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Academic Centre Approval

For recognition as a centre for Edexcel examinations
This form should be used for centres new to Edexcel wishing to offer General Qualifications including GCSE, GCE, DiDA, The Diploma, ALAN, Key Skills and Functional Skills. It should not be used for BTEC or NVQ qualifications.
If you are a Training Provider, Private School or College or Community Project do not complete this form without prior agreement. Instead, please first complete and submit an Expression of Interest Form that can be downloaded from the Edexcel website here. Once submitted, you will be contacted by a member of the Work Based Learning Team to discuss your requirements and the process.
State funded Schools, Colleges or Pupil Referral Units should send completed forms to serviceoperations@edexcel.com.
	1.
	
	Centre details
	

	
	1.1
	National centre number (if known) 
If you are currently approved with other JCQ Awarding Bodies for General qualifications you should have been subject to JCQ inspection; if this is the case and you are able to provide us with your NCN centre number, then the a further inspection should not be necessary to gain Edexcel approval and the process will subsequently be quicker.
     

	
	1.2
	Full name of establishment 
     

	
	1.3
	Name of Examinations Officer 
     

	
	1.4
	Address Line 1          
Address Line 2          
Address Line 3          
Town                        
County                     
Post Code                 

	
	1.5
	Tel no          

	
	
	Fax no          

	
	
	E-mail           

	
	1.6
	Name of head of centre 

(including title and initials)          

	
	
	Official title eg Headteacher, Principal   
     

	
	1.7
	Department for Children, Schools and Families number (if applicable)

	
	
	 
	 
	 
	 
	 
	 
	 
	


	2.
	
	Currently approved General Qualifications centre with other JCQ awarding bodies (If your centre is currently approved for Vocational Qualifications only, please leave this section blank)

	
	
	AQA
	 FORMCHECKBOX 

	           CCEA
	 FORMCHECKBOX 

	             OCR
	 FORMCHECKBOX 

	                WJEC
	 FORMCHECKBOX 

	


Top of Form

	3.
	
	Type of centre 
	

	
	
	Training Provider
	 FORMCHECKBOX 

	
	Employer
	 FORMCHECKBOX 

	

	
	
	
	
	
	
	
	

	
	
	 Secondary Comp or Middle
	 FORMCHECKBOX 

	
	 FE establishment
	 FORMCHECKBOX 

	

	
	
	
	
	
	
	
	

	
	
	 Secondary Selective
	 FORMCHECKBOX 

	
	 6th Form College
	 FORMCHECKBOX 

	

	
	
	
	
	
	
	
	

	
	
	Secondary Modern
	 FORMCHECKBOX 

	
	Tertiary College
	 FORMCHECKBOX 

	

	
	
	
	
	
	
	
	

	
	
	Independent including CTC
	 FORMCHECKBOX 

	
	    Other*
	 FORMCHECKBOX 

	

	
	
	
	
	
	*Please specify 
      

	
	
	
	

	4.
	
	Funding 
	

	
	
	 Maintained
	 FORMCHECKBOX 

	
	    Controlled
	 FORMCHECKBOX 

	

	
	
	
	
	
	
	
	

	
	
	 Independent
	 FORMCHECKBOX 

	
	 HM Government/prison
	 FORMCHECKBOX 

	

	
	
	
	
	
	
	
	

	
	
	Aided/Special Agreement
	 FORMCHECKBOX 

	
	   CTC Trust
	 FORMCHECKBOX 

	

	
	
	
	
	
	
	
	

	
	
	 Foundation State
	 FORMCHECKBOX 

	
	  Higher Education
	 FORMCHECKBOX 

	

	
	
	
	
	
	
	
	

	
	
	    LSC
	 FORMCHECKBOX 

	
	 Other**
	 FORMCHECKBOX 

	

	
	
	
	
	
	**Please specify 
      

	5.
	
	Age range of students
	

	
	
	Age (minimum)
	     
	       To Age (maximum)
	     

	
	
	
	
	(if over 18 enter ‘Adult’)

	
	
	Total number of pupils/candidates on roll
	     

	6.
	
	Entries

Please indicate the entries which you anticipate making:

	
	
	Year & Month of First Examination
	Type of Examination
	Subject(s)
	Specification Code
	Estimated Number of Candidates

	
	
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     

	
	
	     
	     
	     
	     
	     


Bottom of Form

	7.
	
