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Users can access the Construction Training Directory ~* \ere BXPIOrer - chame

and Construction Training Register with the most . Firefox

recent versions of these browsers:

To find the latest release for these web browsers,
please visit the software manufacturer’s website.

PART 1. WHAT'S IT ALL ABOUT?

1. What s an approved training organisation (AT0)?

We award approved status to training organisations
that provide construction training courses and resilient construction industry. When training
qualifications to defined and industry-agreed : organisations seek our approved status, they are
standards. : choosing to work alongside us to change the way

: training is developed and implemented throughout
UK construction.

2. Why does CITB want to approve training organisations?

We want to build a stronger workforce and a more

A CITB ATO could be a commercial training
provider, a construction employer’s in-house
training department, or an educational
establishment.

Approved status is a central part of our new
training model to support the industry through the
provision of high-quality training that employers
can rely on.

The training model has four components:

Quality assurance

ensuring courses meet
the quality and standards
expected by industry

CITB

TRAINING
MODEL

Supporting systems

consisting of the
Construction Training

Directory and Construction
Training Register

Grant scheme reform

to enable targeted funding,
and reduce wasted effort
and spend on duplicate
training
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Our comprehensive quality assurance covers: : How the training model responds to challenges
approval of training organisations The training model is a strategic response to a
approval of ATO training products number of challenges with significant benefits for

ongoing monitoring and management of ATOs employers, employees and industry.

for compliance : For more information, watch our short video An

The model gives the construction industry greater introduction to the CITB Training Model.

confidence in training delivery, and enables us to
monitor, understand and respond to industry's
recruitment, skills and training needs.

Challenges Responses and benefits

grant-funded training is not linked to a recognised
standard

all grant-funded industry training is approved and
quality assured

= funding can be managed to respond to output from

= grant-funded training is not targeting industry priorities e o

= grant-funded short duration training is not always
transferable between employers

wasted time for employees attending duplicated
training

wasteful grant spending on duplicated training

« all grant-funded industry training is transferable
between employers

= no duplicated training for employees

= nowasteful grant spend on unnecessary training

= employers receive grant funding through an
automated payment system

claiming grant payments is a manual activity for
employers and CITB

= 0pen access searchable database of all grant-

lack of visibility of available grant-eligible training e

= searchable database of learners' training and
achievement records

difficulty for employers in checking the skills and
training levels of their workforce

vV V V V V V V V
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3. What are the benefits of being an AT0?
As an ATO:

you are recognised by CITB and the
construction industry for delivering good quality
training that meets industry approved standards

you are featured in the Construction Training
Directory, a powerful marketing tool which can
be consulted by anyone who is interested in
construction training

you can tap into the market of employers and
workers who are looking for CITB grant-funded
training courses on the Directory

you can stand out from your competitors as you
will be part of CITB's automated grant payments
system, making it easier for employers to book
courses with you for their workers and be
reimbursed for it.

You are also a crucial part of a training model that has
wide-ranging benefits to the construction industry as
a whole.

4, How to become an ATO

Making an application to become an ATO is
straightforward using our online application process.

There are three different application pathways,
depending on whether you are:

an existing CITB centre

joining us as a training provider for the first
time

an employer with an in-house training
department.

Existing CITB centres are pre-approved to become
ATOs and need only confirm their status by emailing
the quality assurance team.

Read more about becoming an ATO on our website.

Before you apply
Before you make an application, you need to:

review the list of short duration courses

and accompanying standards to assist your
decision on which training products you want to
offer

download and read the following documents
carefully before submitting your application

o Requirements for Approved Training
Organisations (PDF 909KB)

o Approved Training Organisation agreement
standard terms (PDF 408KB)

o Approved Training Organisation agreement
terms - annex A (PDF 25KB)

o Construction Training Directory and
Construction Training Register user terms
and conditions (PDF 197KB).

You will also need the following
information to hand:

company name, address and number as
registered with Companies House, or your
registered charity number if applicable

training centre or facility details, if different from
company details (for example, a subsidiary
office address if your company has multiple
sites)

contact details for your company's accounts
department

details of construction-related qualifications
from an awarding organisation that you are
approved to deliver, if applicable.

When you have the information you need, it's easy to
submit your application.
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https://www.citb.co.uk/documents/training-directory/citb_ato_requirements_20171120.pdf
https://www.citb.co.uk/Documents/training-directory/citb_ato_standard_terms_agreement_20180131.pdf
https://www.citb.co.uk/Documents/training-directory/citb_ato_standard_terms_agreement_20180131.pdf
https://www.citb.co.uk/Documents/training-directory/citb_ato_stnd_terms_annex_a_20180201.pdf
https://www.citb.co.uk/Documents/training-directory/citb_ato_stnd_terms_annex_a_20180201.pdf
https://www.citb.co.uk/Documents/training-directory/citb_ato_directory_register_user_terms_conditions_20171120.pdf
https://www.citb.co.uk/Documents/training-directory/citb_ato_directory_register_user_terms_conditions_20171120.pdf
https://www.citb.co.uk/Documents/training-directory/citb_ato_directory_register_user_terms_conditions_20171120.pdf
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Annual fees

If you are joining us as a commercial training provider,
you may have to pay an annual fee. Read more about
annual fees to be an ATO.

The fees depend on the type of products you are
offering. See Your training products to learn more
about categories of products.

Existing CITB centres and employers with in-house
training departments that only do assured courses do
not have to pay an annual fee.

Annual
Name of product fee (exc.
VAT)

Product type

Assured products £750*

Employer delivering
in-house assured £0
training only

this is a single annual payment for all the assured
products you offer

Once you are approved to offer courses, we will send
you an invoice, which you have 30 days to pay.

5. Your responsibilities as an AT0

As an ATO you need to follow our agreed terms and
requirements, including:

demonstrating your quality management
process

« submitting assessments to showcase how your
courses meet the required standard

uploading learners’ achievements to the
Construction Training Register.

Why you must upload learners’ achievements
promptly

As an ATO you must upload learners’ achievements to
the Construction Training Register within 10 working
days after the completion of a course.

This is very important as it triggers automated grant
payments to employers. It also enables them to check
the skills and competencies of their workforce and
new recruits, helping to confirm that they have the
right skills for work.

Workers and learners themselves will be able to check
and prove the details of their completed construction
training courses and qualifications.

Over time, these records will enable us to build a
comprehensive picture of skills training across the UK,
helping us to focus support where it's needed.

Read more about uploading achievements,
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6. Construction Training Directory (CTD)

The CTD (or Directory) is an online searchable
database where ATOs can advertise their training
products.

Anyone can search the CTD for courses and
qualifications. You do not need a login to access it.
The courses listed in it are approved by us, meaning
that:

they are eligible for CITB grants for employers

they will be delivered to defined standards that
have been developed with the industry

when learners complete the required standard
their achievement will be recorded in the
Construction Training Register.

Initially, only short duration training - lasting from 3
hours to 29 days - will be listed in the CTD.

7. Construction Training Register (CTR)

The CTR (or Register) is an online database of
individuals' construction training qualifications and
achievements,

ATOs must capture learner information detailed in
the booking form provided on page 79 and upload
learner achievements to the register within 10 days of
completion of a CTD-listed course.

It takes us 48 hours to process the record, after which
time learners and employers with a login can search
the relevant achievements. This enables learners to
prove their skills and qualifications, and employers to
ensure their workforce has the skills they need.

User Interactions

Training Model

ATO

- Apply / complete self assessment
« Add courses & schedules

Employer

- View training opportunities
= Provide review / feedback

Construction
Training
Directory

I - View training opportunities

CITB

I » Administration

Construction Industry Data

Construction

ATO

- Add achievements
« Create individual records

Training
Register

Employer

« Search & view Individuals’
achievements

- Give consent / set preferences
- Update profile

CITB

« Administration

Evidence based analysis
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8. Training standards

CITB is responsible for helping to develop and
maintain standards and qualifications in the
construction industry. We want to ensure that the
training you provide is delivered and assessed to a
recognised standard.

This is part of a wider reform we are undertaking to
increase the standardisation and transferability of
training in the UK construction industry. This helps us
to target our funding and employers to reduce wasted

time and money on duplicated or unnecessary training.

Employees and workers get quality training and can
transfer qualifications between employers.

We are consulting with industry to develop training
standards for many categories of construction skills
and competencies. When they are confirmed, you
as training providers can match your courses and
products to the standards.

You can search our list of short duration courses

to find the relevant training standard. Use generic
terms to search, rather than familiar product titles (for
example, "health and safety” instead of “"SMSTS").

For further information, watch our short video
Training standards explained.

When will the new standards be released?

We are prioritising development of those standards

which are most widely used. But it's difficult to give

exact release dates for a given standard, because of
the volume of and time variations between different
training standards in development.

9. Your training products

As an ATO you can apply to deliver your training
products against one of three different standards:

assured products
recognised products

CITB products.

Assured products

You can offer training products that meet standards
developed by CITB and industry, and that will be
quality assured by us. These are called assured
products.

View our current list of Short duration courses and
standards.

After you apply to offer assured products, you will
need to sign our Forms of Agreement, and complete
a self-assessment process, supplying supporting
evidence, such as a course syllabus, lesson plans
and schemes of work, to show how your products
meet the appropriate standard. Once approved, you
can advertise your courses on the CTD and submit
learners’ achievements on the CTR.

If the standard is still in development, you can still
advertise it on the CTD and employers will still get
grants once you upload achievements, provided that
your course title aligns with the standard in question.
We will let you know when the standard is published
and you should make the self-assessment within 12
weeks of notification.

Our quality assurance team will work with you to
ensure the quality of delivery, and may visit annually
for compliance purposes.
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Recognised products

There are many existing standards and qualifications
provided by awarding bodies that are widely
recognised by industry - for example, such as City and
Guilds, NOCN, or Construction Industry Scaffolders
Record Scheme (CISRS) qualifications.

To offer recognised products, you will need to sign our
Forms of Agreement and upload evidence of having
authority or being an approved centre for the awarding
body. In most cases this will be an approval certificate
listing the routes, qualifications and categories that
you are approved to deliver.

You must tell us if there's a compliance issue, or if you
receive a suspension or restrictive action from the
awarding organisation.

Initial approval via desk based activity

Content mapped to standards

CITB products

ATOs can apply to deliver Site Safety Plus (SSP)
courses, which are developed and administered by
CITB.

ATOs offering CITB products need to sign our Forms of
Agreement, but do not need to get approval or upload
achievements for the courses, as they are already pre-
approved and processed through existing channels.

We may visit you at least once a year for quality
assurance purposes if you offer CITB products.
Quality assurance of your training products

The table below outlines the different quality assurance
processes for the types of product that ATOs offer.

Content mapped to the third party Scheme Rules

Visited annually

Get assurance from third parties that the ATO continues
to operate in line with relevant third party scheme rules

For more information, watch our short
Quality assurance video.
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10. Grants :  Automated grant payments

We are making the grants system easier, faster
and more efficient by introducing automated grant
payments for short duration courses.

We provide grants to help eligible employers in the
construction industry train their workers.

The grants scheme helps to maintain health and safety
standards on construction sites and to ensure the right
skills are available for the industry to grow.

ATOs have an important role to play in this. When
ATOs upload a learner’s achievement, it triggers an
automated grant payment to the employer.

Among the grants we pay are those for approved short
duration courses and qualifications, which you can Automated payments for training
consult by following the link.

Short duration grant can be claimed and automated

These training programmes have been selected via an ATO for training that is either:

because they:

_ . Associated to a full standard
focus on the core construction skills that are

needed across the industry « Associated to a standard in development
are priority areas for grant funding :
align with our functions and objectives.

In addition to construction-specific training, they
include health and safety courses and construction-
related training, such as management and supervisory
courses which have been tailored for the construction
industry.

For more information, see Grants.

Version 20 | | 08449944047 | ctdservices@citb.co.uk 12
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Grant tiers and values for short duration courses

There are three grant tiers. The tier is determined by the
duration and content of a course.

Tier2

There is a cap on how many claims an employer can
make for short duration achievements in a grants
scheme year, based on the PAYE employees and sub-
contractor wage bills that employers declare on their
Levy Returns. For more information, see Short duration
course achievement grants and watch our short Train
and claim video.

Grants for refresher courses

Refresher courses update knowledge and understanding
in a shorter duration training course than the original, full
training course. Refreshers will only be grant supported
once a full training standard has been developed and is in
place.

The grant available for refresher training is 50% of the Tier
1,2 or 3 rates given for the original full-length course.

Refresher Tier 2

Suggest a grant eligible course

If you think your construction course should be on our list,
you can suggest a course for grant eligibility. The grants
team will review your suggestion and let you know. We
may also pass it on to the standards team to develop a
training standard for it with industry.
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PART 2: USING THE ATO PORTAL

1. Making the application

Applying to be an ATO only takes a few minutes to complete and once you have done it you will not need to
do it again in future years.

Please note that once you open an application form, you have four hours to complete it before it is timed out.

You can also watch our short video about How to complete an ATO application to help you.

1. Visit the CITB Online Services page.

2. In the top menu bar click on the “"ATO Application” tab.

Welcome to CITB Online Services

LEVY GRANT COMS TRIAC TION COM & TRUC N0
TRAMNG TRAMNNG
CERECTORY FEGITIR
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The resulting Outline page displays general information and tips about the process.
Once you have read them, click “Next"

.1 K10 Application CoursaSoarch  Signin
Home > ATO Application

m Section 1 Section 2 Section 3 Section 4 Section 5 Section &

Initial enguiry to become a CITB Approved Training Organisation

Please complete this form if you are interested in becoming a CITB Approved Training Organisation for the following products:

Short Duration Courses Assured Product

This category is for your training courses that you wish to map to the CITB short Duration Training Standard

CITB Products

This category is for CITB products such as Site Safety Plus, CPCS and Internet Test Centres for the HS&E Test

3rd Party Recognised Products and Qualification

This category is for products that are awarded by an Awarding Organisation that are on CITB’s list of recognised qualifications and short course

‘We will aim to review your application within 10 working days*

All questions marked with an asterisk (*) are compulsory, including questions requesting additional information
Incomplete forms will be returned unchecked
CITB reserves the right not to accept an li
refusal

The fees, charges and other sums payable are set out in the CITB Approved Training Organisation table of fees and published on CITB's website and are subject to
change from time to time

CITB (registered charity number 264289) will use the personal data provided in this application (defined as names, telephone numbers and e-mail addresses) for
purposes connected with this expression of interest in becoming a CITB approved training organisation. See our Privacy Policy for details

1. In such circ: CITB will provide you with as much information as it deems reasonable appropriate for the

The requirements to be an approved training organisation with CITB can be found here: https://www.citb.co.uk/product-service-accreditation/become-an-ato/how-to-
become-ato/ato-requirements-agreement-forms. Please ensure you are able to meet these requirements (contract and scheme specific forms of reference) before
submitting this form

* Working days are Monday to Thursday 9am to 5pm and Friday 9am to 4pm exclusive of public holidays

Please ensure you complete your application fully within 4 hours, otherwise all data will be lost

=1
N—

3. Section 1is where you select the type of products you wish to offer.
You can select as many products as you need. Click “Next" to continue.

Home > ATO Application

Outline +* Section 2 Section 3 Section 4 Section & Section 6

Please select at least one product

The product you wish to offer

Short Dyration Courses (Assured Products)

CITB Pr§duct - Censtruction Plant Competence Scheme (CPCS)
CITB Prpduct - Site Safety Plus

Recognised Qualifications and Products
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4. In section 2 you provide your contact and company details so that we can carry out our checks and
give our approval. Fields marked with a star must be completed. Click “Next” when you are ready.

