[image: image1.png]



Centre Registration Form


This application form is to register as a LAMDA Private Centre for the delivery of LAMDA Examinations qualifications.
The Registration Process:

· Please complete and return this form to exams@lamda.ac.uk  
· All sections of this application must be completed where applicable. Incomplete applications may result in delays to the registration process. Please refer to the Centre Registration and Agreement guidance to assist with completion of the form. 

· Please note that all information must be accurate at the point of completion and it is the responsibility of those named on this form to immediately notify LAMDA of any changes, so all records post-Registration can be kept current.  
· Once LAMDA has received an application, the contents will be reviewed and the application processed within 15 Workings Days. 
· Should LAMDA require further information to support the application, they will contact the person who submitted the application in writing within 15 Working Days.
· Once registration has been completed and approved, the named Centre Coordinator will be provided with a unique Centre Code, ExamTrack Log-In Username and Temporary Password.
For any Centre Registration queries, please contact LAMDA at exams@lamda.ac.uk
Section 1: Centre Contacts
For reasons of security, LAMDA Examinations can only discuss Centre information and any related sensitive data with the assigned Head of Centre (HoC) or Centre Coordinator (CC). 

It is highly recommended that the Head of Centre and Centre Coordinator are different people, however they can be the same person if this is required. Where the HoC and the CC is the same person, it is recommended that, where possible, a different email address be used for each role.
1.1 Head of Centre (HOC) - The person identified in this section will be the ultimate point of accountability for the Centre. The nominated HoC will be ultimately accountable for the Centre and ensuring compliance with the LAMDA Private Centre Terms and Conditions.
	Title:
	

	Full Name:
	

	Job Title:
	

	Email Address:
	

	Telephone Number:
	


1.2 Centre Coordinator (CC) - The person identified in this section will be the principle point of contact between the Centre and LAMDA. All communications regarding the Centre, booking, examinations, and results will be sent electronically to the CC. The CC will be responsible for registering learners, distributing examination paperwork, results and certificates and ensuring Centre procedures comply with LAMDA requirements. 
IMPORTANT: Providing a Mobile Telephone number is mandatory. In the event of an emergency or in the event that any issues arise on or during an examination day, LAMDA or the LAMDA Examiner(s) may need to contact the Centre Coordinator urgently.
	Title:
	

	Full Name:
	

	Job Title:
	

	Email Address:
	

	Telephone Number:
	

	Mobile Number:

	


1.3 Finance Coordinator (FC) (Optional) - The FC can contact LAMDA in relation to financial matters only (receiving invoices, making payments etc). The FC cannot request changes to examination schedules, or events. In the absence of a registered Head of Centre or Center Coordinator, the Finance Coordinator can submit a “Change of Registered Head of Centre / Centre Coordinator” form. 
Any correspondence to or from LAMDA will be sent to / must come from the details provided. 
	Title:
	

	Full Name:
	

	Job Title:
	

	Email Address:
	

	Telephone Number:
	


Section 2: Centre Information
2.1 Centre Details – Where possible, the official/registered details of the Centre, including the full name and address as registered on Companies House or National School Register should be used. If you are a private teacher and you do not have a registered company name, please use your name followed by ‘Drama’. The address provided here will be where all post and packages are to be sent.

	Name of School / Organisation:

	

	Centre Address:
	

	 Postcode/ Zip Code / Area Code:
	

	 Country:
	

	Web Address 
(if Applicable):
	


2.2 Exam Venue Details
If the Centre intends on using other venues for exam delivery that are different to the Centre Address provided in 2.1, please detail them below. If you have more than 1 additional venue, please copy and paste one table completed for each venue into the below section. 
Alternate Venue #1

	Name of Alternate Venue:
	

	Alternate Venue Address:
	

	Alternate Venue Postcode:
	


2.3 Centre Profile
	Type of Centre:
	☐ Independent Prep School                               ☐ Drama School / Academy
☐ Independent School                        ☐ Franchise Drama School / Academy
☐ Grammar School.          ☐ Further Education College / Sixth Form College
☐ Primary School (State)                                           ☐ Independent Teacher
☐ Secondary School (State)

☐ Other (Please state in the box below)
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	Has Centre Recognition ever been declined or withdrawn from your School / Organisation by any UK examining or awarding organisation(s)?
	☐ Yes

☐ No

If Yes, please provide details: 


Section 3: LAMDA Private Centre Requirements
It is essential that all Centres and any staff involved in the delivery of LAMDA examinations maintain a good knowledge of the LAMDA Policies, Guides and Syllabi to remain compliant against the LAMDA Terms and Conditions. 