	I confirm that I have read the following documents and agree to administer examinations in accordance with these documents:
Yes  FORMCHECKBOX 
               No  FORMCHECKBOX 

· JCQ Instructions for Conducting Examinations (www.jcq.org.uk)

· JCQ Instructions for Conducting Coursework/portfolios (www.jcq.org.uk)

· JCQ Access Arrangements and Special Consideration (www.jcq.org.uk)

· JCQ Entry, Aggregation and Certification – Procedures and Rules (www.jcq.org.uk)

· JCQ Suspected Malpractice in Examinations and Assessments – Policies and Rules (www.jcq.org.uk)

· JCQ General Regulations for Approved Centres (www.jcq.org.uk)
Knowledge of and your compliance with these policies will be checked at JCQ Inspection Visit so please ensure that you are familiar with them before you apply and before your visit.



	8.
	
	Examination accommodation

	
	
	Give details of the examination accommodation:

      

	9.
	
	Receipt and storage of confidential materials

	
	9.1
	Please give details of the staff responsible for receiving material at the centre and the arrangements for its handling and processing.
     


	
	9.2
	Please confirm that your centre has each of the following JCQ storage security requirements in place:

1. Strong Safe or Security Cabinet or Metal Cabinet with locking bar, bolted to wall or floor, with 2 or 3 key holders only

2.Secure room in fixed building (i.e. not a Portakabin™ or similar), preferably on an upper floor with no windows, with: 

· Walls, ceiling and floor of strong, solid construction

· Solid door or reinforced door

· Strong, secure hinges

· Security lock, e.g. 5 lever mortise lock or coded keypad lock or electronic security lock

· 2 or 3 key holders only

Please note that the following rules also apply:

· Small safes should be fixed securely in place

· A filing cabinet will need additional security features to increase its robustness. For example, an external locking bare will ensure that question papers are stored in a secure environment at all times

· Stud partition walls are only acceptable with metal reinforcement

· Hollow panel doors require extra reinforcement

· Where question papers are stored in a room on the ground floor with external windows, bars must be fitted or the room alarmed. If the room has a glass panel in or above the door, e.g. for health and safety reasons, the glass must be toughened safety glass

· Where the volume of question papers is too great for secure storage in one room, you must use additional rooms within the centre which also meet the requirements for secure storage

I confirm that the centre fully meets the above JCQ storage security requirements

Yes  FORMCHECKBOX 
               No  FORMCHECKBOX 

Please note that a JCQ inspection will not be requested unless the above is confirmed, and we will be unable to proceed with your application.
	
	I confirm that I have read the following documents and agree to administer examinations in accordance with these documents:
Yes  FORMCHECKBOX 
               No  FORMCHECKBOX 

· JCQ Instructions for Conducting Examinations (www.jcq.org.uk)

· JCQ Instructions for Conducting Coursework/portfolios (www.jcq.org.uk)

· JCQ Access Arrangements and Special Consideration (www.jcq.org.uk)

· JCQ Entry, Aggregation and Certification – Procedures and Rules (www.jcq.org.uk)

· JCQ Suspected Malpractice in Examinations and Assessments – Policies and Rules (www.jcq.org.uk)

· JCQ General Regulations for Approved Centres (www.jcq.org.uk)
Knowledge of and your compliance with these policies will be checked at JCQ Inspection Visit so please ensure that you are familiar with them before you apply and before your visit.



	
	
	

	10.
	
	Reference requests

Please provide details of a professional referee for the Head of Centre below, examples can include a previous academic employer. 

If you currently run Academic qualifications with another JCQ member Awarding Body (see 1.1) it will not normally be necessary to take up this reference.

If this is not the case we would recommend you supply the reference on letter headed paper with this application, the reference should focus on the suitability of the Head of Centre to run an examination centre and any experience they may have relating to secure examination delivery.

	
	
	Name                  

	
	
	Job Title             
Address               

	
	
	Telephone           

	
	
	Email                   

	
	
	


11. Are you ready?

A checklist for prospective examination centres

This checklist has been written for prospective examination centres and acts as a supplement to the JCQ publications General Regulations for Approved Centres and Instructions for conducting examinations. It has been produced to ensure that centre staff are fully prepared for the pre-registration visit, as conducted by the JCQ Centre Inspection Service. The checklist will be of benefit to those members of staff involved in the application process to become a registered centre and those members of staff who will have responsibility for the administration and conduct of examinations and assessments.

