NCAA

APPLICATION FORM FOR NCAA REGISTRATION
	Name of organization



	Physical address 


	Postal Address

	Contact person  :

Designation       :

Telephone no.   :                                               Extn.:

Mobile no.        :

E-mail address  :

	Certification Standard:      NCAA Registered Institute.

	Do you design the product/courses:

	No. of sites:

	Effective No. of Employee


	To calculate the effective no of employees, subtract duplication due to shift work. 

	Scope of Certification: Provision of Management Education.



	Significant aspect in processes:
	

	Specific Statutory and legal requirement(s)
	


	Yes
	No
	
	
	

	
	
	Are the systems integrated
	
	

	
	
	Do you want a preliminary Assessment
	When 
	

	
	
	Are you ready for audit
	When 
	

	
	
	Are the systems implemented 
	How long 
	

	
	
	Did consultants help you in develop your system
	Who 
	

	
	
	Are you certified by some other agency 
	Who
	


I declare that the information furnished by me is genuine and true.

Applicant Signature 
Seal of Institute/Trust
	For NCAA Office use only
	Sample procedure 
	Comments

	
	Resources reviewed  
	
	

	
	Resources adequate
	
	

	
	Man days required
	
	

	
	RFP sent
	
	


NCAA.  Standard Terms of Business for Management Assessment Services
Our Services:  We certify management, engineering and technical education systems for conformity to stated criteria (“Criteria”) published by another party.  All assessments will be carried out by our independent contractor. Communication should be with them in all cases (see disputes below). 

Application:  Applications must be made on the Application form (on the front of this form).

The Assessment Process:  You are entitled to information on the certification process. This will be provided on request.

You agree to maintain your Management, Engineering and Technical Education Systems and Procedures in full compliance with the requirements of the Relevant Standards or Criteria for which Certificates have been or will be issued. Any changes to your circumstances (systems, staffing, organization, equipment, etc.) which may invalidate your Certification must be notified to our independent contractor immediately.

To ensure the continuing validity of your systems, we will carry out surveillance assessments at appropriate intervals but at no more than 12 monthly intervals.  Such a period may be shortened at our independent contractor’s discretion.  Regular surveillance assessments may be partial assessments or full reassessments, similar in scope to that carried out prior to initial certification. Any nonconformity arising from assessments must be cleared within the time frame agreed between you and our independent Auditor. 

We will give you advance notice of the need to carry out assessments and will negotiate an agreed date and time for these activities with you.  

You agree to allow our independent Assessment body authorized personnel access, during normal working hours, to premises, operations, facilities, procedures, records including all complaints and corrective actions and staff to enable them to perform assessments and reviews.

The assessment process is a sampling process.  Neither we nor our independent Assessment body member will accordingly be liable to you for any loss, damage or injury, caused directly or indirectly by our failure to establish that 100% of your Management System does or does not comply with Standards or other Criteria.

You agree to pay all reasonable fees and expenses associated with assessments.  Failure to pay such fees and expenses may lead to suspension of service with attendant risk of withdrawal of Certificates.  

You agree to be responsible for the health and safety of independent Assessment body whilst they are on your premises. You agree to ensure that they are properly briefed about your health, safety and emergency evacuation procedures and any potential health and safety hazards they may encounter during their visit.  You are also responsible for ensuring that our Assessment body members are equipped with and use appropriate safety equipment and clothing.

Certificates:  Certificates of Conformity issued by us are controlled documents, which remain our property and must be returned to us if/when the Certificate is withdrawn or relinquished.

Documents issued are valid for a specified period unless withdrawn or relinquished, subject to ongoing satisfactory performance. We will withdraw documents in the event of substantial or recurring failure to maintain your systems. Certificates are not automatically transferable when organizations change ownership, structure or location.  Requests for transfer must be in writing and will be reviewed on a case by case basis to determine what action we and our committee will take.

Use of Logos and Marks:  Where the right to use our logo is granted, the use of the logo is subject to specified restrictions.  No claims may be made beyond the scope of certification granted.  Use of logos/marks and other claims may not imply that the product is certified or be otherwise misleading.  Changes of scope are possible but will need to be discussed with our Assessment body or secretariat and normally require an audit.

Confidentiality and Access to Information:  We and our independent Assessment body will securely retain any manuals, documents or records provided by you for the purposes of assessment. We will treat as confidential the fact that you have applied to us for assessment but, once Certification has been granted, we may publish the nature and scope of your Certification.  We also have the right to publish the fact that suspension/withdrawal/reinstatement has occurred.  Confidential information will not be released without your permission.  We will notify you if required to release such information by law.

We will require our staff and our independent assessors to enter into formal confidentiality agreements with regard to information held or acquired about you, and to declare any conflict of interest that may arise through their involvement with a particular assessment process.

We, as distinct from our staff, assessors, directors and independent contractors will not be liable to you for any loss, damage or injury, caused directly or indirectly, by any such person failing to comply with that person’s confidentiality agreements. We will not be liable for the confidentiality of information about you which was known to our staff, assessors or directors prior to your application for Certification or which is publicly known without the fault of us or our independent contractors, or which is disclosed with your approval.

Suspension and Withdrawals:  You may request a temporary suspension or withdrawal of your Certification if you feel that your system does not conform to requirements. Reinstatement of a Certificate may require a full reassessment.

We may suspend or withdraw a Certificate if your system fails to comply with the requirements of the Standard or Criteria, if fees or expenses remain unpaid, if in our or our independent auditor’s opinion you fail to comply with our Standard Terms of Business, or if we or our independent auditor believe the certification process may be brought into disrepute.

The use of NCAA (& NCODE/NCOVT/NCOTE) logos and Certificates and the NCAA name is prohibited when your Management System Registration or Certificate is withdrawn or suspended.

Complaints and Appeals:  You may complain about any act or omission by us or our independent assessment body member against any assessment finding or recognition decision.  Such complaints must be made in writing to our office, who will instigate an independent investigation.  Their findings will be notified to you in writing detailing your right to appeal.  You may contact NCAA to lodge an appeal. Complaints by third parties about you will be passed on to you. Our independent committee may investigate to determine whether your Management System has been followed.  Neither we nor our independent contractor will adjudicate on any complaint of financial loss.  

Limitation of Liability:  You accept that our liability to you is strictly limited. Your principal contract is with us, who is liable only for the value of the agreed fee and that neither us nor our independent auditor will be liable for consequential loss or damage. Any recourse to law will be subject to Nagpur City Judicial limits only.
Miscellaneous Provisions:  The Standard Terms of Business may be revised from time to time. Significant changes will be communicated in writing.  The Standard Terms of Business shall be governed by and interpreted in accordance with the Laws of India.

Declaration:

I have read, understood and agree on the terms and conditions written herein on this form.
Applicant Signature

Seal of Institute/Trust

