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CIOB CENTRE REGISTRATION FORM
This form is for use by centres when seeking registration from the CIOB to offer the Experienced Practitioner Assessed Programme (EPA).
The form has been designed to aid you in assembling the required information and supporting documentation. 
An electronic downloadable version of this form is available at www.ciob.org.uk  and should preferably be submitted electronically with supporting documentation.
Submissions should be sent to:

The Examinations Manager
CIOB

Englemere

Kings Ride

Ascot

Berkshire SL5 7TB

Email :  sdennison@ciob.org.uk   

If you require any further information or clarification, please do not hesitate to contact the Examinations Manager by direct telephone:  (01344) 630730.
PART 1:   GENERAL INFORMATION

Name and address of Centre:


Department/Faculty in which course will be offered, if appropriate:


Tutors and Programme Manager responsible for submissions and qualifications (please append CV’s)


Proposed start date of programme:


Please also enclose (tick indicating details included, if appropriate)

· A brief introduction to your Centre and Department


 FORMCHECKBOX 

· Objectives for offering the programme




 FORMCHECKBOX 

· Location of the programme’s development within the Centre

 FORMCHECKBOX 

      Business Plan
PART 2:  RESOURCES TO SUPPORT THE PROGRAMME

Please respond to each heading by enclosing the appropriate documents (e.g. staff CV’s, copies of correspondence and brochures/college information). 
(Please tick each section to indicate information supplied)

· Learning resources accessible through the centre:


 FORMCHECKBOX 

· Identity and provide background on the course team (e.g. 
CV’s, evidence of experience, professional development, CPD):
 FORMCHECKBOX 

· Any systems in place to assure the quality of the programme’s
design and to control the quality of its delivery. 



 FORMCHECKBOX 

PART 3:  THE LEARNING PROCESS

· The course team teaching and learning strategies.  

· An indicative timetable and syllabus for the teaching and learning programme for a representative cross-section of the course.  This statement should:

· Indicate learning outcomes

· Identify the course team member facilitating each activity

· Monitoring candidate’s Personal Learning Plan (PLP).

 FORMCHECKBOX 

Timetable and Syllabus

The timetable and syllabus should demonstrate how the proposed programme covers the range of the syllabus and that an appropriate number of hours is devoted to each module.  It is often helpful to show this diagrammatically.  Start and finish dates should be provided and the mode of attendance identified.

PART 4:   EQUALITY OF OPPORTUNITY

The CIOB is committed to ensuring that all courses leading to its qualifications are accessible to all students who wish to take them. Centres are required to ensure that there are no unnecessary barriers to access or to learning, that the course content and structure are non-discriminatory and that the special needs of individual students are met, both in terms of learning and of assessment.

The CIOB Submissions Panel will expect to see an additional statement that relates to the equality of opportunity.  Centres are advised to ensure that they can satisfy current legislation and make appropriate arrangements as required.

Please list any other documentation you have enclosed that you feel may be helpful in your submission:



Name:



Position: 


Date:
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