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Application to relocate the Higher Education Provider, (HEP)
The following checklist is required to be completed by all HEP’s who wish to reduce the size of their current premises.
	Name of Higher Education Provider
	
	Current student enrolment
	

	Details of Academic Head

	Name
	
	Phone Number
	

	Email Address
	
	Fax Number
	

	Current Premises Details

	Rented/ Granted Leased/ Owned
	
	Nature of Building: Villa/ Building/ Flat/ Office/ Other
	

	Free Zone
	
	Size in square feet
	

	Proposed Premises Details

	Rented/ Granted Leased/ Owned
	
	Free Zone
	

	Nature of Building: Villa/ Building/ Flat/ Office/ Other
	
	Building name/ Number
	

	Size in square feet
	
	Street Number
	

	Plot Number
	
	Floor Number
	

	PO Box
	
	Office Phone Number
	

	Office Fax Number
	
	HEP email address
	

	Undertaking
	By signing below, I hereby certify that I am an authorized party who has the capacity and the authority to request this amendment. I  certify that all information provided is correct to the best of my knowledge. I further certify that I shall comply with all regulations in force in the KHDA. I also undertake to submit all documents as per the checklist. 

	




	

	Print name
	Signature of Academic Head/ Permit Holder



	
	Checklist:
The following documentation is required to the submitted to the KHDA to relocate.
	

	
	Phase I- Documentation required for KHDA initial approval
	

	1.0
	If the HEP is a Branch Campus, a letter from the Home Campus to explain what measures have been taken to ensure that the relocation will not affect the quality of learning outcomes and confirming that the provision of space is in line with guidelines of the Accrediting body of the Home Campus.
	

	1.2
	A completed KHDA undertaking. Please refer to the attached document.
	

	1.3
	If the HEP is accredited by the CAA, a letter from the CAA approving the relocation in building space.
	

	1.4
	A letter from the Free Zone confirming that the HEP has been allocated space to relocate, the category under which the HEP will be issued a Commercial License and what activities are permitted under the category of Commercial License.
	

	
	Phase II- Documentation required for issuance of the Educational Services Permit
	

	2.0
	Copy of the amended Lease Agreement
	

	2.1
	Copy of the new Commercial License
	

	2.2
	The original Educational Services Permit
	

	2.3
	Any other documentation that has been amended and has previously been submitted to KHDA, (for example the Board Resolution, etc).
	

	2.4
	If applicable, true copy of the Completion Certificate.
	

	2.5
	If applicable, true copy of the Certificate of fitness from the Governing body for Health care, (if the University has an in house medical clinic)
	


Notes:
· KHDA reserves the right to ask for attestation by UAE Embassy or other Embassies, as may be necessary.
· KHDA reserves the right to call for any extra documents as required.
· All legal documents must be either in Arabic or English. Documents in any other languages must be accompanied by a certified English or Arabic translation
· Please note that HEP’s are obliged to inform the RCC of changes to any information that has been previously submitted to KHDA, irrespective of whether this information appears on the Educational Services Permit. It is the responsibility of the Higher Education provider, (HEP) to ensure that all information submitted to KHDA remains valid and accurate.
· The Higher Education Provider must successfully obtain all required approvals from other Government bodies, in line with the rules and regulations of Dubai and the United Arab Emirates. Failure to do so will render any KHDA approval null and void.
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