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Self-assessment for recognised products
To offer recognised products, you need to provide evidence that you have permission from a third party awarding body, such as NOCN, to deliver those products. This will involve uploading documents to our system, such as certification or a contract of agreement between your organisation and the awarding body.
Important
Recognised standards that are in development will not require an application by the ATO to deliver/advertise the course. Only published standards will require this application process. Grant will still be paid on these standards, but the Construction Training Register will not be updated as this is not yet standardised training. ATO’s will be given notice when these standards become published.
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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 “Recognised Products”.

4. Click on the “Create” button located in the top right corner of the Recognised Products page.
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5. Click on the magnifying glass icon and search for the recognised standard which you would like to advertise. 
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6. Select the standard and then click “Submit”. 


[image: ]7. The Status Reason on the Recognised Products page will now be
“Submission requires further revision by ATO”.
8. Click the details drop-down arrow, and then click “Details” to begin the self-assessment process for the Standard.
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9. Now you can upload your supporting documents and evidence. In the “Documents” area near the bottom of the page click “Choose file” or “Browse” (NB the images may vary according to which browser you are using).

[image: ]10. Locate and select supporting evidence from your files, to upload one at a time. 
· Click the help tab for extra guidance on suitability of evidence. 
· 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 10MB. Please rename your files so they are easy for us to identify. 
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11. Click “Upload” for your evidence selection to appear with your submission



12. When all the evidence you wish to submit has been uploaded tick the box to confirm, then click “Submit”

13. The status should now be “Submission under assessment”. If the application is successful, the status will change to “Submission verified and successful” and we will send an email to the person who first made this application (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. 
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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 have provided feedback in the ‘Comments and Rationale’ area. 
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ATO Training Courses Please use the status column information to see the progress of your application and if any action is required.
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Please select this option if you consider that the required information is completed and you would like to submit this Self-Assessment to the CITS
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