CENTRE
APPROVAL
CRITERIA

AR
AR AEN]

September 2018
—E—)/\FNH
—E-)\FEILA

© International Federation of Aromat herapists



Thank you for your interest in delivering an IFA Qualification and becoming an IFA Approved
Centre. We are delighted to guide you through the quality assurance process.
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1. INTRODUCTION f& 4/ i/
The IFA is dedicated to delivering professional training through our quality assured Centres.
Our quality assurance and vetting procedure aims to inform and uphold professional
standards of practice and ensure universally consistent standards. To gain and maintain
approval to offer Qualification(s), the Centre must meet and continue to meet the following
approval criteria. The [FA will check that the Centre meets the approval criteria during
inspection visits and during monitoring and supervision activities.

IFA BUTREBE R AR HEENER A /IRMEERS . RAPNAPEERINELE
FF BRI e R ROMAERF SRR R, WHER AR —BHRE. KT BE RSN
BYR, BEONARN S REEZ DT KNEMRE. IFARERBLETERRE, M
EREREEFEHNEN, 2RESRED RS EFMREE,

IFA 2077+l e R A B R AL A 2 Rt il . BATTH B i B AR UE A A% A
Fr BRI AR YE S Tl B SE b e, JEA R B i — BUbnitE. O 1 3R1G S 4E I3
RN, FRAIRET LA SR B IR U H AR TFA K5 S AT BT A, AN
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Templates for components of the criteria are available on the IFA website and for approved
Centres forms to be used throughout approval can be found in the centre support area. If
you have any questions please contact the Qualifications Manager office@ifaroma.org
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office@ifaroma.org
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office@ifaroma.org

2. MONITORING COMPLIANCE Ei B2 RREEH / Ml #1021 &M
The IFA will visit the Centre and review the evidence in support of the Centres application
and undertake an inspection of the training venue. The IFA will review performance
thereafter through examination results and onsite visits. All quality assurance visitations will
be conducted by an IFA Quality Assurance Assessor.
IFA 2R B R B TR P R R, KBEEIINAEITEE. IFARE
BRI RNBUGHEERE . FrA R EEREIERNE IFA HERE
Bl A4 AT
IFA R BV AR X IR A SR Z B RIS, Kss I i b T H & . IFA K i
RS RIS 5 SORAE Al . T U2 R SRE 5 208 H IFA BT JRAE VA4 )
PITHEAT .

3. FAILURE TO MEET CRITERIA BEFORE APPROVAL ZEHATREEIZREHRE / L AT RREIA T
PR
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During the inspection visit the IFA Quality Assurance Assessor will review all paperwork,
resources and the training venue. If the Centre does not meet approval they will be provided
with an action plan in order to comply within a specified time period that will allow the
Centre reasonable opportunity to follow the action plan through. The Centre will not be
granted approval until they comply with the approval criteria in full.

BN, IFA HERFE RRERIERCE. BIRMSE SR . RS
BORBEEIRER, RIVEABRRM—DTERE, SEAEREHRHNET, UEREK
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HLAERF T
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4. PROBATION &R / ikiz ¥
The Centre will be placed on probation for one (1) year after approval or until their first set
of examination results. These results will highlight any areas that require improvement. The
IFA may, at any time, request that teachers undergo further training if the IFA is concerned
about their ability to appropriately deliver Qualification(s). Concerns will be communicated
to the Centre owner and the probation period will either be extended or the Centre will be
put back on probation. An action plan will be agreed and a specified time period that will
allow the Centre reasonable opportunity to follow the action plan through.
EER/EMEN— (1) FEREIFE-MOERGRZE, BAEEROFER. BHEER
R REEMERFESCER T . 10 IFA $HRAHETR T8 E BT R A R,
IFA WRERE R AT EZE P EI. FRRMEReEENIRHATN, RES T
REEBHRREFES .. RIVSESRERZR—TEIRHE], FIHAESEE KRR VT,
DMEREAH S T B B4R 5] .
FEFAFREH— (1) FEEDE MR B RGIR AT, KPS XL 1A
W TR AR 2 T FE T o G0 TFA T30 el A B AL A 58S, TFA
A BEI ZOR BN 20— BRI . A S R) R 2l RNA R R DTN, s IR 2 KB
FRORIRENRIZ . BA R SR EE AT AR, AR AR E R ] A S, P
PR GRS AT BRI R 5] .
If the Centre fails to remedy the action, which could ultimately undermine public confidence
in our Qualification(s) or impede learner’s performance, sanctions will be applied as per the
Sanctions Policy.

