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Internal Verification Policy
The purpose of this policy to set out how The Westminster School manages the processes of learner registration and certification to ensure:
· All learners are registered accurately and within awarding body deadlines.
· Certification claims are submitted promptly and correctly once learners meet qualification requirements.
· Records are maintained in line with JCQ and awarding body regulations.
· Data is handled securely in accordance with the Data Protection Act 2018 and UK GDPR.

Scope
This policy applies to: 
· All accredited qualifications offered by The Westminster School.
· All learners enrolled on those qualifications.
· All staff involved in providing learner data, teaching, internal assessment, verification, and administration.

Responsibilities
Executive Headteacher
· Overall accountability for ensuring compliance with JCQ and awarding body regulations.

Examinations Officer
· Registers learners with awarding bodies by the required deadlines.
· Verifies learner details (legal name, date of birth, ULN, qualification code).
· Maintains auditable records of registrations and certification claims.
· Submits certification claims once completion is confirmed.
· Manages receipt, checking, secure storage, and issue of certificates.

Area of Learning TLR’s
· Provide accurate learner information to the Examinations Officer in a timely manner.
· Confirm when learners have completed all required assessments.
· Notify of withdrawals, amendments, or changes of level with plenty of notice in line with awarding body guidelines.
Students/Parents/Carers
· Ensure the school holds correct and current personal details.
· Collect certificates promptly when issued, if not posted out via recorded delivery.

Registration Procedures
· All students will be registered with the relevant awarding organisation within 6 weeks of enrolment or by the awarding body’s deadline, whichever is earlier.
· Data accuracy will be checked against school records and awarding body confirmation reports.
· Any required amendments will be processed quickly and recorded.
· Students and parents/carers will be informed of their registration details where appropriate.

Certification Procedures
· Certification claims will only be made once:
· The learner has completed the full requirements of the qualification.
· Confirmation has been received from teaching staff and (where relevant) internal verifiers.
· Certificates will be:
· Checked for accuracy by the Examinations Officer.
· Stored securely in a locked cabinet until issued.
· Issued to learners either at a formal event (e.g. Presentation Evening) or via recorded delivery if the learner has left.
· Collected in person with a signature or by an authorised third party with written consent and ID.
· Certificates not collected will be retained securely for 12 months before being securely stored for a further 2 years in line with awarding body requirements.

 Malpractice and Misadministration
· Any incidents of late registration, incorrect data, or delayed certification will be recorded and investigated.
· The Headteacher will notify the awarding body where required.
· Corrective action will be taken to prevent recurrence.


Retention of Records
· Registration records, certification claims, and related correspondence will be retained for a minimum of 3 years.
· All records will be stored securely in line with GDPR and the school’s Data Protection Policy.

Review
This policy will be reviewed annually by the Examinations Officer in consultation with the Senior Leadership Team and approved by the Governing Board. Updates will reflect any changes in JCQ or awarding body regulations.
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