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Guidance for Completing the AQS Assessment Application Form

Introduction
This guidance explains how to complete the AQS Assessment Application Form. It provides information about each section of the form, the information you need to provide and how it will be used.

Complete all sections of the application form. If a section does not apply to your organisation, enter Not Applicable (N/A) rather than leaving it blank.
Make sure all information is accurate and up to date before submitting your application. Providing incomplete or inaccurate information may delay the assessment process.

Before you start

Before completing the application form, you should have:
· details of your organisation
· contact details for the assessment lead
· information about your services and locations
· staffing information
· client profile information
· invoicing details
· details of any additional sites included within the application
· supporting documents required for the desktop audit (if you are a new applicant)
___________________________________________________________________

Section 1 – Organisation Overview and Essential Information

This section provides the assessment body with an overview of your organisation.

You should include:
· Organisation's legal name: Please provide your organisation's full legal name exactly as it should appear on your AQS certificate
· Previous organisation names: Please provide any previous names your organisation has operated under. This information helps us match your application with our existing records.
· Principal address: Please provide your organisation's principal business address (your main operating or registered address).
· Legal status: Please state your organisation's legal status (for example, registered charity, company limited by guarantee, community interest company (CIC), or local authority).
· Registration numbers (where applicable): Please provide any relevant registration numbers for your organisation, such as your charity number, company registration number, or CIC registration number.
· Website address
· ICO registration number: Please provide your organisation's Information Commissioner's Office (ICO) registration number and date of expiry
· Main telephone number
· Number of outlets: Please indicate the number of permanent advice outlets applying for AQS accreditation. Only include locations where you permanently operate and deliver advice services. Do not include outreach locations, such as libraries, GP surgeries, or other venues where you provide services on an outreach basis. You will need to provide address details of relevant locations in Section Eleven
· Welsh Government funded assessment: Please indicate whether your assessment service is funded by the Welsh Government
· Advice service fees: Please indicate whether your advice service/organisation charges clients/service users a fee for advice services and details of the fees charged e.g. membership fees

Ensure the information matches your official registration documents where applicable.
___________________________________________________________________

Section 2 – AQS Representative Contact Details

Provide details of the person who will act as the primary contact throughout the assessment process.

This person should:
· have sufficient knowledge of the organisation and advice service and is usually the AQS Quality Representative 
· be able to coordinate requests for information
· have authority to respond to assessment queries
· arrange interviews and onsite visits 

Include:
· full name
· job title / position
· email address
· direct telephone number
· email address
· alternative / secondary contact details

The representative does not need to be the Chief Executive or most senior manager, but they should be able to coordinate the assessment effectively.
___________________________________________________________________

Section 3 – Delivery Channels and Geographical Areas

Describe how your organisation delivers its advice services.

Delivery channels may include:
· Face-to-face advice: Please indicate whether your organisation/advice service provides advice services through face-to-face appointments. If applicable, provide details of where these appointments take place and how clients can access this service.
· Telephone advice: Please indicate whether your organisation/advice service provides advice services by telephone. If applicable, provide details of how clients can access this service.
· Email advice: Please indicate whether your organisation/advice service provides advice services by email. If applicable, provide details of how clients can access this service.
· Video appointments: Please indicate whether your organisation/advice service provides advice appointments by video call. If applicable, provide details of the platforms used and how clients can access this service.
· Webchat: Please indicate whether your organisation/advice service provides advice services through webchat. If applicable, provide details of the webchat service available and how clients can access it.
· Outreach services: Please indicate whether your organisation/advice service provides advice services through outreach arrangements. If applicable, provide details of the locations where outreach services are delivered.
· Home visits: Please indicate whether your organisation/advice service provides advice services through home visits. If applicable, provide details of the areas covered and the circumstances in which home visits are offered.
· Digital self-service: Please provide details of any digital advice services your organisation offers (for example, online advice, webchat, email advice, or other remote support services)

You should also identify the geographical areas covered by your service.

For example:
· UK
· England
· Wales
· Local authority areas (please list term)
· UK-wide service

If different services operate in different locations, explain this clearly.
___________________________________________________________________







Section 4 – Assessment Requirements

Provide information to help plan the assessment.

Type of Assessment

Initial Assessment (new applicants only): This section is for organisations applying for AQS accreditation for the first time and will include both a Desktop Audit and Initial Assessment. Please provide the information requested to support the assessment of your application see Appendix 1.

Monitoring Assessment: This section is for organisations undergoing a monitoring assessment (every 2 years) as part of their AQS accreditation. Your assessor will be in touch with you directly to request the required documents to support the ongoing review of your compliance with AQS requirements.

Categories of Advice

Please indicate the categories of advice services your organisation provides as part of its AQS application. This may include subject-based categories (for example, welfare benefits, housing, debt) and/or client-based categories (for example, older people, disabled people, or other specific client groups).

Consider your Client and Subject Categories: Pursuant to the requirements of the Standard, accreditation for casework relating to a specific client group will only be awarded where the advice service can demonstrate experience of handling cases that involve issues specific to that client group.

For example, an advice service would not normally meet the requirements for the Women client group by submitting 10 benefits cases where the clients happened to be women, but the issues themselves were not specific to women. The evidence must demonstrate experience of advising on matters that arise because of, or are directly connected to, membership of that client group.

However, an advice service does not need to demonstrate experience across a wide range of matter types. A narrower area of expertise is acceptable, provided the cases clearly relate to issues specific to the client group. For example, 10 cases involving discrimination against women, or immigration cases with a domestic abuse element affecting women, would provide appropriate evidence.

Assessors are looking for evidence of the advice service's expertise in supporting the client group with issues that are specific to that group. The focus is therefore not on the characteristics of the client, but on whether the casework demonstrates knowledge and experience of the issues that are unique or particularly relevant to that client group.