5. Section 3 is where you can tell us about who you want to deliver courses to and any existing links
with the construction industry. This includes your Levy registration number and number of employees,
and whether you are a registered charity, an existing CITB Provider or approved with another

awarding organisation. Click “Next” to continue.

Home > ATO Application

Outine «*  Section1 «  Section2 « m Sectiond  Section5  Section 6

Wha are you intending to deliver courses to?

Internal std
External cuftomers
Both internfil staff and external customers

Existir 4 links with the construction industry

Are you registered with CITB for Levy collection?

Are you a registered charity?
Please provide your registered charity number

Are you already a CITB approved training provider?
If yes, please confirm the product/s you are already approved to offer

Construction Plant Competence Scheme (CPCS)
Short Courses

Site Safety Plus (SSP)

Internet Testing {ITC)

Are you approved with other Awarding Organisation?

Awarding Organisation Proof

[rfeee |23

Please provide your Levy no. No. of Employees

N

6. In section 4 your company address automatically fills the field boxes. You only need to change it if your

ATO address is different. Click “Next’

7. Section 5 asks for the contact details of the person completing the application. He or she will
become the first super user with full administration rights on the ATO portal. The super user can add
other users to the system later: for details, see Managing users. Click “Next” when ready.

8. Section 6 is the ATO declaration for you to confirm that you understand fully the requirements for
ATOs, the terms of agreement and that the information you have provided is correct. Links on the page
take you to CITB's website if you need more information. Click “Submit” once you have checked the

boxes.

9. You will then receive confirmation that we have received your application and you will hear from us

soon about the outcome.
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2. Getting started: logging in

If your application is successful, we will give you access to the ATO portal, where you can agree to our terms
and conditions, get approval for your products and advertise your services in the CTD.

Help on the portal.

1. Many pages of the portal
have a Help Tab located on
the left margin of the screen.
Approved Training ( They are blue and carry a
question mark. Click the
tab to reveal guidance text
relevant to the page. Click
the tab again to close the

information.

Haome > Training C

Training Course Nai

Include Unschedule
Courses []

Keyword

Standard Name

Start Date:

End Date:

Distance from Bogisl

Course Search

Agpowed Trpsmang Cor g sens tan
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Levy:
Click 'Levy' to log in to the online Levy Portal, where you can complete outstanding Levy Retumns, view prior
submissions, and see your Levy assessments

Please visit cith co ukilevyonline to request access if you are not already registered

Grant:

Click "Grant’ to log in to the online Grant Portal, where you can submit Short Duration achievement grant
claims, view grant statements, request grant reports, and authorise automated grant payments.

Please visit citb.co.uk/levyonline to request access if you are not already registered

Construction Training Directory:

Click ‘Construction Training Directory’ to enter the Construction Training Directory and search for training
courses. The CTD is free to use. You do not need a log-in to use the directory
0

If you are an Approved Training Organisation (ATO), you will need to log in to manage your profile

& o

Good Morning/ Good Afternoon

Thank you for registering for CITB onlpf services. Pleng
site:

-

Click the link provided hege - Login to my account

2 Verify your emalil (please gnsure you use the emaifaddress you provided on your
application)

3. Enter a password for your 4

special character, number, uph

Click on the ‘Create’ button

This will take you to the CITB Portal

Click on “Sign in’ and log into the CITB Portal using the email address and password which

you set up your account under

Read and accept the Terms and Conditions for using the CITB Portal

Sign the appropriate Forms of Agreement for either Assured and/or Recognised Product

categories. For more information about Assuredand Recognised Products, please visit our

website by clicking here.

ount (8 - 16 chargg
& case or lowgf case)

D

@~

For further information and instructions on how to access or use your account, please download our
support pack by clicking here: ATOs: Everything vou need to know.

If you have any questions, please contact us using the contact details provided below.

Kind Regards,

Customer Operations Team

e complete the following steps to loginto the

ers, must include 3 out of 4 of the following;

This is how to set up your
account for the first time.

1. Successful applicants
should receive an invitation
email. If you haven't
received your invitation
email following a successful
application, please contact
our customer support team
on ctdservices@citb.co.uk
or 0844 994 4047.

2. In the email, click
“Login to my account’

Enter the email address
that you provided when
applying to become an
ATO and then click on the

“Send verification code”
button.

Version 2.0 |

| 08449944047 | ctdservices@citb.co.uk 18


mailto:%20ctdservices%40citb.co.uk?subject=
mailto:ctdservices%40citb.co.uk?subject=

INFORMATION PACK APPROVED TRAINING ORGANISATIONS (ATOS)

3. You will receive an email with your verification code.

Verify your email address

Thanks for verifying your shealeonardd@gmail.com account!

Your code is: 234956

Sincerely,
CITB-B2C

L
This meszage was sent from an unmonitored emazil address. Plezse do not reply to this
message.

4. Enter the code in the verification box and click “Verify code"

Verification code

Send new

N, 4
T

5. You will now be prompted to create a password.
6. When you click “Create’, you will be given your account.

7. The loading screen will then appear whilst your account is being created.
Once loaded, you will be given the opportunity to sign in to your account.

8. To log in into the portal, click the “Sign In" button located along the top of the homepage
and enter your verified email and new password. Click the “Sign in" button.

. ATO Application English - Sign In

Welcome to CITB Online Services

=

LEVY GRANT CONSTRUCTION CONSTRUCTION
TRAINING TRAINING
DIRECTORY REGISTER
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9. On your first log in to the portal, you will be prompted to accept our terms and conditions.
Read and accept them to continue.

10. Your account is now up and running. For future visits, you can sign in from the CITB Online Services
homepage. If you ever forget your password you can reset it from the “Sign in” page; a new verification
code will be sent to the account email address.

3. Getting your products approved

To advertise any products on the CTD, you first have to sign our Forms of Agreement. You will also need to
apply for approval of your assured products and recognised products, submitting supporting information
so that we can check that they fulfil the appropriate standard. Once approved, you can advertise your
courses on the Directory and reach thousands of construction employers across the UK.

Signing Forms of Agreement

Before you can advertise your products, you need to sign Forms of Agreement on the CITB Online
Services portal. You can only advertise after we have checked and countersigned them, which we try
to do within 10 working days of receipt.

The process is as follows:

1. Login to CITB Online Services.

2. Click on the "ATO" button on the top menu bar

A ATO Application Course Search Change Profile Search Leamner User Management

3. Click "Forms of Agreement” in the menu on the left of the page.

A ATO Application Course Search ATO Change Profile Search Leamner User Management James Martyr ~

Home > ATO

Organisation Details ACCOUNT INFORMATION Primary Address

Venues Account Name ~ Address Name

James Martyr LTD
ATO Training Courses

Assured Products Phone Street
0300 444 5556 CITB
Recognised Products
Website Street 2
Approved Standards
Bircham Newton
Agfily for New Prodfgts
Parent Account Street 3
orms of Agreement
Afhievement
Companies House Number City
View Achievements
King's Lynn
Submit Bulk Achievements
Levy Registation Number County
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4. A list appears of the Forms of Agreement relevant to the products you are offering. If that includes
different categories of products, you will have more than one set of Forms of Agreement to sign.

5. To view and sign the Forms of Agreement, click on either the company name or the small arrow to the
very right of the form. Click “Details” from the dropdown menu.

A ATO Application Course Search ATO Change Profile Search Learner User Management James Martyr ~

Home > Forms of Agreement

In order to offer standards and courses for the relevant product categories, please ensure all Forms of Agreement are signed by

Organisation Details .
appropriate personnel

Venues

Forms of Agreement

ATO Training Courses
Date Signed Signed Status Created On
Assured Products ompany Form Type Signed By by User Reason

Recognised Products James Martyr LTD Assured 10/05/2018 James Yes Countersigned  10/05/2018,

Martyr by CITB 3:00 PM .
Approved Standards Details
Recognised 10/05/2018 James Yes Countersigned  10/05/2018 m
Apply for New Products Martyr by CITB 3:00 PM

6. There are different forms for different categories of products.

The assured form requires a signature.

ATO signature box By executing this Form of Agreement, the ATO confirms that it has read and understood the terms of this Agreement, including the CITB
Approved Training Organisation Agreement Standard Terms, the RATO and all other documents and materials set out or referred to in these documents, and that it
intends to be bound by them

N

Signed By

Virgil Van Dijk

Once you click on the “Sign" button, you will be prompted to read the Assured Form of Agreement -
Interim Terms. When you are ready, check the tick box at the bottom of the page and click “Submit”

The recognised products form needs the agreement date, the name of the awarding body, and a
signature.

IN CONSIDERATION of the performance of the ATO Obligations and (where applicable) the payment of Fees by the ATO, CITB approves the ATO and the rights as set out in
clause 2.1 of the Standard Terms and agrees to perform its obligations under the Agreement.

ATO for Recognised Products:
Date and description of the ATOs agreement(s) with the Awarding Organisation(s).

Agreement dated

Parties.

1. Name of Awarding Body *
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7. When you have signed the forms, it will be acknowledged on the display.

appropriate personnel.

Forms of Agreement

Company Form Type
Vvd Enterprises Recognised
Vvd Enterprises Assured

20/03/2018 Virgil Van  Yes

20/03/2018  Virgil Van  Yes

In order to offer standards and courses for the relevant product categories, please ensure all Forms of Agreement are signed by

Signed Signed Status
By by User Reason Created On 4+

7/01/2018

P:31 PM

Signed by

Dijk ATO

Signed by  Z0/03/2018 2:02
Dijk P

8. We will try to countersign them in 10 working days, and will notify by email when we have done so.

Once countersigned, the display will update.

appropriate personnel.

Forms of Agreement

Company Form Type
Vvd Enterprises Recognised
Vvd Enterprises Assured

In order to offer standards and courses for the relevant product categories, please ensure all Forms of Agreement are signed by

Signed Signed Status
By by User  Reason Created On 4

Virgil Van  Yes ountersigned N\I7/01/2013
Dijk by CITB [-31 PM

Virgil Van  Yes Countersigned  0/03/2018
Dijk 02 PMm

9. You are now ready to get approval for your assured or recognised products. You can also advertise your

CITB products, which are pre-approved, and products that do not yet have a defined standard.
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Adding new categories of product

If you want to add a new category of product (for example, perhaps you are approved to offer CITB
products but would like to add assured products to your portfolio), you don't need to go through the
whole process of an ATO application again.

You can do it quickly by going through the stages below.

1. Login to CITB Online Services.

2. Click on the "ATO" button on the top menu bar.

1.3 ATO Application Course Search ATO Change Profile Search Leamer User Management

3. On the menu on the left-hand side, click on "Apply for new products'’

A ATO Application Cours

Home > ATO

Organisation Details
Venues
ATO Training Courses

Assured Products

Recognised Products

Submit Individual Achievement

View Achievements

Submit Bulk Achievements

4. You will see a list of the available product categories. Any product categories that you are already
approved to deliver will be automatically checked in the tick box. In the following example, the
ATO is already offering SSP products.

Home > Apply for New Products

Duration Courses (Assured Products)

['] CITBWProduct - Construction Plant Competence Scheme (CPCS)
£ CITB Product - Site Safety Plus

[ 3rd Jarty Recognised Qualifications and Products
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5. Select the product option you want and click “Submit”. If you already provide all product options,
you will not be able to make a submission.

6. If you are successful, the primary contact for the ATO will receive a notification email. This may
not be the same person who is adding the new products. You will then need to sign the Forms
of Agreement for those new products and wait for our countersignature. Once they have been
countersigned you can advertise your CITB products on the Directory or apply for approval for
your assured and recognised products.

Applying to offer assured products

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

This is how you do it:

1. Log into CITB Online Services.

2. Click on the “ATO" button on the top menu bar.

A ATO Application Course Search Change Profile Search Leamner User Management

3. On the left-hand menu, click on “Assured Products'

A ATO Application Cours,

Home » ATO

QOrganisation Details

Venues

Assured Products

Approved Standards

Apply for New Products

Forms of Agreement

Submit Individual Achievement
View Achievements

Submit Bulk Achievements
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4. Click on the “Create” button located in the top right corner of the Assured Products page.

Organisation Details
Assured Products

Venues

Standard 1 Product Category Status Rea

ATO Training Courses

Assured Products

Asbestos awareness Assured Submission
requires further
revision by ATO

Recognised Products

Approved Standards
Balconies, podiums and inverted roof systems Assured Submission
Forms of Agreement requires further
revicinn hv ATO

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 will appear; some may still be in
development.

G Create

Lookup Records

AL T F g A R e g

Batten Roll Roofing Assured

Certificate of competence for Demolition Operatives (CCDO) - Assured
Chargehand

Demalition Safety Awareness Assured
Entrance Matting and MatWell Framing Installation Assured
Fire Safety, Fire Marshal for Built-up Felt Roofing Operatives Assured
Formwork Introduction Assured

Installation of Rooflights to all Roofs Assured

Select ‘ Cancel H Remove Value
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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.

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.

Duration

Minimum 3 leamning hours

Instruction/Supervision

As a minimum, course instructors must be able to demonstrate that, in relation to this
standard, they have:

« A train the trainer or instructional techniques course certificate

+ Successfully completed training to this standard

+ At least 2 years relevant industrial experience

+ A verifiable CV

Delivery

Delivery may be in an on or off the job environment.

All materials and equipment must be of a suitable quality and quantity for candidates
to achieve learning outcomes, and must comply with relevant legislation.

The class size and candidate/instructor ratio must allow training to be delivered in a
safe manner and enable candidates to achieve the learning outcomes.

The following delivery methods may be used in the delivery of this standard:

+ Classroom

+ E-learning

Duration confirmation

Trainer Names

Describe where & how you will deliver the course

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.

Learning Outcomes
The Learner will be able to 4

Identify the difference between licensable work and non-licensed (notifiable and
non-notifiable) work

Identify the properties of asbestos and its effects on health, including the increased
risk of developing lung cancer for asbestos workers who smoke

List the types, uses and likely occurrence of asbestos and asbestos materials in
buildings and plant

Qutline how to avoid the risk of exposure to asbestos

Qutline the general procedures to deal with an emergency, e.g. anuncontrolled
release of asbestos dust into the workplace

Outline the procedures to follow on discovery of asbestos containing materials

Describe how your course will cover it

4

& Edit

[ [fle

[<]
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9. Once you have completed it, click “Submit” and do the same for all of the learning outcomes.

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. You can upload evidence to support your self-assessment such as a course outline or course
presentations. This can be done by clicking the "Upload” button at the bottom of the page, then the
"Browse" button to locate the file, and "Upload” again.

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.

12. 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.

13. 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).

Applying to offer recognised products

To offer recognised products, you need to show us evidence that you have permission from an
awarding body, such as City and Guilds, 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.

—
-

Log in to CITB Online Services.
Click on the "ATO" button on the top menu bar.
On the left-hand menu, click on “Recognised Products’

Click on the "Create"” button located in the top right corner of the Recognised Products page.

o & 0 DN

Click on the magnifying glass icon and search for the recognised standard which you would like
to advertise.

6. Select the standard and then click “Submit’

7. The Status Reason on the Recognised Products page will now be
“Submission requires further revision by ATO".
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8. Click the details drop-down arrow, and then click “Details” to begin the self-assessment process for
the Standard.

