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Self-assessment for assured products

To gain approval for your assured products, you must submit a self-assessment for each training standard for our consideration. 

[bookmark: _GoBack]This is how you do it:

1. Log in to CITB Online Services. 

[image: ]2. Click on the “ATO” button on the top menu bar.
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3. On the left-hand menu, click on “Assured Products” 



[image: ]
4. Click on the “Create” button located in the top right corner of the Assured Products page.
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5. A window will appear, and you will be prompted to select a standard. Click on the magnifying glass icon and search for the standard. 
Only assured product standards that are ‘published’ will appear, some may still be in development. 
In development standard achievements can be made without going through this process.













6. Select the standard you want, and you will be taken back to the Assured products page where you will see the standard you have selected. 
[image: ]
7. Click on the standard name or the dropdown arrow to the right of standard and click “Details”. You will then be taken to a page containing your company information, information relevant to the standard, and three description fields for completion. 


[image: ][image: ]8. Learning outcomes for the standard are also listed on the same page. To outline how your course meets them, click on the small arrow on the right-hand side of the learning outcome and click “Edit” to open a description box.

9. You can upload evidence to support your self-assessment such as a course outline or course presentations. This can be done by clicking the “Choose file” button at the bottom of the page, then the browse to locate the file. Once you find the relevant file, select it and use the “Upload” button to attach. 

We accept scanned copies of documents as image files (such as JPEGs or PNGs), or PDF or MS Word files. You can upload as many files as you wish to support your application, but each file must be less than 100MB. Please rename your files so they are easy for us to identify. 
10. When the learning outcome section is complete, you will see two boxes for the CITB quality and verification team to enter any rationale for accepting or rejecting your application. 
11. When you are ready, check the box at the bottom of the page to confirm you have provided all your information and you would like to submit. Click “Save” at the bottom of the page and you will be returned to the Assured products list page. 
[image: ]12. The status should now be “Submission Requires Further Revision by CITB”. If the application is successful, the status will change to “Submission verified and successful” and we will send an email within 10 days to the person who created the initial self-assessment (please contact CITB if you need to amend the email recipient) informing the recipient that the courses relating to this Standard can now be advertised. The Standard will also appear in your list of approved Standards. 
If unsuccessful, the person who completed the self-assessment will receive an email advising that more information is needed. The CITB quality and verification team will also have left details on your self-assessment record about what else you need to provide for approval (see point 10).
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