In Strict Confidence



Application Form for Accredited Training Provider Status
In Strict Confidence

This application form has the following sections:

A: Administration & Accountability


B: Course Details & Delivery of Training


C: Learning Resources & Learning Support


D: Staffing & Tutor Provision


E: Staffing & Tutor Development


F: Evaluation and Improvement

G: Complaints Procedures

H: Any other Information
Please remember to make a copy of this submission for your own files and return this completed form to:

Head of Educational Development
Securities & Investment Institute

8 Eastcheap
London

EC3M 1AE

You will receive a response within 10 working days of receipt detailing the next stage of the application process, which may be arrangements for an approval visit.
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Please refer to the Accredited Training Provider Application Guidance Notes carefully before completing this application form

A 
Administration and Accountability

	1. Name of Centre:
	

	     (Training Provider)
	

	2. Address of Centre:
	

	
	

	
	

	
	

	
	

	If there is more than one address used to deliver public training courses, please list them all here or in an appendix. (There is no need to list in-house centres)



	Address 2:
	Address 3:
	Address 4:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	3.   Contact Details
	

	(i) Name of person dealing with application and job title:
	Telephone Number:


	3. 
	Fax Number:


	4. 
	Email:


	(ii) Name of Exams Officer / Centre Contact and  job title, if different from above:
	Telephone Number:

	
	Fax Number:

	
	Email:


	(iii) Name of  IT Manager:
	Telephone Number:



	
	Fax Number:



	
	Email:



	4. Is the organisation regulated by another organisation in the country where it operates: (Yes/No) 
       If yes, please supply details:
5.    Please confirm that this application has been considered and approved by a member of the applicants Senior Management Team:
Name:

Signed:

Position:

Date:




	6. Do you wish to make direct bookings for candidates entering to sit  Securities & 

Investment Institute Examinations?

(Yes/No)

If yes, please provide additional information as follows and refer to the guidance notes:

Name of administrator who will retain and manage records including email and telephone contact details (if different from 3 (ii) above)

Name:

Fax:

Phone:

Email:



	7. Please describe how you ensure that you maintain candidate records securely and accurately.  If your application is successful, you will be asked to provide examples of this during the Approval Visit.



	8. If approved, please describe how you will promote Securities & Investment Institute qualifications.




	9. How many candidates across the course you intend to deliver, are expected to be prepared for Securities & Investment Institute qualification examinations in the next 12 months – if possible, please indicate candidate numbers by programme (continue on a separate sheet if necessary): 

Course:

Candidate Numbers:




10. Please provide details of who is responsible for Quality Assurance at your centre.

Name: ______________________________________________

Position: _____________________________________________

B. 
Course Details and Delivery of Training

1. Please indicate for which subjects you are applying to prepare candidates. Also indicate any subjects that you plan to offer in the future but are not part of your current programme. Details of SII qualifications can be found on our website www.sii.org.uk
	
	Present

Courses
	Projected Start Date
	Future

Courses
	Projected Start Date

	FOUNDATION PROGRAMMES
	
	
	
	

	Introduction to Investment
	
	___ / ___ / ___
	
	___ / ___ / ___

	IT in Investment Operations
	
	___ / ___ / ___
	
	___ / ___ / ___

	Islamic Finance Qualification
	
	___ / ___ / ___
	
	___ / ___ / ___

	SECURITIES & INVESTMENT INSTITUTE CERTIFICATES
	
	
	
	

	Certificate unit: Securities
	
	___ / ___ / ___
	
	___ / ___ / ___

	Certificate unit: Derivatives
	
	___ / ___ / ___
	
	___ / ___ / ___

	   Certificate unit: Investment Management
	
	___ / ___ / ___
	
	___ / ___ / ___

	   Certificate unit: FSA Financial Regulation
	
	___ / ___ / ___
	
	___ / ___ / ___

	   Certificate unit:  Principles of Financial Regulation
	
	___ / ___ / ___
	
	___ / ___ / ___

	   Certificate unit: Financial Derivatives
	
	___ / ___ / ___
	
	___ / ___ / ___

	   Certificate unit: Investment & Risk
	
	___ / ___ / ___
	
	___ / ___ / ___

	   Certificate unit: Commodity Derivatives
	
	___ / ___ / ___
	
	___ / ___ / ___

	   Certificate unit: Risk in Financial Services
	
	___ / ___ / ___
	
	___ / ___ / ___

	CERTIFICATE IN CORPORATE FINANCE
	
	
	
