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Registration and Certification Policy
The purpose of this policy is 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
Head of Centre
· Retains overall accountability for registration and certification activity. 
· Ensures the school complies with current awarding organisation and applicable JCQ requirements. 
· Ensures sufficient staffing, resources, training and oversight are available. 
· Ensures suspected malpractice, maladministration or material errors are reported where required. 
· Authorises appropriate corrective action following registration or certification errors. 
· Ensures awarding organisation communications and inspection actions are addressed within the required timescales.

Examinations Officer/Examinations Manager
· Registers learners with awarding bodies by the required deadlines.
· Before registration, the Examinations Manager will take reasonable steps to verify each learner’s identity and check the accuracy of their legal name, date of birth, Unique Learner Number where applicable, candidate number, qualification title, qualification code, level and selected units or pathway. Checks will be completed against the school’s authoritative records and relevant awarding organisation systems.
· Potential duplicate learner records, previous registrations and prior achievement will be checked where the awarding organisation’s system enables this. Any discrepancy will be resolved before a certification claim is submitted.
· Maintains auditable records of registrations and certification claims.
· Submits certification claims once completion is confirmed.
· Manages receipt, checking, secure storage, and issue of certificates.

Internal Quality Assurer or Quality Assurance Lead
· Confirms that assessment and internal quality assurance requirements have been completed before certification. 
· Ensures any actions affecting certification have been resolved. 
· Maintains evidence supporting the authorisation of claims. 
· Immediately informs the Examinations Officer of any concern that may affect the accuracy or validity of a claim.

Area of Learning TLRs
· Provide accurate learner information to the Examinations Officer in a timely manner.
· Confirm when learners have completed all required assessments.
· Notify the Examinations Officer promptly and before the applicable awarding organisation deadline of withdrawals, transfers, amendments, changes of level or changes to planned certification.

Learners/Parents/Carers
· Ensure the school holds correct and current personal details.
· Collect certificates promptly when issued, if not sent using a secure, trackable delivery method.
· Information about registration, qualification titles, certification and the collection or delivery of certificates will be communicated in an accessible format appropriate to the learner’s communication and understanding needs.
· Where appropriate, parents or carers will be involved while recognising the learner’s rights, capacity, privacy and preferences.

Registration Procedures
· Learners will be registered with the relevant awarding organisation within its published timescales and before any applicable registration or entry deadline. 
· The Westminster School’s internal target is to complete registration within six weeks of enrolment where this is permitted by the awarding organisation, where requirements differ, the awarding organisation’s current policy, qualification specification and centre agreement will take precedence.
· Data accuracy will be checked against school records and awarding body confirmation reports.
· Any required amendments will be processed promptly within the relevant awarding organisation’s deadline and recorded.
· Learners and parents/carers will be informed of their registration details where appropriate.

Before registering learners, the Examinations Officer will confirm that:
· The Westminster School holds current centre and qualification approval from the awarding organisation; 
· The qualification remains available and has not passed its operational end date; 
· Staff, resources and quality assurance arrangements meet awarding organisation requirements; 
· The correct qualification, pathway, level and units have been selected; 
· Any required external quality assurance arrangements are in place.

Certification Procedures
· Certification claims will only be submitted when:
· The learner has met all qualification, unit and assessment requirements; 
· All assessment decisions have been completed and recorded; 
· Required internal quality assurance has been completed; 
· Any identified actions have been resolved; 
· The learner’s registration details and claimed achievement have been checked; 
· The school holds Direct Claims Status where required, or the claim has received the necessary external quality assurance approval; 
· The claim complies with the relevant awarding organisation’s current certification procedures.

· Certificates will be:
· Checked for accuracy by the Examinations Manager.
· Stored securely in a locked cabinet until issued.
· Issued to learners either at a formal event (e.g. Presentation Evening) or f if the learner has left.
· Collected in person with a signature or by an authorised third party with written consent and ID.
· Unclaimed certificates:
· Will be stored securely for a minimum of 12 months from the date of issue. The school may retain certificates for longer where this supports learners, provided they remain securely stored.
· Where an unclaimed certificate is destroyed, destruction will be carried out securely, for example by confidential shredding, and in accordance with the issuing awarding organisation’s requirements. A record of each certificate destroyed will be retained for at least four years from the date of destruction.
· The destruction record will include the learner’s name, qualification, awarding organisation, certificate issue date, destruction date, method of destruction and the names of the staff who authorised or witnessed the destruction.
Learners will not be prevented from receiving a certificate because of disability, communication needs or inability to attend a formal presentation event. Reasonable and secure alternative arrangements will be offered for collection or delivery.
· Certificate Issue and Collection Records:
The Examinations Officer and/or Examinations Manager will maintain a certificate issue log recording: 
· learner name;
· awarding organisation;
· qualification title;
· certificate number, where available;
· date received by the school;
· date checked;
· date and method of issue;
· name and signature of the person collecting the certificate;
· postal tracking information where sent by recorded delivery;
· details of written authorisation and identification where collected by a third party;
· details and date of secure destruction, where applicable.
Certificates and their contents will only be disclosed to the learner or a person lawfully authorised to receive them.

 Malpractice, Maladministration and Registration or Certification Errors
· Late or inaccurate registrations, incorrect qualification or unit entries, inaccurate certification claims, duplicate claims, failures to amend withdrawn learners and any other administrative irregularities will be recorded, investigated and corrected promptly.
· The Head of Centre will be informed of any material error or suspected malpractice or maladministration. The relevant awarding organisation will be notified where required by its procedures.
· The school will cooperate fully with any awarding organisation investigation and will retain an auditable record of the incident, actions taken, communications, outcome and measures implemented to prevent recurrence.
· Learners will be informed promptly where an error affects their registration, results or certification.

Retention of Records
· Registration records, certification claims, assessment and quality assurance confirmations, amendment records, certificate issue records, destruction records and related correspondence will be retained securely for the period required by the relevant awarding organisation, qualification, funding requirement and the school’s records retention schedule.
· Where different authorised retention periods apply, the longest applicable period will be followed. Personal data will not be retained for longer than necessary unless a legal, regulatory, contractual or safeguarding requirement applies.
· At the end of the authorised retention period, records will be reviewed and securely deleted, destroyed or archived in accordance with the school’s records management procedures.

Contingency Arrangements 
If the Examinations Officer is unavailable at a critical registration or certification deadline, the Head of Centre will appoint an authorised and appropriately trained member of staff to complete essential activity. Secure access to awarding organisation systems must not be achieved by sharing another person’s login credentials.
The school will follow its Exams Contingency Plan where staff absence, cyber incident, IT failure, site closure or another disruption affects registration, results or certification. The awarding organisation will be contacted promptly where a deadline or claim may be affected.

Review & Monitoring
The Examinations Manager and Examinations Officer will undertake periodic checks of:
· Registrations completed by awarding organisation deadlines;
· Accuracy of learner and qualification data;
· Late entries and associated fees;
· Withdrawals and amendments;
· Certification claims;
· Rejected or amended claims;
· Certificate receipt and issue records;
· Unclaimed certificates and destruction records;
· Incidents of malpractice, maladministration or administrative error.

A summary of significant issues, trends and corrective actions will be reported to senior leaders and governors without unnecessary disclosure of personal data.
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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