 
HAMSTEAD HALL ACADEMY



BTEC REGISTRATION 
& CERTIFICATION
[bookmark: _Toc55412683][bookmark: _Toc55412787][bookmark: _Toc55419972]POLICY
[image: ]  
[image: ]




	  Person Responsible
	Miss S Wood (Quality Nominee)

	Review Frequency
	Every year in September or every ½ term in a pandemic, subject to changes in statutory guidelines or legislation

	Policy First Issued
	July 2017

	Last Reviewed
	  September 2026

	Approved by Head of School C. Tranter   
	  September 2026

	This Policy is communicated by the following means
	Academy website


[bookmark: _Toc55419973]Contents

1.	Key staff 	3
2.	What does this Policy affect?	3
3.	Purpose of this Policy	3
4.	Identifying Staff Roles and Responsibilities	3
5.	Registering of BTEC Students	4
6.	Certification of BTEC Students	5
7.	Review	6
8.	Linked Policies	6





1. [bookmark: _Toc55419974]Key staff involved in the conduct of non-examination assessments  

	Role
	Name(s)

	Head of Centre/Executive Principle
Headteacher
	Mr J Mortimer
Mrs Tranter


	Quality Assurance Lead / Lead Internal Verifier
	Ms S Wood

	SLT Members
	Mr J Mortimer, Mrs C Tranter, Mr Bonner, Mr Michaels, Ms Horspool, Mrs Mawdsley, Mrs Chahal and Ms S Wood

	SENDCO & SLT
	Mr T Holder

	Exams Officer
	Mrs G Kain




2. [bookmark: _Toc55419975]What does this Policy affect? 

This Policy affects the delivery of BTEC qualifications. 
At present Hamstead Hall Academy delivers the following BTEC subjects:  
· Level 2 : BTEC Sport Award, BTEC Tech Award in Music, BTEC Tech in Creative Media, BTEC Tech Health and Social Care and BTEC Tech Performing Arts. The new suite of BTEC Tech qualifications were introduced in September 2022 in Performing Arts, Sport, Creative Media and Health and Social Care.
· Level 3: BTEC Extended Certificate in Health and Social Care, BTEC Extended Certificate in IT, BTEC Foundation Diploma in Sport and Forensic Science
· Vocational Studies Level 1

3. [bookmark: _Toc55419976]Purpose of this Policy 

The purpose of this Policy is to ensure the following is done to an acceptable standard: 

· To register individual learners to the correct programme within agreed timescales  

· To claim valid learning certificates within agreed timescales 

· To construct a secure, accurate and accessible audit trail to ensure that the individual learner registration and certification claims can be tracked to the certificate which is issued for each learner 

4. [bookmark: _Toc55419977]Identifying Staff Roles and Responsibilities 

Head of Centre

· To ensure that the Centre’s BTEC Registration and Certification Policy is fit for purpose 

· To ensure the correct conduct of BTEC qualification delivery

· To ensure that BTEC qualifications are delivered by appropriately appointed staff 


Quality Assurance (QA) Lead/Lead Internal Verifier
 
· To ensure students are registered on the appropriate qualification 

· To ensure appropriate procedures are in place to internally standardise/verify the marks awarded by subject teachers in line with awarding body criteria prior to certification

· To liaise with the BTEC Quality Assurance Team from the Awarding Body 

Subject Teacher
 
· To ensure that candidates are registered for the BTEC qualification at the commencement of the course

· To mark internally assessed work to the criteria provided by the Awarding Body in line with the agreed timescales 

· To ensures the exams officer is provided with relevant entry codes for subjects and correct registration information at the start of the BTEC programme

Exams officer 

· To signpost the annually updated publications

· To carry out BTEC Registrations and Certification 

· To carry out tasks where these may be applicable to the role in supporting the administration/management of BTEC qualifications 

· Oversees the delivery of BTEC On-screen Testing and Examinations 


5. [bookmark: _Toc55419978]Registering of BTEC Students 


Subject Teacher 

· To liaise with the Exams Officer regarding the need to register students to the BTEC course 

· To provide the Exams Officer the class codes detailing students to be registered 

· To make the candidate aware of their registration status 

Exams Officer 

· To register each learner within the Awarded Body requirements 

· To provide a registration register to the subject teacher to verify students to be registered

· To make an appointment with the subject teacher to complete registration information

· To provide a confirmation report to the subject teacher and Quality Assurer to confirm the registration of candidates 

· Informs the Awarding Body of withdrawals, transfers or changes to learner details 
6. [bookmark: _Toc55419979]Certification of BTEC Students 

Subject Teacher 

· Provides the Exams Officer with the internally verified marks for the qualification

· Supports in assuring the input of candidate marks are correct

Exams Officer 

· Ensures that prior achievement of learners is recognised and certificated according to the regulatory requirements

· Ensures that certificate claims are timely and based solely on internally verified assessment records

· Audits certificate claims made to the awarding body

· Audits certificates received from the awarding body to ensure accuracy and completeness 

· Keeps records safely and securely for three years post certification






7. [bookmark: _Toc55419980]Review

This policy is reviewed annually to ensure compliance with current regulations. It will be reviewed more regularly during a pandemic subject to changes to statutory guidance and legislation.
	Approved/reviewed by 

	[image: ]

	Date of next review 
	Sept 2019



	Approved/reviewed by 
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	Date of next review 
	Sept 2020
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	Date of next review 
	Sept 2021



	Approved/reviewed by 
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	Date of next review 
	Sept 2022






8. Linked Policies

· Assessment Internal Verification Moderation Policy
· Equality Policy
· Recognition of Prior Learning Policy
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