IPAF Demonstrator Recognised Submission m
Details

ey
ATO

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).

Documents
/ O\
Choose File 3R GEEY

h 4
e

No files uploaded

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

Documents 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.

N” files ”plﬂa': Please rename your files so they are easy for us to identify.

Click "Upload” for your evidence selection to appear with
your submission

L] Nofile chosen Upload )

ApprovalCert_2018 06 20 051853616 xlsx Evidence not reviewed v

[ [«

CCDOEvidence_2012_06_20 081844777 xlsx Evidence not reviewed v
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1. When all the evidence you wish to submit has been uploaded tick the box, then click “Submit”

@cast select this option if you consider that the required information is compléted and you would like to submit this Self-Assessment to the CITB

O

12. 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.

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

CITB Quality and Verification Comments and Rationale

Action to gain approval, if required
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4, Advertising your products in the Directory

Once you have approval for your assured and recognised products, you can advertise them on the
Construction Training Directory. You can check the approval status of your courses by logging in to
your account on CITB Online Services and clicking on "ATO", and then "Approved Standards" CITB
products are pre-approved, so you can publish them without uploading supporting evidence to us.

To advertise your products, you first need to add venues and courses to your account. Then you add
training schedules to your courses, giving the dates, times, locations and other important details your
customers will need to know. After that, you're ready to publish them in the Directory.

Find out more about how to advertise your products in the Directory in our video Set up venue and
courses.
Adding a venue

This first stage of getting your products published in the Directory is to add your course venues to
your account. When you create your courses, you can then link them to your venues.

Potential customers will be able to search for your courses by venue and see exactly where your
courses are on a map.

To view, edit, deactivate, reactivate or search for venues, see Managing venues.

1. Log into CITB Online Services.

2. Click on the "ATO" button on the top menu bar.

1.3 ATO Application Course Searcli ATO Change Profile Search Learner User Management
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3. Click on "Venues" in the left-hand menu.

A ATO Application Cours

Home > ATO

Assured Products

Recognised Products
Approved Standards

Apply for New Products

Forms of Agreement

Submit Individual Achievement

View Achievements

4. Click on “Add New Venue"

A ATO Application Course Search ATO Change Profile Search Learner User Management James Martyr ~

Home > Venues

Organisation Details

Venues

Venues

Course Venues

ATO Training Courses

James Martyr LTD
Assured Products

Recognised Products Venues
1= Active Venues ~ | Search ‘ Q | Add New Venue
Approved Standards
Apply for New Products Qrganisation Line Line
Venue Name + Line 1 2 3 City County Postcode
Forms of Agreement
MTC - James Martyr ~ 2-3 Oldbury West Midlands ~ B69 4DX
Submit Individual Achievement Birmingham LTD Church
Square
View Achievements
MTC - James Martyr 3 Peterborough Cambridgeshire PE2 8UY
Submit Bulk Achievements Peterborough LTD Eynesford
Close

5. To enter your venue details, it's best to start with the postcode or Line 1 field. A list of addresses appears
for you to choose from. Click on the one you want and the field boxes fill for you automatically. If there
isn't an exact match, click the closest and amend the field boxes by hand. It is important you select
an address so that the system properly registers it, otherwise your venues may not appear on map
search results.

6. When you are ready, click “Submit” at the bottom of the page.

7. You will return to the Venues page where you will be able to see your newly added venue. You can
repeat the process to add more venues. To view, edit, deactivate, reactivate or search for venues,
see Managing venues.
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Adding a course

Now that you have venues in your account, you can add courses that you are approved to deliver.

1. Log into CITB Online Services.

2. Click on the “ATO" button on the top menu bar.

.3 ATO Application Course Search Change Profile Search Learner User Management

3. Click on "ATO Training Courses” in the left-hand menu.
A ATO Application Cours|

Home > ATO

Organisation Details

ITO Training Courges

Recognised Products
Approved Standards

Apply for New Products

Forms of Agreement

Submit Individual Achievement
View Achievements

Submit Bulk Achievements

4. Click “Create Training Course" to the right of the search box.

Training Course List

Training Courses

James Martyr LTD

Training Courses

£ Published
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5. To enter your course details, click on the magnifying glass located beside the Course box. A list of
course standards that you are approved to deliver appears.

Organisation Details Course Details
\anges Course
ATO Training Courses EI
2] c Title *

Assured Products ——
Recognised Products

Duration * Units *
Approved Standards

Days v

Forms of Agreement

Price from * Available for On-Site
Apply for New Products Delivery

£ @ No O Yes

Submit Individiial

6. To search these courses, either use the full name or use an asterisk (*) before and after a search word
for partial names, as in the example. The asterisks let the system know there are other words before and
after the search term.

Lookup Records

*Heights*

Course Title 4

Working at Heights for Steeplejacks and Lightning Conductor Engineers

7. Choose your course and click "Select”.

8. Now you can fill in the mandatory course details boxes, including title, duration, units (for the duration
of the course in hours, days or months), price, availability for on-site delivery, and description (to
add course details).

9. When you have completed all the boxes, click “Submit” at the bottom of the page.
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10. You will return to the Training Course List page where you will be able to see your newly added course.
You can repeat the process to add more courses. To edit your course details, click on the arrow to
the right of the course and select "Edit"

f ATO Application

Organisation Details

Venues

ATQ Training Courses
Assured Products

Recognised Products
Approved Standards

Apply for New Products

Forms of Agreement

Submit Individual Achievement
View Achievements

Submit Bulk Achievements

Home > ATO Training Courses - List

Course Search ATO Change Profile

Search Learner

Training Course List

Training Courses

James Martyr LTD

Training Courses

= Published Courses~

Course Title 4

Behavioural Safety in Construction
Introduction

Health and Safety in Construction
Site Management

Working at Height Awareness in
Construction

Working at Height Awareness in
Construction

Duration

5

User Management

James Martyr ~

| Q | Create Training Course

Duration Units

Days

Days

Days

Days

Price from
£100.00

Training Schedules!
£100.00 G Edit

Publish/Unpublish

£230.00

£230.00

11. Now you need to add a training schedule to your course with information such as dates, times and
venues. Go straight to point 4 in Adding a training schedule.

Adding training schedules

By adding a training schedule to a course, you can link it to a venue, add dates, times, and the current
and maximum number of attendees.

1. Log into CITB Online Services.

2. Click on the “ATO" button on the top menu bar.

.3 ATO Application

Course Search

Change Profile

Search Leamner User Management
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3. Click on "ATO Training Courses” in the left-hand menu.
1, ] ATO Application Cours)

Home > ATO

Organisation Details

gured Produciy
Recognised Products
Approved Standards

Apply for New Products

Forms of Agreement

Submit Individual Achievement
View Achievements

Submit Bulk Achievements

4. On the Training Course List page, you will see your courses. Click the arrow to the right of the course
you want, and select “Training Schedules"

® ATO Application Course Search ATO Change Profile Search Learner User Management James Martyr ~

Home > ATO Training Courses - List

Organisation Details

Training Course List
Venues

. Training Courses
ATO Training Courses

James Martyr LTD
Assured Products

Recognised Products Training Courses

iE Published Gourses - ‘ Search ‘ Q ‘ Create Training Course
Approved Standards

Apply for New Products Course Title 4+ Duration Duration Units Price from

Forms of Agreement Behavioural Safety in Construction 5 Days £100.00
Introduction

Submit Individual Achievement [ Training Schedules
Health and Safety in Construction 5 Days £100.00 G Edit

View Achievements Site Management Publish/Unpublish

Working at Height Awareness in 5 Days £230.00
Construction

Submit Bulk Achievements

Working at Height Awareness in 5 Days £230.00
Construction
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Removing a course from the Directory

If you no longer want a course to appear in the Directory, you can unpublish it. This will remove it from
search results. The course will still be saved in your account, so that you can publish it again at a later date if

you want to.

1. Log in to CITB Online Services.
2. Click on the "ATO" button on the top menu bar.

# ATO Application Course Search Change Profile Search Learner User Management

4. On the Training Course List page, you will see your courses. Click the arrow to the right of the course you
want, and select “Publish/Unpublish”.

Training Course List

5. In the dialog box, you can choose the published status of your course. Select “Unpublished" Click “Submit’.
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Viewing your published/unpublished courses

On the Training Course list page, you can toggle between viewing your published and unpublished courses,
by clicking the “Published Courses” dropdown menu.

Course Search ATD Change Profile Search Learner

o Courses - List

Training Course List

Training Courses
-]

Jmi Lid

= Unpublished Courses »

Fublished Courses

Price from L
EU'S.FIE.‘I'I-I.‘IM Courses
s Unpublished Courses £300.00 2
MEvErment -

To re-publish a course that is saved in your account

1. Follow the instructions given in Removing a course from the Directory, points 1-4 to select
publish/unpublish.

2. At point 5, in the dialog box, you can choose the published status of your course. Select
“Published"’ Click "Submit'’

3. Back on the Training Course List page, you can view the status of your courses by following the
instructions given in this section.
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Managing venues

From the Venues page, you can view, edit, deactivate, reactivate, filter by status, and search
venues.

1. Log in to CITB Online Services.

2. Click on the "ATO" button on the top menu bar.

1.3 ATO Application Course Search Change Profile Search Leamer User Management

3. Click on “Venues" in the left-hand menu.

. ATO Application Cours

Home > ATO

Organisatidy Details
( Venues
ATO Traigifg Courses
Assured Products
Recognised Products
Approved Standards
Apply for New Products
Forms of Agreement
Submit Individual Achievement
View Achievements

Submit Bulk Achievements

4. You should now be on the Venues page displaying a list of all your venues. From here you can
view, edit (including deactivating and reactivating), and search venues, and filter them by status.
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Viewing venue details

1. On the Venues page, click the small arrow located to the right of the venue you want to view.

2. In the dropdown menu, select “Details”

Venues
Course Venues
James Martyr LTD
Venues
= Active Venues~ ‘ Search ‘ Q ‘ Add New Venue
Organisation Line Line
Venue Name 4 Line 1 2 3 City County Postcode
MTC - James Martyr  2-3 Oldbury West Midlands ~ B69 4DX
Birmingham LTD Church
Square
MTC - James Martyr 3 Peterborough Cambridgeshire PE2 8UY NG
Peterborough LTD Eynesford
Close

Editing a venue

This is how to edit, deactivate or reactivate a venue

1. On the Venues page, either click on the name of the venue you want to edit, or click on the
arrow to the right of the venue and select “Edit" in the dropdown menu.

Venues

Course Venues

James Martyr LTD

Venues
iZ Active Venues~ ‘ Search ‘ Q ‘ Add New Venue
Organisation Line Line
R 3 Line 1 2 3 City County Postcode
James Martyr  2-3 Oldbury West Midlands ~ BB9 4DX
LTD Church .
Square Details
Edit
MTC - James Martyr 3 Peterborough Cambrndgeshire PE2 8UY N
Peterborough LTD Eynesford
Close
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2. You can now edit the details of the venue. You can make a venue inactive if you are no longer
using it by clicking “Deactivate Venue" at the bottom of the page. It will still appear in your list of
venues in case you need it in the future, when you can click the “Reactivate Venue" button in the
same place.

Venue Contact Details

Venue Contact Name

James Martyr

Venue Contact Number

0345 152 4365

Venue Contact Email

MTCBirmingham@Training.com

‘ eactivate Ven

Ss——nr~"

Filtering venues by status
You can switch between viewing your active and inactive venues.
1. The Venues page will show your active venues by default. To see your inactive venues, click on

"Active Venues" and select "Inactive venues" from the dropdown menu. You can change it back
in the same way.

Home > Venues

Organisation Details

Venues
Venues

. Course Venues
ATO Training Courses

James Martyr LTD
Assured Products

Venue;

Recognised Products
= Active Venue: ‘ Search | Q ‘ Add New Venue
Approved Standards

| Active Venues

Apply for New Products anisation Line  Line

Inactive Venues

Line 1 2 3 City County Postcode
Forms of Agreement
MTCS James Martyr  2-3 Oldbury West Midlands ~ BB9 4DX
Submit Individual Achievement Birmingham LTD Church
Square
View Achievements
MTC - James Martyr 3 Peterborough Cambridgeshire PE2 8UY
Submit Bulk Achieverments Peterborough LTD Eynesford

Close
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Searching for venues

You can search for specific venues by building name, city, or other keyword related to venues.

1. Type a search term in the search box on the Venues page. In this example, the term ‘belfast’ has
found all the venues listed within the Belfast area.

Course Venues
Gforce
Venues
iE Active Venues~ ‘ belfast ‘ Q ‘ Add New Venue
Venue Name Organisation 4 Line 1 Line 2 Line City County Postcode
The Hut Gforce 6 Belfast County BT15
Dunmore Antrim 3GQ
Park
The Big House Gforce 25 Belfast County BT15
Dunmore Antrim 3GQ
Park
testing Gforce 1 Royal Belfast County BT8 7YR
Lodge Down
Avenue
Venue 2 Gforce 10 Carmel Belfast County BTT7 1QE
Street Antrim
The Big Hall Gforce 2 Belfast County BT15
Dunmore Antrim 3Ga
Park

h. Uploading learners' achievements

One of the vital functions of ATOs is to upload learners' achievements to the Construction Training
Register within 10 days of completion of a course. ATO’s must capture learner information detailed in
the booking form provided on page 79.

Find out more about why it's important for ATOs to upload achievements promptly.

You can upload achievements individually or in bulk. Once they are uploaded you have 48 hours to
make changes or delete them. After 48 hours they will be processed and cannot then be changed
without contacting CITB.

CITB will upload achievements to the Construction Training Register (CTR) on your behalf for the
following products: Site Safety Plus (SSP), Health, safety and environment (HS&E) tests.
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To upload an individual achievement, you will need to supply information about the learner which you
will have captured in the booking form on page 79. We do not need to know anything more than:

. the learner's name

. the learner's date of birth

. the learner's home address and postcode

. the learner's National Insurance Number or Individual ID/Registration number
. the learner's Unique Learner Number

. the employer's registration number (if a grant is to be paid)

. the title of the completed course

. the course achievement date

You can share our Fair Processing Notice with learners outlining how their details will be used.

Uploading individual achievements

1. Loginto CITB Online Services.

2. Click on the "ATO" button on the top menu bar.

A ATO Application Course Searcl ATO Change Profile Search Leamer User Management

3. On the left-hand menu, click “Submit Individual Achievement’.

# ATO Application Course Search ATO Change Profile Search Learner User Management James Martyr ~

Home > Submit Individual Achievement

Organisation Details

Search for learner to add an Achievement

Venues To make a valid search, you must enter two items of information, one of which must be Individual ID/Registration Number or

National Insurance Number.
ATO Training Courses ) o
The following combinations are an example:

Assured Products « Surname & Individual ID/Registration Number

. ¢ Surname & National Insurance Number
Recognised Products « Date of Birth & Individual ID/Registration Number

+ Date of Birth & National Insurance Number
Approved Standards
Note: Temporary National Insurance numbers are not recognised in this search function.

Apply for New Products Surname Date of birth:

s of Agreeme! =

ubmit Individual Achigvement . ) . ; .
Individual ID/Registration Number National Insurance Number Unique Learner Number
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4. Search for the learner following the instructions on the page.

5. You will then be presented with the relevant learner profile or be prompted to create one if it doesn't
already exist.

