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DUE DILIGENCE CHECKLIST FOR 
PROPOSED & REVISED COLLABORATIVE PROVISIONS 
(SINGLE OR MULTIPLE CAMPUS’)
This form should be completed and signed by an appropriate senior member of staff from the proposed/revised collaborative partner institution, and should be submitted to the Collaborations Department along with accompanying supporting evidence.  Please note that all documentation must be provided in English.

	Section 1: Institutional Information

	1.1 Name of Institute
	1.2 Full Address
	1.3 Website

	
	
	

	1.4 Contact Person(s) and Role(s) Please provide a minimum of 2 contact with email address & telephone number

	
	
	

	1.5 Does the institute operate in other sites / campuses? 
If yes please state the name and address of all campuses/sites that the programme is delivered and taught at.

	

	1.6 Is the institute planning to operate in other sites / campuses in the next 18 months?
If yes please state the name and address of all campuses/sites that the programme will be delivered and taught at.

	


	

	Section 2: Status of Institute 
Please submit evidence of the status of the institution (e.g. relevant constitutional documents; licences; approvals. Notarised where appropriate)

	2.1 Type of Institution
(e.g. University / FE College ) 
	

	2.2 Legal Status
(e.g. Publicly Funded / Private / Charitable)
	

	2.3 Please list and provide copies of all accreditation, permits, authorities, registrations, licences, approvals and consents 
(e.g. NARIC, University Council, British Council etc)
	

	2.4 Please provide details of the institute UKBA rating
UK Institute Only
	

	2.5 How is education organised in the country of the institution?
Non-UK or EU Countries Only
	

	2.6 Is the Collaborative partnership, or any programmes delivered through the collaboration subject to any accreditation requirements in the partner’s home country?
(If yes, please provide further details including requirements, procedures and anticipated timescales)
Where the institution is subject to external audit or review, please submit a copy of the most recent audit or review report.
	

	2.7 Are there any third party consents required in relation to the proposed collaboration?
If yes, please provide further details (including requirements, procedures and anticipated timescales)
	

	2.8 What is the legal framework for the jurisdiction applying to the institution in respect of the proposed partnership?
	

	 

	Section 3: Company Registration
Please submit evidence of the company registration details

	3.1 Company Registration Name
	

	3.2 Company Registration No.
	

	3.3 Company Registration Office
	

	3.4 Directors
	

	3.5 Is the Institute part of a Group of Companies
If yes, please enclose Group Structure Chart. (Including all companies within the group, and where your Institute fits within that. List your ultimate parent company, and any subsidiaries. You must also include any subsidiaries of your organisation and any investment, holding and shell companies).
	

	3.6 Please provide a Management Structure Chart of the Institute 
We want to see who has overall executive management of your company, as well as the management of each division. 
You must also include the individual who will sign the agreement with The University of Buckingham.
If you operate in more than one campus/site also give details of how the management structure would operate across all campuses/sites (with clear lines of authority)
	

	3.7. The name and contact details of the person who has the signing authority your Institute  
Please sate the name and contact details of the person who has the signing authority for your institute. The person who will be signing the agreement with the University of Buckingham.
	

	3.8 Please provide a Committee Structure chart of the Institute
Please include the terms of reference and current membership.
If you operate in more than one campus/site also give details of how the committee structure would operate across all campuses/sites (with clear lines of authority)
	

	3.9 Please provide an Academic Structure chart of the Institute 
If you operate in more than one campus/site also give details of how the academic structure would operate across all campuses/sites (with clear lines of authority)
	

	3.10 Please provide CV’s (Curriculum Vitae) for all current academic and main management & admin staff.
	

	

	Section 4: Legal & Financial Information

	4.1 Does the Institute have any current, pending, threatened or possible litigation or arbitration proceedings (whether as a claimant or a defendant), any prosecution or any investigation or inquiry pending by a government or official body?
If yes, please provide further details
	

	4.2 Please provide evidence that the institution has the financial means to carry out its obligations under the proposed arrangement?
Please submit copies of audited financial accounts and annual reports for the last 5 years. Please ensure that you submit full statutory accounts, since abbreviated accounts are not sufficient for assessment purposes.
For privately funded institution, please provide published accounts for the last 5 years.
If you are part of a group of companies, please also submit your Ultimate Parent Company Audited Group Accounts for the last 3 years.
	

