirements of the regulator and/or framework.

The title of the qualification needs to be appropriate to the length of the qualification.  

The title and contents must be the intellectual property of the organisation. 


	Level of Qualification

	The level of the qualification must meet the requirements of the regulator and/or framework. Approved Progression Qualifications aligned to SCoPEd framework columns B and C should be Level 6 or above for year one, and Level 7 or above for year two.

The qualification will need to have gone through due process to arrive at the level in terms of knowledge, understanding and application.

The level is determined by the appropriate framework descriptors (i.e. within strict parameters that set benchmark standards for all nationally recognised qualifications at that same level).

The organisation needs to ensure that all approved centres are assessing to the same level.


	Total number of direct contact teaching hours



	Direct Contact or Guided Learning (GL) 

This refers to the time a student spends under the immediate guidance or supervision of a lecturer or tutor or other appropriate provider of education or training. This includes the activity of being assessed if the assessment takes place under the immediate guidance or supervision of an appropriate provider of education or training. 

Approved Progression Qualifications aligned to the SCoPEd framework columns B and C should have a minimum of 240 hours of direct teaching or instruction time with only synchronous, ‘live’ online teaching counting towards these hours.  Synchronous teaching delivery refers to the simultaneous physical presence of the student and educator either in the classroom or in appropriate circumstances, remotely by means of simultaneous electronic communication. 

Criterion A1 provides more information on the requirements for in-person teaching delivery.  
For centres wishing to deliver the qualification fully in-person, there must be some provision for students to practice online and/or phone therapy (OPT) skills to support the development of SCoPEd framework competences and their safe and ethical application when working remotely.  This only applies to students who are already familiar with OPT practice, unless the centre is also including taught content and assessment specifically for OPT which aligns with BACP’s online and phone therapy training curriculum. https://www.bacp.co.uk/events-and-resources/ethics-and-standards/competences-and-curricula/online-and-phone-therapy/ 


	Total qualification time
(TQT)

	The number of hours which represents an estimate of the total amount of time a student requires to achieve the award of a qualification. 

Total Qualification Time is comprised of two elements:
 
a. The number of hours which has been assigned to a qualification for Guided Learning (GL) 

and

b. An estimate of the number of hours a student will reasonably be likely to spend in preparation, study or any other form of participation in education or training, including assessment, which takes place as directed by an appropriate provider of education or training. This is the OL or Other Learning time and refers to the time likely to be spent in preparation, study or any other form of participation in education or training, including assessment, which takes place as directed by, but not under the immediate guidance of, an appropriate provider of education or training. 


	Credit rating 
(if applicable)

	Not all frameworks assign credits, and different frameworks have their own formula for assigning credit value which must be used.

Generally, credits are calculated using TQT. A credit is normally equal to 10 hours of the total qualification time e.g. a qualification lasting 420 hours would equal 42 credits. 


	Procedures for extension to complete qualification
(circumstances, time period, how students are supported). 
	The organisation needs to ensure that extension protocols are explicit and transparent and consistent across all centres delivering the qualification. Any extension protocol should be appropriate to the size and level of the qualification e.g. an extension to complete course work or client hours

There needs to be policies around special circumstances and reasonable adjustment in relation to extensions.

The centre approval process will need to ensure that all centres inform students about the extension rules for each level and qualification. Centres can have relative autonomy `around timescales within the centre approvals’ guidelines.  


	Period over which course is delivered

	This refers to the minimum length of time the qualification can be delivered over. 

It’s important to think about the time students need to “digest” the learning, alongside actual delivery time which for this qualification is a minimum of two academic years. 

Different centres will deliver the qualification within different timescales according to student need (e.g. daytime or evening learning). The centre approval process will need to ensure that the time period is adequate for all aspects of the qualification to be covered.


	Clinical work/ placement requirements 


	The qualification specification should provide clear guidance around supervised practice requirements. It should be made clear that only practice hours with adults are allowed. Students will need to gain a minimum of 100 hours of supervised practice (exclusive of missed sessions) and can gain client hours in multiple settings or contexts.  Working in private practice is acceptable where the student has sufficient support and suitable supervision in place to enable them to work safely and ethically with more complex clients. 

Centres must ensure that students working in private practice have all necessary parameters and support in place that are equivalent to an agency seeing, including but not limited to adequate insurance and supervision. 

