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CILT(UK) Request for Replacement Certificate by Learning Partner
Note:  Before completing this form, applicants should read the CILT(UK) Certificate (including replacements) policy document.  One form per learner, per qualification. Incomplete forms and / or forms provided without the requested supporting evidence will not be accepted (including the original certificate, where available).

1. Learning Partner details 

	Learning Partner Name
	 
	Learning Partner Number
	

	Learning Partner Address
	


2. Learner Details
Note: As stated on the relevant CILT(UK) AO certificate and/or result notification. 
	Learner number
	
	Title (Mr, Mrs, etc)
	

	Forenames (given name)
	

	Surname (Family name)
	

	Address
	

	Postcode
	
	Date of Birth (DD/MM/YYYY)
	
	Telephone number
	

	Email address 
	


  
3. CILT(UK) AO qualification details

	CILT(UK) AO qualification title
	

	Date of Qualification awarded
	
	Qualification number
	


4. Select Replacement Certificate service required (select one only)
Note: For the relevant replacement certificate fee, please the see current CILT (UK) AO fee schedule available here on the CILT(UK) website: CILT - Qualifications (ciltuk.org.uk) (see ‘policies and procedures’).
	Service 1: Replacement Certificates (awarded within 5 years of date of application)
	☐

	Service 2: Replacement Certificates (awarded more than 5 years before date of application, includes archive search)
	☐






5. Reason for Request
Note: Please consult the CILT(UK) AO Certificate (including replacements) Policy document for information on types of replacement certificate and fees: https://ciltuk.org.uk/Qualifications (see ‘policies and procedures’)
Please choose one (only) from the following:
	Certificate damaged by Learner – certificate to be returned with application form 
	☐

	Certificate damaged by Learning Partner – certificate to be returned with application form
	☐

	Certificate damaged in transit from CILT(UK) AO – certificate to be returned with application form
	☐

	Certificate lost by Learner
	☐

	Certificate lost by Learning Partner
	☐

	Certificate not received by Learning Partner from CILT(UK) AO
	☐

	Certificate error identified for correction (e.g. spelling of name) – error by Learner 
(Certificate to be returned with application form)
	☐

	Certificate error identified for correction (e.g. spelling of name) – error by Learning Partner (Certificate to be returned with application form)
	☐

	Certificate error identified for correction (e.g. spelling of name) – error by CILT(UK) AO 
(Certificate to be returned with application form)
	☐

	Legal name change* - Marriage
	☐

	Legal name change* - Divorce / Dissolution of a civil partnership
	☐

	Legal name change* - Deed Poll
	☐

	Other (Please specify)
	
	☐



	Details of the correction required: *Note: For name changes and corrections, further information is required at Sections 7  




6. Identification to be provided
All replacement certificate applications require one form of identification (scanned colour copies): 1 from Column B.
Applications for name changes require two forms of identification (scanned colour copies): 1 each from Columns A & B.
Note: CILT(UK) reserves the right to request further information, where necessary to identify the correct Learner record.  Copies of evidence provided will be destroyed once the replacement certificate has been sent (or the application has been rejected).
	A - Name Change
	Select document enclosed (scanned colour copy)
	B - Identity
	Select document enclosed (scanned colour copy)

	Marriage Certificate
	☐
	Passport
	☐

	Decree Absolute / Civil Partnership Final Order 
	☐
	Driving License
	☐

	Deed Poll
	☐
	
	


7. Change of name
Please state the new name change below as set out in the photo ID evidence and (for legal name changes) supporting document(s).
	Given or First Name(s)
	

	Middle Name(s) 
	
	Only where these are to be included on the certificate

	Family or Surname
	



8. Address where certificate is to be sent

	Address 
	

	County
	
	Country
	
	Postcode
	


9. Payment Method
CILT(UK) Awarding Organisation will invoice the relevant replacement certificate fee to the Learning Partner, please the see current CILT(UK) AO fee schedule available on the CILT(UK) website: https://ciltuk.org.uk/AO-Policies-Procedures 
10. Learning Partner Checklist
	Application form completed in full  
	☐

	Correct replacement Service requested relevant to date of certificate 
	☐

	Original certificate enclosed (mandatory where available) 
	☐

	Scanned, clear colour copies of correct Identity and Address documents enclosed 
	☐

	Scanned, clear colour copies of correct Name Change document(s) enclosed (where applicable) 
	☐

	Correct payment enclosed in full (or available in full if credit/debit card payment)  
	☐

	Learner and Learning Partner declaration signed and dated 
	☐


11. Declaration 
CILT(UK) will process your data in accordance with the principles of the General Data Protection Regulation (GDPR).
Please sign below to confirm your acceptance that:
· I give consent to the processing of this data;
· I have read the “Certificate policy (including replacements)”  document and understand it;
· I can confirm that all relevant and appropriate evidence has been enclosed to support this application;
· I am authorised by the Head of Learning Partner to make this application;
· I am authorised by the Learner(s) named above to make this application on their behalf;
· I am authorised by the Learner(s) named above to give consent to the processing of this data;
· I understand that this application will not be processed before full payment and/or (where available) the existing certificate have been received by CILT(UK) AO;
· I have read and understood this completed form, including the declarations;
· I have supplied information which is complete and accurate to the best of my knowledge.

	Learning Partner representative

	Signature:
	

	Print name:
	

	Print job title:
	
	Date
	




Completed forms should be sent to:
ao@ciltuk.org.uk  (Email Subject: Replacement Certificate) 

OR (for cheque payments)

Replacement Certificates
CILT(UK) Awarding Organisation
Earlstrees Court
Earlstrees Road
Corby
Northamptonshire
NN17 4AX
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