
Application to become a Pearson Edexcel and/or  
LCCI International Centre


Introduction
This application will allow you to apply to become a Pearson test centre to deliver the following qualifications:

Pearson Edexcel Centre
· iPrimary
· iLowerSecondary
· GCE
· GCSE
· International GCSE
· International Advanced level

Pearson LCCI Qualifications 

Quick guide to the form:

	Section 1
	Centre details and contact details
	All Centres 

	Section 2
	Qualification(s) applied for 
	All Centres

	Section 3
	Examination and secure storage
	All Centres

	Section 4
	General requirements for all centres 
	All Centres 

	Section 5
	JCQ Requirements 
	Only applicable to Pearson Edexcel 

	Section 6
	LCCI ICE Document 
	Only applicable to LCCI

	Section 7
	Authorisation to proceed 
	All Centres

	Section 8
	Centre agreement
	All Centres



The approval process

1. Your dedicated Pearson representative will be your main point of contact, who will help support your application to become an approved centre to deliver Pearson qualifications. 
2. Your Pearson representative will conduct an inspection visit to your premises, to check that your organisation meets security and administration requirements and procedures for the conduct of examinations/tests. 
3. Once your inspection visit has taken place your Pearson representative will submit your completed application for processing, which will be reviewed by a member of the International Approvals team. 
4. The International Approvals team will confirm their approval decision within 7 working days of the receipt of a full application. 
Please note:
· This application should only be completed electronically and submitted in word format.
· It is important to complete all applicable sections of this form to prevent processing delays.
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[bookmark: _Section_1:_Centre][bookmark: Section1]
Section 1: Centre Details
If you are already a Pearson centre and your details on Edexcel Online are up to date, you do not need to complete this section, please just add your details to the box below. 

	Please confirm that your centre address and contact details are the same as can be found on Edexcel Online 
	Y/N

	Centre number
	     



	Centre/Organisation name
	     
	Centre number
	     

	Address type
	

	Address line 1
	     

	Address line 2
	     

	Address line 3
	     

	Town
	     
	Country
	     

	Postcode
	     
	Email address
Must be an official email address
(not a free to use account e.g gmail, hotmail, yahoo etc)
	     

	Telephone no 
Must be a landline number
	     
	Website address
	     

	Registered Company number
	     






	Type of centre  
	
	If other please confirm
	     

	Funding
	
	If other please confirm
	     

	Age range
	
	If other please confirm
	     

	Number of learners located at centre
	     





Head of Centre – Person who has overall accountability for the delivery of Pearson qualifications

	Name
	Email address
	Contact phone number
Must be a landline number

	     
	     
	     



Exams Officer - Person responsible for student administration and ensuring examination materials remain confidential and
                             secure

	Name
	Email address
	Contact phone number
Must be a landline number

	     
	     
	     




	Do you have approval with another awarding organisation?
	
	
Awarding organisation 
name

	     


	Has your organisation had approval declined or withdrawn by any other awarding organisation?
	

	If ‘Yes’ please provide details of when and why approval was removed
	
     








	1
	Do you have arrangements in place for assessing candidates who may require access arrangements i.e. a specialist assessor approved by the head of centre?
	

	2
	Do you have broadband internet access in order to facilitate electronic transactions with Pearson?
	

	3
	Do you have a Safeguarding policy?
	

	4
	Do you have a Data Protection policy?
	

	5
	Do you have a Disability policy?
	

	6
	Do you have a written Appeals and Complaints Policy? 
	

	7
	Do you have a Contingency plan (in case of emergency such as extreme adverse weather)?
	

	8
	Does your centre have authority to deliver Pearson Qualifications in country? 
	



Section 2: Qualification(s) 

[bookmark: Section2]Qualifications applied for: 
Please enter the first date that your learners will be undertaking the exam (s)

	Month
	Year
	Qualification
	Subject
	Estimated entries

	
	
	
	     
	     

	
	
	
	     
	     

	
	
	
	     
	     

