	Step 1 - Choosing a Unit 
Call Sharon Horder on 0115 9349570, Enable’s Accreditation Advisor, to arrange an initial meeting regarding the OCN unit/s that you intend to deliver.

At this meeting you will:

· Decide which unit/s to deliver 

· Complete a course types form

· Discuss course content

· Arrange an assessment plan

· Gain clarification about the internal verification process

· Receive advice re: course and student registration
· Arrange session observation

· Provide documentation that is required by OCN regarding your organisations quality procedures

· Arrange interim support visit

 


	Step 2 – Registration
To register your students complete the electronic course and learner registration form in full and return to ocnlearnreg@enable.uk.net 

Make sure that the new registration guidance is followed i.e. correct subject and attachment name.
The form, plus an example of how to complete it, can be accessed from www.enable.uk.net  
All courses and learners must be registered within 2 weeks of the course start date.
Step 3 – Send in documentation

In order to comply with Open College Network procedure, Enable needs to retain a copy of the organisation’s policies and documents as listed below.  If Enable already holds copies, you have no need to send them again.
· Health and Safety

· Fair Assessment Policy
· Equal Opportunities policy

· Tutors’ CVs and copies of  relevant qualification certificates
· Disability Discrimination Policy

· Malpractice Procedure

· Complaints Procedure

· Policy for checking for criminal records

· Public liability policy 

Note: it is the responsibility of the delivery organisation to ensure that the copies held at Enable are current.




	Step 4 – Commence delivery of the OCN unit/s

Start the course

Give the learners the following documentation regarding OCN:

· Copy of Enable Appeals procedure letter

· Introduction letter

· Proof of receipt form

Learners to complete the documentation

Proof of receipt form to be included in learners portfolios



	Step 5 – Portfolio Building

· Seek advice on building portfolios from the Enable Accreditation Advisor (for contact details see step 1)

· Check portfolios against moderation check list

· Arrange for internal moderation by contacting the Enable Accreditation Advisor




	Step 6 – Finish course

· Portfolios are complete and ready for internal moderation, please contact the Accreditation Advisor who will make arrangements for the files to be collected or make arrangements to hand the files in at Enable. 



	Step 7 – Receive Certificates

· Once the files have been internally moderated the Internal Moderator will complete a Recommendation of Award of Credit, (RAC), this will then be sent to OCN, who will then issue certificates within 6- 8 weeks of receipt.

· The certificates will be received by the Centre Administrator who will send them out to the tutor at each organisation within 2  weeks of receiving them

· Certificates should be checked for accuracy and the Centre Administrator notified immediately if there are any errors.  Certificates with incorrect spellings of names etc, should be returned to the Centre Administrator, who will return them to OCN and request a replacement

   Notes:  If the certificate has a learner's name spelt incorrectly, but this was not picked up by the tutor when the RAC was checked, then OCN will charge for replacement certificates.  




	Step 8 – Raise invoice

· If the course is not being funded by an Enable contract, then the Centre Administrator will raise an instruction to invoice and pass to the Finance Manager for invoicing. 
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