Licensed Higher Nationals:
Change of Centre Information Form
Introduction
This form allows all Licensed partners (HEIs) to make amendments to their current Licensed agreements or add new administrative requests as identified in the sections below. 

Quick guide to the form:
The form is comprised of 8 sections:
Section 1 – Centre and Contact Details | Your organisations’ details 
Section 2 – Change of Centre and Contact Name | If you wish to apply for a change of centre and/or contact name, please complete Section 2  
Section 3 – Change of Centre Address | If you wish to apply for a change of centre address request, please complete Section 3  
Section 4 – Change of Vice Chancellor/Head of Centre | If you wish to apply for a change of Vice Chancellor/Head of Centre, please complete Section 4
Section 5 – Change of Programme Name | If you wish to apply for a change of programme name, please complete Section 5
Section 6 – Change of Finance Information | If you wish to apply for a change of finance information, please complete Section 6
Section 7 –Authorisation to proceed 
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The approval process:
· Once you have completed the form, please return to licencehn@pearson.com
· Each amendment you apply for will be reviewed by the Licensed Higher Nationals Partnerships Manager (LHNPM). The maximum response time for a request will be 15 working days on receipt of all required documentation.
Please note:

· You will be notified of our initial decision within approximately 10 working days of the final supporting evidence being submitted and all actions on the request for information complete. 
   
[bookmark: _Section_1:_Centre]Section 1: Centre Details
	Centre/Organisation name
	
	Centre number
	

	Address line 1
	

	Address line 2
	

	Address line 3
	

	Town
	
	County
	

	Postcode
	

	Telephone number
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Section 2: Change of Centre and Contact Name 
Section 2A. Centre Name Change
	Original name of centre and centre number
	

	
	

	
 New name of centre
	

	
 Reason for the change
	

	Effective date of name change
	



Section 2B. Primary Contact Change 
	Name of previous primary contact
	

	
	

	
 New name of primary contact 
	

	Job title of new contact
	 

	Email address of new contact
	


Section 3: Change of Address 
	Original Centre address
	

	
	

	New Centre address
	

	What is the reason for the change?
	 

	Will this new location have any impact on the delivery of Higher Nationals? (Yes/No)
	

	If yes, what will this be?
	

	Date of change of address
	



[bookmark: _Section_4:_Change]Section 4: Change of Vice Chancellor and/or Head of Centre* 
	Name of Original Vice Chancellor/Head of Centre
	

	Name of new Vice Chancellor/Head of Centre
	

	Email address for the new Vice Chancellor/Head of Centre
	

	Date of appointment
	


*Note: Please ensure this is updated and reflected on your HEI’s EOL account.






[bookmark: _Section_5:_Change]Section 5: Change of Programme Name  
	Name of current/previous programme

	

	Award code* of the current/previous programme
	

	Programme delivery site
Please add if delivered at campus and/or which partner site
	

	New name of programme
	

	Reason for name change (for example, change of content*, aligned to degree programme for progression, etc.)

*Please note – if the content has changed, a new programme approval will be required
	            

	Requested date for name change to be implemented by
	

	Are there existing students on this course? (Yes/No – Please specify number if yes)
	

	If yes, please specify what your approach will be to manage existing students. (e.g., Teach-out and close old programme or transferring all students to be certificated with new title. If the latter, please confirm that all students have consented to be transferred to the course with new title).
	



*Please see this on your Edexcel online (EOL) account

[bookmark: _Section_6:_Change]Section 6: Change of Finance Information 	
Section 6A. Change of Finance Contact

	Name of Finance contact
	

	Role of finance contact
	

	Identify what changes need to be made on EOL/iPay

	

	Requested date for change
	


*Note: Thank you for notifying us of this change. Please note it is your responsibility that it is also updated and reflected on your HEI’s iPay account. For instructions, see this article Pearson Finance Guide.


Section 6B. Change of Finance Address

	Current finance address (on iPay)

	

	New financial address where invoices need to be sent (to be updated on iPay )

	

	Reason for address change

	

	Requested date for address change

	


*Note: Thank you for notifying us of this change. Please note it is your responsibility that it is also updated and reflected on your HEI’s iPay account. For instructions, see this article Pearson Finance Guide.







[bookmark: _Section_7:_Authorisation]Section 7: Authorisation to proceed
	I understand the responsibilities of a Pearson approved HN partner, delivering Higher National Programmes under licence agreement. I have completed the application to the best of my knowledge. 

	Name of person completing application form
	     

	Signature/email*
	     

	Date of submission
	     




	I understand the responsibilities of a Pearson approved HN partner, delivering Higher National Programmes under licence agreement. I have reviewed the application and endorse it. 

	Name of the person authorising (authorised by Vice Chancellor/or person acting with delegated authority). 
	     

	Signature/email*
	     


*Your email address will be accepted as confirmation of your agreement
Pearson retains the right to refuse any approval application at its own discretion.
[bookmark: _Section_5:_Approval][bookmark: _Section_8:_Approval]Once you have completed the application form, please return to licensehn@pearson.com 
 Section 8: Approval confirmation (Pearson use only)

	Authorisation to proceed by BDUK&I

	Comments

	     

	Print name
	     

	Position within organisation
	     

	Date of approval
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