	
	
	
	     
	     

	
	
	
	     
	     

	
	
	
	     
	     

	
	
	
	     
	     

	
	
	
	     
	     

	
	
	
	     
	     

	
	
	
	     
	     


Please note
There may be Pearson Edexcel subjects not available to learners who are sitting examinations at the British Council and/or controlling authority. Your Regional Representative will be able to advise you on this



Section 3:  Examination accommodation and secure storage
Exam accommodation
	Please give detail of the examination accommodation

	· Please give details of how these are sufficient for candidates to sit written examinations and, where appropriate, provide information on the available facilities for on-screen tests?  
· If appropriate, provide information about facilities for any practical examinations, e.g. laboratory facilities?

     





[bookmark: _Section_2:_Apprenticeship][bookmark: _Section_4:_Qualification]
Receipt and handling of confidential material(s)
	Please provide details of the staff responsible for receiving material at the centre and the arrangements for its handling and processing

	· Explain the arrangements that are in place for receiving confidential materials? 

     


Secure storage of confidential material(s)
	Please provide details of your secure storage facility and include photos of this with your application

	· Provide details of locks, safes, cabinets, windows and doors.
· Please provide the names of the key holders (min 2/ max 6) to the secure storage area  

     


[bookmark: Section4]
Section 4: General Requirements – for all centres


	General Requirements 
	Y/N

	1
	Does your centre have a full understanding of and is prepared to abide by the JCQ publications
General Regulations for Approved Centres?

	

	2
	Does your centre have a full understanding of and is prepared to abide by the following JCQ publications:?
· Access Arrangement and Reasonable Adjustments
· Suspected Malpractice in Examinations and Assessment
	




Section 5: JCQ Requirements for Conducting Examinations – for Pearson Edexcel 
If you are offering Pearson Edexcel qualifications you will need to be familiar with the JCQ regulations for external and internal assessment

	Pearson Edexcel Only 
	Please confirm that you have read and understood the JCQ Instructions for Conducting Examinations here and the Exam Administration and Guidance documents here


	



	Will you be conducting examinations at your own centre with full responsibility for the security and administration of examinations?  
	



	Will you be conducting examinations through a British Council and/or controlling authority?  
	

	If ‘Yes’ please provide the name and centre number of the British Council and/or controlling authority (Please be aware that this is where examination papers will be sent)
	     


Section 6: LCCI Instructions for the Conduct of Examinations (ICE) – for LCCI

If you are offering LCCI qualifications you will need to be familiar with the LCCI Instructions for the Conduct of Examinations  

	LCCI Only 
	Please confirm that you have read and understood the LCCI Instructions for the Conduct of Examinations here and the Exam Administration and Guidance documents here


	







[bookmark: Auth]Section 7: Centre Agreement and authorisation to proceed to be completed by the head of centre

[bookmark: Check]1. These terms and conditions

1.1 This document sets out Pearson terms and conditions for approved centres and, together with your centre approval application form, forms our contract with you.
1.2 From time to time we may need to amend these terms and conditions. We will inform you when a change has been made, and publish any amended terms and conditions on our website.
1.3 These terms and conditions shall be governed by and interpreted in accordance with English law and the parties shall submit to the jurisdiction of the English courts.

2. Pearson service levels

2.1 Pearson has set out in its Customer Pledge information about the service levels offered by Pearson and the timescales within which centres can expect delivery of the services. The JCQ General Regulations for Approved Centres, published annually on JCQ’s website and linked below at section 3.3, also includes information on the services your centre can expect from awarding organisations.

