Procedure to Register Proxy or Exemption Qualifications for Key Skills Level 1 and 2.

To assist Centres in the timely application of Key Skills proxy or concession qualifications, ETCAL would recommend that all Key Skills Centres use the following procedure effective from 1st September 2004:

1. Ensure that all candidates who are claiming a proxy or concession qualification for any or all of the tested Key Skills, supply the Centre with a copy of the proxy or concession certificate as soon as possible after the start of the training programme.

2. The Centre should ensure that the proxy or concession qualification is valid by checking the QCA web site at qca.org.uk/qca_6562.aspx.  Inspection of the web site will establish whether the proxy will cover the external test only or whether it will include the external test and portfolio.  A concession qualification will include the external test and the portfolio.

3. The Centre should apply to ETCAL using the attached pro-forma, no later than the January after the commencement of the training programme, stating the proxy or concession qualification being claimed, together with a photocopy of the qualification certificate signed by the Centre Co-ordinator.  

4. ETCAL will log the proxy or concession on the Key Skills Candidate database and retain the copy of the proxy or concession certificate on file.

5. ETCAL will confirm receipt of the proxy or concession application to each Centre by letter or e-mail no later than the February after the start of the training programme.

Observance of this procedure should ensure that candidates:

1. Know that the proxy or concession qualification has been accepted and is valid (in accordance with the QCA list of proxy qualifications)

2. Know which Key Skills, including the Wider Key Skills, still have to be completed to fulfil the requirements of the Traineeship or Modern Apprenticeship framework.

3. Apply for the proxy qualification well within the 5 year time limit i.e. from the date of the award of the actual qualification certificate.
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