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CPD 
ACCREDITATION APPLICATION FORM 
APPLICATION FORM
To formally apply for accreditation of your course, please complete this application form for each course you wish to be approved and send to office@ifaroma.org. 
Applicants are reminded to complete this form in its entirety and provide all relevant copies of certificates and course material when applying. 
The application and all additional notes must be provided in ENGLISH to be sent to the Education Committee. 

Please see below accreditation fees. Accreditation lasts for twelve (12) months and is renewable annually.  
	SERVICE
	FEES

	CPD Course Accreditation
	£100.00

	Additional Tutor
	£50.00

	CPD Certificates issued by IFA (digitally)

	£10.00 per certificate


Once we receive your application, we will review the information, and successful applicants will be provided with the link to payment within five (5) working days. 
During the review the IFA may ask that course content is adapted and or highlight any areas that fall below our requirements. In this case, the applicant will be required to make the changes before proceeding further.
Approved CPD courses will appear on the IFA website within three (3) working days of payment and displayed for 12 months. 
	COURSE PROVIDER DETAILS 

	Business Name
	

	Telephone number
	

	Email Address
	

	Website Address
	


	COURSE DETAILS

	Title of Course:
The title of the course must reflect the content or aims of the course 
	

	Certificate Title: 
Only required if you would like the IFA to issue certificates for participants

	

	
Duration of Course:
Including number of guided learning hours and self study (if includes an end point assessment)

	

	
CPD Points: 

	CPD Point Guidelines

NB. As a general rule, 1 CPD point is awarded per (1) hour, which IFA CPD accredited course providers are permitted to advertise. However, if you wish the IFA to issue certificates for your participants the IFA’s CPD guidelines are as follows: 

· Practitioners must complete a range of activities comprising their annual 12 CPD point requirement. A maximum number of three (3) CPD points will be awarded per single activity. 
· Dependent on the nature of some activities, what may be considered as one activity may also qualify for points under another. For example, the course itself may count for 3 CPD points but if there is a coursework or assessment element be eligible for an additional 3 CPD points under self-studying amounting to 6 points in total.

	Course Aim:

Brief overview of who the course is aimed at and overall learning outcome
NB. If your courses are training in the use of medical or electronic devices or products the IFA cannot at this time approve such courses.  

	

	Learning outcomes:
Please provide in bullet point format 

	

	Essential oil dosage recommendations:
(if applicable)
	

	Attach Course Handouts
	Yes   /   No  /  N/A

	Will your attendees be assessed?

For example, case studies, questions and answers 

NB. Please note if you would like your attendees to be able to say they have trained in your subject area they must complete a case study element to comply with insurance regulations.

	Yes   /   No  /  N/A
If yes, please attach copy of assignment/questions set 

	Attendance charge:

	

	URL Link to event advertisement:
	

	

	

	VENUE DETAILS 

	Is this a distance learning course?


	Yes   /    No

	Venue Address:
	Or N/A


	Training venue must comply with the following:

· Adequate Health and Safety provision in accordance with the Health and Safety at Work legislation 

· Good standards of hygiene (enough toilets/ washing facilities)

· Good ventilation to maintain an appropriate temperature.
· Adequate lighting 

· Access for all attendees to your visual aids/ multimedia activities


	Yes   /    No


	Does the venue have disabled access?


	Yes   /    No
If yes, please provide details so can add on advertisement


	Appointed person responsible for the Health and Safety of the attendees


	

	Do you have Public Liability Insurance for this event? If so, please attach a copy 
	

	LEARNER EXPERIENCE

	Please confirm the following which must be made easily available to participants:


	
	Complaints procedure

	
	
	Cancellation policy 



	
	
	Attendee Feedback form

	TUTOR QUALIFICATIONS

	Course Tutor Name(s) 

	

	Additional Teachers
	

	IFA Membership No:

	YES/NO

	Professional Body Membership please list  
	1.

	
	2.

	
	3.

	Do you hold a teaching qualification

If yes, please enclose a copy
	Yes / No



	Please enclose a copy of your current Teaching Insurance – please note that most basic policies cover you for teaching CPD courses

	

	Teacher CV

Highlight experience applicable to course you are applying to be accredited

	


 Please include anything else you would like us to consider when reviewing your application in the box below: 

TERMS AND CONDITIONS
You agree to be bound by the following terms and conditions throughout the duration of your accreditation by the IFA:
1) You will contact the IFA immediately if any of the details provided on this application form changes. 
2) You accept that any changes made after approval has been granted may invalidate prior approval and the IFA may withdraw its approval. Any and all changes will remain a prerequisite of re-approval.
3) You will have appropriate insurance in place to cover all aspects of teaching and training.

4) You will ensure a safe and suitable venue for the event (if delivered in person) in line with IFA requirements set herein.
5) You will provide good customer service to attendees including any follow up.
6) You will ensure that the IFA CPD Approved logo and advertisement of approved status is only applied to marketing/web page relating specifically to the IFA approved CPD course(s) only. NB. Approval does not extend to approval or endorsement of any and all the companies CPD courses or any other such course or activity you provide in general, this must be unambiguous in marketing.


7) The IFA CPD Approved logo may not be changed or distorted from its original form.  

8) You will make any amendments to promotional material of IFA CPD approved status when requested by the IFA.

9) Your course does not include any information that promote the unsafe use of aromatherapy, for example the use of essential oils via ingestion or neat dermal application or unsafe dosages.
10) You will ensure that any and all marketing relating to IFA approval is legal, accurate and honest.

11) You will provide course participants with a CPD Certificate of attendance. The IFA CPD logo may not appear on such certificates, as any and all certificates bearing the IFA CPD logo (or any IFA logo) may only be issued by the IFA. 

To be able to distribute CPD certificates with the IFA CPD logo embossed on them, these must be ordered via the IFA office and a list provided of each attendee of the course. Attendees of IFA CPD accredited courses do not need to be members. 

The fee for each IFA CPD certificate is £10.00 and will be supplied digitally. 

12) You will pay any applicable fee(s) and renewal fee(s) thirty (30) days prior to due date. NB. Any required approval and renewal fee(s) are non-refundable under any circumstances. Approved status may be withdrawn if fees are not paid in full by the due date. 

13) If approved status is withdrawn or you wish to withdraw from approval you will cease to use the IFA CPD Approved logo immediately and remove all reference to IFA approved status from all documents and web pages. 

14) You will inform participants that the IFA will not be held accountable or get involved in any outstanding payments, refunds, cancellation fees or any other such financial arrangement between the provider and any participants or third parties.

DECLARATION

I confirm that I have understood and agree to comply by the terms and conditions of approval. I declare that I am authorised to submit this application on behalf of the named business and the information provided is my original work, accurate and true to the best of my knowledge at the date of submitting. 

	Applicants Name: 
	

	Position Held:
	

	Applicants Signature:
	

	Email:
	

	Date completed:
	




































