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(
THIS SECTION SHOULD BE COMPLETED BY THE DISTRIBUTOR BEFORE THE APPLICATION FORM IS ISSUED.
· Name of the centre to whom you will be attached


· Please return the application form to

 

· Telephone


· Facsimile
· Email

 

	 1  Your details

(
Your name

	
	
	

	
	(
Position or job title

	
	
	

	
	(
Organisation/institution name

	
	
	

	
	(
Address

	
	
	

	
	
	

	
	
	Town/City

	
	
	Post/Zip Code
Country

	
	(
Phone number (including international dialling code)

	
	
	00

	
	(
Fax number (including international dialling code)

	
	
	00

	
	(
Email address

	
	
	

	
	(
Website address

	
	
	

	
	(
Year organisation/institution was established

	
	
	

	
	(
When would you expect to submit candidates for their first assessment?

	
	
	(eg June, 2009)

	
	 2  Certificate details

(
Name of organisation/institution as it will appear on certificates


maximum 54 characters, including punctuation and spaces
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	 3  Qualifications
(
How will you be offering Cambridge qualifications to students?

(  Full-time courses

(  Part-time courses

(  Intensive courses

(  Distance learning courses

	
	(
What qualifications would you like to register for?

· Cambridge International Primary Programme*

* Additional primary application form to be completed.
· ICT Starters
· Academic
Checkpoint, IGCSE, O, AS, A, AICE 
(
Cambridge International Diploma in Business

(
Professional Development Qualifications


Teachers and Trainers, Teaching with ICT
(
Cambridge International Diploma in Management **

** Available by special arrangement only.  Please check with your distributor.
3a  Syllabus details
· For each qualification (e.g. IGCSE, AS, A, O, Cambridge International Diplomas) list the syllabuses that you wish to offer.  CIE syllabuses can be found under Qualifications & Awards on the CIE website at www.cie.org.uk
· Please consult your distributor if you are unable to locate the syllabus required.

· Some syllabuses may not be available in certain countries or for every session.




Session/year
Estimated


Qualification
Syllabus code and title
of first exam
annual entries

	
	
	

	
	
	e.g. IGCSE
	0510 English as a Second Language
	JUN 09
	
	
	60
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	 3a  Syllabus details continued



Session/year
Estimated

Qualification
Syllabus code and title
of first exam
annual entries


Qualification
Syllabus code and title
of first exam
annual entries
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	 4  Your organisation/institution

(
What is the legal status of your organisation/institution?

(  Sole trader
(  Partnership 
(  Company

(  Other body corporate
(  Government/public entity

Other: 



(
Do you have any necessary Government permission and authorisation to operate as an educational organisation/institution to offer international qualifications?

(  No

(  Yes please give details below 


	
	

	
	
	

	
	
	

	
	
	

	
	(
Is your organisation/institution a registered centre for 
Cambridge ESOL qualifications?

	
	(  No 

(  Yes please give details

	

	
	
	
	 ESOL Centre Number
	

	
	
	

	
	(
Have you or your organisation/institution ever run any international qualifications?

(  No

(  Yes please give details below


	
	
	

	
	
	

	
	
	

	
	(
Are you or your organisation/institution currently offering any international qualifications?

(  No 

(  Yes please give details below


Authorising body/
Number of
Year course

Course name
examination board
students
was first run
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	 5  Learning resources and facilities

· As part of the registration process, applicant organisations/institutions will be inspected.  The inspection will focus on the following, as appropriate:

· Details of your teachers and their experience

	
	
	
	

	
	
	Total number of teachers
	
	

	
	
	

	
	
	
	

	
	
	Number of teachers who have:
	Nationally recognised teaching qualification
	

	
	
	
	

	
	
	
	

	
	
	
	Degree in Education
	

	
	
	
	

	
	
	
	

	
	
	
	Professional Degree
	

	
	
	
	

	
	
	
	

	
	
	
	Post-Graduate Degree
	

	
	
	
	

	
	
	
	

	
	
	
	Commercial experience
	

	
	
	
	

	
	
	
	

	
	· Please give details of the members of staff responsible for the following roles within your organisation / institution
Role
Name


	
	
	
	

	
	
	IT Co-ordinator
	
	

	
	
	

	
	
	
	

	
	
	Teacher Support Centre Co-ordinator
	
	

	
	
	

	
	
	
	

	
	(
Which of the following facilities do you have in your centre?

