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Centre Approval Form

Please ensure that the following is completed in block capitals and signed by your Head Teacher/Principal and returned to: Manager, FE Operations, ifs School of Finance, ifs House, 4-9 Burgate Lane, Canterbury, Kent CT1 2XJ. 
There are two parts to our approval process:

· Centre Approval – this recognises that you agree to the general requirements and have the quality and management systems in place to offer ifs Financial Capability Awards.

· Security Undertaking – this recognises that you agree to abide to the specialised regulations and security requirements for the examining of the ifs Financial Capability qualifications. 
If you require any assistance at any stage of the approval process please call our FE Customer Support Team on 01227 818609 (option 3). 

I would like my centre to be approved for delivery of the following awards:  (Please tick all boxes that apply)
	ifs Level 1 - Award in Personal Finance (APF1) – 500/9896/2
	 FORMCHECKBOX 


	ifs Level 2 - Certificate in Personal Finance (CPF2) – 500/9897/4
	 FORMCHECKBOX 


	ifs Certificate in Personal Finance (CPF5 – Scottish Centres Only) – SQA Level 5
	 FORMCHECKBOX 


	ifs Level 3 - Certificate in Financial Studies (CeFS) - 501/0049/X
	 FORMCHECKBOX 


	ifs Level 3 - Diploma in Financial Studies (DipFS) – 501/0048/8
	 FORMCHECKBOX 


	ifs Level 2 - Award in Personal Financial Planning  (Award PFP) – 500/9895/0
	 FORMCHECKBOX 


	ifs Level 2 - Certificate in Personal Financial Planning  (CePFP) – 501/0047/6
	 FORMCHECKBOX 



When do you wish to deliver tuition for the first time?      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
How would you like to deliver the examinations?   

	Paper Based
	 FORMCHECKBOX 

	ifs e-test™  The electronic assessment system for centres. To find out more please visit: http://www.ifslearning.ac.uk/FinancialCapability/ifsetest.aspx 
	 FORMCHECKBOX 



Main Centre Details

	Centre Name
	     

	National Centre Number (NCN)
	     

	Number of sites associated with this centre
	     

	Centre Address
	     


	Post Code
	     

	Contact Person for queries concerning this application
	     

	Email Address
	     


	Phone Number
	     

	Fax Number
	     

	Finance Contact for this Centre
	     

	Email Address
	     

	Invoicing address


	     


	Is this person responsible for the finances for all associated centres?
	     Yes    FORMCHECKBOX 
  /     No    FORMCHECKBOX 


	Website Address
	     


Additional Centre Details – Campuses or additional sites                                                                           (Please complete Part B of this form for each separate site delivering ifs courses)
Centre 1

	Site Name
	     

	National Centre Number (NCN)
	     

	Site Address
	     


	Post Code
	     

	Exam Officer for this site
	     

	Phone Number
	     

	Fax Number
	     


Centre 2
	Site Name
	     

	National Centre Number (NCN)
	     

	Site Address
	     


	Post Code
	     

	Exam Officer for this site
	     

	Phone Number
	     

	Fax Number
	     


If you have additional sites to add please provide the necessary details as outlined above on an additional sheet.

Type of Establishment

Provider type:             

 FORMTEXT 
     

 FORMTEXT 
     

Funding Source:            

 FORMTEXT 
     

 FORMTEXT 
     
	Maintained School
	 FORMCHECKBOX 

	Non-maintained / Independent School
	 FORMCHECKBOX 


	Further Education
	 FORMCHECKBOX 

	Community / Adult Education
	 FORMCHECKBOX 


	Other (Please Specify)
	 FORMCHECKBOX 

	


Awarding Body approval to deliver tuition and assessment

Please indicate which Awarding Bodies have given you approval to deliver tuition and/or assessment and the awards this approval relates to.

	Name of Awarding Body
	Award(s)

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


Which standards do you follow when acting as an examination centre? (E.g. JCQ)           
Please supply the name and position of the person responsible for overall Quality Assurance Management and Administration who is able to confirm the following for of all the programmes you are applying for:

	Name 
	     

	Position
	     

	The establishment has an Equal Opportunities policy.
	 FORMCHECKBOX 


	The establishment uses buildings for assessment purposes that provide access for all learners in accordance with all relevant legislation and which conform to the requirements set out at the foot of this application form.
	 FORMCHECKBOX 


	The establishment agrees to provide the ifs School of Finance and the regulatory authorities with access to the premises, people and records, and to co-operate with the ifs School of Finance’s monitoring activities, where necessary, and as soon as possible.
	 FORMCHECKBOX 


	The establishment has the resources and systems necessary to support the qualification (training room and access to the ifs School of Finance materials).
	 FORMCHECKBOX 


	The establishment undertakes to use only those staff who have the necessary competence in the subject matter, assessment procedures and language(s) used in the assessment of the qualifications and to ensure it has the managerial and other resources to effectively and efficiently undertake delivery of the qualification.
	 FORMCHECKBOX 


	The establishment has systems in place to ensure the consistency of standards and to support equality of opportunity.
	 FORMCHECKBOX 



Please confirm that the following documents are held by the school/college and are available for audit:

	Health and Safety Policy
	 FORMCHECKBOX 


	Equal Opportunities Policy
	 FORMCHECKBOX 


	Risk Assessment with respect to examination sittings
	 FORMCHECKBOX 


	Curriculum Vitae for staff delivering tuition
	 FORMCHECKBOX 


	Complaints and Appeals Policy for Learners
	 FORMCHECKBOX 



Please note:

The ifs School of Finance will carry out monitoring activities on the assurances given. This may be on a planned or unplanned basis. In the event of any concern arising from the monitoring process, one or more of the sanctions listed below may be applied:

· Increased monitoring activity

· Moratorium on learner registration/examination entry and/or on claims for certificates or issue of certificates

· Suspension or withdrawal of approved centre status

Please complete the following table with the name(s) of Teachers/Lecturers who will deliver the course of study for each award.

