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COSsCA

Counselling & Psychotherapy
in Scotland




16 Melville Terrace, Stirling FK8 2NE

T: 01786 475 140    F: 01786 446 207

E:  info@cosca.org.uk   W:  www.cosca.org.uk
Registering Your Course with learndirect scotland

learndirect scotland is one of the partner organisations that came together in 2008 to form Skills Development Scotland. 

On its website learndirect scotland has a National Learning Opportunities Database (NLOD). Details of active courses of those providers who have registered with learndirect scotland will be shown on the NLOD. 

I would like to encourage all COSCA validated training providers who have active courses to register with learndirect scotland. This will further raise the profile of your training course(s) with the public across Scotland and increase awareness generally of the significant amount of training in counselling, counselling skills and counselling supervision that is currently taking place in Scotland. At the moment this is not reflected on the NLOD.

You will find attached below a NLOD registration pack. This asks you to give details of your course, and this information will be displayed on the NLOD. Please complete the form and return it to learndirect scotland, using the return address on the registration form.

Brian Magee

Chief Executive

COSCA (Counselling & Psychotherapy in Scotland)

July 2008

Learning Services Agreement

As a registered learning provider we undertake:

· To offer the time, place, pace and style of learning that most closely suits the learner’s needs

· To give clear and accurate information that helps learners make the best personal choice about their learning programme

· To enable the learner to monitor their progress and record their achievement

· To provide learners with access to specialist support where required

· To comply fully with all relevant legislation associated with the delivery of our learning opportunities 

· To respond accurately and promptly to any requests from learndirect scotland, or their agents, for information

· To meet, or be working towards, appropriate quality standards for learning provision and to provide adequate documentary proof of this on request 

· To agree to the terms and conditions of learndirect scotland’s Data Protection policy as outlined in the separate Fair Collection Statement.

On behalf of this business I agree to adhere to these principles and understand that failure to do so may result in the withdrawal or suspension of registration of this business from the learndirect scotland National Learning Opportunities Database.

Signed……..………………………………………………...…Dated………………………

Name in full (please print)……………………………………………………………………

Position……………………………………………………………………………………….

on behalf of provider/organisation………………………………………………………….

…………………………..………………………………………………………………………

Provider Information Form

I undertake to maintain the accuracy of the information supplied to learndirect scotland or its agents for inclusion on the learning opportunities database by submitting details of any changes to learndirect scotland Information Services as soon as practicably possible and that failure to supply learndirect scotland or its agents with accurate and current information may result in suspension/removal of learning opportunities and/or providers from the database.

learndirect scotland reserve the right to refuse to process applications by learning providers to be registered on the database of learning opportunities and to suspend or remove learning providers and their data from the database where the actions of the learning provider are deemed detrimental to the successful operation of the services that learndirect scotland are tasked with supplying.

I hereby declare that the statements made in this document are an accurate representation. I also understand that if, following investigation, any of the statements in this document are found to be false that my organisation may be suspended or removed from the National Learning Opportunities Database.
Signed……………………………………………….Position………………………………

Print Name………………………………………………….Date..………………………..

Provider Name………………………………………………………….…………………...

From time to time learndirect scotland will send you postal and electronic marketing regarding new services and events.  If you do not wish to receive such information please tick this box: 


NB Where required please attach additional documentation/pages to complement your answers.

Organisational Details

a)
Date established:

b)
Legal status (e.g. partnership, limited company, sole trader):

c)
Have you a working relationship with any other learning providers ? (e.g. part of consortium, subsidiary or parent or partner relationships)? 
 


Yes/No 
If yes, please provide details. 


d)
Is your organisation in any state of: Bankruptcy, Insolvency, Administration, Receivership, Composition with creditors, or any analogous state of relevant proceeding?  


Yes/No 
If yes, please attach details.


e)
What are your organisation’s principal sources of funding? (please tick)

	Scottish Further/Higher Education Funding Council
	
	Local Authority
	

	Scottish Enterprise/ Other UK Government Funding
	
	Revenue from Learner Payments
	

	European Union Funding


	
	Grants from Charitable Bodies
	

	Corporate Funding
	
	Other:


	


f) Has your organisation any convictions for a criminal offence committed by the learning provider (or being a company, by its officers or representative of the company) unless spent?


 
Yes/No

If yes, please attach details.








g) Has your organisation committed any acts of grave misconduct (or being a company, by its officers or any representative of the company) in the course of your business or profession/the company's business? 

Yes/No

If yes, please attach details.

h)
Is your organisation VAT registered?

Yes/No

If yes, please provide your VAT Registration Number:

Quality Standards/Support provision

i)
Please state your qualifications/experience for the provision of the proposed learning:

j)
How many years has your organisation been providing learning?

k)
Are you a member of an approved quality agency? 


Yes/No

If yes, please state:  

(a) awarding body and 

(b) Quality Standard


If no: please indicate which of the following options is the case:

We are undergoing an audit process with a view to working towards an appropriate quality standard. (please state the proposed implementation timetable and the organisation involved)





                    OR 

We have a sufficiently robust quality procedure (please submit details of this with this form)

Additional Information

l)
Are you a provider of distance learning? 

Yes/No

m)
Has your courseware or testing station been accredited by the British Computer Society? 








 

Courseware?

Yes/No



Testing Station?
Yes/No

Provider Information Sheet

	Organisation Name:
	

	
	

	Address:
	

	
	

	Town:
	

	Area:
	

	Postcode:
	


	Contact for Public Enquiries:
	


(For example this can be an office, Information Centre, a designation or a named individual and will be displayed on learndirect scotland’s websites.)

