[image: image1.png]



CERTIFICATION PROCEDURES


This section will explain how a centre applies for certification for a candidate.

The following will be explained:

· The certification process

· Certification advice

· How to complete a certificate application  form

The Certification Process

· A centre can apply for a certificate by completing a certificate application form.

· Candidates must be registered on an NVQ, no less than 10 weeks prior to submission of the certificate application form.

· Centres can only request certificates for NVQs that they are approved for.

· ETC Awards Ltd (ETCAL) undertakes a despatch of certificates within 5 days of receipt of certificate application form providing everything is correct and accurate.

Certification Advice

If there is a problem with processing the certificate application form, the centre will be contacted by telephone first.  If the problem cannot be solved over the telephone a certificate advice letter will be sent to the centre.

Typical queries could include:

· Qualification listed is incomplete

· Missing candidate information

· Queries on centre approval qualifications

· An unauthorised Internal Verifier has signed the form

· The customer’s account is on hold

The certification advice letter will show the error.

Note:

Please ensure that any documentation relating to the query is attached to a copy of the certification advice letter.  If the account is on hold the transaction will be processed automatically once the account has been settled.

Completing a Certificate Application Form

· Candidates can only be certificated through the completion of a certificate application form.  All information must be complete and correct and signed by both the Centre Co-ordinator and the Internal Verifier.

· Centres can only apply for certificates for qualifications that they have approval for.

· The completed form is then sent to ETCAL when complete.

· ETCAL will then make the appropriate checks.

· If there are any errors then the form will be returned to the centre with an advice letter.

· If the form is correct then the certificate will be mailed to the centre and the centre will be invoiced.

· The centre is responsible for the distribution of certificates to candidates.

Proxies

· When applying for Keyskills certificates by proxies, a copy of an official (GCSE) certificate indicating the appropriate proxy must accompany the certificate application form.

Candidates must be registered a minimum of 10 weeks prior to applying for certificates.

Duplicate certificates

Duplicate certificates can be issued only after ETCAL can be assured of the validity of the request.  The initial request must be completed in writing to ETCAL stating: candidate name and date of birth, centre name, qualification title and level and qualification number, as well as date of issue and certificate number, and the reason for the request.

To be assured of the validity of the request ETCAL will apply the following procedure:

1. The request to replace the certificate is reasonable i.e. permanent loss or permanent or partial damage e.g. by theft, accidental loss, fire, smoke, water, tearing, staining or other such damage that is deemed reasonable by ETCAL.

2. Each case will be treated on its own merits and will not be subject to precedent.

3. ETCAL will endeavour to respond to a request to replace a certificate within two weeks of receiving the request.  The response will state either the request has been granted, denied or is under further investigation.

4. Submission of a request to replace a certificate will not automatically guarantee that this will happen.  In the event of ETCAL refusing to issue a replacement certificate, the candidate will receive a full explanation in writing, for the refusal.

5. Any surviving damaged or partly damaged certificate must be returned to ETCAL at the time of the request for a replacement.

6. The request for replacement must be authenticated and endorsed by the incumbent co-ordinator of the centre that received the original certificate.

7. ETCAL may contact the candidate and/or the incumbent co-ordinator by telephone and/or visit to discuss the request.

8. Should ETCAL feel there is any suspicion of malpractice when reviewing the request for the replacement of a certificate, ETCAL are at liberty to suspend the request until such times as the suspected malpractice can be adequately investigated and resolved in line with current ETCAL procedures.

9. Should an investigation be required, ETCAL will undertake to instigate an investigation within four weeks of receiving the initial request.

10. After full consideration of the request and subject to the results of any required investigation, the decision to issue a replacement certificate will rest with ETCAL personnel.

11. In the event that a request for replacement is denied, the candidate has a right of appeal.  The appeal must be lodged in writing, to the ETCAL office within two weeks of receipt of the decision not to replace the certificate.

12. Two members of ETC staff who are independent of ETCAL will hear the appeal.

13. The decision on the appeal will be final and the candidate will be notified within two weeks of the appeal being heard.

14. The replacement certificate will carry the wording




“Duplicate”

15. The replacement certificate will be issued with a different certificate number from the original certificate.

16. The original certificate number will be flagged within the relevant database to show that it has been lost or damaged and has been re-issued under a new number.

17. It will be normal practice to grant a replacement certificate on one occasion only.  However, ETCAL reserve the right to consider any further applications to replace certificates that have already been duplicated.  Such consideration will depend on the circumstances of each request and will be dealt with on an individual basis.

Cost of Replacement

The cost of a straightforward replacement certificate will be £35

The cost of any further investigation will be £380 pro rata, up to a maximum of £380.

General

The above procedure will be used to assess a replacement request for the following ETCAL certificates:

· NVQ Certificate

· Certificate of Unit Credit

· Key Skills Certificate

The Following Certificates are issued by ETCAL

All Certificates will show the following information:

· Candidates Name

· Certificate Number and title

· Date certificate awarded

NVQ Certificate

This certificate is issued to recognise that a candidate has achieved the appropriate standard.  In addition to the common information the certificate shows:

· NVQ Title

· Level

Certificate of Unit Credit

This certificate is issued, both in support of a full NVQ stating the units completed to achieve the qualification and also as units in their own right.  In addition to the common information the certificate will show:

· Units completed to support an NVQ.

· Units completed on their own – possibly leading to a full NVQ.

Key Skills Certificate

This certificate is issued on successful completion of Keyskills.  There are 6 Keyskills that a candidate must complete in order to achieve the Keyskills qualification, these are as follows:

· Application of number  (External Test and Portfolio Required)

· Communication  (External Test and Portfolio Required)

· Information Communications Technology  (External Test Portfolio Required)

· Personal Skills – working with others  (Portfolio Only Required)

· Personal Skills – improving own learning and performance  (Portfolio Only Required)

· Problem solving  (Portfolio Only Required)

Candidates must sit an external test, set by Ofqual for 3 of the Keyskills (unless accepted by proxy) as well as completing a portfolio.

Centres should look at the list on a regular basis as they can change with new qualifications being added.

Modern Apprenticeship Certificate

The Department of Employment and Learning issues this certificate to an Apprentice on successful completion of all the requirements of their NVQ Apprenticeship Programme.  (see appropriate engineering frameworks)
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