Application level

Please indicate the level at which your organisation is applying for AQS accreditation (for example, Advice Only or Advice with Casework).

Applying for Advice Only: Advice only services provide professional guidance, information, and recommendations based on the client’s individual circumstances. The service is focused on explaining options, outlining potential actions, and helping the client make informed decisions. It can include form filling, but the client remains responsible for taking any action following the advice provided.

Applying for Advice with Casework: A casework advice service provides professional advice and support alongside practical assistance to help resolve a client’s specific matter. This may include assessing the case, preparing or completing documents, contacting relevant third parties, managing correspondence, and taking agreed actions on the client’s behalf. Unlike advice-only services, casework involves ongoing involvement in progressing the client’s matter through to an agreed outcome.

For further information on advice with casework please refer to the AQS Complete Guide and Casework Self Declaration Form.

________________________________________________________________

Section 5 – Client Profile

The information should reflect your current client base rather than your intended client group.

Please provide a breakdown of your client/service user activity over the last 12 months, including the total number of cases opened. Please also provide a breakdown of these cases, distinguishing between advice only interventions and casework matters.

If your service provides advice only and does not undertake casework, you are only required to provide advice intervention figures and do not need to submit casework statistics.


Section 6 – Service Information

Describe the advice services you provide that are included within the scope of this assessment. For each service, provide the service name, its purpose, the areas of advice or support offered, the method of delivery, details of funding arrangements where relevant, operating hours, referral arrangements, and any specialist services provided.

If applicable, provide details of any relevant representative or regulatory bodies associated with your organisation/advice service. This may include the Financial Conduct Authority (FCA), the Immigration Advice Authority (IAA), or any other appropriate regulatory or professional body.

Provide enough information for the assessor to understand how the service operates.

___________________________________________________________________

Section 7 – Invoicing Details

Provide the information required for invoicing.

Include a Purchase Order (PO) reference number, where applicable. You should also provide an alternative invoicing address and contact details, if invoices need to be sent to a different address or contact.

Check the information carefully to help avoid delays in processing invoices.

___________________________________________________________________

Section 8 – Staffing Profile

To help us determine the duration and cost of your assessment, please provide information about the staff and volunteers who support the advice service. This information will enable us to identify the number of individuals in each role.

When completing the table, consider all relevant teams within the advice service, including any central functions that support your advice service.

Please note:

· Include at least one trustee who can take part in the assessment and discuss governance arrangements
· Include the relevant member of the team that can discuss Strategy, Business Planning, Risk Management and Finances
· Include any external supervisors who support your advice service
· Do not count the same individual more than once, even if they perform multiple roles, as this may increase the duration of your assessment unnecessarily

Provide information about the people involved in delivering the services included within the scope of the assessment.

Include:
· full-time and part-time staff
· volunteers
· managers
· supervisors
· advisers
· caseworkers
· specialist staff, where applicable

Where possible, provide the current number of people in each role at the time you complete this form.

Do not include staff or volunteers who are outside the scope of the assessment unless you have been specifically asked to do so.

If the number of staff or volunteers is too large to include in the table, provide this information as a separate list and submit it with your application.
___________________________________________________________________

Section 9 – Adviser/Caseworker Bandings

Job titles and role names can vary between advice services. To help us understand the roles involved in delivering your service, please complete this section by allocating advisers and caseworkers to the appropriate band. 

Full Time Equivalent (FTE definition): The calculation of full-time equivalent is an employee or volunteers scheduled hours divided by the employer’s hours for a full-time work week.

For example, Individual works 16 hours per week. Full time working week is 37.5 hours. FTE equivalent is 0.4

Staff to include are volunteers, interns and employees who are undertaking tasks involved in providing bespoke social welfare legal advice to clients. This includes specialist staff (such as debt advisers, immigration advisers) and generalists as well as supervisors and mentors/trainers who are involved in making decisions regarding a client case.

The calculation does not need to include administrative, reception or other members of the team who do not give advice. It also does not include pro-bono legal advisers or student placements where supervision and client decision making functions are carried out by another organisation (i.e., university or law firm).

The information should accurately reflect current staffing arrangements.
___________________________________________________________________

Section 10 – Terms and Conditions

Read the Terms and Conditions carefully before submitting your application.

By signing this section, you confirm that:
· the information provided is accurate
· you agree to the assessment process
· you understand your responsibilities during the assessment
· you agree to comply with the requirements of the AQS Standard
· you agree to the use of your information for assessment purposes
· you agree to your advice service being listed on the AQS Directory

The application should be signed by a person authorised to act on behalf of the organisation.
__________________________________________________________________

Section 11 – Multi-Sited Assessment Applications

See Section 1 Guidance – Number of outlets.

Complete this section only if your AQS assessment application includes more than one site.

For each location provide:
· additional address details
· telephone contact details
· Email contact details

The assessor will use this information to determine the sampling approach for the assessment.


Appendix 1 – Mandatory Desktop Audit Applications

New applicants require a desktop audit before an assessment is arranged.

Please submit all the mandatory documents listed in Appendix 1 your application cannot proceed without these documents.

Your Desktop Application cannot proceed without these documents.

Ensure documents:
· are current
· have version numbers where applicable
· show last review dates (must have been reviewed in the last 12 months)
· have been approved where required
· are submitted in the requested format

The assessor may request additional documentation if further clarification is required.
__________________________________________________________________





Before submitting your application

Check that you have:

· completed every section of the application form
· answered all mandatory questions
· attached all required documents
· signed the declaration
· included details for every site within scope
· checked all contact information
· reviewed the application for accuracy and completeness

Submitting a complete application will help ensure the assessment process can begin without unnecessary delays.
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