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1. Introduction and Scope 

 

This policy sets out how 1st for Awarding works with Approved Centres, and the requirements 
an organisation must meet to become an Approved Centre. Its purpose is to set expectations 
with prospective Centres, and it forms part of the contractual terms of working with 1st for 
Awarding. It should be read in conjunction with the Provider Contract and other 1st for 
Awarding policies. 
 
 

2. What is an Approved Centre? 

An Approved Centre is an organisation undertaking some of the delivery of an assessment 
(and potentially other activities) to learners on behalf of an awarding organisation. Approved 
Centres are typically educational institutions, training providers, or employers who are 
approved following wider audits by 1st for Awarding to ensure that the integrity of all processes 
and procedures for carrying out assessments can be met and maintained. 
 
1st for Awarding uses Approved Centres to act as invigilators or Responsible Persons for 
some of our standards. An Approved Centre is also able to conduct their own apprenticeship 
assessments agreed with and monitored by 1st for Awarding.  
 
This policy includes terms and responsibilities that organisations must agree to in order to 
become recognised as an Approved Centre. 
 
Legacy Centre status – some of our customers currently act as Centres with their own 
invigilators or Responsible Persons for some of our retired standard versions: Network 
Engineer 1.2, IT Solutions Technician v1.0 and Digital Marketer. These arrangements will not 
be impacted for the retirement period of these standards. If a legacy centre wishes to become 
an Approved Centre, they must complete the Approved Centre application. 
 
 

3. Quality Assurance 

Quality is fundamental to 1st for Awarding and is embedded in all of our processes, products 
and resources. It assures the integrity, robustness and fairness of the qualifications, products 
and services we offer throughout their whole lifecycle. 
 
Quality Assurance is the responsibility of all parties involved in the delivery of assessments 
and associated qualifications. All legacy Centres and Approved Centres have agreed to 
adhere to the responsibilities outlined. 
 
 

4. Approved Centres 

4.1 Approved Centre Responsibilities 

1st for Awarding monitors Approved Centres for apprenticeship standards where elements of 
the assessment are delivered or marked by qualified Approved Centre staff. This may include 
both invigilation and assessment. 
 
Approved Centres must: 

• Comply with all guidance, policies and processes as set out by 1st for Awarding, 
including the standard-specific guidance we produce found on our portal. 

https://www.1stforawarding.co.uk/policies
https://www.1stforawarding.co.uk/policies
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• Comply with all requests for information or documents by 1st for Awarding staff or our 
regulator as soon as practicable. 

• Assist 1st for Awarding in carrying out any reasonable monitoring activities and assist 
our regulator in any investigations made for the purposes of performing its functions. 

• Retain a workforce of appropriate size and competence to undertake the duties as per 
1st for Awarding’s requirements. 

• Have available sufficient managerial and other resources to enable effective and 
efficient delivery of assessment pursuant to 1st for Awarding’s requirements and in line 
with the materials provided. 

• Deliver their duties in accordance with the Equality Act 2010. This includes the 
implementation of reasonable adjustments. The Approved Centre must always give 
1st for Awarding reasonable notice of what adjustments are required. 1st for Awarding 
will confirm and approve the reasonable adjustments and how they can be 
implemented. 

• Use appropriately trained people with sufficient occupational and assessment 
competence, who meet any requirements set out in relevant policies and the standard-
specific guidance provided by 1st for Awarding. 

• Register all persons with Approved Centre responsibilities. This includes assessors, 
invigilators, IQAs and Responsible Persons, with 1st for Awarding. 

• Operate policies and handling procedures for the benefit of learners, to include as a 
minimum appeals, complaints and safeguarding. maintaining records and 
documentation for audit. 

• Create a booking for any Approved Centre-delivered assessment elements on our 
portal at least 10 working days in advance. 

• Manage conflicts of interest appropriately.  

• Have arrangements in place to confirm the learner’s identity prior to any part of 
assessment taking place recording the evidence. 

• Access and complete all assessment and marking documentation to support 
assessments being carried out by the Approved Centre staff and record assessment 
evidence. This evidence must be held securely at all times. 

• Ensure standard specific environments and resources are correctly installed/set-up as 
per 1st for Awarding requirements, prior to the first assessments being scheduled. 