	
	
	
	

	
	 
	 ( Teaching rooms
	
	 How many?

	
	
	

	
	
	
	

	
	
	 ( Library
	
	 How many?

	
	
	

	
	
	
	

	
	
	 ( Dedicated computer rooms
	
	 How many?

	
	
	

	
	
	
	

	
	
	 ( Workshops
	
	 How many?

	
	
	

	
	
	
	

	
	
	 ( Laboratories
	
	 How many?

	
	
	

	
	
	
	

	
	(
Do you have a way of storing examination materials securely?

Please see Section 3.1.2 of the Handbook for Centres for more details

(  No

(  Yes

	
	
	Details:
	

	
	(
Do you have a suitable examination venue where students can take CIE examinations?

Please see Section 3.1.3 of the Handbook for Centres for more details

(  No

(  Yes

	
	
	Details:
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	5  Learning resources and facilities continued
(
Do you have computers?

(  No

· Yes please give details below



	
	
	
	

	
	
	Total number of computers
	
	

	
	
	

	
	
	
	

	
	
	Number of computers which have:
	CD Rom drive
	

	
	
	
	

	
	
	
	

	
	
	
	Internet access
	

	
	
	
	

	
	
	
	

	
	
	
	Windows 95
	

	
	
	
	

	
	
	
	

	
	
	
	Windows 98
	

	
	
	
	

	
	
	
	

	
	
	
	Windows 2000
	

	
	
	
	

	
	
	
	

	
	
	
	Windows NT
	

	
	
	
	

	
	
	
	

	
	
	
	Windows ME
	

	
	
	
	

	
	
	
	

	
	
	
	Windows XP
	

	
	
	
	

	
	
	
	

	
	
	
	Mac OS
	

	
	
	
	

	
	
	
	

	
	
	
	Other operating system
	

	
	
	
	

	
	
	
	

	
	
	
	
	  Details:

	
	
	

	
	
	
	

	
	
	Are you planning to change

operating system in the next
12 months?
	( No    ( Yes
	 When?           /          /

	
	
	
	

	
	
	
	
	  Details:

	
	
	
	
	

	
	
	

	
	
	
	

	
	
	Which versions of MS Office
(Professional Edition) do you have?
	( Office 97    ( Office 2000    ( Office XP

	
	
	
	

	
	
	
	
	  Other:

	
	
	

	
	
	
	

	
	
	Are your computers networked?
	( No     ( Yes
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	 6  Confidentiality and data protection

The information provided in this application form will be treated as confidential in relation to this specific application for registration.

The sub-centre agrees to keep and to ensure that its personnel and contractors shall keep all information disclosed to it by the Distributor which is either designated as confidential by the Distributor or is of a confidential nature (which shall be deemed to include all information generated by the sub-centre and the Distributor pursuant to this application) secret and confidential and not, without the prior written consent of the Distributor, to disclose such confidential information or permit it to be disclosed to any third party or to use it or permit it to be used except as permitted under this application.