3. General requirements 
I confirm my centre will: 
3.1 take all reasonable steps to ensure that Pearson is able to comply with its General Conditions of Recognition as required by the qualifications, examinations and assessments’ regulators for England, Wales and Northern Ireland, and where appropriate with SQA Accreditation’s regulatory requirements. 
3.2 adhere to all of Pearson’s policies and procedures including those set out in the Pearson information manual as amended from time to time.
3.3 adhere to JCQ (and where applicable, Ofqual, SQA, Qualifications Wales, CCEA and, OfS and QAA) policies and procedures as amended from time to time.
3.4 cooperate with Pearson in respect of any quality assurance processes, malpractice investigations and the management of complaints.
3.5 deliver qualifications in accordance with the law including any relevant safeguarding, diversity, copyright, and data protection laws.
3.6 notify Pearson of any issues which might affect my centre’s ability to meet Pearson’s requirements, including any issues which have the potential to harm the interests of any learner;
3.7 deliver Pearson approved qualifications only at the address and in the country notified in the approval application, unless notified to and approved by Pearson; 
3.8 ensure that its staff and representatives at all times treat Pearson staff and representatives respectfully and without threat of or actual verbal or physical abuse. 
3.9 take all reasonable steps to protect the interests of learners in the event that my organisation withdraws from qualification delivery for any reason.








4. Data Protection and Information Security 
4.1 My centre will comply with all of its obligations as a Data Controller for the purposes of the Data Protection Act 2018 and General Data Protection Regulations. 
4.2 Pearson, as an awarding organisation, is also a Data Controller for the purposes of that legislation but relies upon my centre to provide candidates with the appropriate transparency information. My centre will provide candidates with the JCQ document Information for candidates – Privacy Notice, General and Vocational Qualifications, at the point of registration or examination entry. 
4.3 My centre will share candidate personal data, including name, address, gender, date of birth and academic performance with Pearson so that Pearson can perform its role as an awarding organisation. My centre will also provide Pearson with sensitive personal data such as race and health where it is appropriate. 
4.4 Pearson will use the personal data supplied by my centre to examine and award qualifications, to maintain a comprehensive archive of candidates’ examination results and may also share that information with educational agencies and regulators such as the Department for Education, local authorities, UCAS and the Education and Skills Funding Agency. 
4.5 My centre will ensure that only authorised persons who have been trained on and understand their obligations in connection with the processing of personal data shall have access to Pearson services used for the management of learner information. 
4.6 Pearson and my centre shall each retain the data they hold in accordance with their data retention policies and are each responsible for responding to any requests from an individual in connection with any shared personal data they hold.  
4.7 As data controllers in common my centre and Pearson shall each be responsible for notifying regulators and affected data subjects in the event of a data security breach in connection with any personal data in their possession which requires notification in accordance with applicable data protection legislation. However, in the event of such a breach affecting shared personal data the centre and Pearson shall also inform each other of that breach as soon as is reasonably practicable. 
4.8 As controllers in common my centre and Pearson are each responsible to individuals and to regulators for the processing of personal data in their care and shall explain that to any individuals who wish to complain about the handling of personal data or to a regulator if appropriate. 
5. Marketing 
5.1 My centre will not undertake any activity or advertising that could bring the name of Pearson into disrepute. 
5.2 My centre will not use any JCQ (or where applicable Ofqual, SQA, Qualifications Wales, CCEA, OfS or QAA) name or logo without consent from the owner.
5.3 My centre will only use logos belonging to and/or licensed to Pearson with Pearson’s written consent or in accordance with Pearson’s branding and marketing guidelines. 

6. Grant and Withdrawal of Approval 
6.1 I understand and accept that Pearson is not obliged to grant approval status to my centre and may at its discretion decline to grant centre approval without giving any reason for this.  I further understand and accept that there is no right of appeal in respect of any decision by Pearson not to grant approval to my centre.  
6.2 I understand that Pearson reserves the right to withdraw centre approval and/or qualification approval if Pearson considers, in its absolute discretion, that any of the events set out in Pearson’s Policy on the Removal of Centre and Programme Approval entitling Pearson to withdraw approval from a centre has occurred.
6.3 I understand and accept that Pearson might be required to notify other awarding organisations and other parties as necessary such as regulatory authorities of any withdrawal of centre approval. 