6. When the learner profile is ready, click on the “Add Achievement” button.

Home > Submit Individual Ach.. > Learner's Search Profile

Learner's Profile

Full Name ™

Shea Leonard |

Achievements

= Active Achievements =

' Add Achievement

Achievement Award Recommended Standardised
Course Name Standard Name Date 4 Date of Expiry Refresher Date Training Occupation
12D Registered Traffic 12D Registered Traffic  01/03/2018 No Road Building and IZI

Lananamant A mant Danair

7. Supply the details of the training course such as standard, the employer registration number and
achievement award date. The employer registration number is needed for the automated grant
process to work.

8. Check that the employer registration number is correct. Tick the relevant box if the employee is
employed by a different employer from the one receiving the grant. Failure to do so may mean that the
grant payment is paid to the wrong employer. Click “Submit” when you are ready and have accepted
the data use statement.

G Create
Learner and Course
Training Course * Grade *
E Achieved
Employer Registration Number Achievement Award Date *

888 &

If the Employee is employed by a different Employer to the one receiving the Grant, please tick this

box
O

Please check the box to confirm that you have informed the learner how CITB will use their Personal
Data *

O Accept
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Uploading bulk achievements

You can upload multiple achievements in one go. This is easiest if you set up your own IT systems to
export the data following our CSV scheme.

If this isn't possible, you can still make a bulk upload using a blank CSV file into which you should

input the achievement data.

1. Loginto CITB Online Services.

2. Click on the "ATO" button on the top menu bar.

1.3 ATO Application

Course Searcl ATO Change Profile Search Leamer User Management

3. On the left-hand menu, click “Submit Bulk Achievements'.

® ATO Application Course Search ATO Change Profile Search Learner User Management James Martyr ~

Home > Submit Individual Achievement

Organisation Details
Venues

ATO Training Courses
Assured Products
Recognised Products
Approved Standards
Apply for New Products
Forms of Agreement

Submit Individual Achievement

Search for learner to add an Achievement

To make a valid search, you must enter two items of information, ene of which must be Individual ID/Registration Number or

National Insurance Number.

The following combinations are an example:

Surname & Individual ID/Registration Number
Surname & National Insurance Number

Date of Birth & Individual ID/Registration Number
Date of Birth & National Insurance Number

Note: Temporary National Insurance numbers are not recognised in this search function

Surname Date of birth:

Individual ID/Registration Number

National Insurance Number

Unique Learner Number

4. You will see four buttons at the top of the page. This is where you can download our technical CSV
scheme and guidance notes to help you set up your own system. Once you have done this, you
can click “Upload a new bulk achievement”

Home > ATO Bulk Upload History

Organisation Details
Venues

Assured Products
Recognised Products
Approved Standards
Apply for New Products
Forms of Agreement

Submit Individual Achievement

Download blank CSV file

Download technical CSV sche na

Download CSV guidance nr ies

File name Created On 4

There are no records to display.

Uploz 1 a new bulk achieve nent

Row Count Upload Status
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5. If you do not have your own system to export the information, click on “Download blank CSV file." A
blank template will download for you to fill. If you see a yellow “read only" bar along the top of the
screen, click "Enable editing” to allow you to input your information.

u Home | Insert  Page layout  Formulas  Data Review  View o @ =& o
Ca = ] =5, F= E Autosum -
& Calori - AW [ -  Swapten General - Hg Bad == 5 L
Ea copy - - & il -
e B Z U-|[E-|&-A- 5 Merge & Center - @8 - % 3 | %% £§  Condtional Formatas| Good Neutral | Insert Delete Format . sota Finda
 Format Painter - Formatting = Table * M - - i <2 Clear Filter * Select *
Clipboard [ Font [ Alignment (] Number (] Styles cells Editing
A1 B2 ] P
P
E
A B C D H ) K L M
. Step 1: Complete table below with the achievements you wish to upload WARNING: This file require
‘ I t Step 2: Click the Export button Export downloaded directly from my.c
Step 3: Check resulting file before uploading to Construction Training Register
1
2 |<<<<<< Click +/- sa show or hide Additional Guidance and examples. ONE OR MORE OF THESE THREE COLUMNS MUST BE POPULATED
ATO ~The name of your itappears  Thecourse code [theunique  The registration number The date that the training 10-digit reference number Can be found on the  This must beinthe  Unique number givento  The forename o f Thesurname of  The wor
on the Training Directory reference number forthe o the employer who has was completed and issued with the Personal leamers Site Safety Plus format ‘AB1234564°  individuals when they are the learner who the learner who  who ha
Employer —The name of the course completed bythe  paid for the training and  assessment passed.  Leaming Record of certficates, CSCS or  please do not use added to the Construction has completed has completed  provide
who has awarded your Short Duration learner trainee) This canbe  is making the claim for ~ Please note only anyone over the age of  CPGS cards temporary numbers  Training Register thetraining  the training.
achievement (the provider who delivered and  found within the list of grant payment. achieved courses should 13 ivolved in UK. (commencing TN)
certificated the training) approved courses published be posted to National  education o training
by 7B, it Register.
ants for
3
4 | School of Woodcraft and Joinery
National Insurance
MBEM Training Provider Course Code Claim Emp Reg No | Date Phoenix ID Number
]

6. Above each of the columns you will see guidance notes about the data required for each. For example,
enter the course code in column B; see our list of short duration course codes for more details.

7. Once you have entered the data, click on the “Export” button and save the file on your computer.

o =
B - e === Z AutoSum + 4
| 7 N === X A
M | &) ormal Bad f 3
M| 5] =0 S| B Al
= > @ Fi Z
0 | Conditional Format as | Good Neutra Insert Delete Format 2l . Sort & Fin
Formatting - Table - ear Filter - Selg
ber Styles Cells Editing

ourse completed by the learneritrainee) This can be found within the list of approved courses published by

H J K L M

wish to upload WARNING: This file req
l downloaded directly from m
ion Training Register

ONE OR MORE OF THESE THREE COLUMNS MUST BE POPULATED .

training 10-digit reference number Can be found on the This must be in the Unique number givento  The forename of The surname of  The]

nd issued with the Personal learners Site Safety Plus format “AB123456A" individuals when they are the learner who  the learner who  wh

ed. Learning Record of certificates, CSCS or please do not use added to the Construction has completed  has completed  pro|
anyone over the age of  CPCS cards. temporary numbers Training Register the training. the training.

should 13 invalved in UK (commencing TH)

pnal education or training.

Award [Unique Learner National Insurance
Number Phoenix ID Number First Name Last Name

8. Once saved, go back onto the “Submit Bulk Achievements” page of the portal and click "Upload a
new bulk achievement’ Locate the file and click "Upload"

9. Accept the terms and conditions in the upload dialogue box.

10. It can take a few minutes to upload the data. If the upload is successful, the upload status will change
to passed, and you will see the number of rows uploaded and the file name. When the process is
complete, a message will say that the data is valid.
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Viewing, editing and deleting achievements

Once you submit an achievement you have 48 hours to edit or delete it before it is processed. After 48

hours, you will not be able to make any amendments without contacting CITB.

1. Log into CITB Online Services.

2. Click on the “ATO" button on the top men

Course Search ATO Search Learner

#

ATO Application Change Profile

3. On the left-hand menu, click “View Achie

# ATO Application Course Search Change Profile Search Learmner User Management

Home > Submit Individual Achievement

Organisation Details

Search for learner to add an Achievement

Venues

National Insurance Number.
ATO Training Courses
The following combinations are an example:

Assured Products « Surname & Individual ID/Registration Number
+ Surname & National Insurance Number
« Date of Birth & Individual ID/Registration Number

» Date of Birth & National Insurance Number

Recognised Products

Approved Standards
Note: Temporary National Insurance numbers are not recognised in this search function.
Apply for New Products

Surname Date of birth:

Forms of Agreement =

Jlomit Individual Aghievement

Individual ID/Registration Number National Insurance Number

View Achievements

To make a valid search, you must enter two items of information, one of which must be Individual ID/Registration Number or

Unique Learner Number

User Management

James Martyr ~

4. You will see a list of all achievements, divided between those that are awaiting processing and

those that have been processed.

Home = Achievements

Organisation Details

Approved Standards

Apply for New Products
Forms of Agreement

Submit Individual Achievement

View Achievements

Venues Achievement
Training Training Award Date  Achievement Recommended Standardised
Assured Products Course Learner Standard + Expiry Date Refresher Date  Training Occupation
Recognised Praducts (Bricklaying) Shea (Bricklaying) 31/03/2018 Yes Card
Leonard Category

Training Training Award Date  Achievement Recommended Standardised

Course Learner Standard + Expiry Date Refresher Date  Training Occupation
Submit Bulk Achievements

BRICKLAYING Shea BRICKLAYING  31/03/2018 31/03/2020 01/04/2020 Yes Card

LEVEL 2 Leonard LEVEL 2 Category

Diamond Shea Diamond 31/03/2018 31/03/2019 01/04/2019 No Drilling and

Drilling Leonard  Dirilling Sawing

Achievements (Awaiting Processing)

Achievements

‘ w

Achievement
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5. Click the arrow to the right of an achievement awaiting processing to reveal options to edit or delete it.

Achievements (Awaiting Processing)

Achievement

Training Training Award Date  Achievement Recommended Standardised
Course Learner Standard 4 Expiry Date  Refresher Date Training Occupation
(Bricklaying) Shea (Bricklaying) 31/03/2018 Yes Card
Leonard Catego
o @ Edit

Delete

6. Select “Edit” to make amendments. You can change the Employer Registration Number,
Sub Employer Registration Number, and the achievement award date.

Learner and Course

Training Course Emplgffer Registration Yumber

12D Registered Traffic Manag

Learner

Sam Sample

Grade *

Achieved

Achievement Ayard Date *

20/08/2018

Select "Delete"” to delete the achievement. A dialogue box will appear asking you to confirm that you
want to delete the achievement.

M Delete

Are you sure you want to delete this record?

By

Click "Delete” to delete the achievement.
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6. Managing your account

Adding a new user/editing permissions of an existing user

The person who first set up the ATO account is a super user, with full administration rights within the
ATO portal. A super user can assign up to three other super users within an organisation and add
other new users and amend existing users to perform certain functions. They can do this on the User

Management page.

Watch our short User management video to find out more.

1. Loginto CITB Online Services.

2. Click on the “User Management” button on the top menu bar.

.3 ATO Application Course Search

Change Profile

Search Leamner Jser Manageme nt

3. The User Management page displays a list of users, their contact details and administration permissions.
Click the “Create” button to the right of the search box. Or to amend an existing user, select their profile

from the existing users.

1.3 ATO Application Course Search ATO

Home > User Management

Organisation

James Martyr LTD

Person Contact Form of Self Individual Bulk

Email Type Organisation Courses Venues Security Standards Agreement Assessment Achievement leve
Donald  C.Smith@CITB.co.uk ATO Read Read None Read Write
Smith User

User Management James Martyr ~

{

Version 20 |

| 08449944047 | ctdservices@citb.co.uk 48


mailto:%20ctdservices%40citb.co.uk?subject=
https://www.youtube.com/watch?v=DzxizRpeJdw&list=PLFWstTTu7zr-tWr4KzmYVaydt6dVyUjk-&index=9
https://my.citb.co.uk/en-US/

INFORMATION PACK APPROVED TRAINING ORGANISATIONS (ATOS) C i t b

4. Fillin the details of the new user, taking care to complete all the required asterisked fields.
Or for an existing user; simply amend the details as required.

Home > User Management > Portal Admin - Create

Contact Details

First Name * Last Name * Email *

Security Details

Company Name * Contact Type ™
Vvd Enterprises v
Organisation Courses Venues Standards
v v v v
Form of Agreement Self Assessment Individual Achievement Bulk Achievements

In Contact Type box reveals a dropdown menu for you to choose the type of user you want to create/
amend. They are:

= ATO Remove Access - to remove access to the portal for the user

= ATO Super User - your organisation can have up to four super users with full administration rights
= ATO User - can add venues and courses and publish them, but only view other pages

= ATO Bespoke - for you to set custom user permissions using the eight permissions boxes:

Organisation - whether the user can update the organisation details

Courses - whether the user can submit courses, view the information or neither
Venues - whether the user can add venues, view the information or neither

Standards - whether the user can add new standards or not

Form of Agreement - whether the user can sign Forms of Agreement or not

Self Assessment - whether the user can complete self-assessment

Individual Achievement - whether the user can upload individual achievements or not
Bulk Achievements - whether the user can upload bulk achievements or not

O 0O 0 0O 0O 0O 0 ©

5. When you are ready, click “Submit” to create the new user or to update an existing user. You will return
to the User Management page, where all the users are listed.

6. An invitation email will be sent to the new contact, inviting them to log in to the portal. If the new user
is already registered in the CITB system under another organisation they may need to change profiles to
undertake activities for the correct organisation.
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Changing profiles

If you are user for more than one organisation in the portal - for example an ATO that belongs to a
larger organisation, or an ATO that is also a grant-claiming employer - you may need to change your
profile in the portal to undertake activities for the correct organisation.

1. Log into CITB Online Services.

2. Click on the “Change Profile” button on the top menu bar.

1.3 ATO Application Course Search ATO Change Profile Search Learner User Management

3. You will now see any other accounts that you are linked too. For grant-claiming employers,
the profile can be identified by the seven digit Levy registration number.

Lookup Records

Registration Number Primary Contact

James Martyr

m’ Cancel I Remove Value

4. Select the profile you want to switch to. Click “Change profile"

f® ATO Application Course Search ATO Change Profile Search Learner

Home > Change Profile

PJfase select tNe profile that you would like your account to be related to. *

James Martyr LfD

Change Profile
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5. You will then be taken to the Organisation Details page. You will now see that the name of
the organisation has changed. The menu at the top of the page will either say ATO or
Employer depending on which profile you are in.

) ATO Application Course Search ATO Change Profile Search Learner User Management James Martyr -

Home > ATO

Organisation Details ACCOUNT INFORMATION Primary Address
Venues Account Name * Address Name

James Martyr LTD
ATO Training Courses

* *

Assured Products Phone Street 1

0300 456 7288 CITB
Recognised Products

Website Street 2

Approved Standards
Bircham Newton

Apply for New Products

Parent Account Street 3
Forms of Agreement
Submit Individual Achievement

Companies House Number City
View Achievements

King's Lynn

Submit Bulk Achievements

Levy Registation Number County

Updating your user profile

It's important that your personal details are correct, as potential customers may access them to
contact you. This is how to update your personal details, such as job title, phone number, email,
address and communication preferences.

1. Log in to CITB Online Services.

2. Click on your username in the top right of the menu bar and select “Profile"

® ATO Application Course Search ATO Change Profile Search Learner User Management James Matyr ~

Profile

— -m

O 6o

Welcome to CITB Online Services

LEVY GRANT CONSTRUCTION CONSTRUCTION
TRAINING TRAINING
DIRECTORY REGISTER
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3. You will now be taken to the Employee’s Profile page, where you can update your personal details and
contact preferences. When you are ready, click "Submit”

A ATO Application Course Search ATO Change Profile Search Learner User Management James Martyr ~

' .
Employee's Profile
Personal Details
Title m
First Name * N
Last Name *
Martyr
Job Title Business Phone
Product and Services Coordinator 0300 456 7288
Date of Birth * Mobile Phone
Current Employer Email
james.martyr@citb.co.uk
Unique Learner Number Gender

Updating your organisation’s details

It's important to keep your organisation’s details up to date on the system, so that potential customers
can contact you easily to book courses.