Where the Distributor is acting as a data processor under the United Kingdom Data Protection Act 1998 (“the Act”) for the sub-centre, the Distributor undertakes in respect of the personal data (as defined by the Act) processed by it (“Personal Data”):

a)
to keep the Personal Data confidential and not to use or disclose the Personal Data other than as provided for under this application save at the specific request of the sub-centre or as required by law;

b)
to ensure that:

(i) only such of its employees who may be required during the course of their employment to perform tasks relating to services undertaken to be provided by the Distributor under this application shall have access to the Personal Data; and 

(ii) such employees are aware of the data protection principles set out in the Act and the Distributor’s obligation under this application to comply with them in relation to all personal data processed by it on behalf of the sub-centre;

c) to have in place appropriate technical and organisational measures to safeguard against accidental or unlawful destruction or accidental loss, alteration, unauthorised disclosure or access to the Personal Data.  Such measures shall (taking into account the state of technological development and the cost of implementing such measures) be appropriate to the nature of the Personal Data processed by the Distributor, 
d) to ensure that CIE shall be bound by equivalent provisions in respect of any Personal Data which is disclosed to CIE by the Distributor.  

	
	 7  Declaration

· I want to make a formal application to be a sub-centre authorised to deliver CIE examinations.

· I understand that any registration granted will be until 30 September in the calendar year following approval, after which it may be renewed for a further period of 12 months from 1 October in each year (unless terminated), subject always to the sub-centre meeting the registration criteria for a sub-centre as defined by the Distributor on CIE’s behalf from time to time.

· I will make no assumption about the approval unless and until the registration process is complete.  I understand that if I were to do so this application would be prejudiced.

· Should the application be successful I understand that this application will form part of a formal contract between my centre and the Distributor and in that regard I undertake to:

· Fulfil any additional general and specific administrative and professional requirements issued by the Distributor whether on it’s own or CIE’s behalf, relating to the qualifications for which registration is granted 
· Make no claims about legal partnership, employer and employee, or agent status with any of CIE/or the Distributor

· Pay fees for examinations and other assessment services through the process determined at the point of registration, and pay all monies due to the Distributor as and when payments are due;
7  Declaration continued
· Comply with any inspection arrangements which the Distributor may make with/without notice for itself or CIE;
· Comply with any current and future instruction concerning the use of the ”CIE”, “University of Cambridge”, or “University of Cambridge International Examinations” name or logos or trademarks

· For the avoidance of doubt, it is agreed that all copyright and other intellectual property in the materials and services (including without limiting the generality of the foregoing Assessments, Certificates and Handbooks) provided by CIE or the distributor hereunder shall belong to CIE.

The sub-centre shall ensure that its use of the names, logos, images and marketing materials is in accordance with usage guidelines and other regulations stipulated by the Distributor (as provided to the Distributor by CIE) from time to time.
· Comply with any other conditions imposed by the Distributor.

· Comply with the provisions of the Centre Handbook, as amended from time to time

· No person who is not party to this application, save and except CIE, shall have any rights under the Contracts (Rights of Third Parties) Act 1999 to enforce any term of this application but this does not affect any right or remedy of a third party which exists or is available apart from that Act.

· I understand that failure to carry out any of the above undertakings may result in a number of actions being taken at any point during the term of registration as a centre, including but not limited to:

· A delay in the issue of results to candidates

· The withdrawal of the registration for some or all of the CIE qualifications

· The suspension of other services to the sub-centre by CIE/the distributor

· The suspension or the withdrawal of sub-centre status.
I confirm all communications pertaining to sub-centre responsibilities and all Cambridge qualifications shall be with the Distributor. 

I confirm that I am authorised to make a formal application for CIE centre registration on behalf of the applicant organisation/institution.
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	Title (Mr, Mrs, etc) and Name in BLOCK CAPITALS

	
	
	Position or Job Title

	
	
	Signature

	
	
	Date                      /                /

	
	8  What to do now

· Sign the application form, and ensure you keep a copy for your records

(
Return the application form to the distributor at the address on page 1 of this form.


CIE Office Use Only


Date of Receipt from Distributor	….… / ….… / ….….


Account Manager 	


Date of Registration 	….…. / ….…. / ….….


Centre Number 	


Distributor Type	
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