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HIGHER EDUCATION INSTITUTIONAL ACCREDITATION SCHEME 
Application forM
Full details of the application process can be found in the HEC Institutional Accreditation Handbook which can be downloaded from the HEC website (www.moedu.gov.bh/hec).
A guide to assist with the completion of this form is also available on the website. Where guidance notes are provided, this is indicated by a note reference number e.g. (GN1). 

The information on this form allows the Higher Education Council to form a view on whether the institution is likely to meet its eligibility criteria for accreditation. It is important that the information provided is as accurate and complete as possible. 
Certain questions may not be applicable to your institution. This does not mean that an application for accreditation cannot proceed, but simply reflects the diversity of institutions which might apply to HEC for accreditation. If you feel that a question cannot be answered adequately within the terms of this application form, please make an additional statement on the form or in an accompanying email.

When the application has been reviewed and HEC is satisfied that it is complete and that your institution is eligible for HEC accreditation (GN1), you will be contacted to arrange an inspection.

You are required to submit the form electronically and in hard copy in both Arabic and English. You are also required to submit copies of each of the supporting documents in English. If a document is official and written in Arabic, it is acceptable to submit the Arabic version only. Forms completed by hand will not be accepted.
	NAME AND ADDRESS OF HIGHER EDUCATION INSTITUTION (GN2)

	

	

	

	Head of institution:
	

	Telephone number:
	

	Email (for student enquiries):
	

	Website:
	

	Fax number:
	

	Date of submission:
	

	Name and email of contact for correspondence (if different from above) (GN3):
	


	HEC LICENCE (GN4)

	Licence number:
	

	Issue date:
	

	Full or provisional:
	


DOCUMENTATION WHICH MUST ACCOMPANY THE COMPLETED APPLICATION FORM 
Mark the boxes (double-click the box and select ‘checked’) to indicate which documents are included. 

If you consider that the document is not applicable, please contact the HEC office for confirmation. The application review process will be delayed if you fail to submit all these documents with the application form. When submitting these documents, please label them with the corresponding number below. (GN5)
You are required to submit copies of each of the supporting documents in English unless the document is an official one produced in Arabic, such as a lease.
	1. 
	Documents authenticating the legal status of the institution, including list of directors, partners and/or legal owners
	 FORMCHECKBOX 

	

	2. 
	Evidence of the ownership or tenure of the premises
	 FORMCHECKBOX 

	

	3. 
	Copies of the last three years' audited annual accounts (if the institution is still in its early stages, please supply internal accounts, or some other documentation to prove the financial status e.g. bank statements)
	 FORMCHECKBOX 

	

	4. 
	Organogram or outline description of the management structure with names of post-holders
	 FORMCHECKBOX 

	

	5. 
	Detailed CVs and job descriptions of all senior management and academic staff
	 FORMCHECKBOX 

	

	6. 
	Staff handbook (including complaints, disciplinary and grievance procedures)
	 FORMCHECKBOX 

	

	7. 
	Student handbook (including complaints, appeals and grievance procedures)
	 FORMCHECKBOX 

	

	8. 
	Current prospectus, course brochures, and other marketing materials
	 FORMCHECKBOX 

	

	9. 
	Student application form with details of fees and refund policy
	 FORMCHECKBOX 

	

	10. 
	Outline curriculum for each academic program, including assessment procedures
	 FORMCHECKBOX 

	

	11. 
	Current class timetables
	 FORMCHECKBOX 

	

	12.       
	Copies of partnership agreements with international higher education institutions or chartered bodies
	 FORMCHECKBOX 

	

	13.       
	Evidence that the institution has been placed or has applied to be placed on the Institution Listing administered by the General Directorate of National Qualifications Framework and evidence that its awards have been placed on the NQF or are in the process of being approved.
	 FORMCHECKBOX 

	

	(GN6)   
	Appendix A: All academic and training programs and courses
	 FORMCHECKBOX 

	

	
	Appendix B: Senior management and administration staff
	 FORMCHECKBOX 

	

	
	Appendix C: Academic staff
	 FORMCHECKBOX 

	

	
	The full fee for the application and inspection
	 FORMCHECKBOX 

	


	SECTION 1A:  INSTITUTIONAL INFORMATION – legal and financial (GN7)   

	Address of administrative headquarters and/or registered office (if different from main address):



	Date of establishment:

	

	Is the institution in public or private ownership?

