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CPD 及短期课程认证
 CPD 及短期课程认证
好处:

为供应商带来的好处是:

· 使用“IFA认证CPD”的质量标志，向公众确保你的课程符合我们的标准和资格信誉框架(QCF)
· 通过芳疗时代杂志得到宣传
· 透过IFA网站向大众推广你的课程
· 会员参加你其中一个课程可以获得宝贵的CPD分数，是符合延续会员资格的要求
与成立于1985年最具历史及规模的芳香疗法组织建立关系
准则
申请者必须确保他们的课程包含下列描述之一：
· 芳疗实践的知识及技能
· 辅助疗法实践的知识及技能
· 健康与安全，商业或专业实践的知识和技能
指引
· 活动的标题必须反映课程的内容或目标，并避免误导性声称
· 清楚说明目标和学习成果
· 如适用的话，包括关于评估的所有信息
· 如需要，清楚说明先决条件和/或经验
· 教师应持有教学资格，并且必须提供与主题相关的经验简历
如何运作
一门课程一旦经IFA认证为CPD课程，它可在特定的一年内如你所愿在不同地方不限次数举办，前提是准则没有改变，杂志亦只会刊登一条商家信息。例如，一个在伦敦举行名为“芳香疗法与瑜伽'的研讨会只会在春季版的杂志上刊登，然后如果举行地点变更，下一版本的杂志将刊登相同的描述，但会列出不同的地点。电子邮件和联系方式不能改变和不可转让，因为必须由同一人授课。
APPLICATION FORM申请表格
SECTION 1 PROVIDER DETAILS 第一部份     供应商详细资料:

	Provider Name供应商名称

	

	Address地址
	(Chinese中文)
(English 英文)



	Postcode 邮编
	

	Telephone number 电话号码

	

	Email Address 电邮地址

	

	Website Address 网站

	


SECTION 2 EVENT DETAILS   第二部份   活动详情:
	Title of event 活动名称
	

	Event Venue 活动地点
	

	Is this a distance learning course? 这是远程学习课程吗?

	Yes 是  /    No否

	How many days is the course? 课程举行多少天？

	

	Number of guided learning hours 指导学习时数

	

	Number of tutor contact hours
教师接触时数

	

	Attendance charges 
参加费用

	

	Does the course require any prerequisites i.e. Qualified, specific training, students, none etc? 参加课程需要先决条件吗? 即合资格、特定培训、学生、没有等。

	


Which of the following does your course aim to improve? 你的课程旨在改善以下哪方面?
	Knowledge and skills in the practice of Aromatherapy 
芳疗实践的知识及技能
	Yes是   /    No 否 


	Knowledge and skills in the practice of Complementary Therapy

辅助疗法实践的知识及技能
	Yes 是  /    No 否


	Knowledge and skills in health and safety, business or professional practice
健康与安全，商业或专业实践的知识和技能
	Yes  是 /    No 否



Is your course designed to train Aromatherapists to use medical, electronic devices or products?  你的课程旨在培训芳疗师使用医疗，电子设备或产品吗?    

If Yes – If your courses are training in the use of medical or electronic devices or products the IFA cannot at this time approve such courses.  如是的话 –假如你的课程培训芳疗师使用医疗，电子设备或产品，IFA在此阶段未能批准此类课程。  

AIMS AND OUTCOMES OF YOUR EVENT活动的目标及成果:

	Aims目标:


	

	Learning outcomes for participants参加者的学习成果:
	

	Will your attendees be assessed?

For example case studies, questions and answers etc. 你的参加者会否被评估? 例如个案研究，问答等
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请注意，如果你希望参加者可以表明他们在你的学科领域接受过培训，他们必须完成案例研究的单元以符合保险条例

	

	Is a certificate given?  会派发证书吗?

	Yes会 / No 不会
If yes please supply an example copy 如会，请提供模版副本


	Please supply a copy of your complaints procedure 请提供你的投诉程序副本

	

	Please supply a copy of your  cancellation policy  请提供你的取消政策副本

	

	Please supply a copy of your feedback form 请提供你的意见反馈表格副本

	


SECTION 3:  TUTOR DETAILS 第三部份：教师详细资料
Each tutor will need to complete one form. Please note that if more than one tutor is being registered for a course this will incur an additional fee of ￡50 for each additional tutor. 每位教师需要完成一份表格。请注意，如果一个课程超过一位教师需要注册，每增加一位教师将被收取￡50的额外费用。
	Tutor Name 教师姓名

	

	Address 地址
	(Chinese中文)
(English 英文)

                              

	Postcode 邮编       

    
	

	Telephone number电话号码

	

	Email Address电邮地址

	

	Website Address网站

	


QUALIFICATIONS 资历
Please enclose a copy of your CV and training relating to the subject matter请附上你的简历和与主题有关的培训副本 
	Professional Body Membership please list  专业团体会籍，请列出

	1.