	

	Certificate in Corporate Finance: Regulation
	
	___ / ___ / ___
	
	___ / ___ / ___

	Certificate in Corporate Finance: Technical Foundations
	
	___ / ___ / ___
	
	___ / ___ / ___

	INVESTMENT ADMINISTRATION QUALIFICATION (IAQ)
	
	
	
	

	   IAQ unit: Asset Servicing 
	
	___ / ___ / ___
	
	___ / ___ / ___

	   IAQ unit: Collective Investment Schemes Administration  
	
	___ / ___ / ___
	
	___ / ___ / ___

	   IAQ unit: CREST Settlement
	
	___ / ___ / ___
	
	___ / ___ / ___

	   IAQ unit: Exchange-Traded Derivatives Administration
	
	___ / ___ / ___
	
	___ / ___ / ___

	   IAQ unit: FSA Financial Regulation
	
	___ / ___ / ___
	
	___ / ___ / ___

	   IAQ unit: Global Securities Operations
	
	___ / ___ / ___
	
	___ / ___ / ___

	   IAQ unit: Introduction to Securities & Investment                     (recommended United Kingdom (UK) core unit) 
	
	___ / ___ / ___
	
	___ / ___ / ___

	IAQ unit: International Introduction to Securities & Investment  (recommended non-UK core unit  ) (English)
	
	___ / ___ / ___
	
	___ / ___ / ___

	IAQ unit: International Introduction to Securities & Investment  (recommended non-UK core unit) (Arabic)
	
	___ / ___ / ___
	
	___ / ___ / ___

	   IAQ unit: ISA Administration & Child Trust Funds
	
	___ / ___ / ___
	
	___ / ___ / ___

	   IAQ unit: IT in Investment Operations
	
	___ / ___ / ___
	
	___ / ___ / ___

	   IAQ unit: Operational Risk
	
	___ / ___ / ___
	
	___ / ___ / ___

	   IAQ unit: OTC Derivatives Administration
	
	___ / ___ / ___
	
	___ / ___ / ___

	   IAQ unit: Principles of Financial Regulation
	
	___ / ___ / ___
	
	___ / ___ / ___

	   IAQ unit: Private Client Administration
	
	___ / ___ / ___
	
	___ / ___ / ___

	   IAQ unit: Risk in Financial Services
	
	___ / ___ / ___
	
	___ / ___ / ___

	SECURITIES & INVESTMENT INSTITUTE MASTERS PROGRAMME
	
	
	
	

	  Wealth Management unit: Financial Markets
	
	___ / ___ / ___
	
	___ / ___ / ___

	  Wealth Management unit: Portfolio Construction Theory
	
	___ / ___ / ___
	
	___ / ___ / ___

	  Wealth Management unit: Applied Wealth Management
	
	___ / ___ / ___
	
	___ / ___ / ___

	SECURITIES & INVESTMENT INSTITUTE DIPLOMA
	
	
	
	

	Diploma unit: Bond and Fixed Interest Markets
	
	___ / ___ / ___
	
	___ / ___ / ___

	Diploma unit: Financial Derivatives
	
	___ / ___ / ___
	
	___ / ___ / ___

	Diploma unit: Fund Management
	
	___ / ___ / ___
	
	___ / ___ / ___

	Diploma unit: Global Operations Management
	
	___ / ___ / ___
	
	___ / ___ / ___

	Diploma unit: Interpretation of Financial Statements
	
	___ / ___ / ___
	
	___ / ___ / ___

	Diploma unit: Investment Analysis
	
	___ / ___ / ___
	
	___ / ___ / ___

	Diploma unit: Private Client Investment Advice & Management
	
	___ / ___ / ___
	
	___ / ___ / ___

	Diploma unit:  Regulation & Compliance
	
	___ / ___ / ___
	
	___ / ___ / ___

	Diploma in Investment Compliance
	
	___ / ___ / ___
	
	___ / ___ / ___

	Diploma in  Investment Operations
	
	___ / ___ / ___
	
	___ / ___ / ___

	ADVANCED CERTIFICATES 
	
	
	
