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Using SASC On-line CPD Provider Registration 
 
Providers should demonstrate that their courses and administration meet the criteria 
set out by SASC [See SASC Guidelines for Authorisation as a CPD Provider]. For 
the purposes of authorisation ‘a course’ is a training session that is relevant to the 
work of an SpLD assessor, authorised for CPD, and lasts for one hour or longer. It 
may be offered either through face-to-face training or distance/blended learning.  

This on-line system allows providers to make applications to be included as 
‘Authorised Providers’ and their courses listed as appropriate for the required 
elements of SpLD Assessors Continuing Professional Development. Once 
authorised, a provider will be able to upload a range of courses suitable for SpLD 
Assessors’ maintenance of skills and continuing professional development. This 
process is overseen by SASC, the SpLD Assessment Standards Committee.  
 
Read the following to assist in walking you through the on-line process. 
 
Overview of the process 
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Register as a provider using the Login tab on the SASC website [www.sasc.org.uk].  

 
 
Enter your details and those of your organisation. You will then be able to start the 
process of entering the details of your first course and administrative arrangements 
supporting the training provision you offer. 
 

 
 
 
Registration Process 

 
 



Using SASC On-line CPD Provider Registration v4 Page 3 of 17 

 
1. Complete your Base Provider Details. Use this option to check all the essential 
details about you and your organisation are complete. You must select a review body 
for your application. All training provision will be reviewed by SASC.  
 

 
 

 
 
2. Create Course Details 
This will serve as a basis for SASC authorisation demonstrating your course meets 
SASC guidelines. Courses should be suitable for qualified assessors to maintain and 
update their knowledge, understanding and skills.  
 
It is important to complete the course information in as much detail as possible. You 
should supplement the on-line information with supporting uploaded documentation 
in the way of programme, lecture notes, presentation, case studies, examples of 
good practice [Step 3].  
 
When you first create a course have all the information to hand. 
You must work through the process in order 
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Add New Course: This area is the collection point for most of the essential 
information supporting your course. Some of the details you enter here will also be 
seen by the public on the CPD listing to enable individuals to select CPD appropriate 
to their needs. Click on the different tabs across the top to access pages to enter 
relevant details. 
 
Base Details 
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From Base Details progress to Course Description.  Enter a detailed description of 
your course. This will be viewed on the CPD database for potential participants to 
find events relevant to their requirements. 

 
 

Learning Outcomes 
The course intended learning outcomes should be clearly set out and should 
include  

• the level of knowledge/understanding that should be achieved on 
completion of the course  

• what delegates should be able to do on completion of the course.  
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Use the Sequence box to put order your learning outcomes 
 
Enter the text in the Description box.  
 
Once this is done clicking on the Add/Update button will add it to the list 
below the function buttons. 
 
Clear will remove any text in your description box.  
 
To edit an item from the list, click on the row you wish to edit. The text will 
appear in the Description box. Make your changes and click on Add/Update. 
 
To remove an item from the list, click on the row you wish to delete and then 
click Remove.  
 
Do not click Close without Saving your changes. If you click Close you will see 
the following warning pop up: 
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Pre-Requisites: All courses must list at least one pre-requisite expected of 
participants. 
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Personnel: Enter details of contributors to the course. These will include the tutor/s, 
speakers, sources of materials. For distance/blended learning include also personnel 
contributing materials, questions and answers for assessment. 
 

 
 

Assessment: Distance/Blended Learning must have an element of assessment to 
demonstrate learning outcomes have been met. Other face-to-face provision need 
not be formally assessed. However, all training must provide opportunities for 
delegates to evaluate how well provision has addressed aims and intended learning 
outcomes. 
 

 
 
Support: All training provision should have means of answering enquiries from 
participants. If there are opportunities for discussion this should be detailed in this 
section. Only distance/blended learning courses must specify what technical services 
will be available.  
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Course Details Completion 
When you have completed entering all the course details press Save at the top of the 
screen. If you Save before entering at the minimum required information you will see 
an error screen which will indicate what information must still be entered and where 
to find its entry point. CAUTION: If you close the New Course Entry without 
completing the required elements your data may be lost. 
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When you make changes be certain to click Save at the top of the screen before 
closing. The following warning will appear when you click Close to remind you. It will 
not appear on Enquire functions since these do not allow any changes to be made. 
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3. Course Attachments 
All authorised courses must include supporting course materials.  

Use this area to upload documentation to include supporting course materials, 
course programme/timetable, delegate handouts, arrangements for evaluating 
course quality. 
 