	
	2.

	
	3.

	
	4.

	Do you hold a teaching qualification 你持有教学资格吗

	Yes有 / No 没有
If yes, please enclose a copy 如有，请附上副本


	Have you taught this course before? 你有任教过此课程吗?
	Yes有 / No 没有
If yes, please provide details 如有，请提供详情

	Experience in the field 领域内的经验      

    
	


SECTION 4: HEALTH AND SAFETY  第四部份：健康与安全
Please check that your venue meets with the following requirements: 请检查你的场地可满足下列要求：
· Adequate Health and Safety provision in accordance with the Health and Safety at Work legislation

按照工作健康和安全法的适当卫生和安全规定 

· Adequate equipment for the event为活动提供充足的设备
· Good standards of hygiene (enough toilets/ washing facilities) 
良好的卫生标准（足够的厕所/洗手设施）
· Good ventilation to maintain an appropriate temperature良好的通风以保持适当的温度
· Adequate lighting 充足的照明
· Access for all attendees to your visual aids/ multimedia activities开放给所有参加者使用你的视觉教具/多媒体活动
	Appointed person responsible for the Health and Safety of the attendees委任专人负责参加者的健康和安全

	

	Does the venue have disabled access? 场地设有残疾人士通道吗？

	

	Is the Venue suitable for this course? 场地适合举办此课程吗?

	

	Please enclose a copy of your current Teaching Insurance – please note that most basic policies cover you for teaching CPD courses
请附上生效的教学保险副本 - 请注意多数基本的政策都承保你任教CPD课程

	

	Do you have Public Liability Insurance for this event? If so, please attach a copy to this application你有购买此活动的公众责任保险吗？如有，请附上副本

	


SECTION 5: MARKETING YOUR EVENT 第五部份：推广你的活动
Events will go live on our website within 5 working days of approval and when payment is taken. All attendees book directly with the CPD Approved provider, not through the IFA.  There will be an administration charge of ￡10 for amendments after the event has been approved.  在获得批准及完成付款的5个工作日内，活动将在我们的网站内开始启动。所有参加者都与CPD认证供应商直接预订，不是通过IFA。活动经批准后如需任何修订，将需付￡10行政费用。
For marketing purposes you will need to complete the following for each event: 关于市场推广的目的，你需要为每项活动完成下列内容：
	Tutor Name 教师姓名

	

	Event Name 活动名称

	

	Event Date 活动日期

	

	Email (only one email address) 电邮 (只限一个电邮)

	

	Website (only one website address)网站 (只限一个网址)

	

	Contact telephone number ( only one number)
联络电话号码 (只限一个号码)


	

	Summary of Event  活动概要
Limited to 150 words – for the website only 
限于150字 – 只供网站使用

	


SECTION 6: CHECKLIST 第六部份：清单
Please ensure the following documents are attached: 请确保附上以下文件：
	Certificate 证书
	Yes有 / No没有

	Complaints procedure 投诉程序
	Yes有 / No没有

	Cancellation policy 取消政策
	Yes有 / No没有

	Attendee feedback form 参加者意见反馈表格
	Yes有 / No没有

	Course content 课程内容
	Yes有 / No没有

	Course structure 课程结构

	Yes有 / No没有

	Lesson plan课堂计划
	Yes有 / No没有

	Materials being used 使用材料

	Yes有 / No没有

	Insurance for teaching CPD course (usually covered on a basic insurance policy)
教授CPD课程的保险 (基本保险政策通常会承保)


	Yes有 / No没有

	Public liability insurance 公众责任保险
	Yes有 / No没有


If no, please provide a reason: 如没有，请提供原因：
	


SECTION 7: IFA CPD PROVIDER AGREEMENT 第七部份：IFA CPD供应商协议
As an IFA CPD Accredited Provider I agree to: 作为通过IFA 认证的CPD供应商，我同意：
· Accept that IFA approval only applies to the individual course (s)  and individual providers (s) listed within this registration form 同意IFA的批准只适用于此注册表中列出的个别课程和个别供应商
· Agree that the descriptions I have given are accurate in regards to content, hours, prerequisites, time, dates and venue etc. 同意我所描述的关于内容，时数，先决条件，时间，日期和地点等都是准确的
· Accept that IFA approval is given on the basis of the course as detailed in the course description provided