	

	Advanced Certificate in Global Securities Operations
	
	___ / ___ / ___
	
	___ / ___ / ___

	Advanced Certificate in Investment Schemes Administration
	
	___ / ___ / ___
	
	___ / ___ / ___

	Advanced Certificate in Operational Risk
	
	___ / ___ / ___
	
	___ / ___ / ___

	
	
	
	
	

	INTERNATIONAL PROGRAMMES
	
	
	
	

	International Introduction to Investment (English) 
	
	___ / ___ / ___
	
	___ / ___ / ___

	International Introduction to Investment (Arabic) 
	
	___ / ___ / ___
	
	___ / ___ / ___

	International Investment Management
	
	___ / ___ / ___
	
	___ / ___ / ___

	International Investment Management (Chinese)
	
	___ / ___ / ___
	
	___ / ___ / ___

	International Certificate in Financial Advice (Spanish)
	
	___ / ___ / ___
	
	___ / ___ / ___

	International Certificate in Wealth Management
	
	___ / ___ / ___
	
	___ / ___ / ___

	DIFC Rules & Regulations 
	
	___ / ___ / ___
	
	___ / ___ / ___

	Egyptian Rules & Regulations
	
	___ / ___ / ___
	
	___ / ___ / ___

	Oman CMA Regulatory Examination
	
	___ / ___ / ___
	
	___ / ___ / ___

	Qatar Financial Regulatory Examination
	
	___ / ___ / ___
	
	___ / ___ / ___

	UAE Financial Rules & Regulations 
	
	___ / ___ / ___
	
	___ / ___ / ___


2. How do you plan to offer the Courses (please tick as appropriate)?

	
	Present Courses
	Future Courses

	a) Full-time
	
	

	b) Part-time day
	
	

	c) Part-time day and evening
	
	

	d) Part-time evenings only
	
	

	e) Intensive e.g. weekend workshops
	
	

	f) On-line delivery
	
	

	g) Any other method (please specify)
	
	

	
	
	

	
	
	


3. Please provide details of maximum Tutor/Candidate ratio if course is delivered to groups: 

	

	

	

	

	

	

	

	

	

	


4. Do you also offer in-house training for clients?


	(Yes/No)
	


If Yes please provide details of the in-house training provided:
	

	

	

	

	

	

	

	


5. Please give examples of each method used to prepare candidates for their examination, according to the courses you plan to offer e.g. homework, assignments, revision tasks, mock examination and case studies. 
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


C.
Learning Resources and Learning Support

1. Please indicate how you support candidates preparing for Securities & Investment Institute qualifications:

	On-line learning resources and support
	

	Workbooks (please specify which publisher you use)
	

	Textbooks
	

	Access to tutors (i.e. via email, helpline etc)                                                         
	

	Other (please specify)
	

	
	

	
	


2. Do you make any other study facilities available e.g. library/quiet rooms, if so, please describe.  Please also take this opportunity to mention any other Learning Management Systems you use or other associated support arrangements you provide to candidates.
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


3. For centres offering the Diploma and/or SII Masters please indicate how you support post-graduate level thinking e.g. library facilities, abstracts, textbooks, journals.

	

	

	

	

	

	

	

	


4. Accredited Training Providers may, if they wish, submit their training materials for review by nominee(s) of the SII; if these are satisfactory, they can carry a published statement on the training materials that they have been approved by the SII for use in preparing candidates. Please indicate if you may wish to use this service, for which a fee will be payable.


	(Yes/No)
	


D. 
Staffing and Tutoring Provision

Please refer to the Accredited Training Provider Guidance Notes and the section marked Detail of Tutors.
1. Please list all tutoring staff, identifying any part time Associates (including any visiting lecturers). Please indicate the subjects/qualification they tutor.
Please note that for the Diploma and/or SII Masters it is a normal requirement that tutors hold degrees and/or relevant professional qualifications.

