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Aim  

 To ensure that individual students are registered onto the correct programme within agreed 
timescales 

 To ensure valid student certificates are claimed within the timescales specified by the awarding body 
 To have in place an accurate audit trail to ensure that student registration and certification claims can 

be tracked to the certificate which is issued for each student  

Wilson Stuart School Will: 

 In June, the EO will send a Qualification Pro-Forma to subject teachers and faculty leaders 
requesting BTEC Course details and programme Numbers being delivered for the next academic 
year for the forthcoming exam series. (EO, QN, ST, FL, LIV) 

 In September the EO will send an Entry Pro-Forma to subject teachers and faculty leaders requesting 
BTEC Course details, Programme Numbers, QAN, and Candidate names. This will then be collated 
into a composite summary and sent back to faculty leaders and SLT for checks & approval to enter. 
(EO, QN, ST, FL, LIV) 

 The EO will request final entry information from Faculty Leaders in a timely manner to ensure 
awarding body external deadlines for submission can be met. (EO, QN, ST, FL, LIV) 

 The EO will inform Faculty Leaders of subsequent deadlines for making changes to final entry 
information without charge. (EO, QN, ST, FL, LIV) 

 The EO will confirm with Faculty Leaders final entry information that has been submitted to awarding 
bodies. (EO, QN, ST, FL, LIV) 

 The EO will ensure Candidate Numbers, UCIs & ULNs are generated/obtained through the school 
MIS in readiness for making entries/registrations 

 Throughout the autumn term, the SENCo is informed of all students who will need to be WRAT tested 
for access arrangements and applications for reasonable adjustments and special consideration to be 
made via AA Online or alternatively through relevant JCQ forms and forwarded to the boards for 
approval in a timely manner. Appeals to be made if needed and orders for modified papers to be 
submitted by or before the deadlines set by JCQ and Awarding Organisations.  

 The EO will download Basedata from the awarding body into the school MIS and enabled to allow 
candidates to be registered to the relevant course codes agreed. 

 Once final entries have been input into the school MIS a final report is printed for SLT to agree. If 
agreed, an entry file is generated and submitted to the boards via A2C for its final entry submission. If 
the report is not agreed amendments are be made and report is again submitted for approval to 
submit to the board. The EO will ensure all BTEC Registrations are entered via A2C by 1st 
November. (EO, QN, ST, FL, LIV) 

 Once received confirmation and feedback from awarding bodies on entries made; the EO will check 
any warning reports and resolve any issues.  

 The EO will make each student aware of individual registrations, print candidate reports and issue for 
checking.  

 The EO will inform the awarding body of withdrawals, transfers and changes to candidate details. 
(EO, QN, ST, FL, LIV) 

 Candidates, or parents/carers, cannot request a subject entry, change of level or withdrawal. 
 Ensure that certificate claims are made via Edexcelonline in a timely manner and are based solely 

on internally verified assessment records. (EO, QN, ST, FL, LIV) 
 Audit the certificate claims made to the awarding body. (EO, QN, ST, FL, LIV) 
 Audit the certificates received from the awarding body to ensure accuracy and completeness. (EO, 

QN, ST, FL, LIV) 
 Keep all records safely and securely for 7 years post certificate. (EO, QN, ST, FL, LIV) 
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 Candidates will receive their certificates in person at Wilson Stuart School’s Awards Presentation 
Evening. 

 Certificates can be collected on behalf of a candidate by third parties, provided they have written 
authority from the candidate to do so, and bring suitable identification with them that confirms who 
they are. 

 Wilson Stuart School retains certificates for one year after this period; certificates will either be 
destroyed confidentially or returned to the Awarding Organisation. 
 

Definitions 

 Registrations: Registration initiates the Quality Assurance process. Learners following a standard 
academic year are registered by 1st November.  

 Transfer: Learners are able to transfer their registration and achievement between programmes at 
the discretion of; ST/FL/QN. Procedures need to ensure transfers are accurate and timely. They 
should also ensure that adequate information about the transferee’s position and progress is 
communicated.  

 Withdrawal: ST/FL/LIV/QN must let the EO know when a learner leaves before completion, so that 
withdrawals can be made via A2C and a withdrawn learner may be reinstated at a later date.  

 Certificate Claims: Full qualification certification or credit certification is claimed via Edexcel online. 
Claims can be made at any time of the year; however, claims for August certification must be 
processed by 5th July. As part of the internal verification process, claims will be sampled to prevent 
fraudulent or inaccurate claims unless.  

 Abbreviations: EO (Examinations Officer), QN (Quality Nominee), LiV (Lead Internal Verifier), 
FL (Faculty Leader), ST (Subject Teacher)  

 

 