IRBRRGEAIE, BT REBEARNRMBEERBRNE LRGBS SHRK, RMA
EARIR B FRBUR AT AR B 1152 o
IR ZERORBEA IE, e R RERIA 22 S AT BE A VL (45 0o B S 27 SRR B, BT T
SRR I BBUER AT AH S

Dependent on the severity of the breach or consistent failure to remedy actions, this may
result in the Centres approved status being withdrawn.

MREEST R0 BR B F IR MIERIR, B e G BB IR MRS AL R R .
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5. ORGANISATIONAL STRUCTURE #H#%45HS /41

gk

N[

¥

CRITERIA ¥R /4|

EXAMPLES OF EVIDENCE 818 84 /iF 95 524
(provide one or more) (FEIRHE—EIERZMH /51
H—AEHEAN)

A. | The Centre has defined roles and
responsibilities for those involved in the
delivery of Qualification(s).
SRFAPEERAHEBARRE T HAG
MBAE.
FROVHB TSI RN B E 1 H A0
MBE

Evidenced through a structural diagram i.e. key
roles - centre owner, finance officer,
administrator, principle tutor etc.
BiRAEENACERY, MREARKAR
- BRERE MBEEAR, TBEEA
], HFEEAE,

TR SE R A R, RIS S A
- FRANAE . M EEA R ATBUE AR,
LI

Defined job descriptions

JE BHBALNE / 2 BIBA N
Completion of Centre Application Form

SERBRHER / e AR IR

B. | The Centre makes clear who will implement
action plans and corrective measures should
they arise.

BRFEERN TR (TR
AR IEFETE -
FRF SR T eSSt (4T3 4 ]
AL IEFE -

Evidenced through structural diagram with
clear lines of accountability

I RS R A A £ R B A R P R AR
I I S5 AL 1 0 A £ P P B A 1 1) 5% &R
Defined job descriptions

SEBHIBIAL A / € BIAL N
Completion of Centre Application Form

SRR TER / 5 RE R IR

C. | The Centre has procedures in place to
ensure effective communication between
staff and the IFA.
BREFEHEHBAEFRERET/EABR
IFA 2 [l iR il .

SR T HE MR KRR TAEA RS
IFA Z [A] ()45 2407538 .

Agendas/Team briefing minutes

e /B R R P Rt ek

WORE / B BA T e 23 ) 2 e 3¢

Defined job descriptions
FEBHIBAL A / E R AAL A
Completion of Centre Application Form

SERBRHERR [ AR IR R

6. STAFF TAEANE / T/EA D

CRITERIA Y& /¥

EXAMPLES OF EVIDENCE &35 85 /iiF 4 5241
(provide one or more) (FEH&HE—E B2 fH /151
ft—A iz

A. | The Centre has the necessary staff to
effectively deliver Qualification(s)
BRFEFARABERNHEBAR
FRE T HAE DA AR AR A

Defined job descriptions
FEBRKIBALINE / € 2 AL R
Completion of Centre Application Form

SRR TER [ AR IR

B. | The Centre has appropriately qualified staff
i.e. person(s) who will be responsible for
ensuring quality assurance.

ERFAEENAERNTEAR, DA

IFA Membership number
IFA & B 5575 / IFA & 1569

IFA Registered Teacher number
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EHEREERENRE.
FREAELMETHRTENG, Ui
TR A T R A AR

See Teacher Approval Criteria for
specifications.

