
CILT(UK) AO Tutor / Assessor CV & Approval Application Form
Policy
As a regulated awarding body recognised by Ofqual, Qualification Wales and CCEA, CILT(UK) AO is committed to meeting all relevant regulatory requirements.  This includes arrangements related to Learning Partners as outlined in Section C2 of the “Conditions of Recognition”.  
Awarding bodies must: “require the Centre to retain a Workforce of appropriate size and competence to undertake the delivery of the qualification as required by the awarding organisation”
Procedure
In order to meet these requirements and provide assurance that all CILT(UK) AO courses are delivered to a high standard, CILT(UK) AO requires that Learning Partners ensure that all prospective tutors and assessors complete the included CV form per qualification per Learning Partner.   
For the avoidance of doubt, a separate tutor application is still required if:
· An individual is already approved to deliver a different CILT(UK) AO qualification at the same Learning Partner
· An individual was previously or is currently approved to deliver any CILT(UK) AO qualification at a different Learning Partner. 
Timescale for response
CILT(UK) AO will respond to an application within 20 working days after all relevant information has been received. 
Tutor CV form
The form sets out the relevant information that CILT(UK) AO requires in order to consider a tutor application: 
· General information
· Subject expertise
· Professional standing
· Industry experience and/or professional practice
· References
· Declarations
General guidance
· Please use the provided CV form and complete it in full.  Other formats, including personal CVs will not be accepted
· Processing of incomplete forms will not begin until all relevant details have been provided
· The form should be completed as clearly and legibly as possible, ideally typed and submitted via email.  This will assist with swift assessment of the CV and minimise the need for queries by CILT(UK) AO staff
· Please limit the information provided to what is requested in the relevant section of the form.   Inclusion of information not relevant to the form is likely to delay assessment of the application 
· The application form should show that a tutor takes a professional approach to delivery of CILT(UK) AO courses: the standard of presentation of the CV needs to reflect this. 
Learning Partner details
· Please state the name and CILT(UK) AO Learning Partner number of the course provider.
Qualification details
· the full name of the CILT(UK) AO qualification relevant to the application.
Role details
· Please tick the appropriate box:  Tutor, Lead Tutor. 
Relevant qualifications
· Applicants should include scanned copies of the relevant certificate(s) where available
· Where relevant qualifications are not held, please state ‘None’ rather than leaving the section blank
Relevant Industry experience
· Where previous experience is not relevant, please state ‘None’ rather than leaving the section blank
Relevant Professional membership(s)
· Applicants should include scanned copies of the relevant certificate(s) where available.
· Where relevant memberships are not held, please state ‘None’ rather than leaving the section blank
Teaching qualifications
· Applicants should include scanned copies of the relevant certificate(s) where available
· Where relevant qualifications are not held, please state ‘None’ rather than leaving the section blank
Teaching Experience
·  Where previous experience does not include teaching, please state ‘None’ rather than leaving the section blank
References
· References must not include the course provider through which the application is being made.
Signature
· All forms must be signed and dated by both the tutor and the Learning Partner   
Verification
· CILT(UK) AO Learning Partner accreditation staff will contact applicants if further information is required.
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CILT(UK) AO Tutor/Assessor approval application form
General information

	CILT(UK) AO LEARNING PARTNER - APPLICATION CONTACT DETAILS   

	Learning Partner Name
	

	CILT(UK) AO Learning Partner Number
	

	Learning Partner Contact Name
	

	Learning Partner Contact Job Title
	

	Learning Partner Contact email address
	

	Full title of CILT(UK) AO qualification (including Level) for which the applicant is seeking role approval 
	



	Qualification role for which the applicant is applying (please tick)

	Tutor
	
	Assessor
	
	Internal Verifier (IV)
	



	APPLICANT DETAILS   

	Title
	

	Forename(s)
	

	Surname
	

	Date of Birth
	

	Business Telephone Number
	

	Mobile Telephone Number
	

	Email address
	

	LinkedIn Profile web address (where held)
	