You must ensure that all of the points on the checklist have been met prior to seeking centre approval.
	General Requirements
	Are You Ready

	Do you and your staff understand the JCQ publication General Regulations for Approved Centres?
	 FORMDROPDOWN 


	Do you and your staff understand the JCQ publication Instructions for Conducting Examinations?
	 FORMDROPDOWN 


	Do you and your staff understand the following JCQ publications?

· Access Arrangements, Reasonable Adjustments and Special Considerations
· Instructions for Conducting Controlled Assessments
· Instructions for Conducting Coursework
· Suspected Malpractice in Examinations and Assessments – Policies and Procedures
	 FORMDROPDOWN 


	Do you have a designated business address with an office which will be staffed between 8.30 am to 3.30 pm?
	 FORMDROPDOWN 


	Will the centre be open and staff available for an inspection visit in the next 2 to 4 weeks?
	 FORMDROPDOWN 


	Are you applying for centre approval at least 2 months before the entry deadline for the first exam series?
	 FORMDROPDOWN 


	Are the secure storage arrangements at the centre already constructed?
	 FORMDROPDOWN 


	Is a safe/secure cabinet in place?
	 FORMDROPDOWN 


	Have you determined appropriate arrangements for receiving and storing confidential materials as issued by an awarding body?
	 FORMDROPDOWN 


	Do you have sufficient and suitable accommodation within your centre for candidates to sit written examinations and, where appropriate, facilities for onscreen tests?
	 FORMDROPDOWN 


	Where appropriate, do you have the required facilities for any practical examinations, e.g. laboratory facilities?
	 FORMDROPDOWN 


	Is there a named member of staff who will act as the examinations officer?
	 FORMDROPDOWN 


	Do you have arrangements in place for assessing candidates who may require access arrangements, such as an approved specialist teacher?
	 FORMDROPDOWN 


	Do you have broadband internet access in order to facilitate electronic transactions with the awarding bodies?
	 FORMDROPDOWN 


	Location of secure storage unit
	Are You Ready

	Can the secure storage unit be accessed via a corridor or via another room?
	 FORMDROPDOWN 


	Does the secure storage unit have solid walls or reinforced stud walls?
	 FORMDROPDOWN 


	If the secure storage unit is on the ground floor and has external windows have bars been fitted or is the room alarmed (preferably with sensor alarms on the windows)?
	 FORMDROPDOWN 


	Is the door to the secure storage unit of solid construction?
	 FORMDROPDOWN 


	Does the door have a security lock (e.g. a five lever mortice or keypad)?
	 FORMDROPDOWN 


	Location of secure storage unit (Continued..)
	Are You Ready

	Are there no more than two or three key/code holders for the secure storage unit?
	 FORMDROPDOWN 


	Is the secure storage unit shared with staff who are not part of the exams office?
	 FORMDROPDOWN 


	Secure Storage Unit
	 FORMDROPDOWN 


	Is one of the following going to be used to store question papers:

· A strong, non-portable safe

· A non-portable security cabinet

· A metal (filing) cabinet which is bolted to the floor or a wall and has an external locking bar

· A walk-in store room with a metal shutter/security screen in front of the door or open shelving
	 FORMDROPDOWN 


	Please add any comments to your answers above which you feel may be relevant when assessing your readiness to accept an inspection.

     


	12.
	
	Declaration – to be signed by the head/principal


	
	
	I confirm that all information supplied by or on behalf of the Applicant to Edexcel in connection with this application is true, complete and accurate and that I am authorised to make this application for the named centre in Section 1 to be registered as an examining centre with Edexcel.  I acknowledge that an Approval Contract comprising this application, the Regulations and Edexcel’s acceptance letter will come into effect between Edexcel and the Applicant if Edexcel accepts this application and that the Approval Contract will be a legally binding agreement.
I understand and accept that Edexcel retains to itself the interpretation of the conditions of the centre’s registration as an examination centre in any dispute and reserves the right to withdraw approval in the event of failure to comply with these conditions.


