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CUSTOMER SERVICE STATEMENT

ABBE (Awarding Body for the Built Environment) is regulated by the Qualifications and Curriculum Authority to quality assure nationally recognised vocational qualifications, accredited to the National Qualifications Framework.

The awarding body has ultimate responsibility for:

· quality assurance of the assessment and verification of candidates undertaking qualifications through ABBE approved assessment centres

· registration and tracking of candidate progress over time

· issue of qualification certificates

ABBE CUSTOMER SERVICE STANDARDS
ABBE will:

· Respond to all telephone messages within five working days.

· Acknowledge and, where possible, respond to all written communications (email messages and letters) within ten working days.

· Acknowledge applications for approval as an assessment centre or approval for additional qualifications within ten working days of receipt of the application form.

· Provide confirmation of decisions on centre approval and approval to offer additional qualifications within ten working days of receipt of an evaluation visit report.

· Provide confirmation of candidate registration and registration numbers within fifteen working days of receipt of a Candidate Registration Form from an ABBE approved assessment centre.

· Request completion of an external verification pre-visit planning form by a centre at least fifteen working days before the external verification visit is scheduled to take place.

· Return a completed Ongoing Centre Monitoring Report Form to a centre within ten working days of the external verification visit to which it relates.

· Issue qualification and unit certificates to the centre within fifteen working days of receipt of completed Certificate Request Forms.

· Issue examination results within ten working days of an examination.

· Provide feedback on a results enquiry within fifteen working days of receiving a request.

· Acknowledge receipt of an appeal, report of suspected malpractice or complaint within ten working days of receipt, providing a proposed timescale for when the outcome of any investigation will be reported.

CONTACT DETAILS

ABBE

Birmingham City University
Franchise Street

Perry Barr

Birmingham

B42 2SU

Tel:
0121 331 5174

Fax:
0121 331 6883

Email:
abbeenquiries@bcu.ac.uk
Website:
www.abbeqa.co.uk 

FEES

All ABBE fees can be found on the ABBE fees list, available on the website: www.abbeqa.co.uk.

ABBE DOCUMENTATION

A current version of all ABBE documentation for centres and candidates is available on the ABBE website, www.abbeqa.co.uk and in hard copy from the ABBE office on request.

USE OF LANGUAGES OTHER THAN ENGLISH

All ABBE qualifications and assessment mechanisms are currently available in English only.  Guidance on using languages other than English is provided in the ABBE Centre Operations Guide available on the ABBE website at www.abbeqa.co.uk.

COMPLAINTS

We aim to ensure that the service received from ABBE is satisfactory, however if a centre or candidate wishes to complain about any aspect of ABBE’s service, this should be sent in writing to:

Chief Executive

ABBE

Birmingham City University
Franchise Street

Perry Barr

Birmingham B42 2SU
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