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	PO Box 13686

London, SW20 9ZH

Tel: 0208 543 2707

Email: info@cosrt.org.uk

Web: www.cosrt.org.uk

	Approval for Training Days, Workshops or Conferences for Continuous Professional Development



COSRT is keen to encourage a wide range of opportunities for Continuous Professional Development (CPD) in the field of sexual and relationship therapy but wishes to ensure that any CPD training approved by COSRT is of a high standard and value for money. 

This document formalises the criteria by which standards are assessed (Section 1) and the procedure for obtaining COSRT Approval of Continuous Professional Development training and conferences (Section 2). No CPD training or conference will be able to advertise links with COSRT without meeting the criteria, undertaking the formal procedure and receiving official confirmation of approval.  The cost of the process will be an administration fee of £100 for each CPD training of 1-2 days or maximum 14 hours duration. In longer trainings there is a further £50 charge for each additional day of the training. Separate CPD events and conferences are charged £100/event.  A free place on the training day or conference should be made available to the COSRT representative if required.
If the training is free for COSRT members, to atted there will be no fee for the approval. However, you will still need to fill in the application fully and supply all the other relevant documents. 

The approval will last for a maximum period of two years and providing no substantial changes have been made to the content of the training, can be run repeatedly over the approval period.  COSRT must be informed of any change of trainer or presenter during the approval period. 
Once the approval period finishes, you can reapply without refilling the paperwork, providing the content, training methods or materials have not changed substantially as judged by COSRT. The renewal with no change incurs a cost of £50/1-2 days events and £25 for each additional day to the same training. Each separate event renewal is charged at £50. If there are changes, full paperwork needs to be completed and the original charges apply. 

Section 1
Criteria:
1.1
The training must provide Continuous Professional Development opportunity for qualified counsellors and therapists;
1.2
The training must be in the field of relationship and/or sexual therapy and clearly indicate the level of the training and target group;
1.3
The training must adhere to the COSRT Code of Ethics and Practice for General and Accredited Members and the COSRT Code of Ethics and Practice for Supervision;
1.4    If clinical work with clients is included as a necessary component of the CPD training then participants need to be members or accredited members of COSRT. This must be completed before the participant commences training.
1.5
The training must be developed and delivered by person/persons with appropriate qualifications and experience.  You must include a biography (CV) for each person involved in the training;
1.6
The training must have a central overall theme with clearly articulated aims and objectives.  These must be made very clear in any promotional materials along with the cost of the training including any additional expenses that may be incurred to enable prospective participants to make a fully informed choice;
1.7
The training provider must demonstrate that the content, documentation and learning materials are well-presented, up-to-date and congruent with the training subject matter and the aims and objectives;
1.8
The training should reflect current research and development in the subject area and be delivered in a format that is appropriate to the subject matter; 
1.9
It must be very clear where and how the training will be delivered.   The venue for training must be easily accessible and clearly described regarding disabled access.  Participants must have clear instructions to enable them to locate the venue.  Websites should have clear user information and be easy to navigate.  Participants must have clear instructions to gain access to any on-line training such as addresses and log-in details;  

1.10
The training provider must actively promote anti-discriminatory practice together with the implementation of an equal opportunity policy.  There must be a policy for meeting the needs of trainers and participants with disabilities and procedures should be designed to promote equal opportunities; 
1.11
The training must have a clear and published complaints procedure and cancellation policy that is readily available to all prospective and confirmed participants; 

1.12
The provider must ensure that there is adequate and appropriate insurance including training and public liability in place to cover the CPD training. 
1.13
Participants who successfully complete the training must be provided with a certificate of confirmation of attendance that clearly states the number of CPD hours awarded.  A copy should be made available for up to one year following the training.  
1.14
There must be provision for participants to evaluate the training.  The training provider should collect and use the feedback to further develop the training if appropriate.  
Section 2
Procedure:

2.1 Application is made to COSRT on the attached form (Section 3), together with a copy of the proposed plan and programme indicating training methods proposed and other required documentation with a cheque, or confirmation of online payment, for the administration fee.  A separate form should be completed for each different training event or conference. 
2.2 The application will be scrutinised, and we may seek further clarification.  A representative from COSRT may be appointed to attend the event. This is unlikely in the case of repeat applications of the same event unless feedback has indicated that improvements needed to be made.
2.3 The applicant will normally be informed in writing of the outcome of the application within two months of COSRT receiving the application.  COSRT approval of the training will entitle the training organisers to display the following logo on their advertising literature:
[image: image2.emf]
approval for X hours CPD
This logo may not be used without the formal permission of COSRT in writing.
2.4
Any CPD training or conference that has received approval from COSRT may be advertised on the COSRT website at no cost and can be included in the monthly Events List sent to the COSRT Membership Email List.
2.5 All COSRT approved training providers must obtain feedback from participants (a model form can be supplied on request).  Following the training event or conference, a summary of all the feedback forms should be sent to Anne Buggy, COSRT, PO Box 13686, London, SW20 9ZH.  This will also formulate part of the approval process for any future applications from the training provider.   
2.6 COSRT should be notified in advance of all subsequent repeats of the approved training or conference in order to send a representative if required.  As in section 2.5, a summary of the feedback should be sent after each training day repeat.

2.7 COSRT reserves the right to withhold approval without explanation.

Section 3
Application for Approval of a Training Event or Conference for Continuous Professional Development

	Name of applicant:



	Contact Address:


	Tel:



	Email:



	Organisation:


	Title of training / conference:



	Name of trainer(s) and qualifications (including training qualifications): Please attach a brief biography (CV) for each person involved in the training


	What knowledge and experience does the trainer(s) have in respect of the training/conference topic?  


	Aims and objectives of the training / conference:


	What materials / methods will be used?



	What materials will be given to the participants?  Please list below and provide a copy. 


	Duration of day: number of hours excluding breaks and any private study/preparation


	Date/dates (if known):



	Venue (if known):



	Maximum number of participants:



	Please indicate the level of training and target group.



	Will disadvantaged or disabled participants be able to access this venue?



	Are there selection criteria for attendance?  If yes, please specify :


	What food / refreshments will be made available for the participants?


	What will be the charge made to participants for attendance?



	Please describe how this training contributes to the continuing professional development of qualified counsellors and therapists and how it meets the criteria laid out in Section 1. 


	Signed on behalf of organisation:



	Name:



	Date:



	Please attach a copy of the training  / conference plan / programme including details of methods of presentation and feedback form, brief CV of trainers/presenters, and send together with a cheque (made payable to COSRT), or confirmation of online payment, to cover the full amount of £100 for a one or two day training event plus a further £50 for each additional day of the training to COSRT, PO Box 13686, London, SW20 9ZH.


	Online payment.

When paying online please send confirmation of the payment with the application form.

Account Name:  COSRT - Account No: 00011666 - Sort Code:  40:52:40

IMPORTANT:  When paying online you must indicate what the payment is for ‘CPD approval’ and who the payment is from.


Doc 21
Updated: 11.05.18