	
	
	Signed      
(Electronic copy of signature preferred)
Name of Head/Principal      
For and on behalf of (name of establishment)      
Date      

	
	
	


      Credit Reference Details

	              Nature of your business: 

	School
	 FORMCHECKBOX 

	College
	 FORMCHECKBOX 


	Sole Trader 
	 FORMCHECKBOX 

	Co-Operative 
	 FORMCHECKBOX 


	Public Limited 
	 FORMCHECKBOX 

	Private Limited 
	 FORMCHECKBOX 


	Charity No:
	     
	Government Funded Body
	 FORMCHECKBOX 


	Other
	     

	Registered Office No:
	     
	VAT Registration No:
	     

	Registered Company No:
	     
	
	


	               Registered Company name:
	     

	Invoice Address (if different from centre address) 

	Address Line 1        

	Address Line 2        

	Address Line 3        

	Town                      

	Postcode                 

	Finance Contact

	Finance contact name          

	Email address                      

	Telephone number               


	Amount of credit 

applied for  
	£      
	


Confirmation of VAT Status
Following a ruling from HM Revenue & Customs, Edexcel Ltd is required to charge and account for VAT on its sales of qualifications unless it has evidence from its customers that they have ‘eligible body’ status in which case sales to those customers will qualify for exemption from VAT.  In accordance with that ruling Edexcel requests that organisations applying for Edexcel centre recognition confirm their ‘eligible body’ status in order to ensure that VAT is properly charged where appropriate.  To help you complete the form the definition of an ‘eligible body’ is provided below and further information is available in the HM Revenue & Customs VAT Notice 701/30.  Failure to respond will result in VAT being charged and so we ask for your co-operation to ensure that VAT is not charged unnecessarily.
	School, university, sixth form college, tertiary college or further education college or other centrally funded higher or further education institution (defined as such under the Education Acts) or the governing body of one of these institutions


	 FORMCHECKBOX 


	Local authority


	 FORMCHECKBOX 


	Government department or executive agency


	 FORMCHECKBOX 


	Non-profit making body that carries out duties of an essentially public nature similar to those carried out by a local authority or government department


	 FORMCHECKBOX 


	Health authority


	 FORMCHECKBOX 


	Non-profit making body that meets the following conditions:

A charity, professional body, company limited by guarantee, or an ad hoc group organising specific conferences or training events:

That can not and does not distribute any profits made, applies any profits that might arise from supplies of educational research or vocational training to the continuance or improvement of such supplies


	 FORMCHECKBOX 


	Commercial provider of tuition in English as a foreign language


	 FORMCHECKBOX 


	Commercial provider that contracts or sub contracts to provide education or vocational training under one of the governments approved schemes whose services are ultimately funded by the Learning and Skills Council, the National Council for Education and Training for Wales, a Local Enterprise Company or the European Social Fund (under a scheme approved by the Department for Education and Skills as it was previously known)


	 FORMCHECKBOX 


	Eligible body (Exempt from VAT)


	 FORMCHECKBOX 


	Non-eligible body


	 FORMCHECKBOX 



Intention to Offer Skills for Life Qualifications
	Key Skills/ ALAN Qualification Approval


	
	Number of learners
	Anticipated Start Date
	Office Use Only

	Entry Level ICT 
	 FORMCHECKBOX 

	     
	     
	HH 9018

	Adult Literacy Entry Level 3 (Reading onscreen)
	 FORMCHECKBOX 

	      
	     
	63 9021

	Adult Literacy Entry Level (paper based)
	 FORMCHECKBOX 

	     
	     
	63 9001

	Adult Numeracy Entry 3 (onscreen) 
	 FORMCHECKBOX 

	      
	     
	63 9022

	Adult Numeracy Entry level (paper based)
	 FORMCHECKBOX 

	     
	     
	63 9002

	Adult Literacy/ Numeracy Level 1/2
	 FORMCHECKBOX 

	      
	     
	ABS

	Key Skills 
	 FORMCHECKBOX 

	     
	     
	KSQ00

	Entry Level Functional Skills
	 FORMCHECKBOX 

	     
	     
	FE 9037-9

	Functional Skills Level 1 and 2
	 FORMCHECKBOX 

	     
	     
	FS

	Functional Skills Level 1 and 2 (Onscreen)
	 FORMCHECKBOX 

	     
	     
	11706-8


ESOL Qualification Approval

Edexcel’s ESOL Skills for Life qualifications are Ofqual accredited and as such meet the UK Border Agency (UKBA) language requirements for UK Citizenship and Indefinite Leave to Remain applications.