You can update details, such as phone number, website, email, and company description, by logging
in to your account.

But some details, such as the company address, account name and registration numbers, you can
only change by contacting CITB.
1. Log into CITB Online Services.

2. Click on the “ATO" button on the top menu bar.

1.3 ATO Application Course Search Change Profile Search Leamer User Management
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3. Onthe ATO landing page, you can update any of the fields that are not greyed out such as phone
number, website, email and company description. Contact CITB to update any greyed-out fields.

1) ATO Application Course Search ATO Change Profile Search Learner User Management James Martyr ~

Home > ATO
Organisation Details ACCOUNT INFORMATION Primary Address
Venues Account Name * Address Name
James Martyr LTD
ATO Training Courses
x *
Assured Products Phone street 1
0300 456 7288 CITB

Recognised Products

Website Street 2
Approved Standards

Bircham Newton

Apply for New Products

Parent Account Street 3
Forms of Agreement
Submit Individual Achievement

Companies House Number City
View Achievements

King's Lynn

Submit Bulk Achievements

Levy Registation Number County

7. Searching the Directory and Register

For more information about searching the Construction Training Directory and Construction Training
Register, watch our short video CITB Training Directory and Register: an overview.

Searching the Directory for courses

Anyone can search for courses published in the Directory, without having to be logged in. You can
search by a number of methods, including by ATO, location and date.

1. On the CITB Online Services homepage, click on “Construction Training Directory"

.1 ATO Application English ~ Sign In

Welcome to CITB Online Services

LEVY GRANT

E

CONSTRUCTION
TRAINING
DIRECTORY

CONSTRUCTION
TRAINING
REGISTER
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2. You will now be given a number of different search options. You can search using a single field or a
combination of several fields to narrow your results.

ft ATO Application Course Search Sign In

Home > Training Course Search

Approved Training Organisation

Dlaaca Colart
| Please Select =

Keyword

Keyword

Include Unscheduled Training
Courses |

Standard Name

! Please Select *
Start Date:

=]
End Date:

=

Distance from Postcode

Postcode v
They are:

= Approved Training Organisation - click on the box and a list of all ATOs appears.
You can search for a particular one by typing in the box.

= Keyword - use a keyword to search for a course. This can be a partial course name or abbreviated
terms such as SMSTS. Words commonly used in industry in relation to courses are also being linked
through the Keyword search.

= Include Unscheduled Training Courses - ticking this box will include available courses that
do not yet have dates or venues. Leave the date and postcode fields empty if using this feature.

= Standard Name - select an industry standard name to find courses linked to that standard.

= Start Date and End Date - the whole duration of the course must be within these dates for
the search to work. For example, for a course on 20 May, the search range should be 19 to 21 May.

= Distance from Postcode - for searching for courses within a specified radius from a postcode.
A full postcode must be used to utilise this function.
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3. Click "Search” when you are ready. Your results will appear on the right.

4. You can sort your results by any of the headings, such as ATO name, cost or grant tier.
You can also search within your results using the search box at the top right of the screen.

Home > Training Course Search
Approved Training Organisation + - Standardised Training €@ - Grant Value Exception
Fujitsu Test X
! | Showentries Search:
Keyword
Course Start Grant Djftance
ccpo Name ATO Standard Location Price Date Duration alue iles)
Include Unscheduled Training CCDO Fuﬂt-su GCDO Beach Club £1.00 011072018 1 Dgys £70.00 239
Courses [ Chargehand Test Chargehand «*
Standard Name Showing 1 to 1 of 1 entries Previous 1 Next
Please Select v Izla of Man e [E——
Map Sateliite National Park il
Start Date: York
Blackpool
o 5 Leads Hull
Great Britain -
{11 ] @ m
Liverpool [ °Manchester
End Date: 3 Peak District
= Pegten National Park
= -
Snowdaria ue Hottnghar
Distance from Postcode National Park
[hisa] Leicyster Norwich
LE15JT 100+ miles ¥ [ e Tol| Peterbglough o
ENGLAND
Clear All Cambridge
o
Ipswich
Course Availability Feedback WALES @ finac bl Cnlcl;est:r
Bm
Oxford " mm
Swansea n &
° Swindon L3
Cardiff ° i London
= 3 Bnglul Reag.llng (i3] ®  southendion-Sea
Bgth Canterbury Bl + |
m _ al
e 2 ... Dunkirk E3 !
Go gle Southampto Msp cata 2013 GeoBasis-DE/BKG (£2008), Google © Tima of Use _Report a rhap efror
¥ e HNorth Sea P
Map g=1E||I-IE L Test % i
Beach Club burgh
1 Malone Road, Belfast, BT9 6BY
239 miles
5 United
.aomgﬂ Kingdom
g IRELAND
\ﬂf\u_ Isle of Man
Legds
Dublin Manclgesler
Gal;uay ® Li (=] |
Ireland iverpool j Bri
Limerick |
[~
ENGLAND Amsterdam
Camgridge L]
Cork The Hagueo K
or WALES AT gue> Netherlands
| London Dortmur
ol ;"gml @ Antwerp. Esseno © it
AT ‘{{ 2
P ) Brussels oo +
Southampton. © i g
ollille —
Plymauth -~ Belgium
Gooale 3 - A W e T Lol Erad

The location of the listed courses is shown by the red markers in a map below the search results.
The blue marker shows your location. You can control the map as you would for Google Maps
- for example, zooming in and out using the zoom buttons in the bottom right-hand corner.
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Clicking on a marker brings up information about that venue.

o 1 [=]
Fujitsu Test x
Beach Club burgh
1 Malone Road, Belfast, BET9 EBY
239 miles

. \ United
NORTHEW: Kingdom
IRELAND

u\,_f\j Isle of Man

Lt

Leeds

[

5. Once you have found the course you want, click on the course name to get the course description and
training schedules, or click on the standard for the grant tier and grant value. If you click the course
name, various course dates are listed in the Training Schedules section; you can get further details on
each by clicking the arrow to the right of the course and selecting “View details’

Home > Training Course Search

Approved Training Organisation + - Standardised Training € - Grant Value Exception

Please Select v

— ‘ Show entries Search:
Keyword
Courge Start Grant Distance

Keyword ﬁ?\ ATO Standard Location Price Date Duration Value (Miles)
Include Unscheduled Training CCDO ujitsu CCDO Beach Club  £1.00 01/10/2018 1 Days £70.00 239
Courses [ Chargehand est Chargehand +

Standard Name

owing 1 to 1 entries Previous 1 Next
Please Select v Dundee’
Map Satellitz - A Horth S .
. Fujitsu Test X
Start Date: Beach Club burgh
a 1 Malone Road, Belfast, BT9 6BY
— 239 miles
United
End Date: i~ -
ﬁQR‘rHE, Klngdom
= g IRELAND
N'{\l,," Isle of Man
Distance from Postcode Legds
LE1 5JT 100+ miles ¥ Dublin Manchester
Galway @ 0!
°Ireland Liverpool
Limerick |
- ENGLAND Amsterdam
Course Availability Feedback Cambridge =
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6. To book the course, click on the ATO for their contact details.

Home > Training Course Search

Approved Training Organisation

Please Select v

Keywerd
Keyword
Include Unscheduled Training

Courses UJ

Standard Name

Please Select -

Start Date:

End Date:

Distance from Postcode

LE15JT 100+ miles ¥

Clear All

Course Availability Feedback

+ - Standardised Training @ - Grant Value Exception

Show entries Search:
Course Start Grant Distance
Name ATO Standard Location Price Date Duration Value (Miles)
CCDO Fujitsu ~ CCDO Beach Club  £1.00 01/10/2018 1 Days £70.00 239
Chargehand Test Chargehand
Showing 1 to 1 of 1 entries Previous 1 Next
Dund
Map Saeliite % » s Herh Ses o
Fujitsu Test x
Beach Club burgh
1 Malone Road, Belfast, BT 6BY I
239 miles
R
United
ic Kingd
HORTHEN! ingdom
<9' IRELAND!
h\";\Lv' Isle of Man
Legds
Dublin Manclr;lesler
Galway & o
®Ireland Liverpool }
Limgnck |
ENGLAND Amstsrdam {}

Cambridge

Searching the Register for a learner

To search for a learner, you need to log in and have two of the following pieces of information about them:

«  surname
« date of birth

- Individual ID/Registration Number
= National Insurance Number

« Unique Learner Number

A search must include either their Individual ID/Registration Number or their National Insurance Number.
The National Insurance Number must be in the format “AB123456A" Please do not use temporary numbers

(starting with TN).

The Unique Learner Number is a ten-digit reference number given to anyone over the age of 13 involved in

UK education or training.

The Individual ID is a seven-digit number which can be found on a learner’s Construction Skills
Certification Scheme (CSCS) card or on other paperwork issued by CITB, such as Site Safety Plus (SSP)

certificates.

1. Loginto CITB Online Services.

2. Click on the “Search Learner” button on the top menu bar.

1.3 ATO Application

Course Search ATO

Change Profile

Search Learne

User Management
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3. Enter at least two pieces of information about the learner in the search fields, including either the
Individual ID/Registration Number or the National Insurance Number. Click "Search” when ready.

F) ATO Application Course Search ATO Change Profile Federation Employer Search Learner User Management

Fujitsu Support ~

EDIT Primz

Surname [To make a valid search, you must enter two items of information, one of which must be Individual ID/Registration Number or
National Insurance Number.
Leonard
[The following combinations are an example:
Date of birth: ¢ Surname & Individual ID/Registration Number
01/03/1993 = + Surname & National Insurance Number
« Date of Birth & Individual ID/Registration Number
Individual ID/Registration Number + Date of Birth & National Insurance Number

INote: Temporary National Insurance numbers are not recognised in this search function.

National Insurance Number

JWe00015D

Unique Learner Number

‘ 12345678

4. If there is a match in the database, you will see the learner's profile page, including a photo if it was
provided, and a list of their active achievements. You can toggle between the active and expired
achievements by clicking on “Active Learner Achievements.'

Learner's Profile

Full Name *

Sam Sample

Achievements=

Achievement Award Recommended Standardised
Date 4 Date of Expiry Refresher Date Training

Training Cou Standard Name Occupation

SICCS - Supervisor SICCS - Supervisor 12/05/2013 31/12/2018 Yes Card
SICCS - Manager SICCS - Manager 12/05/2013 31/12/2018 Yes Card
CPCS Competence CPCS Competence 10/08/2013 31/10/2018 Yes Card
Card Card

CPCS Trainer - Full CPCS Trainer - Full 10/08/2013 31M0/2018 Yes Card
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8. Short duration training standards and grant rate search
Where to search for training standards

You can search for short duration training standards and their grant rates on the CITB website.

At the end of this section you can find guidance on how to download your search selection as an
editable spreadsheet using the button.

Click this link for quick access: Short duration training standards and grant rate search to start your search.

OR:

1. Visit https://www.citb.co.uk/

2. Click on the Standards and Qualifications dropdown arrow, then select “Short duration
training standards and grant rate search’

Cymreeg Accessiblity | Contact us

News & Events CITE Apprenticeships

Employer Suppor Cards and testing
Research and insight Training and courses

Standards and quakBcations FPublicatrons

Health & Safety and other topics - Products and service accoreditaion

Standards and qualifications

Mational © ool Qualification F " iceshin F Standards and Qualifications -
In the changing Sancards Qur work in 2018
world of
construction,
Cr‘::'i! "":" Yocational Qualification CITE Contracts Right Training Strategy
tohelp t
Inchtyy Corom Support and Approval Process
and thrive.
Training Standards FAQ page 14 - 19 Standards
Close
L

3. You will now see the Training Standards Search box.
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At any time your location on the website can be seen on the page trail, as in the image below.

Cymraeg = Accessibility = Confact us

News & Events CITB Apprenticeships

Employer support Cards and testing
Research and insight Training and courses
Grants Standards and qualifications Publications

Funding Health & Salety and other topics Products and service accreditation

and qualifications Shon duration training standards and grant rate sea

Short duration training standards and grant rate search

In the changing Find standards for short tralning courses
world of

construction, . p
CITB is here ¥ Ry Ses

to help the

h You can search by & singls ward or a phrase, for example Plant of Site supervision. For more targeted results, leave oul words such as And or The
industry grow

and thrive.

Or Browse by occupational areas

Methods to narrow your search

Searching for course standards by title:

Alternative methods for searching for a course standard:

If you know the full standard title, type it in the box.

Type a single keyword or a phrase, for example Plant or Site supervision. For more targeted
results, leave out words such as ‘and’ or ‘the’ from the search. Words commonly used in industry in
relation to courses are also being linked through the keyword search.

Click the Browse by occupational areas link. See the guidance below to navigate the Browse by
occupational areas / Standard results.

Home Standards and qualfications Short duration training standards and grant rate search

Short duration training standards and grant rate search

Find standards for short training courses

You can sesrch i or & phrase, for example Flant or Sile supervision. For more tarpeted resulls, heave oul wonds such s And or The:

Or Browse by occupational areas
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1. Select the letter of the alphabet that covers the occupational area you are searching in.

2. Select the occupational area.

Hoema SaBnciards 0 Gualifcatong Short Juraton raering SLANCRCE and praml rale sesrch Browse by occupational areas

Browse by occupational areas

peilag list below to find the relevant construction skill category for your standard or follow the alphabetical links 1o course
and standWgds for each ofcupational area:

AIBICIQIEIFIGIHITJILIMIP|RIS|TIUIW

A

* Access and rigging
* Asbestos
* Automatic doors

B

Bricklaying

Building enyflope

C

* Chimney engineering

3. You are advised how many results the search has found and how to narrow the search for more
targeted results:

T BT T T Short Gurplon Brareng BAATS 0 o rale RearTh
Search
wasnrc for Brichlaryng retuted o bl matchet The BIRSCNOE B BONed ) BDRBDE0ON O o
If your search has too many results, leave out words such as “and’ or “the’ m
and try again. You can also tick the ‘Search by exact phrase’ box to filter
results even more. 0
50 Sdwined Tl eerTh feiui i i CoTmputeT
» 55V spre C sienceds pe updeted Feguerty 30 you
L e
O Assurea 43 o
Bonding, taping and positioning insulation board O Recogresed (1] ]
Published Broidaying  Asswwd  £30(Twr 1) GETITED Fll:t:rbgrmﬂfstmhd
The Pt of Tieretg) Sblransd Sgierd! Il FEASRT  10 rovee el Wit B YRSl Siridatton [ i daviopmant [15]
1o T fixing of nsuleton bosrds Bnd how 10 poSon, bond g tepe 5 per Speofoaton
L Pukslishad [17]
. : [ warcrwn 1)
Brick slip systems
Published Brcideyng Assored D30 (T 1 QETITTR ﬁhﬁwwmﬂ
Toa atin B —— _— 00 £30 (Tiae 1) 129}
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Search by exact phrase

This filter groups keywords in the search box.