	

	Legal status:      Limited company  Yes/No         Partnership   Yes/No              Sole trader  Yes/No

	

	Limited company information

	Registered company number:

	

	If registered in a name other than that of the institution, please give the name:

	

	Country of registration:

	

	Ownership (if different to Directors):



	Names of Directors:



	Is the company limited by shares or by guarantee or international equivalent?


	Partnership information

	Full names  
	Home address
	Date of birth
	Sex

	
	
	
	

	
	
	
	

	Sole trader information

	Full name
	Home address
	Date of birth
	Sex

	
	
	
	

	Is the institution part of a larger organization?  If so, please give details including information on any franchise agreements.


	Name and address of institution’s bankers:
	Name and address of institution’s auditors:

	
	


	SECTION 1B:  INSTITUTIONAL INFORMATION – general and academic (GN8)   

	Please provide a general description of the institution to include information on years of operation, faculties/colleges, academic programs naming relevant awarding bodies and partnerships, student numbers and origins, facilities and your mission statement. Where appropriate, please provide, in broad terms, the reasons underpinning the determination of program provision, collaborative links and resource provision.


	Date teaching began:


	Please give details of approved examination centre status held with national and international awarding bodies:



	Please give details of all collaborative agreements with recognised HE institutions (GN9):


	Are the institution or its programs accredited by other accrediting bodies (GN10)? Please give details.



N.B. The following section can be completed at institution level for smaller institutions and at a college/faculty level for larger institutions.
	SECTION 2: PREMISES AND RESOURCES (GN11) 


	 List all premises in which the institution operates, indicating whether they are owned by the institution or leased. Please provide the remaining period of the lease:

	Address
	Owned
	Leased 

Lease expiry date

	
	
	

	
	
	

	
	
	

	Teaching rooms (indicate number and maximum capacity of each room):



	Maximum total capacity of all teaching rooms:


	Specialist areas, including laboratories, IT suites, etc. Please also briefly describe equipment:



	Study areas, including library, self-access IT, private study rooms, etc.:



	Academic equipment, including  data projectors, video/audio equipment, etc.:



	Student social areas, including common rooms, sports facilities, cafeterias, etc.:




	SECTION 3: MANAGEMENT AND STAFF 

	Please provide details of all relevant staff below, as well as completing the tables in Appendix B and C (for senior management and administration staff and academic staff). 

	HEAD OF THE INSTITUTION

	Name and title


	

	Position



	

	Academic and/or professional qualifications
	

	Years in post

	

	(GN12)   
	PERMANENT
	TEMPORARY
	SELF-EMPLOYED

	NUMBER OF FULL-TIME TEACHING STAFF
	
	
	

	NUMBER OF PART-TIME TEACHING STAFF
	
	
	

	NUMBER OF INTERNATIONAL TEACHING STAFF
	
	
	

	NUMBER OF ADMINISTRATIVE STAFF
	
	
	

	NUMBER OF ANCILLARY STAFF (GN13) 
	
	
	

	(GN14)

	MEMBER OF STAFF RESPONSIBLE FOR ACADEMIC PARTNERSHIPS:

	MEMBER OF STAFF RESPONSIBLE FOR COMMUNITY OUTREACH:

	MEMBER OF STAFF RESPONSIBLE FOR STUDENT WELFARE:


	SECTION 4:  STUDENTS (GN15)

	
	Total
	Under-graduate
	Post-graduate

	Full-time

(for under-graduates-studying 12 hours per week or more)
(for post-graduates-studying 9 hours per week or more)
	
	
	

	Part-time
	
	
	

	Countries of origin of students (give approximate percentages):



	Home:
	International:



	Other countries (please list):

	

	

	

	Percentage of male students:                                       Percentage of female students:

	Minimum age of students:


	Does the institution provide residential accommodation or otherwise assist students in finding accommodation? If yes, please provide details.