The UKBA requires that the qualification must have been studied at an “accredited college”. By this they mean either:

• a publicly funded college which is subject to inspection by Ofsted or its devolved equivalents
or 
•  a private college which is accredited by Accreditation UK, the British Accreditation Council (BAC), the Accreditation Body for Language Services (ABLS) or the Accreditation Service for International Colleges (ASIC).

You are responsible for ensuring your compliance with UKBA regulation. 

	      
	
	Number of learners
	Anticipated Start Date
	Office Use Only

	ESOL Entry Level (post-16)
	 FORMCHECKBOX 

	     
	     
	93 9003

	ESOL Level 1 & 2 (post-16)
	 FORMCHECKBOX 

	     
	     
	CC 9004

	ESOL Speaking & Listening Entry Level (post-16)
	 FORMCHECKBOX 

	     
	     
	GG 9017

	ESOL Speaking & Listening Level 1 (post-16)
	 FORMCHECKBOX 

	     
	     
	GA 9034

	ESOL Speaking & Listening Level 2 (post-16)
	 FORMCHECKBOX 

	     
	     
	GB 9035


For further clarification, please refer to the UK.

Onscreen Testing Technical Requirements 

If you wish to offer qualifications by onscreen test please read the technical requirements listed below and if these are met complete the following page telling us where to send the installation details.
Operating Systems

ESM and Administrator have been tested and are supported on the following operating systems:

· Windows XP

· Windows 2000 Professional

· Windows 2003 Server

· Windows 2000 Server

Enterprise SiteManager (downloads the tests) and Administrator software (for candidate testing)
ESM and Administrator has been designed to run on the following minimum specification:

· ESM is a Web Server service and will conflict if another Web Server Service is running on the same PC/ Server
· Adobe Acrobat® Reader 8.0 or above 

· Microsoft Internet Explorer ® 6.0 (NOT IE7)

· Flash Player® 8 and above

· Pentium III PC with 900 MHZ processor

· 1GB or more disk space available for Testing Network use (if the PC is to be used as the file server, otherwise a networked file share is required)

· 512 MB RAM

· The latest version of Java (currently1.4.2.05)
· 10/100 Mbps network interface adapter

· Minimum 56K connection to a reliable ISP (Internet Service Provider)

· Printer for printing score reports

· Access to TCP traffic on port 80 (HTTP) and 443 (HTTPS) - standard Internet ports. If you are using an ISA Server or any other kind of Proxy, you must configure it to allow www.catglobal.com (IP Address: 159.182.112.210) through
To test 10 or more candidates at the same time a Windows Server Edition is required. A windows Professional Edition will only support up to a maximum of 10 machines connecting to it at once.
Additional requirements for Administrator software

· The Administrator application requires Local Admin rights for installation

· 10Mb or more disk space available for the testing system (Program Files)

· Microsoft or compatible mouse

· Video adapter capable of displaying at least 16 million colours (24-bit colour) and 1024 x 768 pixels

· 15’ or larger monitor* capable of displaying 16 million colours (24-bit colour) and 1024 x 768 pixels

· Display font size set to Small Fonts (Normal Size 96dpi) before prior to testing

· Where laptop is used screen display size should be 12” or greater and able to display 1024x768 pixels 
· Sound card with headphones if offering exams that require sound files.
· It is advised to keep network traffic to a minimum during testing periods.
· It is recommended that prior to testing, the cache is cleared.
· Test PCs should be re-booted if your centre is running multiple test sessions throughout the day 
Onscreen Testing Software Installation Details
	Your centre details
  
	
	

	Centre number:     
	
	Centre name:     


	Administrator details
 
	
	

	Contact Name:     

	
	Position:     

	(installation and guidance documents will be sent to this address)

Email:     
If you already have this software installed please provide us with your Promissor /Venue Id:  




	IT Technician details
	
	

	Contact Name:      

	
	Email:      


	Please specify the qualification(s) you intend to offer Onscreen: 

     


	How will you be testing? (Please tick) 

Classroom setting

Individual laptops

Network laptops

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 




Prepared by Jonathan Soanes. Authorised by David Sands. Version 3 (August 2011)
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