The example shots below show that ‘masonry cutting’ returns 24 results that include either ‘masonry’ or
‘cutting’ or both. When ‘Search by exact phrase’ is selected only 1 result is returned.

your results

(Clici e Eeation 15 OATEOR] PSS BEATTR MESURE 10 TUT COMpUSEr BB
8 CEV sprmsduheet Corse Sianterds e upesed Seguenty, S0
Bhoakd heck the walbnss Brd dowricad 8 e LN MgUESY

[ Asseren 3] (i ]
Conservation and restoration of stonemasonry O Recogrises 1] o
In develcpmant Mertage sily  Asorsd  EX0 (Tt GETI02 nmrwmﬁm

IS NG SBNCET W, [ISOURY UNGRT T HETEBgE KIONETISIONTY DOOADRONS aes The standsrd &

[ pepm——
1 Sevaiopant vt wl e pubicane Sy

2 Pravvieew 131
5 0 Pt o)
Conservation law
In development  Hetaps skils  Asued | EX0(Twd 1) GETIIM Filter W gl'ﬂ\tl'mm
= 0 20 (e 080
Tha Ing 2880w v A uhoe T Hertage Lishematenry betipatensl wes The 1ansan 4
 SpeopTant B wal b pobiEnad Thonty O ero e 21 M)

O &n20 (Tee 3
g

Cutting and assembling complex framing components

in develcpment  WWood ccoupstions Assured | ETO Tar2)  GETIZME

Home > Standsrds and quaiifications. Standard results

Short duration training standards and grant rate search

your resulls even more.

Click the button to downioad these search results 1o your computer as
& CSV spresdshest Course standards are updsted frequently, 50 you

Dowrlosd a3 5V [aid

should eheck the website snd downlasd 8 new version regularly. Filter hy Pm'dl-l'-'t type
O Assured[1] [ ]
Masonry cutting and drillin
g 9 Filter by status of standard
Published | Brickaying | Asswed = £70(Tier2) | GETIT8S
O Published [1]
The purpase of this standard is to provide the candidate with the knowledge. safety procedures and skill o
be abie 1o cut and drill masonsy with all types of cutting and drilling equipment. Filter by grant rate/tier

Narrowing the search for course standards by using filters
Click "Search”

LTRE '.l'hHll"-Eq-\.hri'{F'l

Shaert Sharuisan brasrang tisscledy Sred geard fote

Short duration training standards and grant rate search

Find standards for short training courses

Farh

Version 20 |

| 08449944047 | ctdservices@citb.co.uk 62


mailto:%20ctdservices%40citb.co.uk?subject=

INFORMATION PACK APPROVED TRAINING ORGANISATIONS (ATOS)

Filters can be applied in the right-hand panel, narrowing the results as you require.

Search results

Found 1554 short duration training standands. The standands ace sorted in slphabebical order.

If your search has too many results, leave out words such as ‘and’ or ‘the’
and try again. You can also tick the ‘Search by exact phrase’ box to filter
your results even more.

Click the button to downioad these search results to your computer as m 1]
8 CSV spreadsheet Course standards are updated frequently, 50 you

should check the websits and downiosd & new version regulsry

Home > Stancands and quaifcations > Short duration traing standacds and grantrabe search > Standard resulls

0] Assisea o) [}

302.1 Installing, maintaining and
on rural and urban roads

Published = Road bulding snd repsir | Recogrised | £30 (Twr 1) GET1120

ing temporary traffic

This s2anciand sirvs 10 PrCwicn SMPoYIes Working within the Highway EXectrical Sector the underpinning
ircwiedie recuired for th Undersianding #nd use of ecupmant for Salety 8t Szeet Works snd Rosd
Werks. 85 sppeoprishe 1o The 100D of thisr work on S0

360 Pedestrian operated plant: preparing for work
in development  Flant short duration irsining ~ Assured  £30 (Tier 1) GET1033

This trairire] standand & in develcomant snd will be pubkshed shorty

360 Pedestrian operated plant: roles and responsibilities

In Gevelopment | Flam shot dumtion aning | Assured | £30 (Tiee 1) | GETI002

This training standard is in development and wil be published shorty

360 Pedestrian operated plant: setting up for work
in development  Plant short duration training  Assured €30 (Ter 1) GET10M4

This trairing standard is in develooment and will be published shorly

360 Pedestrian operated plant: shutting down

Indevelopment  Flam short duration training | Assured | 70 (Tier Z) | GETI099

0 243 0

[ CITB Products [345) o
Filter by status of standard
O3 in development [110:5]

[ Presiew [73]
[ Published [304]
L wthscearwn [89)

Filter by grant ratetier
0O £30 (Toer 1) (871

0 £70 (Foar 2) 452

[ £120(Tier 3) (215

[0 £15 (Toar 1 - ratrwshiar) (4]

[0 £35 (Tier 2 - redresher) [5)

[ £80 (Tier 3~ retresher) [5]

[0 280 (Piant theory tes rate) [91]
[ £180 (Prant peactical test rate 1) [

[0 £240 (Frant practical test rate 2)

[ £410 (Piant practical test rate 3)J81]

Each standard will carry the following information:

« The status of the standard, e.g. Published

«  Thetitle

«  The category, e.g. Assured
«  The grant tier

- The GET code

To find a course standard by its status

Click 'Filter by status of standard’ to select one of the following.

1. Click ‘In development’ where you may find a course title that does not yet have a published

standard.

2. Click 'Preview standards' for full Standards which have been developed by CITB, together with
industry experts and made available ahead of formal publication to allow training providers time to

review their course content against the Standard requirements.

3. Click 'Published’ for Published course titles, currently available to map course content to.

4. Click 'Withdrawn' for courses that are no longer eligible for grant.
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If your search has too many results, leave out words such as “and’ or “the”
and try again. You can also tick the ‘Search by exact phrase” box to filter
your results even more.

Gz ool Bfien i doarians s Laaseh ririuls B S SOt &l
& S5V ipreadihedl. Counie itandandi and vpdaled Faguantly, i poe
et chaeck The werbide snd downioad B new verseon megdety.

Deravrioaed it C5Y

Bricks and brickmaking
I dirvilapiminl | Haflags ikl

Ajused | ETD (Tee 2}

GETOENZ

onrily Lndar e Herik b

Sl cRmat aNd well Dl Pt o7

sl ares. The standand b in

Hoars Standarc wnd guakfcaiees Shot duraton sy sisndsnds snd grant mie seerch Simndasd resulis
Search results
Vowd bidceh & Brickliping riduSed n 16 malsrad. The ilandardi ank sorked in alphabatical order Fil.tEl }'ﬂ“r mrﬂh rESl.l.l.tE

Brakdayrg

[ Search by sxact phvase i)

Filter by product type

Filter by grant rate /tier

To find a course standard by its title

Click here to return to ‘Searching for course standards by title:’

To find a course standard by its category / product type:

Click here to read the definitions of Assured, Recognised and Preview Standards, also for definitions of GET

codes and Grant tiers.

If you know which product type you are searching for:
1. Click a tick in the box required.
2. Click ‘Apply the filter’

ndards and grant rate search Standard results

Filter your search results

Search

[ Search by exactphrase ()

ed in alphabetical order.

rds such as ‘and’ or ‘the’
act phrase’ box to filter

|} Download 25 CSV [llid
= j |

porary traffic management

)}  GET1129

Blectrical Sector the underpinning
afety at Strest Works and Road

O In development [1108]

mMea . r——

Version 20 |

| 08449944047 | ctdservices@citb.co.uk 64


mailto:%20ctdservices%40citb.co.uk?subject=

INFORMATION PACK APPROVED TRAINING ORGANISATIONS (ATOS)

Citb

Downloading your search selection
The CSV (comma separated value) button is for downloading the details of your course search.

You can use Excel or similar software to open the CSV file. With this software you can filter, expand the
columns, reorder the titles or print out the spreadsheet.

All the short duration training standards will be downloaded unless the search has been narrowed down
with any of the methods above.

Course standards are updated frequently, so you should check the website and download a new version
regularly.

1. Click the button to download the search results to your computer as a CSV spreadsheet.

and try again. You can also tick the ‘Search by exact phra; lter
your results even more.
Ciick the button to downlosd these search results 1o your computer 8s o
 CSV spreadsheet Course standards are updated frequenty, o you

B

Bonding, taping and positioning insulation board

Published | Briciiaying | Assued | £30(Tier 1) GETITED

Home > Standarcs and qualifications > Shont ton tra: and

Search results

Foune 35 50 Guratin i stancards. T stancards e 2% n aBRaSeYCHl crde Filter your search results

If your search has too many resuts, leave out words such as ‘and’ or ‘the’ Bk Sewn

[ Searchby exsciphrase @)

Filter by product type
[ Assured [35] 0o

Filter by status of standard

O in deveiopment [¢]

The puspose of standsiais wn s practal oticton
10 the fixing of insulstion baards and how 1o pesitan. band snd tape as per specfication b

O Withdrewn [9]
Brick slip systems Filter by grant rate/tier
Published | Brckayng | Asswed | E0(Ter1) | GETITZD 0 £30 (e 1) 28]
The puspose of aining ageins! this standard is o provide cendidates wih knowledge of bick $5p sysiems. Oemmenm
nd what ey are used for.

gy Giearall

Brick soffit systems
Published | Bickaying | Aseed | ETO(Tic2) | GETITOT

The purposa of ¥ this standard is & L e v tacge and skl to be Download search results

abie o safely and effectively instal brick sofit systems.

Clich T TumaMmgownload ihese results as

Carpentry Skills for Supervisors
Indevelopment | Srckayng | Assured | £20(Tier1)  GETIZS

“This standard is in development and wil be publshed sherty

2. Open the download or use the “Save” options. Name the document according to your standard
selection.

b e o ey A o s i (el e raeviiem e e e e u e
AR ] P e D T e

Carpentry Skills for Sepenvisors

o BeonEey  hERAR D6 (T TS

Do yow want Bo open 00 weve S Ly -Gl stioracws (752 58] from ciibaoouk
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3. Each downloaded standard row has information in the following columns:

A. Standard Title

B.

C. Status - e.g. Published.
D.

E. Grant Tier

F.

G.

H.

The standards will appear in alphabetical order of their titles.

Occupation - the standard group the title falls into.

Grant/TS code - the GET code for the standard.

Product type - the category of the standard, e.g. Assured

Last updated - the date to check on the website periodically

AR |=
Home | Insert  Pagelayout  Formulas  Data  Review

View
‘= "‘6(”' Arial S oA === e Siwepte
52 Copy ~
PB_S'E F Format Painter B J U~ G- A 5 Merge & Center ~
Clipboard Font Alignment
At - f= | Standard title

2 Bonding; tz Bricklaying Published GET1780
3 PBrick slip s Bricklaying Published GET1779
4 Brick soffit Bricklaying Published GET1797
5 Carpentry Bricklaying In developr GET1925
6 Cavity Tra) Bricklaying Withdrawn GET 1202
7 Cloak syst Bricklaying Withdrawn GET1525
8 Cold weatt Bricklaying Published GET1782
9 Co-ordinat Bricklaying Published GET1781
10 Fitting flust BricklayingIn developr GET 1531
11 Forming of Bricklaying Published GET1783
12 General sit Bricklaying Withdrawn GET 1684
13 Helical bar BricklayingIn developr GET1928
14 Helical bar Bricklaying In developr GET1923
15 Heritage bi Bricklaying Withdrawn GET1510
16 Industry st BricklayingIn developr GET1534
17 Installing filBricklaying Published GET1784
18 Introductiol Bricklaying Published GET1795
19 Introductiol Bricklaying Withdrawn GET1527
20 Laying inst Bricklaying Withdrawn GET1536
21 Masonry ciBricklaying Published GET1785
22 Masonry siBricklaying Published GET1788
23 Materials s Bricklaying Published GET1788

E F

A B c D
1_[Standard t}Occupatiol Status Grant/TS ¢ Grant Tier Product tyfURL

£30 (Tier 1 Assured
£30 (Tier 1 Assured
£70 (Tier 2 Assured
£30 (Tier 1 Assured
£70 (Tier 2 Assured
£30 (Tier 1 Assured
£30 (Tier 1 Assured
£30 (Tier 1 Assured
£30 (Tier 1 Assured
£70 (Tier 2 Assured
£70 (Tier 2 Assured
£70 (Tier 2 Assured
£70 (Tier 2 Assured
£30 (Tier 1 Assured
£30 (Tier 1 Assured
£30 (Tier 1 Assured
£30 (Tier 1 Assured
£30 (Tier 1 Assured

£70 (Tier 2 Assured
£70 (Tier 2 Assured
£30 (Tier 1 Assured

24
25
26
27
28
29
30
31
32
33
34
35
36
v
38

Mechanica BricklayingIn developr GET1535
Modern mi BricklayingIn developr GET 1533
Non stand: Bricklaying In developr GET1523
Pre-cast ¢ Bricklaying Withdrawn GET 1683
Quality as: Bricklaying Published GET1789
Repairing (Bricklaying Published GET1798
Sills; copin Bricklaying Published GET1794
Special bri Bricklaying Withdrawn GET 1524
Specialist 1 Bricklaying Published GET1790
Thin bed jcBricklaying Withdrawn GET1518
Transferrir Bricklaying In developr GET1532
Types and Bricklaying Published GET1791
‘Wind post Bricklaying Published GET1792

£30 (Tier
£30 (Tier
£30 (Tier
£30 (Tier
£30 (Tier
£30 (Tier

£30 (Tier
£30 (Tier
£30 (Tier
£30 (Tier
£30 (Tier
£30 (Tier

(

(

(

(

(

(

(

(

(

(

(

(

(

(

(

(

(

£70 (Tier 2 Assured

(

(

(
( 1
( 1
( 1
( 1
( 1
( 1

£30 (Tier 1
( 1
( 1
( 1
( 1
( 1
( 1

Assured
Assured
Assured
Assured
Assured
Assured
Assured
Assured
Assured
Assured
Assured
Assured
Assured

G H
Last Updated

https:/fwwn SHEHERERE
https: /v SEEEEE
https:/fwan SRR
https:/ivwwn SRR
https:/fwwn SRR
https /i SHEHERER
https:/ivewn FEEEEREE
https:/iwwn FHEHERER
https: /v S
https:/fwan SRR
https:/iwwn SHEHERER
https:/fwwn SRR
https:/fwwn SHEHERERE
https: /v SRS
https:/fwwn, SRR
https:/ivwwn SRR
https:/fwan SRS
https:/iwwn SHEHERER
https:/ivewn FEEEEREE
https:/fwwn SHEHERERE
https: /v SEEEEE
https:/fwan SRR
https:/ivwwn SRR
https:/fwwn SRR
https /i SHEHERER
https: /v SRS
https:/fwwn, SRR
https: /v S
https:/fwan SRS
https:/iwwn SHEHERER
https:/fwwn SRR
https:/fwwn SHEHERERE
https: /v SRS
https:/fwwn, SRR
https:/ivwwn SRR

URL - the web address if the course standard needs to be found online.
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4. To see a full column, expand it by double-clicking when the double-headed arrow appears on the

gridline between the letter headings.

