[image: ]

Vocational - Registration and Certification Process

Aim: 
· To register individual learners to the correct programme prior to learners completing any assessments. 
· To claim appropriate and agreed certificates upon accurate completion of course or units.
· To create a coherent and organised system that ensures each learner certificate is awarded for the correct learner on the correct programme.


In order to do this, The Peak Academy will
· Support learners in ensuring they are to be registered on the most appropriate sustainable programme
· Register each learner within the awarding body requirements 
· Register each learner on the appropriate programme code, before any assessment activity is completed 
· Provide a mechanism for subject leads to check the accuracy of learner registrations 
· Make each learner aware of their registration status
· Inform the awarding body of withdrawals, transfers or changes to learner details 
· Ensure that certificate claims are timely and based solely on internally verified assessment records 
· Audit certificate claims made to the awarding body 
· Audit the certificates received from the awarding body to ensure accuracy and completeness
· Keep all records safely and securely for three years post certification.


Staff Roles and responsibilities
· Subject lead responsible for List of learners, course title and units to be completed.
· Exams officer responsible for registration of learners prior to any assessments.
· Subject lead responsible for checking registrations are correct.
· Subject lead responsible for assessment decisions given to Exams officer
· Exams officer responsible for Unit claims and certification











Pupils start course in Y10 or as they enter the academy or when there is a change of course



Pupils registered for course by exam officer; end of Term 1




Exam officer enters registration onto KS4 qualifications spreadsheet with completion date



Pupils complete units for qualification



Qualification units are assessed and IV’d


Unit information entered onto online systems. Qualification information by KS4 manager/ Exam Officer



[bookmark: _GoBack]Qualification confirmed by Pearson and Certificate sent
Certificate check sheet signed by KS4 Manager/ Exam Officer
Exam Officer to liaise with Pearson re: anomalies to ensure certification following issues being addressed 
Copies of certificate made and stored in exam room.  Original certificate issued to pupils on results day or posted (recorded delivery)
Any anomalies picked up by Exam Officer and liaised with KS4 Manager/ Subject Leader
Certificate details checked with qualification assessment record by KS4 Manager/ Exam Officer
Certificate received by Peak Academy
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