AEA 228 AT R
TS St HER]

Alternatively the Centre may search the
Principal tutor register.

BE, SRR LA R AT R 4% B
BE2—T,

B, SR AT AR S v it 44 B
#I—T.

NB. All examinations are conducted
externally by IFA Examiners/quality

examiners qualifications are not required.
NB. FiE %A & i IFASE /E BIR-ET1h
BN A REST, HEERATEBE)
HABEEANRMEEER.

PEANERATTREAT, DAL 2 B
R PN e in)ig

assurance assessors, therefore invigilator and

NB. % 2x 1 IFA%E /5 & CRUE TEA i

IFA GEMERIMGRAG / IFA VN 200 514

e CPD Portfolio

o CV's i / fi)15

e Records of supervision of staffi.e. principal
tutor overseeing assistant and trainee tutors
and an action plan including timescale of when
they will progress to principal tutor status
BEB TSR, MEEBENEE S
RIE AR, UR—M@ [1TEE#] , BiER
73~ S TP B B T % 1 T SR B M O T
ICSRUERT, RV E BB S 3] S i i 5
i, DL —AS TATshitdl ), A R i
I S TH A T I 5 473

e Any Sub-contractors signed agreements
FEFTEIR AR 3 el
AR 5 PR I3 R R 2 2 B

The Centre ensure teachers delivering IFA
Qualification(s) at the Centre are
continuously registered with the IFA as an
IFA member

HXWIFA €8,

HRPIIFA 23 5

SR TRHERLAER AL ESBUFA BRI
BETR R SR E R MR IFA SRR

PR IO LAER L EANBUFA B PREER
SUMAT S 5 I SR AT A TFA A

e [FA Membership number
IFA & R 9%H5 / IFA & 514

The Centre ensures its key staff engage in

up-to-date with research and legislative
developments in Aromatherapy and
encompassing Qualification(s) units.

BRFHERETZEN R TR ER
e, HRLE, AREFHITEREN
BESL IR R B % B e AL IR A
FRF ORI LB 5 AW S L
K, S IFHE, AN EE 5T TR
I NIRRT Z EPNS 78S INTIRE AT /NS

continual professional development to keep

e IFA Membership number
IFA & B5RH5 / IFA 2 01514

e CPD Portfolio

e Staff Handbooks
RTLTFM /A LTFN
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http://confrontyourcomputer.co.uk/application/files/8015/3424/3028/IFA_TEACHER_APPROVAL_CRITERIA.pdf

7. LEARNER EXPERIENCE 238 &5 / 2 3] 45

CRITERIA ¥R /4|

EXAMPLES OF EVIDENCE 3833 &5 /iiF 45 215
(provide one or more) (FEIRHE—EIERZMH /51
ft— e E )

A. | The Centre has internal policies and
procedures made available to learners,
which are regularly reviewed and updated,
including:
BT 1A F R R N E R BUTBURARE
FP, e SREIT R EMES, Kb
¥
R )7 TSR A R I PAT BUR AR
Fro JF e I HBEAT di AN S,
fi:
e Appeals Procedure EFFIERF/ LiFFERF
o Complaints Procedure
BARIERF /R
e Equal Opportunities and Diversity Policy
FERE L T BUR
SPEENL R £ e BUR
e Health and Safety Policy
ML EBOR / (A% 2B
e Malpractice and Maladministration
BREBATBURE
PR SO T IR Y

e Evidenced through documented procedures
FA A B S RIAR P R A
HA MR SCAT L FrIE ]
o Details of review procedure
FEEEFMAE
o AR S 4
(sample template policies provided as per the
Centre Handbook)

CERF M R ABEED
CERT M P SR LB RSO

B. | The Centre provides sample teaching notes
as per the Centre Application Form
ERFRBIRZNE—HERHFERR
Pk AR BB E T

SRR T IE s B A I R R R
BEREARHU AR

Centre Application Form

PRHHER [ FRHIEER

C. | The Centre inducts learners about the
Qualification(s) requirements, member
bylaws, examination processes and
procedures.