For work with more complex clients that require SCoPEd framework column C competences, some in-person practice will be required.  The suitability of complex clients for remote working needs to be carefully considered.  The supervisor will play an important role here, particularly for students working in private practice, to ensure the client has been appropriately assessed for their suitability for remote working. 

International working with clients outside of the UK is not acceptable. Where centres recruit international students who are residing and practicing in another country outside of the UK, an exception may be made, provided certain requirements are met. These are specified in criterion B3.2.f.


	Supervision requirements

	The supervision requirements need to be in line with BACP’s Ethical Framework for the Counselling Professions, and supervisors need to have the qualifications, knowledge and experience to provide the required level of support in working with more complex clients. Supervision frequency and duration need to align with BACP’s requirements for accreditation i.e. minimum 1.5 hours per month. Criteria B4.1 - B4.6 set out the requirements for supervision, supervisors, supervisory contracts and the quality assurance of supervision by centres.


	Personal therapy requirements




	It is up to the qualification to set their own requirements for personal therapy and /or development and to determine how they will assess students’ self-awareness/reflexivity. 

When appropriate, centres should have autonomy to ask students to engage in personal therapy prior to being accepted onto a SCoPEd framework column B and C progression training.  During the training, if a tutor has evidence to suggest a student is struggling with the emotional demands of the course for any reason, it may be appropriate to request they engage in personal therapy which could become a requirement of continuation of studies if necessary.  In some circumstances, a deferment of studies may be needed. 
As self-awareness and self-development are such crucial aspects of the learning, it’s important that entry and assessment criteria take into consideration emotional stability and maturity, alongside academic ability. 

Centres need to make students aware of the requirements for BACP accreditation (aligned to SCoPEd framework column B) and BACP senior accredited membership (aligned to the SCoPEd framework column C) including the eligibility criterion of 160 hours personal therapy and / or personal development hours required for BACP senior accreditation. The qualification will need to include personal development work during the course, however there is no minimum requirement to be undertaken during progression training. Qualification graduates can evidence this in their senior accreditation application where they can count relevant personal therapy/personal development hours completed during and after their core training, as well as those acquired during their progression training.  

	Minimum entry requirements
	Entry requirements are in place to ensure that students have the appropriate skills, knowledge and awareness needed to be able to cope with the different demands of the qualification.
This includes emotional maturity and stability which are as important as past learning, academic achievements and abilities. 

Minimum entry requirements must be explicit in the qualification guidance, in terms of emotional, psychological and academic ability.

The course recruitment process should ensure all entry requirements set out at criterion B1.3 are met.  An interview will be needed to appropriately assess the applicant’s attributes and suitability for the course.

Qualification guidance also needs to cover any additional entry requirements e.g. Disclosure and Barring Services, financial and health checks that might be needed to work in some settings and agencies.


	Minimum Internal assessment requirements
	The way in which the centre is assessing students against the content of the qualification.

The qualification will consist of learning outcomes and assessment criteria alongside any associated practice requirements. 

Assessment tasks are set to allow students to provide the evidence to meet the assessment criteria and learning outcomes. In other words, a portfolio of evidence that “proves” learning has taken place appropriately and at a national standard.

The tasks need to be clear and the complexity appropriate to level 7. The evidence provided by students needs to come from a range of sources.

Sources could include, essays and assignments, journals, self-reflection and reflection on practice, feedback from tutor and peers on skills and presentations, presentations and case studies, agency reports along with reference to work that relates to research e.g. research proposals, an empirical research project, systematic review or systematic case study. Please see criterion B5.7.

The assessment tasks need to meet all learning styles and be broad enough to allow student growth and depth but with clear minimum requirements to maintain standards. The tasks need to assess students’ skills, knowledge, understanding and application.  Please see criteria B5.1 - 7 for further information. 

A sample of internal assessment decisions should be internally moderated and externally verified to ensure benchmark is met.


	Equality, Diversity and Inclusion policy (EDI) 
	All training providers are required to adhere to the Equality Act (2010).   

Although a separate Equality, Diversity and Inclusion (EDI) policy is required it is expected that all policies and procedures take account of issues of equality diversity and inclusion within them (for example, how recruitment and admission procedures adhere to EDI policy in practice, how the complaints procedure is accessible to all students regardless of their background or individual needs, and making reasonable adjustments to assessment and ensuring training spaces are accessible).

