Statement on Record Keeping
In accordance with the NVQ Code of Practice 2001 and the Statutory Regulations for External Qualifications 2004 issued by the Regulatory Authorities, this statement seeks to reinforce to all centres the requirements for record keeping for all NVQ programmes.

Record Keeping

ETCAL requires centres to establish and maintain systems for recording assessment decisions which are reliable and auditable.

ETCAL provides centres with instructions and guidance on record keeping.  The requirement for record keeping must specify the minimum information required to track candidate progress and to allow for the independent authentication of any claims for certification.  This must include:
· Lists of all candidates registered with ETCAL for each qualification offered and include:

· Candidate name

· Date of birth

· Contact address

· Workplace address and contact details

· Assessor(s) name

· Internal Verifier(s) name

· Date of registration with ETCAL

· Candidate assessment records detailing who assessed what and when, the assessment decision, the assessment methods used for each unit/component and the location of the supporting evidence;

· Records of internal verification activity detailing who verified what and when, details of the sample selected and its rationale, records of internal verifier standardisation meetings, records of assessor support meetings, assessor and verifier competence records and monitoring records of assessor/internal verifier progress towards achievement of the relevant assessor and internal verifier qualifications;

· Requirements for the retention of candidate evidence;

· Records of certificates claimed including unit certificates including who claimed the certificates and when.
· ETCAL will require centres to retain records for a minimum of three years to make them available for the purposes of resolving any issues arising from external verification or appeals.  Such records must be made available to the regulatory authorities on request.

· Where a centre fails to comply with the requirements for maintaining auditable records and cannot substantiate claims made on behalf of candidates, ETCAL will take appropriate measures to safeguard the consistency and integrity of the award.  These actions must be consistent with the NVQ tariff of sanctions.  ETCAL must inform the regulatory authorities of such cases and initiate agreed investigative procedures.

