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Course Accreditation and Recognition
Checklist for HEIs

This checklist is provided to help HEIs with their application to the Course Accreditation and Recognition (CAR) process.

It is for the HEI’s own use - the IMA does not require this checklist to be completed or sent to us.

Use it to ensure your application is complete, accurate, and ready for review.

Preparation
	☐
	Read the CAR Course Provider Handbook.


	☐
	Familiarise yourself with recognition and accreditation requirements.


	☐
	Identify the degree courses you wish to submit to be reviewed for CAR.


	☐
	Download a copy of the CAR application form for UK HEIs.





Application Details
	☐
	Select only one application type for each course (recognition or accreditation).


	☐
	Ensure course names and award titles are correct and consistent with institutional records.


	☐
	Provide the start date for the first cohort to which recognition/accreditation will apply.


	☐
	Provide the total number of full-time equivalent (FTE) students enrolled across all years of the degree course(s) submitted for consideration under the CAR scheme and include a total student number across all courses.





External Assessor
	☐
	Identify an External Assessor; the HEI is responsible for finding this individual.


	☐
	Request the list of Pre-Approved External Assessors from the IMA (if required).


	☐
	Inform the IMA of the External Assessor’s name and contact details. This can be done either when submitting the application or afterwards but must be before the CAR visit.


	☐
	Agree a suitable date for the CAR visit with the External Assessor.


	☐
	Inform the IMA of the date of the CAR visit.


	☐
	Clarify arrangements regarding any expenses with the External Assessor directly.



	
	
Payment Information
	☐
	Complete the Payment Information section in the application form at the time of submission.





Submission Review
	☐
	Check that all sections of the application form are complete, including the Payment Information section.


	☐
	Review all details in the application form to ensure the information provided is correct and up to date.


	☐
	Send the completed application to the IMA Education Team at education@ima.org.uk.





Supporting Information for the External Assessor
	☐
	Provide the following documents to the External Assessor at least 2 weeks prior to the planned visit for each course submitted for CAR:
· Course specification document, including a clear list of core and optional modules.
· Module descriptions for all mathematics modules, and any other modules with mathematical content.
· Confirmation that the course has undergone the institutional validation process.
· Provide relevant QA outcomes to the External Assessor - typically confirmation of internal validation / approval of each relevant degree course.


	☐
	Optional but useful: External Examiner Reports and any relevant internal or external validation or review reports.


	☐
	Ensure all information corresponds to the date when recognition/accreditation is to commence. If backdating is requested, the information supplied must encompass the relevant time.





For Applications by UK Partner HEIs on Behalf of Overseas Partner HEIs Only (in addition to the above sections)
	☐
	Ensure that you are completing the CAR application form for overseas partner HEIs delivering degree courses (this is a different application form to the one UK HEIs use when applying to the CAR scheme).


	☐
	Provide details of the overseas partner HEI, including a primary contact.


	☐
	Identify which recognised/accredited courses at the UK partner HEI the overseas partner HEI degree courses are equivalent to.
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