	Award
	Name of all Teachers / Lecturers to deliver tuition
	e-mail addresses

	Award in Personal Finance
	     
     
     
     
	     
     
     
     


	Certificate in Personal Finance
	     
     
     
     
	     
     
     
     

	Certificate in Financial Studies
	     
     
     
     
	     
     
     
     

	Diploma in Financial Studies
	     
     
     
     
	     
     
     
     

	Award in Personal Financial Planning
	     
     
     
     
	     
     
     
     

	Certificate in Personal Financial Planning
	     
     
     
     
	     
     
     
     



Security Undertaking Form
Please complete this part for each of your centres delivering the following ifs qualifications.

	ifs Level 1 - Award in Personal Finance (APF1) – 500/9896/2

	ifs Level 2 - Certificate in Personal Finance (CPF2) – 500/9897/4

	ifs Certificate in Personal Finance (CPF5 – Scottish Centres Only) – SQA Level 5

	ifs Level 3 - Certificate in Financial Studies (CeFS) - 100/3360/9

	ifs Level 3 - Diploma in Financial Studies (DipFS) – 100/4535/1 

	ifs Level 2 - Award in Personal Financial Planning  (Award PFP) – 500/1651/9 

	ifs Level 2 - Certificate in Personal Financial Planning  (CePFP) – 500/1650/7 


Should any of the centres details change at any point (Name, address, Exam Officer etc) we will require a new copy of this form to be completed and sent to us for processing.

Centre Details

	Centre Name
	     

	National Centre Number (NCN)
	     

	Site Address
	     


	Post Code
	     

	Telephone Number
	     

	Fax Number
	     


The questions used for the Financial Capability examinations (except CeFS and DipFS unit 3) will be extracted from live question banks held by the ifs and may be reused throughout the year.

Therefore it is essential that your centre understand the following information before delivering the 

ifs School of Finance - Financial Capability Awards:

· It is essential that the examination papers (whether delivering electronically or paper based) remain confidential before, during and after the examination sitting. 

· Papers (including spare papers not actually used in the examination) must be either stored in a safe or be in the possession of the Examinations Officer at all times.

· The examination papers MUST NOT be seen by any other member of the school staff, (even during the examination). Subject tutors must NOT be allowed into the examination room during the relevant examination.


· The examination papers MUST NOT be copied in full or in part either using copying equipment or by hand. 

· ALL objective test question papers must be returned to ifs immediately after the examination as detailed in the Financial Capability Handbook.

· CeFS and DipFS Unit 3 examination papers must be held confidentially before the exam but may enter the public domain 48 hours after the sitting.

By signing and submitting this form we hereby confirm that:

· we have read the notes above and agree to abide by the following security requirements:
· Specifically that except for ourselves, examination papers and associated material will only be seen by learners sitting the examination and the invigilator whether being delivered electronically or paper based
· Tutors will NOT be allowed access to the examination material for objective tests at any time

· DipFS/CeFS Unit 3 papers will be held confidentially until 48 hours after the sitting.
We also accept the terms and conditions of delivery as detailed within the Financial Capability Awards Handbook.

Examinations Officer (responsible for security of papers as detailed above):

Signature:      

 FORMTEXT 
     

 FORMTEXT 
          
              Full Name (PRINT):           

 FORMTEXT 
     

 FORMTEXT 
                


Date:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
                      Email Address:           

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
All examination officers MUST complete the next section:

 FORMCHECKBOX 
 By ticking this box and submitting this form you (the examinations officer) assume full responsibility for security of examination papers and confirm that you will conform to all regulations as required.
ALL correspondence and examination papers will be sent to the examinations officer who has been identified above. If you would like us to deal with other members of the examination office with regard to exam booking and reasonable adjustments etc., please provide details as follows:

Name (PRINT):     
 FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 

     
   
                  Name (PRINT):           

 FORMTEXT 
     

 FORMTEXT 
     
Role:           

 FORMTEXT 
          

 FORMTEXT 
     

 FORMTEXT 
            
         Role:           

 FORMTEXT 
          

 FORMTEXT 
     

 FORMTEXT 
     
Email Address:      
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
               Email Address:           

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
If you have multiple centres within your establishment please specify who is responsible for the finances:

Finance Contact (responsible for all invoicing and financial queries for this centre):

Full Name (PRINT):           

 FORMTEXT 
     

 FORMTEXT 
         Email Address:           

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Address:           

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Head Teacher / Principal
Signature:           

 FORMTEXT 
     

 FORMTEXT 
          
Full Name (PRINT):           

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
           


Date:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
                  Email Address:           

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
All Head Teachers / Principals MUST complete the next section:
 FORMCHECKBOX 
 By ticking this box and submitting this form I hereby confirm that all of the details provided are correct and I accept overall responsibility for the delivery and examination of the Financial Capability Awards.
Office Use
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The ifs School of Finance is a not-for-profit professional body and registered charity, incorporated by Royal Charter.