7. Financial Arrangements 
7.1 Pearson’s fees list is published on Pearson’s website here. 
7.2 More general information about Pearson fees can be found here. 
7.3 My centre will comply with Pearson’s terms and conditions for payment of invoices and with any minimum spend requirements Pearson communicates to it from time to time. 
7.4 Each party’s aggregate liability to the other in respect of any loss or damage suffered by either party arising out of or in connection with the centre approval agreement, whether in contract, tort (including negligence) or in any other way shall not exceed the amount of the fees paid by your centre to Pearson in the twelve months preceding the breach. 
7.5 Neither party shall be liable for any loss of profits, business or opportunity, loss of goodwill or reputation or any indirect or consequential loss or damage suffered or incurred by the other party or any third party arising out of or in connection with the centre approval agreement. 
7.6 If VAT is payable on Pearson’s services, this will be chargeable in addition to the fees.

8. Vocational Centres Only 
The following provisions apply exclusively to centres approved to or applying for approval to offer vocational qualifications: 
I confirm my centre: 
8.1 is fully committed to employing, training and updating a sufficient number of appropriately qualified staff to ensure appropriate management, delivery, assessment and quality assurance as per qualification requirements;
8.2 understands the need to clearly define and allocate the roles, responsibilities, authorities and accountabilities of the assessment and verification team across all sites; 
8.3 will operate required internal/external assessments in full accordance with Pearson, JCQ and, as applicable, Ofqual, SQA, Qualifications Wales, CCEA, QAA, OfS and other relevant standards setting body policies and procedures; 
8.4 (a) will retain evidence of learner work for a minimum period of twelve (12) weeks following certification of a learner.  Before this end of this 12 week period Pearson may request that centres retain learner work until the next verification cycle
8.4 (b) for qualifications that operate under the work-based learning quality assurance model (I.e. operate on a Direct Claims Status system) centres must retain all learner evidence (including assessment and verification documentation) for learners that have been certificated in between standards verifications (in some cases this could be up to a year);
8.5 will retain records of assessment and internal verification for a minimum period of three years following certification of the learner; 
8.6 will monitor the approval and accreditation period for all of the qualifications approved and seek re-approval as and when required; 
8.7 understands that learners will be informed by Pearson of their registration and certification status. 











9. Higher National Qualifications Only

The following provisions apply exclusively to centres approved to or applying for approval to offer Higher National qualifications:

I confirm my centre will:

9.1 complete Pearson’s Distance Learning Self-Assessment Form and submit it to Pearson alongside our completed Declaration if we wish to deliver by way of distance learning;
9.2 annually register all active Pearson BTEC Higher National students on HN Global (or other such resources platform as stipulated by Pearson) within the timeframes as set by Pearson;
9.3 register all Pearson BTEC Higher National students with Pearson via Edexcel Online;
9.4 ensure that all Pearson BTEC Higher National students are registered on the correct mode of study within Edexcel Online;
9.5 pay the annual student registration administration fee for each student, from their second year of study, and for each subsequent year whilst the student remains on programme;
9.6 comply with the requirements as set out in the Pearson BTEC Higher Nationals Quality Handbook(s);
9.7 fully support Pearson’s centre/qualification monitoring process incorporating timely annual completion and submission of Pearson’s BTEC Higher Nationals Annual Programme Monitoring Report (APMR), and including, but not limited to, allowing nominated representatives of Pearson, full access to all relevant records, premises and students, which in exceptional circumstances can include short notice and or unannounced visits;
9.8 facilitate the engagement of Pearson BTEC Higher National students in Pearson’s Annual Student Survey;
9.9 inform Pearson BTEC Higher National students that they might in some circumstances be able to refer certain complaints that are not resolved by my centre to the Office of the Independent Adjudicator (OIA);
9.10 accept that approval to deliver Pearson BTEC Higher Nationals programmes will have a student number cap, be time bound and mode bound.