	Indicate which services are provided for students, and whether they are included within overall fees:

	

	Provided (Y/N)
	Included in fees (Y/N)

	Accommodation
	
	

	Books
	
	

	Teaching materials
	
	

	Stationery
	
	

	Social program
	
	

	Excursions
	
	

	Others (please specify):
	
	

	
	
	


	SECTION 5: DATES RELEVANT TO THE INSPECTION (GN16)

	This section is intended to enable HEC to schedule the inspection at a time when a representative sample of teaching and student attendance can be observed and key staff can be interviewed. Full details of any period when a full teaching program will not be in operation must be provided. The Head of the institution and the senior managers must be available when the inspection is conducted.

	Term/semester dates for the current year:



	Are there any days of the week when there may not be a full timetable?



	Are there any dates in the foreseeable future when key staff will be absent from the institution?




SECTION 6: COMPLIANCE WITH LEGAL AND STATUTORY REQUIREMENTS (GN17)
All new applicants and those applying for reaccreditation are required to sign a declaration stating that the institution complies with all relevant statutory requirements, in force in the Kingdom of Bahrain, in connection with such matters as health and safety, safe-guarding, immigration regulations, company and employment law, copyright, disability provision, equal opportunities, planning consent, data protection, supply of goods and services, and advertising and public liability. It is the institution’s responsibility and the personal responsibility of the head of the institution to ensure that all requirements are met. HEC inspectors will not inspect the above areas but will note any observed breach of regulations. This will be conveyed to the Academic Accreditation Committee as a ‘no confidence’ judgement in the ability of the institution to self assess in these matters and will call into question the integrity of the senior management who will have endorsed the declaration. Although compliance with statutory requirements is not a definitive HEC standard, evidence of non-compliance will provide the Academic Accreditation Committee with grounds for refusal of accreditation.
All applicants are required to be in full compliance with HEC licencing regulations and requirements.
I confirm that the institution named below complies with all relevant legislative and regulatory requirements.
	Signature:
	
	Date:
	

	

	Full name: 

(Head of institution/proprietor)
	

	
	

	Name of institution:
	


SECTION 7: GENERAL DECLARATION

I confirm that the information provided on this form is accurate, up-to-date and provides a true account of the institution and its provision.

	Signature:
	
	Date:
	

	

	Full name: 

(Head of institution/proprietor)
	

	
	

	Name of institution:
	


THANK YOU FOR COMPLETING THE APPLICATION FORM.

PLEASE ENSURE THAT ALL THE REQUIRED DOCUMENTS ARE SUBMITTED WITH THE APPLICATION.
Failure to do so will result in delays in the processing of your application.
APPENDIX A:  ALL ACADEMIC AND TRAINING PROGRAMS AND COURSES (GN18) For larger institutions, the following section of the form can be duplicated and completed at college/faculty level.
Under-graduate programs

	Award
(e.g. BSc )
	Subject
	Course

length
	Language

of delivery
	Year first taught
	NQF level
	Awarding or validating body
	Current student numbers

	
	
	
	
	
	
	
	Full-time
	Part-time

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Post-graduate programs

	Award
(e.g. MBA )
	Subject
	Course

length
	Language

of delivery
	Year first taught
	NQF level
	Awarding or validating body
	Current student numbers

	
	
	
	
	
	
	
	Full-time
	Part-time

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Ancillary programs (e.g. study skills, additional languages)
	Course description
	Course length
	Current student numbers
	Type of assessment

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Other courses taught at the institution
	Course description
	Course length
	Current student numbers

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


APPENDIX B:  SENIOR MANAGEMENT AND Administration Staff (GN19) 
	Name
	Qualifications and awarding body
	Post held
	Full or part-time
	Date

appointed
	Main responsibilities

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


APPENDIX C: ACADEMIC Staff (GN20) For larger institutions, the following section of the form can be duplicated and completed at college/faculty level.
	Name
	Qualifications and awarding body
	Specialism
	Post held
	Full or part-time
	Date

appointed
	Main subjects taught
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