• Submit any required documents to 1st for Awarding in line with the timescales given 
and retain all assessment recordings. 

• Maintain a process to manage the secure storage, handling and destruction (as 
necessary) of assessment materials and support materials. 

• Undertake the delivery of all assessment elements in accordance with Equalities Law 
and regulatory requirements. 

• Report suspicions of malpractice or maladministration to 1st for Awarding immediately. 

• Conduct and cooperate with investigations into suspicions or claims of malpractice or 
maladministration. 

• Report any suspicions of fraud to 1st for Awarding. This includes financial, certificate, 
or identity fraud, or attempts to cheat, collaborate or bypass controls. 

• Maintain a written plan of action for if it was to withdraw from being an Approved 
Centre, stop delivering the relevant qualification(s), or cease trading entirely. This must 
include plans to enable learners to complete their assessment. The arrangements 
must protect the interests of learners in these circumstances. 

• Maintain and follow their own policies and procedures, as agreed and submitted to 1st 
for Awarding, in line with regulatory requirements. 
 

1st for Awarding will investigate any suspicions or claims of malpractice or maladministration 
in line with our own policies and Ofqual requirements. 
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4.2 Roles and responsibilities  

The below gives an overview of the responsibilities of Approved Centre staff. All staff should 
be familiar with, and apply, the full requirements set out in the relevant policies and guidance. 
Head of Centre 

• Ensure all qualification and assessment documentation, recordings and supporting 
records are securely stored 

• Oversee the EQA activity and audits 

• Manage the staff involved in the delivery and quality assurance of assessment. 
This includes ensuring relevant competence is held, training is completed, conflicts 
of interest are identified, and CPD is up to date. 

• Oversee the identification, investigation and reporting of any suspected or actual 
malpractice, maladministration or fraud 

• Ensure arrangements are in place for checking and recording learners’ identity, 
ensuring the authenticity of assessments. 

 
Staff involved in delivery or quality assurance 

• Ensure all processes, policies and guidance is followed 

• Ensure accurate records are maintained and securely stored 

• Attend regular standardisation sessions 

• Maintain up to date CPD and conflicts of interest logs 

• Deliver quality assurance activity, as relevant 

• Apply and log reasonable adjustments, as appropriate 
 
Equality And Diversity – all staff 

• Ensure assessment environments, systems and equipment are fit for purpose  

• Ensure no access or barriers prevent the conduct of assessment 

• Ensure that reasonable adjustment requests have been actioned and logged as 
appropriate. 

 

4.3 Administering assessments 

All assessments must be administered securely by the Approved Centres, using appropriately 
trained people in accordance with this Policy and all guidance provided by 1st for Awarding. 
 
All involved staff (including Head of Centre, invigilators, assessors, IQAs and Responsible 
Persons) must be registered with 1st for Awarding. These identified staff and staffing list must 
be maintained and kept up to date on an ongoing basis. Any non-notification for key members 
of Approved Centre staff may result in a sanction based on risk to the integrity of the 
assessment process. Please refer to the 1st for Awarding Sanctions Policy for further details. 
 
All Approved Centre staff involved in the delivery or quality assurance of assessments must 
have completed all mandatory training. They must familiarise themselves with the information 
in this document as well as the 1st for Awarding standard-specific guidance stored in our portal 
and any relevant updates and training materials provided to the Approved Centre. 
  

4.4 Security of assessment materials 

All live assessment materials provided to, or developed by, the Approved Centre to be used 

as part of assessments and marking must be stored securely to maintain the integrity of the 

assessment. Outcomes of the assessments and marking must also be stored securely and 
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shared with 1st for Awarding staff within the shared area and/or on our portal, as advised, 

immediately after completion of the assessment and prior to IQA. 

Under no circumstances should any confidential assessment or marking materials be used 

for teaching or revision purposes or shared with unauthorised individuals. Failure to follow 

this constitutes malpractice and could lead to learner results being voided and Approved 

Centre sanctions. 

 

4.5 Record Keeping 

Centres must retain copies of all qualification assessment records for a minimum of six years 

post completion of the full qualification. These records must be made available for review on 

request.  