	Job title
	

	Learning Partner employment status
	Employed?
	(Y/N)
	Consultant?
	(Y/N)




Subject Expertise
	RELEVANT QUALIFICATION(S) HELD BY APPLICANT (Please enclose scanned copies of certificate(s))


	Name of Awarding Organisation (as listed on the certificate)

	Full title of the Qualification, including Level and Modules achieved (as listed on the qualification and unit certificates) 
	Date awarded (DD/MM/YY) (as listed on the certificate)

	

	

	



	


	
	

	


	
	



Teaching Expertise
	TEACHING QUALIFICATION(S) HELD BY APPLICANT (Please enclose scanned copies of certificate(s))


	Name of Awarding Organisation (as listed on the certificate)

	Full title of the Qualification, including Level and Modules achieved (as listed on the certificate) 
	Date awarded (DD/MM/YY) (as listed on the certificate)

	

	

	



	


	
	

	


	
	












	APPLICANT’S TEACHING EXPERIENCE  

	Duration with Start & End Dates (most recent first)
	Institution / employer name / position held 
	Teaching Level / Type (e.g. Primary, secondary, FE, undergrad, postgrad)
	Details of relevant teaching responsibilities and experience (including subjects and / or titles of qualifications taught)

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	



Professional Standing
	RELEVANT PROFESSIONAL MEMBERSHIP(S) HELD BY APPLICANT (Please enclose scanned copies of certificate(s))

	Name of Professional Body
	Membership Grade
	Membership Number
	Date 
Awarded (DD/MM/YY)

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	







Industry experience and/or professional practice
	APPLICANT’S RELEVANT EXPERIENCE IN INDUSTRY, SECTOR OR SUBJECT PRACTICE (Relevant to qualification /unit / element subject e.g. Logistics, Transport, Passenger Transport or Road Haulage CPC, Supply Chain, Inventory Management, etc)

	Duration with Start & End Dates (most recent first)
	Institution / employer name
	Position held
	Details of relevant responsibilities and experience (most recent first)

	


	
	
	

	


	
	
	

	

	


	
	




Declarations
	APPLICANT TUTOR DECLARATION AND AUTHORISATION

	I declare that:
· the information given on this form is, to the best of my knowledge, accurate and complete; 
· I have enclosed copies of my educational and/or professional qualification(s)/membership(s) as applicable
· I certify that to the best of my knowledge all the information provided in this form is correct and complete.
· I understand that that any approval as a tutor for delivery of a CILT(UK) AO qualification is given on the basis that the information provided in this form is correct, and is conditional upon the verification of any or all of the information I have provided.
· I understand that and accept that the provision of misleading, false or inaccurate information or the omission of relevant information may be legitimate cause for the refusal or withdrawal of approval as a tutor.
· I authorise the CILT(UK) AO to carry out such searches as may be necessary in order to verify information in this form and any information provided by me, including my CV where applicable.
· CILT(UK) AO may make enquiries of any academic or professional institution, employer or referee mentioned in my application form for verification of the information provided. 
· I authorise CILT(UK) AO to disclose, if required, personal information (including residential address and e-mail address) to any such academic or professional institution, employer or referee, in order to facilitate verification of information provided.
· I understand that all information will be treated as confidential by CILT(UK) AO. 
· I understand that the information contained in this form may be verified by CILT(UK) AO and will be processed for purposes as under the Data Protection Acts 2018 and UK General Data Protection Regulation (GDPR) 
· CILT(UK) AO will use personal data only for the purpose of assessing my application.
· I hereby give consent to CILT(UK) AO to process and store the information provided in this application form.
· I confirm that I have read and I understand the declaration above.



	Applicant Tutor Signature
	

	Date
	

	Print Name (BLOCK CAPITALS)
	



	 LEARNING PARTNER DECLARATION

	I declare that:
· The person named will be employed for the purpose of delivery of the qualification listed in this application
· In addition, I understand that any omission or misrepresentation of information may result in the refusal or withdrawal of approval for the named tutor.

	Learning Partner representative Signature
	

	Date
	

	Print Name (BLOCK CAPITALS)
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