同意IFA的批准是建立在此提供的课程描述基础上
· Accept that the IFA do not take responsibility for any incorrect information listed in this registration form 同意IFA不对此注册表上列出的任何不正确信息承担责任
· Accept that any changes to the course (s) content after it has been approved will invalidate the approval given previously and the IFA may withdraw its approval.  同意如在获批后有任何课程内容的改动，会令先前的审批无效，IFA也可撤销其批准。
· Accept that they must contact the IFA immediately if any of the course information changes including content, venue, teacher etc.  同意如有课程信息的变化，包括内容，场地，师资等，他们必须马上联系IFA。
· Agree to ensure all participants are informed at the outset of any equipment or material they need to bring to an event 同意在活动开始前，确保所有的参加者都获通知需要带备的任何设备或材料
· Accept they need to provide a safe and suitable venue for the event in line with IFA requirements set herein

同意需要为活动提供与本文件IFA要求一致的安全和合适场地
· Accept that IFA approval of the course does not guarantee IFA Member attendance 同意课程经IFA批准并不保证IFA会员的出席
· Accept to advertise the course in a truthful manner with no misleading information 同意如实地宣传课程，没有误导性的信息
· Accept they will try their upmost to provide good customer service to attendees including any follow up同意他们将尽最大努力向参加者提供良好的客户服务，包括任何跟进
· Accept that the tutor and venue must hold valid insurance to cover public liability and professional indemnity for the training and services provided. 同意教师和地点必须持有有效的保险，以承保提供培训和服务的公共责任和专业弥偿
· Accept they will provide all participants of attendance with a CPD Certificate of attendance 将提供所有参加者的出席纪录及CPD出席证书
· Accept when advertising your CPD course you may state it is ‘IFA CPD Accredited’ and or use the ‘IFA CPD Accredited’ Logo but no other logo or mark of the IFA.  推广CPD课程时，你可说明它是“IFA认证 CPD”和或使用“IFA 认证 CPD”标志，但不能使用IFA的任何其他标志或标记。
· The ‘IFA CPD Accreditation’ can only be displayed where the approved CPD course specified in this registration form is being publicised and cannot be used to refer to your courses in general. “IFA 认证 CPD”只限在推广中展示在此注册表格获批的CPD课程，决不能利用于推介你一般的课程。
· The ‘IFA CPD Accreditation’ logo may not be changed or distorted from its original form and must be removed immediately if the course provider does not seek to renew their accreditation.  “IFA CPD认证”标志不可从原来版本作出更改或扭曲，如果课程供应商没有申请延续其认证，必须立即移除标志。
· Conduct all courses in a professional manner and in such ways that avoid bringing harm to the IFA’s reputation.  以专业的态度传授所有课程，避免进行损害IFA声誉的行为。
· Accept that the IFA will not be held accountable for any outstanding payments between the provider and any attendees or third parties. 同意IFA不承担供应商和参加者或第三方之间的任何欠款责任
· Accept that the IFA does not accept responsibility for any claims made against the provider or its staff or sub-contractors. 同意 IFA不承担对供应商或其员工或分包商提出任何索赔的责任
· Accept that if I do not inform the IFA of any changes or do not comply with the terms and conditions set herein the IFA may suspend or cancel my event and a refund will not be given. 如果我不通知IFA任何变更或不遵循此文件的条款及细则，IFA可以暂停或取消活动，并将不获发还退款。
	I have read the guidance and agree to the terms and conditions of becoming IFA CPD Accredited.  I understand what IFA CPD Accreditations means and the limitations.  I understand that by completing this form even  without a signature I am agreeing to the conditions herein.我已阅读指引并同意成为IFA CPD认证课程的条款和细则。我明白IFA CPD认证代表的意义和局限性。我明白通过填妥此表格，即使没有签署，本人仍同意本协议的条款。
Signed签署………………………………………………………………….             

Dated日期………………………………..


SECTION 8: PAYMENT 第八部份：付款     

	
	Cost 费用
	Total cost 

总费用

	One Course 一个课程
	£100
	

	Three Courses 三个课程
	£250
	

	Five Courses 五个课程
	£400
	

	Additional Tutor 额外教师
	£50
	

	Amendments to Listings 

商家信息的修订
	£10 per event 每项活动£10
	

	Total cost of this application 此申请的总费用
	


Please return payment to office: ifaroma.org or send a cheque payable to The International Federation of Aromatherapists  146 South Ealing Road, Ealing, W5 4QJ 

请将款项交到办公室：ifaroma.org或发送抬头“The International Federation of Aromatherapists”的支票往146 South Ealing Road, Ealing, W5 4QJ
Name姓名 ……………………………………………………………………..……………………………….  


Address 地址…………………………………………………………………………….………………………………....

Debit/Credit Card details扣帐卡/信用卡: Solo ( Switch ( Visa ( Visa Electron ( MasterCard (
Card No卡号:      _  _  _  _/  _  _  _  _/  _  _ _  _ / _  _  _  _
Card Holder Name持卡人姓名………….…………………

Expires end 到期日…………………   Security Code安全码 ………………. (Last three digits卡背面最后三码) [image: image2.png]Authorized Signature

12341 2341 2341234 567

The CSC is 567.














