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Application to Approve a Satellite Site
To apply for satellite site approval please complete the form below and return it to Central Support at centralsupport@proqualab.co.uk 

	ProQual Main Approved Centre name
	     

	Address of Satellite Site at which ProQual qualifications will be delivered
	     

	Please indicate any changes to your approved delivery model
	     



	Please detail plans for monitoring the quality and consistency of assessment of ProQual qualifications including how you propose to authenticate candidate work, particularly in relation to any candidates completing assessment at a distance from ProQual approved centre.

	     



	Please confirm and provide details on how the satellite site complies with your organisation’s Health & Safety standards, Safeguarding policy, and welfare requirements.

	     



	Please explain what due diligence checks you have carried out to ensure the proposed satellite site is suitable for the delivery, assessment, and award of ProQual qualifications. Your explanation should include confirmation that these checks have also taken into account all relevant local legislative and compliance requirements particularly where the satellite site is located in another country. Provide supporting evidence to demonstrate that these checks have been completed and meet the required standards.

	     



	How do you maintain assessment integrity across different locations and ensure assessments are conducted fairly and securely?

	     



	For candidates whose first language is not English, how do you assess and verify their English language proficiency to ensure they can successfully complete the qualification?

	     



	Please provide evidence of legal registration and compliance for the proposed satellite site, attach documents.
(evidence may include a franchise agreement, Memorandum of Understanding (MOU), partnership contract, other relevant legal or compliance documentation)

	     



	Please explain the nature of the relationship between the Main Approved Centre and the proposed Satellite Site. 
(attach evidence such an organisational structure chart that clearly shows reporting lines, roles, and responsibilities)

	     



	Candidates registered with the Satellite Site must be clearly informed about the relationship between the Main Approved Centre and the Satellite Site. This includes an explanation of how the Satellite Site operates under the oversight of the Main Approved Centre. Additionally, candidates must be provided with the contact details for the Main Approved Centre to ensure they know whom to contact for any queries or concerns if they cannot be resolved by the Satellite Site.
Please explain how you will meet this requirement and attach the appropriate evidence. 
(evidence may include candidate information pack or welcome letter, induction materials or presentations covering oversight and candidate rights, candidate communication plan, sample templates of emails or letters informing candidates about oversight and appeals and complaints process, signed acknowledgment forms confirming candidates received the information)

	     




Declaration
|_| 	I confirm that all assessors and IQAs approved by ProQual for the Main Approved Centre may also operate at a satellite site, provided they work under the same conditions and for the qualifications for which ProQual originally approved them, regardless of whether they are working at the main centre or a satellite site.
|_|	I understand that if the Main Approved Centre wishes to engage additional assessors or IQAs at a proposed satellite site, it must submit a Notification of Changes Form to ProQual and obtain formal approval before these individuals can be deployed.
|_| 	I understand that under no circumstances should the Main Approved Centre permit any assessor or IQA who has not been approved by ProQual to assess or internally quality assure candidates’ work for ProQual qualifications, whether at the Main Approved Centre or at a satellite site.
|_|	I accept that, if the operation of the satellite site is approved by ProQual, the ProQual Main Approved Centre will remain fully accountable and responsible for the quality, delivery, assessment, internal quality assurance, candidate care and support, and all administrative functions at the satellite site.
|_| 	I understand that whilst all EQA visits will primarily be conducted at the Main Approved Centre, ProQual reserves the right to visit the satellite site, and such visits may be unannounced if deemed necessary by the AO.

	Head of Centre Name
	     

	Head of Centre Signature
	     
	Date
	     



	For ProQual Purposes Only

	Operations Team Member Name
	     

	Date
	     

	Summary of Due Diligence Checks
	     

	Principal Business Operations Officer Decision
	|_|  Approved
	|_|  Not Approved

	(Provide a clear and detailed rationale for the decision to approve or not approve the satellite site application. This rationale should reference the outcomes of the due diligence checks, compliance with ProQual requirements, summary of the interview with key personnel (where one has taken place) and any other relevant considerations). 

	     

	Principal Business Operations Officer Name
	     

	Decision Date 
	     





Further Information
For further information about ProQual please contact us at:
Address:	ProQual AB Limited
ProQual House
Unit 1
Innovation Drive
Newport
HU15 2GX
Telephone:	+44 (0)1430 423822
Email:	enquiries@proqualab.com 
Web:	www.proqualab.com
Company Registration Number: 0746444
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