Whilst student support services need to be clearly stated, it also needs to be shown how the support needs of students from minoritised groups or disadvantaged backgrounds as well as those with additional needs are supported.
Criterion A9 covers the accessibility of the training and reasonable adjustments. 
The awarding body and its centres should consider the accessibility of all modes of teaching delivery and student assessment and implement reasonable adjustments as required for students with specific needs. This includes the accessibility of the accommodation used for in-person training as well as for any online teaching delivery. 

A reasonable adjustment can be defined as ‘any change to remove or reduce the effect of any barriers for individuals with disabilities so that they can access services and resources’  https://www.bacp.co.uk/about-us/edi/edi-strategy/  

However, as practitioner training involves the development of core competences, any adjustments that impact the development or assessment of professional standards would not be considered reasonable. This includes the ability to work with more complex clients in-person and so changing the mode of delivery for the course is not considered a reasonable adjustment. 

Reasonable adjustments made to student assessments will need to meet the same learning outcomes and equivalence in assessment weighting. 
Centres delivering the approved qualification will need to consider a broader accessibility strategy for student support and engagement which will include how other services are being utilised to improve accessibility for students with specific needs e.g. how students are supported to claim Disability Students’ Allowance (DSA) and any other support offered by the training centre to help students meet academic standards such as essay writing.  
Criterion B1.1 requires course applicants to be provided with detailed, accurate and accessible information about the course including the student support services provided. These services should meet the support needs of students from minoritised groups/disadvantaged backgrounds as well as those with additional needs


	External assessment requirements

	External assessment is whereby the organisation includes an additional layer of scrutiny and quality assurance to ensure rigour and parity

External assessment offers an objective view of the learning process. 

The external assessment can take different forms depending on the qualification. The external assessment needs to be meaningful and appropriate to its qualification and level.


	Quality assurance arrangements -
Internal moderation and verification of the qualification

	Part of the centre approval process is to ensure that the centre has its own internal moderation and verification quality assurance in place to evaluate its teaching and assessment practices and to ensure that outcomes are valid, appropriate to level 7, consistent and reliable.

Internal moderators need to be subject specialists to scrutinise the tutors’ assessment decisions. The internal moderator looks at the whole picture of delivery, assessment and quality assurance and although doesn’t need to be a subject specialist, does need considerable experience of teaching and learning at level 7.







[bookmark: _Toc196217369]Section 3: BACP requirements 

	[bookmark: _Hlk512324910]Have a robust centre approval process

	See Centre Approval Form.

	Provide centres, tutors and students with clear information about the qualification
	This is normally in the form of a qualification specification.

The qualification specification should include:

1. Background and rationale for the qualification. 
Learning outcomes and assessment criteria.
Internal and external assessment requirements and information, including any additional qualification requirements e.g. personal therapy.
Level, hours, Credit value.
Entry requirements.
Progression.
Staffing and resources. 
Purpose statement.
Funding information.
Quality assurance. 
Fees.
Fit for purpose statement.
The list is not exhaustive and may vary according to setting and student need.


	Have procedures and systems in place for developing, reviewing and evaluating the performance of the qualification
	Procedures need to be in place that carry the qualification from conception to implementation and then ensure that it continues to be fit for purpose. 

Development: Proposals for new qualifications need to follow regulatory guidance for qualification design.

Review and Evaluation: An annual review might include changes in the law, standards, landscape and organisation.  It might also include comparison with other similar qualifications, student and tutor feedback, registrations, purpose and validity, marketing and funding etc.


	Inform BACP immediately of any changes to the qualification
	It is important to ensure BACP are aware of change(s) in order to ensure the qualification still meets BACP approval requirements and students have not been misled or disadvantaged by the change(s).


	Have a robust centre verification system to ensure the validity and integrity of the qualification
	An external verifier should visit each approved centre at least once each academic year, ideally more than once.
Their main role is to maintain a national standard across centres and students, and can be done in a number of ways:

1. Moderating a sample of the tutors’ assessment decisions to ensure assessment is to the national standard and offering support and guidance where changes need to be made.
Sharing expert knowledge of the qualification and suggestions for improving delivery and assessment.
Communicating and clarifying student attendance and completion rates.
Supporting change and development within approved centres.
Ensuring all qualification requirements are met at Level 7.

External verifiers’ reports inform senior management of areas needing support and guidance to maintain standards.