BERFAZRINABBERPER. 28
FH BRARENETF
R A R RIS B I ZR, 22 5

T HRENERE -

e Learner Handbook (provided)
ZEFM (DHRED

2 RFM (SR

e Examination procedures (provided)
MiARE ( BiRft)
RO (SR

e Qualification Overview (provided)
BHEBK (BEM)
PR (25D

e Contract between centre and learner(sample
template provided)

ERMZEZHE THRAR ( SREUER )
FRANZE G Z M THER (SRR
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D. | The Centre provides learners the e Learner Evaluation Form
opportunity to review their progress. B BTHER / 2 iHE R
ERBAHZERMBELETERBRN e Feedback forms
e, RERBRR [ RIUXBIER
PR N R R A I ) R A L e Details of scheduled feedback meetings
Plez. R BRI ZHEEE /R W RS
E. | The Centre has a process of identifying e Reasonable Adjustment and Special
learners with particular needs and applies it Considerations Policy (sample provided as a
as per the IFA Reasonable Adjustment and template)
Special Considerations Policy. E BRI BBUR (R AR
BRFA —EAEES], XUESHER B
HREBERENSER, WRE IFA SEETH A B RS A R BUR. (REAAE i’
BARIRE RBOREAT #
FRHA AR, 2 IR A R e Details of equipment, material and facilities
PR RN R, JRRYE IFA & B IA (checklist provided)
HERVRF IR PRI ST B PPRIASRERAE (ERAFEED
Wk, AR A0 (SR atiE )
e Student registration form (supplied)
SAGEMER (DR
FAEMERR (CRED
F. | The Centre ensures learners are working in e Ambience, appearance, facilities etc. (reviewed
an environment that creates a realistic upon inspection, checklist provided)
working environment to best prepare BRIE. /M. RS (BEEEERESE, o
learners. s B
B R GR S B A — MR R B ST RE G, ML, WS (R R R, D4R
TAERED T, DRiFh&SRHTE AEE )
.
PR TR AL — A 5 SERR A B ARAT Y
AR AR, DAy oy 2 Gyt
o
8. RESOURCES & & /%5
CRITERIA ¥R /#E ] EXAMPLES OF EVIDENCE FEH B /iiF 4 52471
(provide one or more) (FEHHE—ME L H /151
Az
A. | The Centre has Public Liability Insurance e Copy of current certificate
ERFREALEERE EAREREA ARE BRI
PR KA TR IR
B. | The Centre has the necessary equipment e Records of facilities available i.e. text books,
and resources appropriate for the delivery equipment etc. (reviewed upon inspection,
of Qualification(s). checklist provided)
BRFAE S HBE B L ER IR FIARERIRCER, BlnERE. S (RE
ARG A TS I ZER 25 A B R BEERHR, CREFEE
ARG, BlnER . &% (aE
JERERE, CRRAESD
C. | The Centre is compliant with Health and e Evidenced through Health and Safety Policy
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Safety regulations and ensure the training
premises is suitable before accepting
learners with special requirements.

BERBMASRENZ RG], WHRER
BERRFEERNBR AT, K5
FrREaH .
FRE AR Z 250, IFIRER
WA RFIR 7 3] BRI 2 |, R
P g & .

(sample template provided)

R R EBURRE (SRRSO
T R BRSO
Maintenance registers (sample risk
assessment template provided)

SR ( BRHEXRITMAEER )
dEic CCPRAUXR PP R

The Centre has a planned schedule to
ensure compliance with the stipulated
guided learning house (GLH).

BRAH B MR RERET [HRERE
= | (GLH) BHE.
SR RIS R KSR fi sy [ 48 552
%= | (GLH) MIHE.