	Phone /Ext:
	
	 Fax:
	


	E-mail:
	

	
	

	Website:
	


Provider Profile: (relevant background information, overview of organisation, quality accreditation, etc.). This information will be visible to the public on the National Learning Opportunities Database.

	


DATA UPDATE SCHEDULE

Please give details of the person who will be responsible for updating the course information we hold for your organisation:

	Name: 
	

	Job Title:
	

	Tel:
	

	Email:
	


How would you like to update your learning opportunities?

 SHAPE  \* MERGEFORMAT 
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PROMT (free software provided by learndirect scotland which allows you to update your 
course information electronically)

Bulk Import of data (please note there are a number of criteria to be met in order to be 
eligible for this service) 





Other (e.g. submission of hard copies of course information)

Update Timetable:

Please specify which month(s) you would like to be contacted regarding your update of course details (you will be contacted a minimum of once a year for updated information). 

	January
	

	February
	

	March
	

	April
	

	May
	

	June
	

	July
	

	August
	

	September
	

	October
	

	November
	

	December
	


From time to time learndirect scotland will send you postal and electronic marketing regarding new services and events.  If you do not wish to receive such information please tick this box: 


Course Information Sheet

Please complete 1 sample course form. This will be used as an example for you to work from when we send you the PROMT CD.

	Provider Name:
	


	Title of Course:
	


Course Description (include enrolment details):

	


Entry Requirements / Target Audience: 

(e.g. This programme is open to applicants with a first degree in Social Sciences)

	


	Other Requirements:

(e.g. Equipment needed)
	


	Qualification / Course Outcomes:

(e.g. Craft Certificate in Machine Woodworking)
	


	Qualification Details:

(ie Awarding Body – British Computing Society)
	


Attendance - Please complete the section below to indicate how the course is delivered. If the course is offered by more than one mode of attendance (e.g. Full Time and Part Time Evening) or is available at more than one venue, please complete a separate sheet for each possible study option. Attach additional sheets if required.

	Full Time
	
	Short Full Time (< 7 days)
	
	Self Study
	

	Part-time Day
	
	By Negotiation/Customised
	
	Self study with Mandatory attendance
	

	Part-time Evening
	
	Weekend
	
	Online Study
	


Attendance Details: (For example, length of course, timetable, frequency of start dates)

	


Venue Name: (If course is not run at a physical venue please leave blank)

	


Start dates: (Include all known start dates)

	


Contact Details: (If different from provider Contact)

	


Cost / Financial Details: (include information on grants or other sources of funding – e.g. £200 plus VAT per person. CIPD members are eligible for a 10% discount)

	


Opportunity Notes: (any further details specific to this study option, for example, tutors or specialised support)

	


Venue Information Sheet

Please complete a separate Venue Sheet for each venue where courses are held (e.g. training centres in Edinburgh and Glasgow). Where courses are not held at a physical venue please add any supplementary notes to the Course Information Sheet.

	Venue Name:
	


(if different from Provider address) 

	
	

	Venue Address:
	

	
	

	Town:
	

	Area:
	

	Postcode:
	


	Phone & Ext:
	
	 Fax:
	

	
	
	
	

	E-mail:
	
	
	


	Disabled Access:


	Wheelchair Access: yes  FORMCHECKBOX 
 no  FORMCHECKBOX 




Special Facilities: (any support provided for learners with disabilities or other support needs, opening hours, crèche, car park, training facilities, accommodation, etc)

	


Terms and Conditions - Data Protection 

learndirect scotland provides a range of services aimed at the promotion of learning provision across Scotland. As part of these services learning providers submit information on their courses for inclusion the National Learning Opportunities Database (NLOD).

What learndirect scotland regard as responsibilities for learning providers:

· The learning provider is the data owner. In respect of data which may be regarded as Personal Data under the Data Protection Act 1998, the learning provider warrants that they are fully compliant with the Act; and specifically:-

1) has the consent of any individuals personally identified in the learning 
information supplied to learndirect scotland;

2) that the information supplied is current and accurate.

learndirect scotland responsibilities:

· learndirect scotland is a data processor under the Data Protection Act 1998.

· Concerning Personal Data learndirect scotland warrants that it:-

a)
employs appropriate security measures for the purpose of protecting against unauthorised or unlawful processing of data and against accidental loss of, destruction of or damage to the data.

b)
takes steps to control the physical security of the data and will return or delete all data supplied to it by the learning Provider on his request.

c) 
will respond promptly and fairly to any subject access requests.

d) 
has in place procedures for detecting and investigating breaches of security.

e) 
will not export or disclose any data out-with the European Economic Area.

· To the fullest extent permitted under law neither learndirect scotland or its employees will be liable for damages arising out of, or in connection with, the use of data held within the NLOD.

How learndirect scotland use provider data:

· Where the data provided includes personal information we reasonably assume that such information is to facilitate and promote the take-up of learning opportunities by the learner with that provider.

· learndirect scotland may apply editorial adjustments to the data provided. Any editorial adjustments and classification undertaken by learndirect scotland are not intended to alter the representation and meaning of the data provided.

· Information on services provided by learning providers registered on the NLOD including public contact names and associated details may be displayed on websites, including http://www.learndirectscotland.com , http://www.lds4b.com  and the information will be made available to learndirect scotland helpline advisors for dissemination through our helpline services. The data may also be made available to such other parties and sites as appropriate for the promotion of learning provision. and take reasonable steps to ensure the accuracy and currency of the data held within the NLOD. However it does not give any warranty or representation of any kind in respect of the accuracy, completeness, appropriateness or currency of the information on the NLOD.
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