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APPLICATION FORM
FOR THE ENDORSEMENT OF 
PROGRAMMES OF LEARNING
FOR CONTINUING PROFESSIONAL DEVELOPMENT
Application Procedure

Please read the following guide carefully before completing this form:

	Institute of Hospitality Endorsement Guide for 
Programmes of Learning for Continuing Professional Development
January 2012


Please send your completed Application Form together with one copy of the Programme of Learning syllabus and any supporting documentation to the contact details below. Wherever possible, please send your information electronically, to allow members of the Professional Review Panel to have easy access to the material online.  
Please notify us by email when returning your application (so we can contact you in case of non-delivery).  
Where electronic submission is not possible, please send your completed Application Form and supporting documentation by Recorded Post together with the Endorsement Evaluation Fee of £500 + VAT** for the attention of:

	Maria Lockwood FIH

Programmes Co-ordinator

Institute of Hospitality
Trinity Court

34 West Street

Sutton

Surrey

SM1 1SH

UK

Tel: + 44 (0) 20 8661 4908

Fax: + 44 (0) 20 8661 4900

E-mail: accreditation@instituteofhospitality.org



** EU countries only

January 2012

	ORGANISATION AND CONTACT DETAILS



	Organisation Name:
	

	Contact name:
	

	Job Title:
	

	Address:
	

	
	

	
	

	Town/City:
	

	Postcode:
	

	Country:
	

	Tel:
	

	Fax:
	

	Email:
	

	Website:
	


	APPLICATION FOR ENDORSEMENT 

	Title(s) of Programme(s) to be endorsed.

	


	FEES 2012
	Notes
	Amount
£ Sterling

	Evaluation Fee 
	This is a non-refundable fee that must accompany all applications
	£500 + VAT**


	

	Licence Fee



	Following an initial evaluation of the application, the Institute of Hospitality will invoice for the relevant Licence Fee due. On receipt of payment of the licence fee, the Institute of Hospitality Professional Review Panel will proceed with the formal assessment. 


	DECLARATION

	I declare that, as the nominated representative of:

-----------------------------------------------------------------------------------------------------------------

(Name of Organisation)

	that I apply for the Institute of Hospitality to evaluate the Programme(s) of Learning listed in this application form for the purposes of Institute of Hospitality Endorsement and I enclose the Evaluation Fee of £500 + VAT**.  Furthermore, I understand that the invoice for the Licence Fee must be paid in full before the formal assessment will be undertaken. 

	Name: 
(Please print)
	

	Job Title: 
	

	Signature:


	

	Date:
	


** EU countries only

Information Required

Please refer to Section 4 of the Guide: Endorsement Applications.
	1. Programme Title(s)

	Outline details of the programme(s) in full including aims.

	
	

	2. Programme Information 


	Details on the learning outcomes and methods of delivery for the programme(s). 

	
	

	3. Organisation Information


	Details on the organisation structure and background. Is it part of a larger organisation, or a legal entity in its own right?  A brief statement of ownership is required.  Information should be given that determines whether the organisation is publicly or privately owned.

	

	4.Organisation Experience


	Details on the competence and experience of the organisation in the design and delivery of learning products.

	


	5. Assessment Methodology
	Details of the type and form of assessments used in measuring the learner’s performance in relation to the desired outcomes (where applicable). 

	

	6. Development Resources


	Details of the development of the programme including the programme designers and evidence of their background(s).

	

	7. Programme Learners 


	Details of the programme learners, the eligibility criteria, and how the learners will benefit from the programme.

	

	8. Marketing 


	Details of the potential or existing markets.


	


	9. Quality Assurance & Review Systems 
	Details of systems used to assure, maintain and improve the quality of the product.

	

	10. Supporting Material 


	Details of the following:

· Pricing structure.

· Any evidence of support for the programme from existing users (if appropriate).

· Copies of any marketing or promotional material that you would wish to carry the Institute of Hospitality  Endorsement Logo if approved (e.g. certificates, web-pages).
Please add attachments or web links where appropriate.

	
	

	11. Qualification Mapping
	Programmes of Management Development may be mapped against the Institute of Hospitality Qualification Framework. Please indicate the programmes to be mapped where this is required.
Please note that this service is additional to Endorsement and is charged separately to the Endorsement Fee.
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