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REGISTRATION PROCEDURES

This will explain the following:

· How a centre registers a candidate

· What a candidate can be registered for

· The Registration process

· Registration advice

· Changes to a programme

· Refund of fees

· How to complete a candidate registration form

What a Candidate can be registered for:

· Registrations can only be undertaken by a centre if the centre is approved by ETC Awards Ltd (ETCAL) and they can only register candidates onto a NVQ programme that they have approval for.  (See Centre Approval Schedule)

· Candidates working towards a NVQ must be registered prior to their first assessment and within six weeks of starting their training.

· NVQs are accredited for a limited period of time.  Candidates cannot be registered for an award after its expiry date.

· If a centre wishes to extend the range of qualifications that it offers it should complete a Centre Approval Application form and return it to ETCAL.  (Please note that you may be subject to an audit).

· If a candidate changes centres before completing his/her NVQ, their new centre must register them if they wish to follow on with the programme.

Registration Advice:

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

Typical points include:

· Qualification listed incomplete

· Documentation without correct signatures

· Missing candidate information

· Queries on the centre qualification remit or centre approval

· The customer’s account is on hold

The Registration advice letter will show the error(s) concerned.  It is important to note that all candidates contained within the registration form will be held in error until the problem is dealt with, and therefore no certificate requests can be processed.

After resolving the problem, please ensure that any documentation relating to the query is attached to a copy of the registration advice letter and sent to the appropriate person to process.

If the centres account is on hold the registration will not be processed until the accounts department has given the all clear.  Registration forms received without a signature will be returned to the centre immediately.

Changes to a candidate registration form:

· A candidate registration form cannot be changed after the registration has been processed.  If a centre wishes to change a programme that a candidate has been registered on, they must state that a candidate is off-scheme, before re-registering the candidate on a new programme.

THE REGISTRATION PROCESS EXPLAINED






· The Centre Co-ordinator must complete and sign the Candidate Registration Form and send it to ETCAL.

· Once the registration form has been received by ETCAL it will be processed, assuming that everything is correct.

· If the form is incomplete or has queries an advice letter will be sent back to the centre to deal with.

· Once the candidate has been registered by ETCAL on a NVQ programme the appropriate assessment materials will be forwarded to the centre.

CENTRE IDENTIFIES CANDIDATES 


AND APPROPRIATE NVQ PROGRAMME 


(IN AGREEMENT WITH ETCAL)





THE CENTRE COMPLETES A NVQ REGISTRATION FORM AND SENDS IT TO ETCAL


(Note: a centre can only register candidates on a programme that they are approved to run – See centre approval schedule)





ETCAL PROCESSES REGISTRATION (providing everything is correct) AND INVOICES CENTRE
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