The following sections takes you through the key documents and explains what you must do prior to completing your registration as well as what you must commit to in order to be a compliant LAMDA Approved Centre

3.1 LAMDA Policies

All Policies can be found on our website: Policies and Procedures (Exams) | London academy of music & dramatic art (lamda.ac.uk) 

Published Policies 

	· Appeals Policy

	· Enquiry About Results Policy

	· Complaints Policy

	· Reasonable Adjustments and Special Considerations Policy

	· Conflict of Interest Policy

	· Malpractice and maladministration Policy

	· Sanctions Policy

	· Equality and Diversity Policy

	· Safeguarding Policy

	· Online Safety Policy

	· Invoicing Policy

	· Whistleblowing Policy

	· Learner Authenticity Policy


	The Head of Centre, the Centre Coordinator and all staff involved in the delivery of LAMDA Examinations must: (please tick to confirm)

	Have read and understood all policies relevant to their role prior to submission of this form. 
	

	Know where to access the LAMDA policies relevant to their role. 
	

	Understand that these policies are regularly updated and it is their responsibility to ensure they are familiar with the most current version. 
	

	Understand that LAMDA will notify people of updates to Policies and key messages via the LAMDA NoticeBoard and the Voiceover Newsletter
.
	


3.2 LAMDA Exam regulations and Guidance

It is essential that all Centres and staff involved in LAMDA examinations understand the regulations, procedures,  guidance and syllabi relevant to the Centre’s LAMDA Exam delivery model. 

All How To Guides, Syllabi and Centre procedures can be found on our website: Download centre | London academy of music & dramatic art (lamda.ac.uk)
Please ensure you have read and understood all relevant Regulation, Guidance and Syllabi documents before you complete the section below.   

	The Head of Centre, the Centre Coordinator and all staff involved in the delivery of LAMDA Examinations must: (please tick to confirm)

	Have read and understood all Regulation, Guidance and Syllabi documents relevant to their role.
	

	Know where to access the LAMDA Regulation, Guidance and Syllabi documents relevant to their role. 


	

	Understand that these documents are regularly updated and it is their responsibility to ensure they are familiar with the most current version. 


	

	Understand that LAMDA will notify people of updates to Policies and key messages via the LAMDA NoticeBoard and the Voiceover Newsletter
.
	


3.3 Centre Policies and Procedures 

(See Appendix 1 at the end of this document for guidance in completing this section)
It is essential that Centres support their Learners appropriately by having some basic policies and procedures in place and ensuring that these policies and procedures are followed. 

In the below table, please either provide a link to the relevant policy or procedure that is available to your customers, or explain your procedure and how you will ensure your customers know how to access the relevant policy or procedure when they need it. 
	Policy or Procedure
	Description or link

	Complaints 
	

	Conflict of Interest
	

	Enquiry about results or Appeals 
	

	Malpractice or Maladministration 
	

	Safeguarding and arrangements to prevent and investigate concerns
	


3.4 Centre Resources

	Finance
	Yes
	No

	Is your School / Organisation financially viable?
	      ☐
	      ☐

	Will your School / Organisation remain financially viable for the duration of your approval to deliver LAMDA Examinations qualification?
	      ☐
	      ☐

	Physical Resource
	Yes
	No

	Does your School / Organisation have appropriate facilities to host examinations, as per the requirements laid out in the LAMDA Examinations Guide for Centres and Teachers?
	      ☐
	      ☐

	Do any alternate venues that you intend to use for the running of LAMDA Examinations have appropriate facilities to host examinations, as per the requirements laid out in the LAMDA Examinations Guide for Centres and Teachers? (If you are not using any alternate venues leave answer blank)
	      ☐
	      ☐

	Does your School / Organisation ensure that an appropriate individual will be provided to operate any equipment required as part of the assessment for relevant qualifications?
	      ☐
	      ☐

	Does your School / Organisation have a suitable area to function as a Waiting Room for Learners during examination events?
	      ☐
	      ☐

	Does your School / Organisation have adequate visitor toilet facilities?
	      ☐
	      ☐


Section 4: Centre Declaration 

Centre Declaration
I, the undersigned, declare that the centre understands that this is an enforceable agreement between the centre and LAMDA. I accept that if the centre defaults on the commitments made in this agreement, it may lead to sanctions being undertaken in line with LAMDA’s Sanctions Policy. I declare that I am authorised to sign this agreement and that at the date of signing it is a true and accurate record.