Another part of the role is to ensure that the centre has its own internal moderation and verification quality assurance in place to evaluate its teaching and assessment practices and to ensure that results are valid, appropriate to level 7, consistent and reliable.  External verifiers should be offered training opportunities to engage with new developments and communicate pertinent information to centres.

Any variation from standard methods would need an accompanying rationale.


	Have a coherent complaints procedure, including appeals

	The complaints procedure needs to be robust and fair.

The umbrella term “complaints” procedure can cover other related policies:

1. Appeals policy.
Malpractice and maladministration policy.
Whistleblowing policy.

The centre approval process must ensure centres have a multi-step complaints procedure. 

It’s important to address any dual roles and/or conflicts of interest in the complaints process and to ensure an independent complaints consultant adjudicates the final decision.


	Provide reports from inspection, audits and /or external scrutiny (if applicable)
	This could refer to any external involvement and evaluation of services, including regulatory, financial, contingency links, compliance reports, external consultation (e.g. complaints consultant report), Board papers etc.


	Use subject specialists for external verification and external assessment

	Role descriptions and requirements are needed for each level of assessment. 

A programme of training or standardising days need to be provided for all external assessors and verifiers.


	Agree reporting, review and evaluation procedures between BACP and partner
	An annual qualification review meeting and associated action plan is the usual format. This will be discussed and agreed during the development process.

The review will focus on:
 
1. Continuing demand and fit for purpose.
Student and centre feedback.
Roles and responsibilities within the partnership.
Addressing any identified difficulties.

The organisation’s own annual qualification review should feed into the partnership review.






[bookmark: _Toc196217370]Section 4: Supporting evidence
Clear, easily navigable applications with robust evidence means that a decision can be reached and returned as quickly as possible. Please reference your evidence clearly throughout the application. 

[bookmark: _Toc196217371]Section 5: Mapping your qualification
We’ll ask you to map your qualification to our approval scheme criteria and provide evidence where appropriate.

It’s the awarding body’s responsibility to clearly illustrate where in the submitted paperwork the information can be found that supports each criterion in the mapping document.  Each statement must contain enough information for the assessor to know how the qualification is meeting a criterion. When completing the application form, for each criterion (underneath the heading ‘How is this criterion met?) you’ll need to type an explanation of how the course meets its requirements.  Next, you need to type an exact and specific cross-reference into the section entitled ‘evidence’, to direct the assessor to the precise location of the corresponding piece of supporting evidence. You may also wish to include hyperlinks to the specific evidence in this section. Make sure that all evidence is clearly labelled and correctly cross-referenced in the application form. 

Please make sure that all evidence referenced is included with the application and that what is being submitted is enough to show that the qualifications doing what it says it’s doing. If the relevant information can be found on a number of documents, you only need to reference the main one. 

The assessors need to locate the information easily within the evidence documentation and go to exactly where it appears within a document or page (e.g. page number and paragraph). Please note that the response 'see qualification guidance' is not an exact location; the assessor must be able to refer to the evidence quickly rather than having to search pages or whole documents for the necessary evidence. If the evidence is a brief sentence embedded within a document, please indicate exactly where this can be found or highlight it.

The application must be in order, be clearly labelled and have page numbering etc. It’s essential we receive the completed application form electronically as a Microsoft Word document, so please do not change or convert the file in any way. 

[bookmark: _Toc196217372]Section 6: Centre approval form 
You’ll need to complete our centre approval form. We’ll need to see evidence of how you ensure centres meet these requirements. 
[bookmark: _Toc196217373]Section 7: Declaration
Please print your name, sign, and date the application before submitting it.


[bookmark: _Toc196217374]What’s next?
Please email an electronic copy of your application to approvedqualifications@bacp.co.uk 

Once we’ve received your application, we’ll carry out an assessment process and we’ll contact you if we have any further queries or if we need any further information. This process will usually take no longer than six weeks.

After we’ve completed the assessment, we’ll contact you with the outcome. If you’re qualification meets our requirements, we’ll seek to finalise an approved qualification contract with you and will agree timescales for roll out.  
If your qualification doesn’t meet our requirements, we’ll explain why and work with you to provide support should you wish to meet the requirements in the future. Resubmission timeframes are agreed at the point of deferral but are no longer than three months from the date of deferral. 

[bookmark: _Toc195203171][bookmark: _Toc196217375]BACP approved progression qualification fees
Initial application fee: £1,000
Yearly – annual contract review fee: £150
Developmental changes fee: £350
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