A1 - f= | Standard title

[Standard title

A ! )a [ ¢ | @
cupatiol Status Grant

1
2 Bonding; taping and positioning msulaton board
3 Bnick slip systems

4 Brick sofft systems

5 Carpentry Skills for Supenvisors
6 Cawity Tray Installation

T Cloak systems

8 Cold weather working requirements for bricklayers

9 Co-ordinating brickwaork requirements with the wider project team

Fitting flush doors with patio and decking levels to create inside and outside spaces
11 Forming of cawiies and correct installation of ies

General site formed damp proof course

13 Helical bar installation

Bricklaying Published GET1
Bricklayng Published GET1
Bricklaying Published GET1
Bricklaying In developr GET1
Bricklayng Withdrawn GET1
Bricklayng Withdrawn GET1
Bricklaying Published GET1
Bricklaying Published GET1
Bricklaying In developr GET1
Bricklaying Published GET1
Bricklaying Withdrawn GET1
Bricklaying In developr GET1

A B [ D E F G H

Indard title Occupational area Status Grant/TS code Grant Tier Product type URL Last Updated
ding; taping and positioning insul Bricklaying Published GET1780 £30 (Tier 1) Assured  hitps:/fwww.citb.co.uk/Q tandards/short-training hibr ndingtaping-and-;  28/11/2018
k slip systems Bricklaying Published GET1779 £30 (Tier 1) Assured https://www.citb.co.uk/Q tandards/short-ti g h/bri i lip-systems/ 28/11/2018
k soffit systems Bricklaying Published GET1797 £70 (Tier 2) Assured https://www.citb.co.uk/Qualifi tandards/short-ti g dard h/brickl ‘Brick-soffit-syst: /281172018
pentry Skills for Sup: Bricklayil In develop GET1925 £30 (Tier 1) Assured https://www.citb.co.uk/Qualifi tandards/shont-training: dard hfbricklaying/Carpentry-Skills-for-t  13/12/2018
ity Tray Bricklayil Withd GET1202 £70 (Tier 2) Assured https //www_citb.co_uk/Qualifi tandards/shont-training: dard h/bricklaying/Cavity-Tray-Installat 7/08/2018
bk systems Bricklaying Withdrawn ~ GET1525 £30 (Tier 1) Assured  https-//www citb.co_uk/Qualifi tandards/short-training-standard hibricklaying/Cloak-syst 17/12/2018
id weather working fB Published GET1782 £30 (Tier 1) Assured https //www citb co uk/Q tandards/short-ti Is} h/bri ying/Cold ithy kine  28/11/2018
ordinating brickwork requirements Bricklaying Published
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Sorting and filtering the downloaded standards

To sort the information data into the alphabetical order of a column other than “Standard title"

A B C D
Standard ti Occupatiol Status

E F

Grant/TS ¢ Grant Tier Product tyi URL

G H

BRBREBEESEEERREEEEN[]> [« ~

26

S

29

5

31
22

Bonding; t: Bricklaying Published GET1780
Brick slip s Bricklaying Published GET1779
Brick soffit Bricklaying Published GET1797
Carpentry BricklayingIn developr GET1925
Cavity Tra) Bricklaying Withdrawn GET 1202
Cloak syst Bricklaying Withdrawn GET 1525
Cold weatl Bricklaying Published GET1782
Co-ordinat Bricklaying Published GET1781
Fitting flusl BricklayingIn developr GET 1531
Forming of Bricklaying Published GET1783
General sit Bricklaying Withdrawn GET 1684
Helical bar BricklayingIn developr GET1928
Helical bar BricklayingIn developr GET1923
Heritage bi Bricklaying Withdrawn GET1510
Industry st BricklayingIn developr GET1534
Installing fil Bricklaying Published GET1784
Introductiol Bricklaying Published GET1795
Introductiol Bricklaying Withdrawn GET 1527
Laying inst Bricklaying Withdrawn GET 1536
IMasonry ci Bricklaying Published GET1785
IMasonry si Bricklaying Published GET1786
IMaterials s Bricklaying Published GET1788
IMechanica Bricklaying In developr GET1535
IModern mi Bricklaying In developr GET1533
Non stand: Bricklaying In developr GET1523
Pre-cast ¢ Bricklaying Withdrawn GET 1683

|28 |Quality as: Bricklaying Published GET1789

Repairing « Bricklaying Published GET1796
Sills; copin Bricklaying Published GET1794
Special bri Bricklaying Withdrawn GET 1524
Specialist « Bricklaying Published GET1790
IThin bed jc Bricklaying Withdrawn GET1518
(Transferrir Bricklaying In developr GET1532
ITypes and Bricklaying Published GET1791

\Wind post Bricklaying Published GET1782

£30 (Tier 1 Assured
£30 (Tier 1 Assured
£70 (Tier 2Assured
£30 (Tier 1 Assured
£70 (Tier 2Assured
£30 (Tier 1Assured
£30 (Tier 1Assured
£30 (Tier 1Assured
£30 (Tier 1Assured
£70 (Tier 2Assured
£70 (Tier 2Assured
£70 (Tier 2Assured
£70 (Tier 2Assured
£30 (Tier 1 Assured
£30 (Tier 1 Assured
£30 (Tier 1Assured
£30 (Tier 1Assured
£30 (Tier 1Assured
£70 (Tier 2 Assured
£70 (Tier 2 Assured
£70 (Tier 2 Assured
£30 (Tier 1Assured
£30 (Tier 1Assured
£30 (Tier 1Assured
£30 (Tier 1 Assured
£30 (Tier 1Assured
£30 (Tier 1Assured
£30 (Tier 1 Assured
£30 (Tier 1 Assured
£30 (Tier 1 Assured
£30 (Tier 1Assured
£30 (Tier 1Assured
£30 (Tier 1Assured
£30 (Tier 1Assured
£30 (Tier 1Assured

https:/fwwn S
https:/fwwn S
https:/fwwn S
https:/fwwn S
hitps:/fwwn B
hitps:/fwwn SR
hitps:/fwwn SR
hitps:/fwwn B
hitps:/fwwn S
hitps:/fwwn S
hitps:/fwwn S
hitps:/fwwn S
hitps:/fwwn S
hitps:/fwwn S
hitps:/fwwn S
https:/fww #HHEHHERR
https:/fww #HHEHHERR
https:/fww #HHEHHERR
https:/fwwn #HHEHHERR
https:/fwwn FHEHHER
https:/fwwn FHEHHER
https:/fwwy FHEEHEE
https:/fwwn SRS
https:/fwwn SRS
https:/fwwn #HEEEEE
https:/fwwn #EEHA
https:/fwwn #EEHA
https:/fwwn S
https:/fwwn S
https:/fwwn S
hitps:/fwwn B
hitps:/fwwn B
hitps:/fwwn SR
hitps:/fwwn B
hitps:iwwn #HEHHEHR

Last Updated

FEEEER

1. Select the column you wish to sort by.

C1 -

fe | Status

HIEIEIREEIE

A
Standard title

B

C

Occupational area |Status

Bonding; taping and positioning insul Bricklaying

Brick slip systems

Brick soffit systems

Carpentry Skills for Supervisors
Cavity Tray Installation

Cloak systems

Bricklaying
Bricklaying
Bricklaying
Bricklaying
Bricklaying

Cold weather working requirements fi Bricklaying
Co-ordinating brickwork: requirements Bricklaying
Fitting flush doors with patio and dec Bricklaying
Forming of cavities and correct instal Bricklaying
General site formed damp proof cour: Bricklaying

Helical bar installation Bricklaying
Helical bar surveyor Bricklaying
Heritage brickwork Bricklaying

Industry standards and tolerances foi Bricklaying

[/ Installing fire barriers and breaks  Bricklaving  |Published

Published
Published
Published
In development
VWithdrawn
VWithdrawn
Published
Published
In development
Published
VWithdrawn
In development
In development
VWithdrawn
In development

[alninlnEoloRniEnEnEnRoReHnEnEaNn]
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2. Click the "Sort & Filter" icon. Ensure "Expand the selection” is selected in the dialogue box.

Click "Sort"

Fl conditional Formatting = S Insert =

455 Format as Tabie = 3% Delete =

B Coll Styles ~ _E_'I Format =
. Styles Cells

Sort Wamning

Microsaft Excel found data next o your selection. Since you have not
Ld selected this data, it wil not be sorted.

3. The rows will then be sorted according to the column you selected. Check that all the information
in each row has stayed together as it moved.

000 | = O Y| e LD P b

=

A ' B

C
Standard title Occupational areaf Status
Carpentry Skills for Supenisors Bricklaying In development Y
Fitting flush doors with patio and dec Bricklaying In development
Helical bar installation Bricklaying In development
Helical bar surveyor Bricklaying In development

Industry standards and tolerances foi Bricklaying
Mechanical and modern pointing sys Brcklaying
Modem mixing methods Bricklaying
Mon standard and special brick Bricklaying
Tr, i = u

In development
In development
In development
In development

D

Grant/TS code Grant Tier Product type

E F

£30 (Tier 1) Assured
£30 (Tier 1) Assured
£70 (Tier 2) Assured
£70 (Tier 2) Assured
£30 (Tier 1) Assured
£30 (Tier 1) Assured
£30 (Tier 1) Assured
£30 (Tier 1) Assured
O[5 A=

——— o Azsured
. taping and pesitioning insul Bricklaying Published Gl --

" e Db = T Rssured

|3 Brick soffit system: Bricklaying Published 797 £70 (Tier 2) Assured
|14 | Cold weather working requirements ft Bricklaying Published GETp782 £30 (Tier 1) Assured
|5 | Co-ordinating brckwork requirements Bricklaying Published GETRT81 £30 (Tier 1) Assured
16 Forming of cavities and comect instal Bricklaying Published GETp783 £70 (Tier 2) Assured
|7 |Installing fire barriers and breaks Bricklaying Published T84 £30 (Tier 1) Assured
|8 | Introduction to movement joints Bricklaying Published 1795 £30 (Tier 1) Assured
19 Masonry cutting and drilling Bricklaying Published GE785 £70 (Tier 2) Assured
10 Masonry support angle installation  Bricklaying Published GE786 £70 (Tier 2) Assured
11 Materials storage and protection Bricklaying Published GEJ1788 £30 (Tier 1) Assured
12 Quality assurance and customer/clie Bricklaying Published GEJ1789 £30 (Tier 1) Assured
!3 Repaining defective brick and block w Bricklaying Published GEH1796 £30 (Tier 1) Assured
!4 Sills; copings; cappings and junction Bricklaying Published GHT1794 £30 (Tier 1) Assured
5 Specialist damp proof course cloak sBricklaying Published 1790 £30 (Tier 1) Assured
6 Types and uses of mortars used for  Bricklaying Published £30 (Tier 1) Assured
T Wind post installation Bricklaying Published 1792 £30 (Tier 1) Assured
'8 Cawity Tray Installation Bricklaying Withdrawn BET1202 £70 (Tier 2) Assured
9 | Cloak systems Bricklaying Withdrawn ET1525 £30 (Tier 1) Assured
10 General site formed damp proof cour: Bricklaying GET1684 £70 (Tier 2) Assured
11 Heritage brickwork Bricklaying GET1510 £30 (Tier 1) Assured
i2 lIntraductinn tn the intefars with relat Bricklavina GFT1527 £30 (Tiar 11 Assurad
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-
=)

OR

1. Click on the “Sort & Filter" drop down arrow. Select “"Custom Sort"

= | -

= = i

e ds & 4

g
|

ded Sont |or
1Bl - arl
ithg | ] <4 CopyLevel || & orl
dey | . o
dol S0t On lor
ithe 1} |vabons -
dev ol
(Bli an
bl an
ithe orl
ithe or
1bli o
(Edi an
bl v fon
o (o ][ cmen | |3
e ar
Lk A T { b
development GET1523 £30 (Tier 1) Assured hitps {fwww.cith. co.uk/Qualifications-Standards/shor

Unless you select otherwise all the rows will be sorted according to the order of the column you selected.
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Searching and sorting standards after downloading

This may help you find and categorise standards suitable for your ATO.

The example below is of 173 results, from the application of the Published and Assured filters being applied.

Home > Stendards and qualifications > Si

Short durstion training standsrds and grant rate search

durstion training standards. The standards are sorted in slphabetical order.

has too many results, leave out words such as ‘and’ or ‘the’

and My"Gain. You can also tick the ‘Search by exact phrase’ box to filter

your results even more.

Adhesives, sealants and bitumen for liquid roofing

Standard results

Filter your search

[ Sesrch by exsct phrase

Filter by product typ

Remove: Assured

Filter by status of st{

@ ~® o BN

=}

10
11
12
13
14
15
16
17
18
19
20

22
23
24
25
26
27
28
29
30
3
32
33
34
35
36
37
38
39

I|Standard title

A B c D
Qccupatiol Status
Adhesives; sealar Roofing (lic Published GET1821
Alternative lining s Chimney e Published GET1798
Application details Roofing (si Published GET1778
Asbestos awarentAsbestos Published GET0096
Asbestos licensecAsbestos  Published GET0094
Balconies; podiur Roofing (lic Published GET1822
Batten roll roofing Roofing (r Published GET0222
Best practices; le¢ Chimney e Published GET1799
Bonding; taping ar Bricklaying Published GET1780
Brick slip systems Bricklaying Published GET1779
Brick soffit systerr Bricklaying Published GET1797
Building regulatior Roofing (si Published GET1777
Built-up wall cladd Constructii Published GET1801
Car parks: produc Roofing (lic Published GET1823
Chimney and flue Chimney e Published GET1801
Chimney lining co Chimney € Published GET 1803
Chimney terminal: Chimney e Published GET1802
Cold weather worl Bricklaying Published GET1782
Commercial man: Constructii Published GET1752
Conservation philc Fagade pr¢ Published GET1818
Co-ordinating bric Bricklaying Published GET1781
Defect and fault re Chimney e Published GET1804
Defect prevention Home builc Published GET 1889
Defect prevention Home builg Published GET 1909
Defect prevention Home builc Published GET1808
Defect prevention Home builc Published GET 1897
Defect prevention Home builc Published GET 1896
Defect prevention Home buile Published GET 1898
Defect survey anc Roofing (sl Published GET1856
Demolition safety Demolition Published GET0241
Design and constiWall and fl Published GET1767
Details; terminatio Roofing (lic Published GET1824
Develop and main Home buile Published GET1871
Domestic smoke Chimney e Published GET1805
Dry-fixed systems Roofing (sl Published GET 1848
Effective snaggingHome builc Published GET1872
Emissions for defi Chimney e Published GET 1806
1

Engineering rig att Piling Published GET1874
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1. To sort results according to, for example, “Occupational area” click to see the guidance above for

sorting methods

| 4| A B Cc D
| 1 Standard title Occupatio|Status ~ Grant/TS code Grf
| 2 Adhesives; sealar(Roofing (liPublished GET1821 £3
| 3 Alternative lining Chimney gPublished GET1798 £3
| 4 Application details{Roofing (s]Published GET1778 £3
| & Asbestos awarendAsbestos |Published GET0096 £3)
| 6 Asbestos licensedAsbestos |Published GET0094 £3)
| 7 Balconies; podiunjRoofing (liqPublished GET1822 £7
| 8 Batten roll roofing {Roofing (nmjPublished GET0222 £7
| 9 Best practices; ledChimney gPublished GET1799 £3
| 10 Bonding; taping afBricklaying]Published GET1780 £3
| 11 Brick slip systemqBricklaying]Published GET1779 £3
| 12 Brick soffit systenBricklaying]Published GET1797 £7
| 13 Building regulatiorjRoofing (s]Published GET1777 £3)
| 14 Built-up wall cladc]Constructi]Published GET1901 £3
| 15 Car parks: produdRoofing (lidFPublished GET1823 £7]
| 16 Chimney and flue JChimney gFublished GET1801 £3)
| 17 Chimney lining cojChimney gFublished GET1803 £3)
| 18 Chimney terminalChimney gFublished GET1802 £3)
| 19 Cold weather wor]Bricklaying]Published GET1782 £3
| 20 Commercial manjConstructi]Published GET1752 £3
| 21 Conservation philjFacade pr{Fublished GET1818 £3)
| 22 Co-ordinating bric|Bricklaying]Published GET1781 £3)
1