	Signed for on behalf of the centre by the Head of Centre
	
	Signed for on behalf of the centre by the Centre Coordinator

	Full Name
	
	
	Full Name
	

	Position
	
	
	Position
	

	Date
	
	
	Date
	

	Signature
	
	
	Signature
	


Optional Section 5: The Voiceover Newsletter

The Head of Centre consents to be added to the mailing list for the Voiceover Newsletter where key messages from LAMDA will be communicated. 

I understand that I can, at any point, opt out of this agreement to receive the Voiceover Newsletter and to Opt out I would email exams@lamda.ac.uk and request removal from the mailing list. 

Tick here to Opt-In

The Centre Coordinator consents to be added to the mailing list for the Voiceover Newsletter where key messages from LAMDA will be communicated. 

I understand that I can, at any point, opt out of this agreement to receive the Voiceover Newsletter and to Opt out I would email exams@lamda.ac.uk and request removal from the mailing list.

Tick here to Opt-In
Appendix 1 – Section 3.3 Guidance
Your policies or procedure should be your own and should not mention LAMDA or use LAMDA’s terminology. Your policies should be clear and readily available for your customer’s.
This table provides assistance for those writing their own policies and suggests what should be considered/what we require of a LAMDA Private Centre’s policies or procedures.
	Policies and Procedures 
	What should I consider when writing up my policies or Procedures:  



	Complaints
	· How can your customers (parents/guardians or Learners) make a complaint to you?  

· Do they have to email or call you to lodge a complaint? 

· Would it be resolved informally initially?  

· What is your turnaround time to resolve a complaint?  

· Do you log your complaints? How are they logged?  

· Do you have a separate member of staff who handles complaints? 



	Conflict of interest (COIs)
	· How do you work internally to recognise potential Conflicts of Interests?  

· What action would you take if you, one of your team, or a learner knew an Examiner?  

· How would you internally record it? 

· How would you investigate incidences?

  

· Reporting a conflict of interest  

· When would you report a Conflict of Interest to LAMDA?  

· How would you report a conflict of interest?  



	Policies and Procedures 
	What should I consider when writing up my policies or Procedures:  



	Enquiries About Results
	· What is your Enquiries About Results process?  

· If a parent/guardian was not happy with their results, how would you handle it?

· What is your organisation’s process for supporting parents/guardians/Learners to make and Enquiry About Results?

 

· Do you log any concerns raised?



	Malpractice or Maladministration
	· How do you work internally to recognise potential malpractice? 

· What measures do you have in place to identify malpractice or maladministration.  

· Do you have measures in place to monitor behaviour before, during or after exams? Do you only have exams in your Centre under the supervision of a fully trained member of your team? 

· How do you ensure your team know and understand what Malpractice and Maladministration are, what action to take and how to record/report?  

· How would you internally record it?  

· How would you investigate potential or actual Malpractice or Maladministration? 

· What is your mechanism for reporting Malpractice or Maladministration:

· When would you report any potential or actual Malpractice or Maladministration to LAMDA?  

· How would you report potential or actual Malpractice or Maladministration to LAMDA? 



	Policies and Procedures 
	What should I consider when writing up my policies or Procedures:  



	Safeguarding and arrangements to prevent and investigate concerns
	   Tell us what you do/will do in your organisation:  

· What are your organisations belief’s in relation to child safety? Do you have a child safety policy, procedures or web page?  

· What do you do to keep children/Learners safe?  

· Think about your Learners lessons and exams and what measures you have in place that are formal or informal.

· Do you have a policy that you or teachers or other members of staff are not allowed to be alone with children?
· Do you allow parents open access to sessions, do you ensure that there are glass doors on sessions so people can always view?












� You must sign up and give consent to receive the Voiceover Newsletter. You can do this by submitting your details on this link: �HYPERLINK "https://www.lamda.ac.uk/lamda-exams/exams-voiceover-newsletter"��Exams Voiceover Newsletter | London academy of music & dramatic art (lamda.ac.uk)�


� You must sign up and give consent to receive the Voiceover Newsletter. You can do this by submitting your details on this link: �HYPERLINK "https://www.lamda.ac.uk/lamda-exams/exams-voiceover-newsletter"��Exams Voiceover Newsletter | London academy of music & dramatic art (lamda.ac.uk)�
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