10. International Centres Only

The following provisions apply only to all types of centres located outside the United Kingdom applying for centre or qualification approval or re-approval:

10.1 My centre will research the need for and obtain, prior to the delivery of any programme, at its own responsibility and expense, all necessary licences, permissions or other form of authorisation required to operate as a centre in the jurisdiction in which the centre seeks approval. Pearson disclaims all liability in connection with and arising from the need for and procurement of or failure to procure any and all such licences, permissions or authorisations.
10.2 I understand that circumstances might arise during the approval application process or during the centre approval itself in respect of economic or political sanctions placed on individuals, companies or countries, or acts or threats of military conflict or terror which make it impossible for Pearson to grant approval or to continue with the centre approval. In such a case, I understand that Pearson will not be held liable for any harm, losses, costs or damage arising from the need: to suspend or abandon the centre approval application or the approval itself; or, at its discretion, to request that the centre re-apply at a later date.





10.3 In some countries there may be a requirement to deduct an amount of tax (often called ‘withholding tax’) from payments to overseas jurisdictions. Where my centre is required by law to make a deduction or withholding from a payment to Pearson for any taxes, my centre will be liable to gross up any amount due as if the withholding were not required. Should my centre require assistance obtaining a standard Pearson certificate of residence to provide to the relevant Governmental Authority to support that payments by my centre to Pearson:
-are exempt from such deductions or withholding; or
-benefit from reduced rates (for example under a double taxation treaty), 
Pearson shall endeavour to provide such standard Pearson certificate of residence.  Should my centre legally require valid documentation over and above a standard Pearson certificate of residence to obtain such exemption or reduction from withholding tax, my centre will be obligated to provide proof of such legal requirements under local legislation.  
10.4 For the avoidance of doubt, Pearson will not be liable for indirect taxes required by law in jurisdictions outside of the UK; my centre will be liable for compliance with and payments for indirect taxes in such overseas jurisdictions, where applicable. If VAT is payable on Pearson’s services, this will be chargeable in addition to the fees. In the event that you are liable to self assess VAT on Pearson’s fees under the reverse charge mechanism, you agree to undertake the necessary calculations and declarations due under local tax laws.

11. Signature and Declaration

	[bookmark: _heading=h.1fob9te]11.1 I am the Head, Principal or Chief Executive of the centre, or am authorised by my centre to enter into this binding Agreement.

	11.2 My centre will notify Pearson immediately if there is a change in the head of centre or ownership of the centre.


	Authorised signature*
	     

	Print name
	     

	Position within organisation
	     

	Date of submission
	     



*your email address will be accepted as confirmation of your agreement

Before submitting your application to Pearson please ensure the following has been completed and attached
	
	Y/N

	1
	All Centres 
	Section 1: Centre details and contacts 
	

	2
	All Centres
	Section 2: Qualification(s) applied for 
	

	3
	All Centres
	Section 3: Photographic evidence of your secure storage 
	

	4
	All Centres
	Section 4: General Requirements for all centres
	

	5
	Pearson
Edexcel Only
	Section 5: JCQ Checklist has been completed according to the Instructions for Conducting Examinations booklet
	

	6
	LCCI Only
	Section 5: LCCI ICE document – Confirmation that this has been read and understood
	

	7
	All Centres
	Head of Centre has authorised the submission of the application
	

	8
	All Centres
	Head of Centre has signed Pearson Centre Agreement 
	


[bookmark: Checklist]




For Pearson use only (to be completed by the Pearson representative)

Before submitting the application to the International Approvals team, please ensure the following has been completed and supporting documents are attached. 
	
	Y/N

	A
	Centre details and qualification(s) applied for
	

	B
	Examination and Secure Storage information completed ( with photographic evidence attached) 
	

	C
	JCQ, LCCI sections completed if applicable 
	

	D
	Head of centre has signed the declaration section
	

	E
	Head of centre has signed Pearson Centre Agreement
	

	F
	An Inspection visit has been carried out and the report is attached
	



Please submit the completed application and inspection report to internationalGQapproval@pearson.com
image1.emf
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