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 1. RATIONALE 

 1.1  To  ensure  that  all  learners  are  registered  for  the  appropriate  BTEC  qualifica�on  and  are 
 cer�fied  for  the  qualifica�on  that  they  have  studied  for  in  line  with  the  requirements  from 
 Pearson. 

 2. AIMS 

 2.1  ●  To register individual learners to the correct programme within agreed �mescales. 
 ●  To claim valid learner cer�ficates within agreed �mescales. 
 ●  To  construct  a  secure,  accurate  and  accessible  audit  trail  to  ensure  that  individual 

 learner  registra�on  and  cer�fica�on  claims  can  be  tracked  to  the  cer�ficate  which  is 
 issued for each learner. 

 3. PROCEDURES 

 3.1  Process for Registering and Cer�fying Learners 
 ●  Register each learner within the awarding body requirements 
 ●  Register  each  learner  on  the  appropriate  programme  code,  before  any  assessment 

 ac�vity is completed 
 ●  Provide  a  mechanism  for  programme  teams  to  check  the  accuracy  of  learner 

 registra�ons 
 ●  Make each learner aware of their registra�on status 
 ●  Inform the awarding body of withdrawals, transfers or changes to learner details 
 ●  Ensure  that  cer�ficate  claims  are  �mely  and  based  solely  on  internally  verified 

 assessment records 
 ●  Audit cer�ficate claims made to the awarding body 
 ●  Audit  the  cer�ficates  received  from  the  awarding  body  to  ensure  accuracy  and 

 completeness 
 ●  Keep all records safely and securely for three years post cer�fica�on. 
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 3.2  Roles and personnel responsible for registering and cer�fying learners 

 Quality Nominee 
 The Quality Nominee is Mrs J Flint 
 They  are  responsible  for  overseeing  all  elements  of  the  BTEC  registering  and  cer�fying 
 process 

 Examina�ons Officer 
 The examina�ons officer is Mrs M Maddison 
 They  are  responsible  for  registering  students  on  the  BTEC  course,  enabling  a  check  of  who  is 
 registered,  withdraw  students  if  they  leave  the  course,  enter  unit  levels  to  enable 
 cer�fica�on at the end of the course 

 Lead Internal Subject Verifier 
 The Lead Subject Verifier is the Lead Prac��oner for the Subject. 
 They  are  responsible  for  providing  an  assessment  plan  to  the  QN,  names  of  students  to  be 
 entered  or  withdrawn  from  the  qualifica�on,  results  of  the  unit  a�er  internal  verifica�on  or 
 external verifica�on has taken place. 

 Internal Subject Verifier 
 They  are  responsible  for  teaching  the  BTEC  course  and  marking  the  internally  assessed 
 tasks. They assist with the modera�on and verifica�on of internally assessed work. 

 4. MONITORING 

 4.1  This policy is monitored internally once per year by the Quality Nominee. 
 It  is  provided  to  Pearson  at  their  request  as  part  of  their  Quality  Assurance  processes  in  the 
 autumn of each school year. 
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