This includes records of:  

• Assessment decisions and grading feedback forms  

• Any potential, perceived or actual conflicts of interest and how these are 

mitigated/managed 

• Internal quality assurance documentation  

• Standardisation evidence to include agenda, attendance records, recording and 

supporting documentation 

• Reasonable adjustments/special considerations and any supporting evidence  

• Appeals, enquiries and complaints received and actions/outcomes 

• Reports and findings from malpractice, maladministration or fraud investigations. 

 

4.5 Assessment moderation 

1st for Awarding will carry out moderation activity for each assessment carried out by an 

Approved Centre, prior to results being released. All assessment outcomes are provisional 

until 1st for Awarding completes this moderation and confirms the outcome. 

Moderation activity exists to ensure the validity of the assessment. Where any instances of 

non-compliance with 1st for Awarding guidance and policies, or the Centre’s own policies 

and procedures, are found, relevant action may be taken. 

 

4.6 Conflicts of interest 

Approved Centres must have a policy and process in place to monitor and manage any 

conflicts of interest, including how the Approved Centre will: 

• Prevent any prejudice to learners or potential learners 

• Ensure assessment activity can be delivered in line with its own policies and 

procedures and 1st for Awarding’s guidance 

• Take all reasonable steps to avoid any part of the assessment of a learner being 

undertaken by any person who has a personal interest in the result of the 

assessment. 

Conflicts of interest may be actual, potential, or perceived. The appropriate policy and 

process are submitted as part of the application process. 



 

1st for Awarding Approved Centre Policy v3.0 Public  
© 1st for Awarding 2026, Contains public sector information licensed under the Open Government Licence v3.0.        6 

 

4.7 Reporting suspicions of malpractice or maladministration 

If an Approved Centre discovers or suspects malpractice or maladministration, the Head of 
Centre (or an alternative representative) is required to report it to 
quality@1stforawarding.co.uk  

 
This must be immediate and prior to the commencement of an internal investigation. Failure 
to report suspected malpractice or maladministration, or to co-operate with the investigation, 
may lead to a sanction in line with our Sanctions Policy. 
 

4.8 Fees 

The fees relating to operating as an Approved Centre are shown below. 
 

Submission of application    £500 
Annual renewal    £500 
Approved Centre training   £500 per day 
EQA Audit     £1000 
Additional EQA days required   £500 
Staff changes administration   £80 
Assessment moderation   Refer to the Provider Contract 

 
Additional fees may apply where a cost has been incurred to 1st for Awarding, such as in 
applying sanctions or additional administration. 
 

4.9 Updating Approved Centre Information 

It is a requirement that Centres inform 1st for Awarding of any changes or potential issues that 
may affect the ability to meet requirements for delivery and assessment. This includes 
changes to:  

• Head of Centre details and UKPRN 

• Contact details  

• Approved Centre name, address, ownership or Directors 

• Trading status 

• Capability or capacity to deliver assessments or fully comply with 1st for Awarding’s 
requirements, policies, or guidance 

• Delivery staff, to include capacity and abilities. New delivery staff members must be 
approved in line with the approval process and approval validated by 1st for Awarding 
prior to commencement of any assessments. 

• Financial resilience that has the potential to affect current or future delivery or ability 
to pay in accordance with agreed payment terms 

• Ofsted inspection outcomes 

• Conflicts of interest that may affect capability to deliver or to act impartially. 

• Intention of using 1st for Awarding 

• Intention to deliver some or all Approved Centre assessments 

• Details and agreement of delivery staff 

• Cyber Essentials accreditation 
 

Any changes to staffing to include leavers and newly recruited staff should be sent by email 
to partnerships@1stforawarding.co.uk, as soon as reasonably possible and the staffing list in 
your portal updated. 

 

mailto:quality@1stforawarding.co.uk
mailto:partnerships@1stforawarding.co.uk
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Any additional changes that may affect the Approved Centre’s ability to deliver the assessment 
or meet Approved Centre obligations as set out should be notified to 
quality@1stforawarding.co.uk as a matter of urgency and any pending assessments should 
be placed on hold until such issues are resolved. 
 

4.10 Centre Sanctions 

If Approved Centres do not comply with the conditions, terms and policies as set out, 1st for 
Awarding may impose sanctions.  
 
Please refer to the 1st for Awarding Sanctions Policy for further details. 
 