Sort | <)

31 agd Level || X pelete Level || L3 Copy Level | [ options... | My data has headers

Column Sort On Order

Sortby | Gedipationalarea || Values [+] awz [=]

e e M e e e

2. The results will now be sorted according to the column you selected, in this case “Occupational

areas’

Structural masonr Chimney engineering
Ventilation systen Chimney engineering
Formwork introduc Civil engineering
Steelfixing introdu Civil engineering
Insulated concrete Concrete

Built-up wall cladd Construction (commaon)
Commercial mana Construction (commaon)
Managing the clac Construction (commaon)
Madern site cultur Canstruction (commaon)
Oxygen fuel cuttin Construction (commaon)
Demolition safety Demolition

Mechanical cuttint Demolition

Recycling and re-1 Demalition
Conservation philo Facade preservation
Temporary surface Fagade presemvation
Water cleaning eqFacade presemvation
Entrance matting Floor covering

Defect prevention Home building

Defect prevention Home building

Defect prevention Home building

Defect prevention Home building

Defect prevention Home building

Publis|
Publis|
Publis|
Publig|
Publis|
Publis|
Publis|
Publis|
Publis|
Publis]
Publis|
Publis|
Publis|
Publig|
Publis|
Publis|
Publis|
Publis|
Publis|
Publis]
Publis|

Publig|
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Using the “Find” dialogue box

v w | X Y =
1. Click on “Find & Select”
2. Enter the key word you are searching for
[=]
_‘m_.x-;

3. Click "Enter/Return” on your keyboard or the “Find” option on the dialogue box. This will
highlight the cell/s containing the key word. “Find Next" is used to move through the spreadsheet
from one “Find" result to the next.

o [ ~ 7] 3 3 e I
‘title Occupatior Status,___GrantTS ¢ Grant Tier ProductthalRl Last Lndated
s; sealar Roofing (it PUblS| " Find and Replace -5

i lining s Chimney e Publig = -

an details Roofing (siPublig | Fd | Reglce | B

s awarem Asbestos  Publig T
Find what: chmney| I3

s licensec Asbestos  Publig =

5; podium Roofing (lic Publig

Wl roofing Roofing (rr Publig Opgors > |
clices; ley Chimney e Publig A
taping ar Bricklaying Publig [ Frd Al Eind Mt Close

+ systems Brickkaying Publig
fit syster Bricklaying Publig | eck

regulatior Roofing (SiPUBIS | asred pubished-Standards Qualications.cov  Assured | Standards-Gua
wall cladd Constructh Publis | Assured publshed-Standards Qualifcations.csv  Assured-publshed Standards-Qua =
s: produc Roofing (lic Publig | « ] ’
+and flue Chimney e Publig 47 cel(s) found

+ lining cdcn.mg ;. ubligreroerroror e TS
T

el b ot o2 Pl bl ol PSETABAA AR PP & A cmnod b Hhemso bbbttt
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PART 3: HELP AND

1

Contact CITB

If you have any questions or need help using

the portal, please contact Construction Training
Directory services on 0844 994 4047 or email us
at ctdservices@citb.co.uk

Our working hours are:

Monday to Thursday 9am to 5pm
Friday 9am to 4pm
We are closed on bank holidays.

Privacy and data protection

We have consulted legal experts to ensure the
system and processes mean are compliant with
current data protection legislation, including the
General Data Protection Regulation.

Read our privacy policy.

You can find information on processing and data
handling issues in the ATO agreement terms -
annex a.

Fair Processing Notice

We have written a Fair Processing Notice that you
can share with learners, outlining how we will use
their details:

Fair Processing Notice:

The information you provide to the CITB Approved
Training Organisation, {insert name}, will be
used for administering Training Courses and for

purposes connected with the Construction Industry

Training Board's (“CITB") role as an Industrial
Training Board in accordance with the Industrial
Training Act 1982.

SUPPORT

For grant related queries, email:
levy.grant@citb.co.uk

For quality assurance queries, email:
quality.assurance@citb.co.uk

Your data will be held securely and treated
confidentially and will not be disclosed to external
parties other than as required for the purposes
described above. This may include sharing your
information on the CITB Construction Training
Register as well as with employers, awarding
organisations, competency card schemes or
training providers.

Further information, including your legal rights and
how your information may be used, can be found
by:

viewing the CITB Privacy Notice online at
www.citb.co.uk/privacy;

asking the Approved Training Organisation
for information about how they manage your
personal data.
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3. Approved Training Organisation - FAQS

Where do | find out about becoming an ATO?

All information regarding on-boarding is located on
our website.

There is additional information contained in ‘ATOs:
Everything you need to know' and ‘Employers:
Everything you need to know:

How do | apply to become an ATO?

You can apply to become an ATO by clicking on the
apply link on our website.

How do | map my course to the Standards?

You can check to see if there is a Standard that
matches your course on our website.

How do | know if my course meets the
Standard?

You can search for the Standard which best
matches your course on the CITB website

You will be able to see if the Standard is ‘in
development’ or a ‘Preview.

Can | run a course against a ‘Standard in
Development’ or ‘Preview’?

If the Standard is a full Standard there will be a
link so that you can map your course against the
Standard.

If the Standard is ‘Standard in Development’ you
are able to run your course as it is until such time
as CITB develop a full Standard.

If the Standard is ‘Preview’ it has been made
available ahead of formal publication to allow you
time to review your course content against the
Standard requirements.

Do | have to use the directory and register or
can | just upload my learner achievements?

As an ATO you do not have to advertise your
courses on the Construction Training Directory
(CTD), but the CTD allows you to advertise your
courses to potential customers.

As an ATO you have a contractual obligation to
upload achievements to the Construction Training
Register (CTR). The CTR is a tool that learners and
employers can use to ascertain what training has
been carried out and/or what training is required
for an individual.

My course is not listed as a grant eligible
course on the CITB website. What do | do?

If your course is not listed you can suggest a course
on our website.

How do | add a course to the directory?

The work instruction for adding a course is detailed
in ‘ATOs: Everything you need to know’ (page 32).

I am having issues with my login. Which email
address do | use?

When applying to become an ATO you will be
asked to supply an email address to register. This
email address needs to be a specific (not generic)
business email address.

After you have submitted your application you will
receive an email inviting you to create a Login.
You must use the same email address that you
registered with. If you have any issues around this
process please contact us on 0844 994 4047 or
email us on ctdservices@citb.co.uk.

How do | apply for other products (categories
of courses)?

You can apply for other products by going to

your ATO Menu within the Construction Training
Directory (CTD) and selecting the ‘Apply for New
Products’ tab. Place a tick in the box next to the
new product that you wish to offer and click on
submit. You will then be asked to sign your ‘Form of
Agreement:

The work instruction for adding new categories of
product is detailed in ‘ATOs: Everything you need to
know' (page 23).

What are the other product categories?
There are three product categories.

Assured: Standards developed by CITB and
industry, which will be quality assured by CITB.

CITB Products: Site Safety Plus (SSP) which is
developed and administered by CITB.

Recognised: existing Standards and
qualifications provided by awarding bodies that
are widely recognised by industry (For example:
City and Guilds, NOCN or Construction
Industry Scaffolders Record Scheme (CISRS)
qualifications).
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What are the annual ATO fees for training
groups and charities?

For full details regarding pricing please refer to our
website.

Any request for CITB to waiver the fee will be
considered on a case-by-case basis. For more

information, please contact: ctdservices@citb.co.uk.

How does the new General Data Protection
Regulations (GDPR) work with the Training
Model?

If you have any concerns regarding the
information CITB hold about you and your training
achievements, please email privacy@citb.co.uk.

The Fair Processing Notice below must be read by
learners attending every ATO course and outlines
how CITB will use their details.

Fair Processing Notice:

The information you provide to the CITB Approved
Training Organisation, {insert name}, will be

used for administering Training Courses and for
purposes connected with the Construction Industry
Training Board's (“CITB") role as an Industrial
Training Board in accordance with the Industrial
Training Act 1982.

Your data will be held securely and treated
confidentially and will not be disclosed to external
parties other than as required for the purposes
described above. This may include sharing your
information on the CITB Construction Training
Register as well as with employers, awarding
organisations, competency card schemes or
training providers.

Further information, including your legal rights and
how your information may be used, can be found
by:
viewing the CITB Privacy Notice online at
www.citb.co.uk/privacy;

asking the Approved Training Organisation
for information about how they manage your
personal data.

Can | use the CITB logo?

When promoting CITB approved courses you may
use the line ‘delivering CITB assured courses. As an
ATO you may also use the CITB logo according to
the Trade Mark Licence section of the Construction
Industry Training Board Centre Agreement
Standard Terms.

What trainer qualifications do | need?

As a minimum, course instructors must be able to
demonstrate that, in relation to this Standard, they
have:

a 'train the trainer’ or ‘instructional techniques'
course certificate

successfully completed training to this Standard
at least two years' relevant industry experience
a verifiable CV.

Who is responsible for uploading the
achievement - the ATO or the employer?

If an ATO carries out the training, the ATO is
contractually obliged to upload the achievement,
which will automatically trigger the grant payment
to the employer. An employer can only claim grant
if training was not carried out via an ATO. Therefore,
grant needs to be claimed manually and any
related learner achievement does not get uploaded
onto the Construction Training Register (CTR).

Why have | not received my grant?

If the course is eligible for CITB grant a levy
registration number is required to trigger a grant
payment. Please ensure the ATO has your correct
levy registration number. If your ATO has not
used your levy registration number, please email:
levy.grant@citb.co.uk.

Are E-learning courses on the Directory?

The strategy for E-learning has been agreed and
signed off and is now supported by the Grants
Scheme Short Duration Grant. As full Standards
are developed they will explicitly confirm that
E-learning is an acceptable method of delivery,
either as a standalone or blended approach.

As an ATO how do | search for a course?

You can either search for a course on the website
by typing in keywords that may be related to

the Standard, or use the training course search
function on the Construction Training Directory
(CTD) by clicking on the CTD button.

What type of training can an ATO apply for?

Grant Short Duration (3 hours to 29 days) Eligible
Training. If the Standard has been developed you
will be asked to show how your course meets

the Standard by either submitting evidence to
confirm you are authorised to provide the training
(Recognised Standards) or by mapping your course
to the Standard (Assured Standards).
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What internet providers support the
Construction Training Register (CTR) and the
Construction Training Directory (CTD)?

Users can access the Construction Training
Directory (CTD) and Construction Training Register
(CTR) with the most recent versions of these
popular browsers:

Internet Explorer
Microsoft Edge
Firefox

Chrome

Safari.

To find the latest release for these web browsers,
visit the software manufacturer’'s website.

What are the service level agreements (SLAs)?

Quiality Assurance has a 10 day SLA for
applications and self-assessment.

Once training has been completed an ATO has
10 working days in which to submit a learner’s
achievement.

The Construction Training Directory (CTD) can be
used as an additional advertising platform for SSP
and CPCS courses.

All SSP achievements and CPCS tests are
submitted automatically onto the Construction
Training Register (CTR) via the existing routes and
you therefore do not need to upload achievements.

ATOs must submit plant training achievements
through the CTR.

How do | upload learners’ achievements to the
Construction Training Register (CTR)?

The work instruction for uploading learners'
achievements is detailed in the work instruction for
uploading learners' achievements as detailed on
page 43.
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h. Further information

Web content Videos from the experts
Become a CITB Approved Training « Anintroduction to the CITB Training Model:
Organisation (ATO) Braden Connolly, Director of Products and
Services

Short duration courses and standards

Grants scheme reform: Geeta Nathan, Head
Grants

of Economic Analysis
“How to" videos . . Training standards explained: Dawn Hillier,
You can get extra help and advice from our short Head of Standards and Qualifications

"h " Vi : . e .
Sleh deees Quality assurance: Chris Simpson, Quality

Becoming an ATO and Verification Manager

How to complete an ATO application

Webinars

Set up venue and courses ATO webinars - you will need to register to

User management view the webinar. This is free to do and only

The Construction Training Directory and needs your name and email address.

Register

Uploading learners’ achievements to the

Construction Training Register

6. Glossary

Assured products General Data Protection Regulation (GDPR)
Standards developed by CITB with industry, and The General Data Protection Regulation (GDPR)
quality assured by CITB. ATOs can apply to offer (EU) 2016/679 is a regulation in EU law on data
assured products. protection and privacy for all individuals within the
ATO European Union and the European Economic Area.
Approved training organisation. A CITB ATO is Grant
an organisation which provides construction Grant is the money paid to employers within the
training courses and qualifications to a defined and construction industry to support training and
industry-agreed training standard. development.
CITB products Recognised products
Products developed by CITB. Training products provided by third-party awarding

bodies that meet the standard and are widely
accepted by industry. ATOs can offer recognised
products once they have supplied evidence of
authority from the awarding body.

Construction Training Directory (CTD)
The Construction Training Directory is a searchable
online database of training delivered by CITB ATOs.

Construction Training Register (CTR)

The Construction Training Register is an online Sl G G

searchable database of construction workers' Short duration courses are training products that
training achievements and qualifications, primarily between 3 hours and 29 days.

aimed at employers. ATOs upload learners'’ Training standards

achievements to the Register within 10 days of their The standards against which training courses are
completion. assessed. Training standards are developed by
Forms of Agreement industry to ensure that the training being provided
Online forms an ATO signs to agree terms and by an ATO is of appropriate quality.

conditions of delivering approved courses. There
are different forms for assured, recognised and
CITB products.
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CITB APPROVED TRAINING ORGANISATION BOOKING FORM

Please ensure that each trainee is aware of the Fair Processing Notice before completing the

form. Do not proceed unless the trainee understands and accepts the Fair Processing Notice.

The information you provide to the CITB Approved Training Organisation, {insert name},
will be used for administering Training Courses and for purposes connected with the
Construction Industry Training Board's (“CITB") role as an Industrial Training Board in
accordance with the Industrial Training Act 1982.

Fair Processing Your data will be held securely and treated confidentially and will not be disclosed to
Notice external parties other than as required for the purposes described above. This may

include sharing your information on the CITB Construction Training Register as well as

Please read to the with employers, awarding organisations, competency card schemes or training providers.

candidate

can be found by:

your personal data.

Cost of Course
(Excluding VAT)

Name of course
booker

Address

Company address

Contact details

(For the individual booking
the course on behalf of the
trainee/company)

Your email address

CITB grant number

If you wish to receive grant;

Your telephone number

Your email address

we must have your 7 digit
CITB Levy/Grant number
prior to training taking place.

Further information, including your legal rights and how your information may be used,

viewing the CITB Privacy Notice online at citb.co.uk/privacy;

asking the Approved Training Organisation for information about how they manage

Training end date

Postcode
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Certificates (This is
the address to which
achievement certificates

will be sent after training
has taken place)

Trainee details (Please provide details for each trainee the employer is booking onto the course)

*If you do not provide trainee details; the ATO will be unable to upload achievements to the Construction Training Register (CTR).
As a result; grant will not be paid.

Date of birth
N.I Number/ Individual ID
Delegate Address

Delegate email

Date of birth
N.I Number/ Individual ID
Delegate Address

Delegate email

Name

Surname

Date of birth

N.I Number/ Individual ID
Delegate Address

Delegate email

Name

Surname

Date of birth

N.I Number/ Individual ID
Delegate Address

Delegate email

Name

Surname

Date of birth

N.I Number/ Individual ID
Delegate Address

Delegate email
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