	
	Name
	Status (F/T or P/T)
	Subjects Taught

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	

	11.
	
	
	

	12.
	
	
	

	13.
	
	
	


2. Please outline the procedures for the recruitment of tutors and how you ensure they have appropriate competence in instructional skills.
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


3. What are your contingency plans in the event of tutor illness or unexpected absence?

	

	

	

	

	

	

	


E.
Staff and Tutor Development

Please refer to the Accredited Training Provider Guidance Notes

1. What is your organisation’s arrangements for managing staff performance, including how you appraise them and your policy for CPD?  

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


2. Please provide some examples of relevant staff development activities within your centre over the last twelve months.

	Name
	Activity
	Duration
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3. Please indicate how you communicate to tutors any changes that may affect the delivery of training for Securities & Investment Institute qualifications.  For example, changes in assessment methods, examination regulations, syllabus reviews, and policies on trainers sitting our exams etc. Please indicate how you also communicate these matters to candidates and their employers.

	

	

	

	

	

	


4. If your application is successful, the Centre will need to be represented at Securities & Investment Institute workshops and will be expected to contribute to the exemplar paper and syllabus review, and other developments.  In addition, the Centre needs to encourage tutors to seek Securities & Investment Institute membership to underpin commitment to the core values of the Institute of professionalism and integrity.

Please indicate with a signature the Centre’s commitment to staff development.

	Name:
	
	Signature:
	

	
	
	

	
	Position:
	


F.
Evaluation and Improvement

1.
Please indicate how you evaluate your training courses (please tick as appropriate).  If you use on-line learning as a method of training, please indicate in section 2 below how you evaluate and improve on this method of delivery. Where available, please enclose examples of course evaluation forms as an attachment to this form.

a) No formal evaluation carried out after training
(
b) Evaluation forms completed after training and collected on 

completion of course
(
c) Evaluation forms competed after training and returned 

by post
(
d) Evaluation forms sent electronically after the course
(
e) Evaluation carried out by telephone following the course
(
f) Other (please specify)

_______________________________

_______________________________

_______________________________

2.
Please explain why you have chosen the method(s) of course evaluation stated above.

​​​​​​

_________________________________________________________________​​​​​​__________

_________________________________________________________________​​​​​​__________

_________________________________________________________________​​​​​​__________

_________________________________________________________________​​​​​​__________

_________________________________________________________________​​​​​​__________

_________________________________________________________________​​​​​​__________

3.
Please explain how the information collected from the evaluation process is used for continuous improvement of your training courses.

_________________________________________________________________​​​​​​__________

_________________________________________________________________​​​​​​__________

_________________________________________________________________​​​​​​__________

_________________________________________________________________​​​​​​__________

_________________________________________________________________​​​​​​__________

G.
Complaints Procedures

1.
Please describe your organisation’s procedures for dealing with complaints from delegates and/or firms about your training courses or course trainers.  Please include details of the timescales in which you respond to complaints and the method of responding i.e. written response, email response. 

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


H.
Any other information

1. Please mention any other features of your Provider which you would like to bring to our attention. For example this may range from catering facilities to newsletters, to publicity you have received. Please refer to anything which you believe to be critical to our understanding of your Provider and which has not been covered on the form elsewhere.

	

	

	

	

	

	

	

	

	


Please remember to make a copy of this submission for your own files and return this completed form to:

Head of Educational Development
Securities & Investment Institute

8 Eastcheap
London

EC3M 1AE

Please note attachments required are:

i) Your current prospectus(es) for each of the programmes you provide training for

ii) Your Customer Service Statement and/or complaints procedure

iii) Examples of how you monitor your performance and success rate

(iv)
CVs for Staff involved in delivering the Course, including CPD activities undertaken in the past year
You will receive a response within 10 working days of receipt detailing the next stage of the application process, which may be arrangements for an approval visit.

We reserve the right to request any further information in respect of your application.
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