Scheme of Work (SOW), which will include
duration of course delivery period/timetable;
allocated contact teacher hours and self-study
hours; lesson plan themes/content with
reference to the relevant Qualification
specifications; formative and summative tests
and examinations.

TAeatEl (SOW) , AFERENRE/FHE;
4y BC R BB 2 TR ) AN B 2R ) 25 AR B
BRI R ERT B 2/ A R AR A
IR A S 3

TAETHRI (SOWD , ALFEURFE AR A /I [A] 555
3 B AR 2R 32 TR (] 0 [ 22 B []; 252 AH DG Bt
FERRVE RURAE TR 3/ A 2 R PR AT B 45
FT R 2%

Adjustment policy, which covers if something
should go wrong i.e. if premises are rented,
adjustments to timetables for learners who
require additional support etc.

ARBOR, WR AN RAENERLNE, 6
WAEMERE, ABRTHERSNSREEEHR
MRS

VRAREBOR, 5 TR I S LN A, B
WA R, R BN SR K5 S
HES

Contract between centre and learner(sample
template provided)

SRHEZ B HME4 ( BRESRR )
PR RZANEZ) (CRHERRRD

The Centre has the financial resources to
support the Qualification(s) life cycle i.e.
employing trainers etc.

SR T A B A BCCIR DR B A58 5
HIarte, BUEF M.

SR T A A S B S 4R DASR At B AR DR
RFE, BRI S IME.

Previous Years Accounts
DART RIS BEMR S / LAHT 148 B2 ik
Business Plan

BiEst#E 2tk
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9. RECORD KEEPING EC#RRAF /101077

CRITERIA ¥R /¥ |

EXAMPLES OF EVIDENCE &3 &5 /iF 45 21
(provide one or more) (FEIRHE—EIERZMH /51
ft— e E )

The Centre has a process of enrolling
learners to be registered with the IFA, a
system of validating learner’s credentials
before enrolling applicants on
Qualification(s) when a prerequisite is
specified and identifying any special
requirements.
FRFA—HRE RPN F HEIFAGE
REEF. BRERERFASIMEM
BEREZA, HARBHEESBIENRR
(FEH8 RE SE IR AR At It e S AR AT AR IR ZE SR 1
nF)e.

AL A — At RN IR HAEIFATE
MHIRE S o IR —ATHEHIE A S IR
PR IRIE AT, FHIREGIE S 2 FEIER) R4
(FE4E 7€ SR S AT IE 1 e AT AT R PR 2R I 1
).

¢ Defined job descriptions
SEBBALHINZA / 7€ ORI A 7

o Certification records
Bl AN RN

e Student registration form (supplied)
SRR (DRED /P EEEER S
=)

NB. For new applicants the student registration form
is provided in the centre area, which requires learner
name, DOB, contact address, contact details,
enrolment date, centre name, tutor name.

NB. HRAFTHIHEEN, AR LR RG22
REERE . ZREFERZRNMA. HAEBH.
Bt BORO7. R EM. SBAA AR
W4

NB. XT38 K BAE , TE 22 AR 1 B X A3 2127 5
TER A . R B e . A E
BRAR ML, BRRT7 A0 M H L AR R A
4.

The Centre has a process for identifying and

applying Recognition of Prior Learning

(RPL).

B TR —MER A R S 2R
(RPL) HJ@&.

AL TA AU AR R S )

(RPL) )it 2.

e RPL and Exemption Policy (provided )
RPL FMIFAARBOR (ERED
RPL FI#ASBUR (S840

e Staff Handbook
RITFM / 5 TFM

e Record keeping of certificates(Record
Retention and Disposal template policy

provided)
RIEFRE L ( CR7CERRESLERE
AR )

RAFER A (CIRAHE SRR 5 A BEEOR
RO

The Centre has a process for recording
learner attendance

PR EA LT R HEHIRE

ST AT IR BB

e Attendance form

HER / ik

The Centre is compliant with the Data
Protection Act and has a Data Retention
Policy and Privacy Policy in place.