It should be made clear how the materials will be used – for example, to be worked 
through, as background material, or as a source of reference for use afterwards.  

The course materials should cover the aims and intended learning outcomes and be  
• clearly organised  
• up-to-date (out of date materials will be rejected)  
• well presented  
• accurate  
• comprehensive.  

In addition, course material should include  

• a course programme/ timetable indicating the length of the course and time 
that will be spent on each section  

• relevant case studies  
• details of method of presentation including where appropriate: 

a) role plays; b) exercise; c) workshops; d) case studies; e) one-to-one, 
coaching/mentoring  

The course materials should not infringe copyright or contain any defamatory 
material. All uploaded course documentation will be treated as confidential by 
SASC and those working on behalf of SASC.   
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4. Create Event  
In this area enter all the details of when and where your course will be held. Note 
Event dates cannot be changed once the event is created. For distance and blended 
learning courses the event will be valid for 1 year from the start of the event date.  
 
The event will be listed on the CPD database once payment has been received. 
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Submitting your application 
When you have completed all the steps, tick agreement to SASC Terms and 
Conditions and click Submit. You will see a notice that your details have been 
successfully submitted.  You should be hearing from SASC within 6 weeks of their 
receiving your payment.   

 
 
You will be notified by e-mail when your registration has been approved.  
 
After Approval Adding New Courses/Events 
When you have been approved, you can login and enter new events for the course 
that has been submitted. You can also enter new courses. Each new course should 
have the same degree of supporting information. Courses may be offered as many 
times and locations as a provider wishes, however, each different offer must be 
entered on the SASC database to receive a SASC reference and therefore be listed 
as authorised. Each event will incur charges as noted in the fees table cited under 
Overview of process, above. SASC and other authorised reviewing bodies will 
monitor course information and supporting documentation to assure future offers by 
providers meet SASC standards.  
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Event Management 
When planning a new offer of an existing course, you can use the Add Event 
function. 
 

 
 
Enquire on Event 
Will let you to view the details of the event without making any changes. Always first 
select the row for the relevant Event. Then choose the appropriate function on the 
left. 
 
Add Event 
Will let you create a completely new offer of an existing Course. Adding an event will 
create an invoice. Once the invoice is paid the event is listed on the database. 
 
Update Event will let you update details of an existing event – NOTE: You cannot 
change the date of an event once the invoice has been paid. 
 
Delete Event will only let you delete an event if the invoice has not yet been paid. 
Once the invoice is paid the event is listed on the database.  
 
Copy Event can be used as a shorter way to add an event. If many of the details 
remain the same but just the date, for example is changing, Copy Event will be easier 
than entering all the venue details again.  
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Invoicing 
Invoices are created for registering as a provider and for each event which is added 
to the database. Through Invoice Management you can track invoices for Events. It is 
when the Invoice is paid that you will be allocated the SASC reference which must 
be notified to participants on your training. A different SASC reference will be created 
for each different event. You will receive an e-mail notifying you an invoice has been 
created. 
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Technology 
Background  
The SASC website and the course management application is a web based solution 
which has been written using the following base:  

o ASP.Net 3.5  
o C#  
o Infragistics 9.1  
o SQL 2008  

 
This technology base is widely regarded as the most robust and scalable architecture 
available for web applications. The website and the applicatation have been built by 
1st Consulting . 
 
Prerequisites  
Although the application is a web based solution and so is available using the 
browser, it needs to have the following activated:  

o Allow popup’s from the SASC website  
o Javascript  

 
It can be used with the following browsers:  

o Internet Explorer 7  
o Internet Explorer 8  
o Firefox 3.5  
o Safari 4.0  

 
It can also be used with other browsers, but the field positioning on screen are likely 
to be variable due to the way that each browser interprets the positioning. 
  
Known issues/Limitations  
 1) The application has a 4 hour “timeout” limit, which means that if you sit on the 

same screen and do not perform any actions, your link from the browser and the 
server will be lost.  

 
If you lose this link any information that has not been saved will be lost.  
It is recommended that users save their work regularly to avoid this problem.  
 
 2) It should also be noted that navigating to another web page (including closing 

the browser) while you have a “popup” open will also result in the link being lost 
and any work entered up until that point being lost. It is recommended that users 
save their work regularly and use a separate browser window if they need to 
access other websites at the same time as using the application.  

  
 
 
Enquiries please contact SASC at training@sasc.org.uk  
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