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Application for Satellite Centre Approval Form 



1. Important Information
This form is for use by Approved Centres of Gatehouse Awards (GA) who wish to operate from a second or subsequent location. The Main Centre will be expected to undertake internal quality assurance to be satisfied that the Satellite Centre is operating compliantly and in line with all of GA’s systems and procedures. The Main Centre will be held accountable for the actions of any Satellite Centre(s) it has gained approval for. 
2. Definitions
	Main Centre
	The original centre approved by GA to deliver GA qualifications. 

	Satellite Centre	
	A Satellite Centre is a separate, permanent site where the main centre delivers GA qualifications.
A satellite centre will typically fall into one of the following two main categories:
a) Second Branch Model: a centre decides to open or seek approval for a second (or subsequent) branch in order to deliver GA qualifications. This model is only applicable where the staff and management of that the additional branch are directly employed by the Main Centre (whether salaried or freelance). 
b) Franchise Model: a centre has an agreement with another organisation, which is owned and run by individuals not employed directly by the Main Centre, for that organisation to become a Satellite Centre of the Main Centre. This is seen as a high-risk Satellite Centre model and must be accompanied by an enforceable agreement between the two parties.

	Enforceable Agreement 
	An agreement between two organisations which sets out the responsibilities of each party and which, in respect of the agreement between the Main Centre and the Satellite Centre under a Franchise model, clearly covers all of the requirements of GA in respect of that model, including record storage and internal quality assurance.

	Examination Venue 
	An Examination Venue is an additional venue or room within another venue, which may be hired by the main centre on a part-time or an hoc basis, for the purposes of conducting controlled examinations only.









3. 
Centre Details

3.1 Main Centre Details
	Centre Name:
	

	Centre Number:
	

	Head of Centre:
	

	Examinations Officer:
	



3.2 Satellite Centre Details
	Address of Satellite:
	

	

	
	Postcode:
	

	Telephone Number:
	

	Email Address:
	

	Skype or other remote video contact address:
	

	Satellite Centre Contact:
(if different to the main centre)
	Name
Role
Contact Telephone Number

	Proposed operational start date:
	

	Under which model will the Satellite Centre be established?
	Second Branch		☐ 
Franchise		☐ 



	What is the website address (if different from Main Centre)?
	

	Are there any actual or potential Conflicts of Interest arising from this Satellite Centre?
	Yes	☐
No	☐  
	If yes, please complete and submit a Declaration of Interest

	Will staff based at the Satellite Centre deliver/administer GA qualifications?
	Yes	☐
No	☐

	If Yes, please provide details of the staff (add additional sections if required):

	Staff member 1

	Name
	

	Role
	

	CV supplied?
	Yes      ☐   No      ☐

	Staff member 2

	Name
	

	Role
	

	CV supplied?
	Yes      ☐   No      ☐

	Staff member 3

	Name
	

	Role
	

	CV supplied?
	Yes      ☐   No      ☐

	How are you training the Centre in respect of the delivery of Gatehouse Awards examinations?
	Give Details:





	Where applicable, how are examination papers going to be provided to the Satellite Centre?  
	By Email:	☐ 
By Courier:	☐ 
Hand delivered:	☐ 

	How are completed examination materials and candidate records to be passed back to the Main Centre?*
	By Secure Post:	☐ (e.g. recorded or special delivery)
By Courier:	☐
Hand delivered:	☐
Other                       ☐ (please specify)

	If using Email, what Email address will be used?
	

	Is access to that Email address restricted to specific staff members?
	Yes	☐ 
No	☐

	If Yes, who has access to that email?
	Name: 
	

	
	Position:
		

	Do you have an Internal Quality Assurance and Moderation Policy and Procedure in place which covers this model of Satellite Centre?
	Yes	☐ 	If Yes, please provide a copy
No	☐

	If No, please give details of how you plan to undertake internal quality assurance and moderation activities at the Satellite Centre:
	




3.3 Details of Facilities at Proposed Satellite Centre		
	Does the Main Centre’s insurances cover the Satellite Centre? 
(UK ONLY)
	Professional Indemnity   
	Yes	☐	No	☐ N/A ☐

	
	Public Liability
	Yes	☐	No	☐ N/A ☐

	
	Employers’ Liability
	Yes	☐ 	No	☐ N/A ☐

	If No, please give details of how these are covered:
	Professional Indemnity   
	

	
	Public Liability
	

	
	Employers’ Liability
	

	Is disabled access available?
	Yes	☐	No	☐
	Details:



	Is there a separate reception area?
	Yes	☐	No	☐
	Details:



	Number & capacity of assessment rooms
	Number: 
	Capacity:

	Availability of resources 
	Please provide full details:




4. Additional Information
	Please use this space to provide any additional information you feel may be relevant to this application. If required, please continue on a second sheet:









5. Declaration		
I hereby confirm that all information supplied by or on behalf of the Applicant (the Main Centre) to Gatehouse Awards Limited in connection with this application is true, complete and accurate. I further confirm that I am authorised to make this application on behalf of both the Applicant and, if applicable, the owners/directors/management of the proposed Satellite Centre.
I acknowledge that any examinations undertaken at the Satellite Centre will remain the sole responsibility of the Main Centre and that any issues regarding malpractice or maladministration raised at the Satellite Centre may affect the Approved Centre status for the entire Centre.
I accept that the Gatehouse Awards Terms and Conditions of Business apply to the Satellite Centre as well as the Main Centre, as do all Gatehouse Awards Policies, Procedures and other requirements. I also agree that Gatehouse Awards will have the right of entry to the Satellite Centre, whether prior notice has been received or not, for the purpose of checking all such requirements are being adhered to.
I will ensure that, should any actual or potential Conflicts of Interests arise out of this Satellite Centre arrangement, a Declaration of Interests will immediately be completed and forwarded to Gatehouse Awards.
Finally, I understand that the integrity of the examinations and the security of all examination materials remains the responsibility of the Main Centre, regardless of where an examination is delivered and that failure to maintain the integrity and security of the examination will result in sanctions against the whole Centre, including the Main Centre and any Satellites.

	This form should be signed by the Head of Centre.

	Signature
	

	Print Name
	

	Date
	




6. Payment and Submission Arrangements
The applicable fees for centres operating directly under GA UK are available on the GA website.
The applicable fees for centres operating via a regional GA Representative will be provided directly by the representative.

Please return the completed application form and all supporting evidence to:

1) Centres operating directly under GA UK: email approvals@gatehouseawards.org 

2) Centres operating via a regional GA Representative: email the relevant centre contact.
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