BT [BURREE] , WRHE (B
BREBOR | A [FRAABUE] .
RS TR ORIA ], RN T

e Data Protection Policy (sample provided as a
template)

[BEBREECR] (DR RERE
B>

[ ot PRI Bk |
1)

(CRMEFEASE B L
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TREAEH ] A1 TR ] ©

e Data Retention and Disposal Policy (sample
provided as a template)

[BERRENREEBOR | (DRAREIERE
BRE B
[ B Ok B A b R EOR
IR

e Privacy Policy (sample provided as a template)
[FBABUR] (SRERARIERBRTESR)
[FRABEE]  (CHRBUREAIE ARSI

(IR PAEAAE

E. | The Centre has a policy for issuing and
distributing examination certificates to
learners.

BRA S S REM B R E B
R
SERAT ) EL 5 G AN 7 Bl 2% 1S R
i

e Details of who will distribute certificates to
learners, timescale information, record sheet
of dates issued if dispatched by post.

AR R AR B H TGS RRRNE
EIEpe i EL Z SR G =

A A AE MU IE T F R B . I TaR A0S
AL R AT H LR .

e Completion of Centre Application Form
(administrator details)

ERERNEHENS (WRRWEARS )
SRR e e CEPIE SR VEAITORD

F. | The Centre has a process for managing and
recording actual or potential conflict of
interest and risk management.

ERFA —EEENF S E BRI =
&R IFE P A R e
SRS T N E BN SR S bR BB R A 2
TSR PRE J F0 XG:

¢ Conflict of Interest Policy (sample provided as
a template)

[FImERBOE ] (DRGSR HBIRE

B
[ RGP RECR | (CIRBEREAAE R
%1

¢ Risk Management Policy (sample provided as a
template)
[EREHBEE] (DR VERBARE
iy
XS BB | (AR AAE R
1y

e Completion of Annual Conflict of Interest
Record Form (provided in centre support
area)

SR BN R ERFTEE (FEIRBERMFTHE
B3R 2D
S8R M B i RAC SRR (R SR A AL T AE
X3 H)

10. MONITORING PERFORMANCE

CRITERIA YR /¥

EXAMPLES OF EVIDENCE sE{# B 5] /1F4% S5
(provide one or more) (FEHRAt—HER L /15 12
Az 1)

A. | The Centre has a process for evaluating
learner performance.

BR A — R BB % KB R
SR NS # R R

e Coursework assignments
aviEfESE /IR R

e Mock examination papers and practical
assessment reports
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BBEAR T H BT AR S
AU I A S B A R

The Centre uses valid and reliable
assessment methods ensuring that all those
entering Examination(s) have passed all
internal mock examinations and compulsory
coursework assignments.

BERAEMA RN AT RAFETT L, R
H2IWEARNEER T Hra K s
FHRABBHIBREEIES

ERAE AT BN SR VR Tk, fERITA
S N T B I A AR UL 5
LB HIRFREL .

e Coursework assignment schedule

AR ESERFHIR /IR (R [ R

The Centre has a system of ensuring
compliance with Qualification(s) delivery
across its staff and sites.

BREA RS, HARIE TR
R AR RE BATAR BT AR HIRRAR .
FRHAT ARG W ORI 5 A
HRBEHAAN AT & B AR AR

e Additional site contract
BRI & R /B A A
e Staff Handbook
STFM /55 LT
e Meeting Minutes
BRRRLER /2 V0K
e Email records if required
PR E T E MR RT R
1A N AR L I DRTRESS

The Centre has a process of internally
reviewing its own performance, identifying
any issuing and ensuring findings are acted
upon.

BRTH AN REERBUGRR, AL
AT 00 (AT B 2 9
7 -
AP AL IR UL
S (T BB S AT A S VA2 O AT

Appraisals 3P /1A%
e Meeting Minutes & &RALH%/ 2= WL
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