4.11 Approved Centre Withdrawal 

If an Approved Centre no longer wishes to carry out its duties, or is to cease delivering the 
qualifications, it may withdraw. 
 
Centres must maintain a written plan that includes actions to be taken should the Centre 
withdraw from being an Approved Centre, stop delivering the relevant qualification(s), or cease 
trading entirely. 
 
In such a case, written notice must be given to 1st for Awarding. Approved Centres must 
confirm arrangements for any learners who may be affected and inform 1st for Awarding of 
these arrangements in writing. Approved Centres must take all reasonable steps to protect 
the interests of learners in the case of withdrawal. 
 
 

4.12 Inactive Centres 

An Approved Centre may be labelled as inactive if it has no registrations or certifications for 
any Approved Centre-involved assessment activity for a period of 12 months or more, or if the 
same organisation becomes an inactive customer. In such a case, Approved Centre status 
will lapse. The Approved Centre will be informed and will need to re-apply for approval if it 
wishes to become an Approved Centre again. 
 

4.13 Payment Terms  

We reserve the right to suspend services and ultimately to cease working with any Approved 
Centre who fails to meet its payment terms, or is deemed a financial risk. In all such cases, 
1st for Awarding will endeavour to ensure the security of learner achievement and will discuss 
options available to the Approved Centre in line with their withdrawal action plan.  
 
Withdrawing Centres must remove any reference to 1st for Awarding and the use of the logo 
from their websites and literature, including publicity and delivery materials.  
 
Action may be taken against any Approved Centre displaying our logo without approval and 
this may include reporting to relevant regulatory authorities.  
 
 
 

mailto:quality@1stforawarding.co.uk
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4.14 Applying to become an Approved Centre 

 

1. Prospective Centres should contact our Partnerships team to arrange an initial 
discussion and access the Approved Centre application. Partnerships will clarify the 
internal resource requirements and provide an explanation of the expectations for 
Approved Centres. 

2. The prospective Centre completes Approved Centre application, following the 
guidance provided. This includes sharing copies of the relevant policies and 
documentation relating to delivery and staff. Once the application is submitted, the 
application fee will be incurred. 

3. 1st for Awarding will complete an initial review typically within 10 working days, and 
request more information if needed. We will then escalate internally for full review and 
audit. 

4. A decision is made. If Approved Centre status cannot be approved at this stage, the 
prospective Centre will be informed what is required to gain approval. If Approved 
Centre status is granted, an audit programme will be put in place. 

5. Training is then scheduled with the Approved Centre. All delivery staff and the Head 
of Centre must attend this prior to the commencement of any assessment activity. 

6. The Approved Centre may then deliver the assessment activity, in line with its 
submitted policies and 1st for Awarding’s guidance. Moderation will take place after 
each assessment, and prior to results being released. 

7. An annual audit is completed. This may involve EQA audits, which will be scheduled 
and agreed based on a number of factors to include standards, learner numbers and 
identified risks.  

 
Application forms will be sent out electronically, for digital completion. To request a form, 
please contact partnerships@1stforawarding.co.uk.  
 
Possible outcomes of applying to become a Centre are: 

• Approved Centre status successful. This leads to scheduling of training, ongoing 
support and monitoring, audits, assessment moderations and updates as appropriate. 

• Approved Centre status additional information required. This usually occurs 
where the prospective Approved Centre has not been able to demonstrate their ability 
or capacity to deliver assessments in line with the requirements, policies and guidance 
we set out and further clarification and information are requested. 
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mailto:partnerships@1stforawarding.co.uk
mailto:partnerships@1stforawarding.co.uk
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5. Further support 

5.1 Quick links 

1st for Awarding policies:   www.1stforawarding.co.uk/policies 
Portal and support materials:  1stforawarding.epapro.co.uk 
          from March 2026:                 1stforawarding.proficientapp.co.uk  
Webinars and events:   1stforawarding.co.uk/events 
 

5.2 Contact details 

Head office:    Tel 01642 205207 
 
Initial enquiries for Approved Centre Applications: partnerships@1stforawarding.co.uk 
 
Application progression, outcomes, external quality assurance (EQA) 
 or reporting suspicions of fraud: quality@1stforawarding.co.uk 
 
Safeguarding team:    Tel 01642 205207 option 4 

safeguarding@1stforawarding.co.uk 
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