	4.3 Please provide a copy of the Management Accounts
Please submit the most recent management accounts
	

	4.4 Confirmation of Solvency of the Organisation
	

	4.5 Bank Reference
Please submit a Bank Reference
	

	4.6 Please provide details of all mortgages, charges or other security documentation affecting the institution.
If you operate in more than one campus/site please provide details for all campuses/sites
	

	4.7 Please supply details of the tax status of the institution
	

	4.8 Please supply details of any tax treaty between the UK and the institution’s country.
	

	4.9 Please supply details of any exchange control or currency rules affecting payments into or out of the country whether in GBP or otherwise.
	

	4.10 Does the institution receive any state or public sector funding?
If yes, please provide further details
	

	4.11 Please provide details of any grants subsidies, major donations, payments or allowances taken out or granted by the institution in relation to the collaboration, where relevant.
	

	4.12 Does the institution own or lease the site/premises where the programmes are delivered?
If leased, please provide details of the lease term and submit relevant documentary evidence to confirm this.
[If you operate in more than one site please provide details for all sites and append any agreements/contracts]
	

	4.13 Does the institution have appropriate insurance policies in place?
Please provide particulars of all relevant insurance arrangements.
If you operate in more than one campus/site please provide details of the insurance policies in place for all campuses/sites.
	

	4.14 Please provide details of existing, planned or previous collaborations with other institutions and/or professional bodies. 
(including type of arrangement; date of commencement; where relevant, reasons for termination of the collaboration)
	

	4.15 Does the institution own the intellectual property for relevant aspects of the proposed collaboration, or are licences required from third parties?
If you operate in more than one campus/site please provide details for all campuses/sites.
	

	4.16 Please provide details of any data protection requirements relevant to the organisation or the partnership.
If you operate in more than one campus/site please provide details for all campuses/sites.
	


	Section 5: Policies and Procedures

	5.1 How does the institution ensure that it provides a safe working environment for students and staff?
Please provide copies of relevant health and safety policies and procedures.
If you operate in more than one campus/site please provide details for all campuses/sites if different from the main campus.
	

	5.2 How does the institution ensure equal treatment of all staff and students?
Please provide copies of relevant equal opportunities and disability policies and procedures.
If you operate in more than one campus/site please provide details for all campuses/sites if different from the main campus.
	

	5.3 Please provide copies of recruitment, admission & enrolment policies & procedures
If you operate in more than one campus/site please provide details for all campuses/sites if different from the main campus.
	

	5.4 Please provide copies of staff recruitment & development policies & procedures
If you operate in more than one campus/site please provide details for all campuses/sites if different from the main campus.
	

	5.5 Please provide copies of academic misconduct & appeals Procedures
If you operate in more than one campus/site please provide details for all campuses/sites if different from the main campus.
	

	5.6 Please provide copies of the Student Complaint Procedures.
	

	5.7 Please provide details of the Arrangements for the collection & maintenance of student records
If you operate in more than one campus/site please provide details for all campuses/sites if different from the main campus.
	

	5.8 Please provide details of the arrangements for the collection of fees and refunds policy
If you operate in more than one campus/site please provide details for all campuses/sites if different from the main campus.
	

	5.9 Please provide details about cybersecurity measures in place to minimise the risk of personal data loss, for example control access to data and systems, firewalls, use of security software, training to member of staff and monitoring systems for intrusion.
If you operate in more than one campus/site please provide details for all campuses/sites if different from the main campus.
	



	Section 6: Other

	6.1 Are there any other relevant points that the institution would like to make in relation to this due diligence exercise?
	

	I confirm that the above (Section 1, 2, 3, 4, 5 and 6) provides an accurate and complete summary of the financial and legal status of the proposed collaborative partner institution.

	Signature
	
	Date
	

	Name
	
	Position
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