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SPEN VALLEY SPORTS COLLEGE
Registration and Certification Procedure
Registration

· In July, Programme Leaders are to specify to the Exams Officer which programmes they are running the following academic year to ensure registration is correct.
· In September, the Exams Officer is to print out register lists and Programme Leaders are to identify which students are being entered for which course. 
· The Programme Leader is to return the document signed with entries by the deadline specified.

· Any alterations are to be made by the Exams Officer prior to registration.

· The Exams Officer will then register students prior to the deadline specified Edexcel.

· Once registered, the Exams Officer will print out the registrations for the Programme Leader to double check and keep for their records in the Programme File.

· During January, lists will be issued to Programme Leaders again to ensure any non-entries are identified and registrations altered appropriately.  Lists must be altered, signed and dated and handed back to the Exams Officer by the deadline specified.

· The Exams Officer to make any alterations of registrations by the end of January.

Certification
· Programme Leaders and Assessors are to be made aware of the deadline of certification by the Quality Nominee.

· Programme Leaders and Lead IVs will check the recording of unit details for students, to ensure that the RAG spreadsheet is accurate and up-to-date.

· Exams Officer to check grade sheet matches the RAG sheet, if so sign and date it.

· When claiming for certification, both the Lead IV and one other member of staff will be present to reduce the risk of making mistakes. Tracking sheets signed by both after entry.
· Assessment details will be entered onto Edexcelonline for each student and once submitted, all details provided to the Exams Officer.

· All details will be double checked by the Programme Leader and any mistakes rectified using the SA16 form.

· On receipt of certificates, the Exams Officer will check all certificates against the tracking sheets to ensure accurate certification.

This procedure will be reviewed every September by the BTEC Quality Nominee.
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