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Procedure 2.11 Learner registration procedure (Pearson)

1 Registration process

Timing of registration

Each learner enrolled on Pearson programmes will be registered on the Edexcel online
(HUB) within 28 days of the start of a Pearson qualification. Enrolment is defined as the day
on which delivery of the learner‘s programme/unit of learning commences.

According to the Pearson Centre Handbook, Academy, as an Approved Centre:
e must register a learner with Pearson within 28 days of commencing a qualification

e must register a learner intending to take the full qualification for the mandatory and
optional units

e must ensure that each learner taking a Pearson qualification is registered in a way
that permits the learner to be clearly and uniquely identified.

Learner biometric and programme information

The Academy holds learners” information linked with passport and biometric data as follows:

¢ Name: learner's first name and surname will be held on the student record as per the
passport

o Address: learners are required to produce their local (UK) address and international
address (if applicable) at the time of the application. This will be held throughout the
programme. Students are responsible for informing Academy immediately of any
changes of address or contact details

e Contact details: Academy will hold learners’ overseas and UK contact details (i.e.
mobile and landline numbers). Next of kin details will also be kept for any
emergency.

e Date of birth: the learner’s’ date of birth will be recorded as per their passport

e Qualification: previous qualifications and the qualifications for the courses learners
are currently enrolled on will be kept with all Academy’s learner records.

Registration- estimated completion date

At the time of enrolment, the Academy will have a record of the programme’s
commencement date and estimated completion date.
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Registration: programme numbers

The Academy will ensure that the programme numbers being used for all programmes are
those which match the programmes being delivered.

Registration: who is responsible?

e The Programme Administrator will have full administration access to Edexcel online
and will be responsible for registering learners

e The Programme Manager will ensure that registration lists are accurate

e The Academic Head will monitor the procedure to ensure that registrations are
accurate and up-to-date

Registration: checking accuracy of learner details and programmes on Edexcel online

Once the learners are registered with Pearson, the Programme Administrator will ensure that
they are;

e registered with their biometric information as appears on the passport
e registered on the right programme on which they are enrolled.
e registered for the correct optional units.

Withdrawal of learners

The Academy will inform Pearson of all learners who have withdrawn from programmes.
Withdrawal will be performed via Edexcel online (HUB) and this process may take place
throughout the year.

2 Centre Assessment and Achievement Record

Responsibility

The Programme Manager is responsible for reporting on the achievement in internally
assessed units for each learner, in respect of assessment requirements for the programme
for which he/she is registered, and for reporting success to Pearson for final certification.

The Academy will make every effort to ensure the safety and security of candidates' work,
which they are holding for assessment purposes. Academy will also ensure that detailed and
up-to-date assessment records for all candidates are maintained and kept separately from
actual candidate work.

Assessment and internal verification records will be retained for three years for quality
assurance purposes.
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Assessment and Achievement record

Assessors are responsibility for ensuring that all the requirements of a unit have been met
and for keeping appropriate records. It is also important that the internal quality assurance
process will take into account appropriate assessment strategies for the qualifications being
assessed.

Every assessor is responsible for carrying out the assessment process in accordance with
the Pearson requirements. Assessors are responsible for keeping a record of learner
achievement and this will be passed onto Programme Managers.

Every learner’s achievement will be recorded onto the “Learner Achievement Tracking
Sheet” (Master Sheet) by the Programme Administrator when assessment records are
received from the respective assessors.

The Learner Achievement Tracking Sheet prepared by the Programme Administrator will be
re-distributed to individual assessors to check the accuracy of the achievement records on
the Master Sheet.

At this stage, reports will be generated from the designated student records system for
consideration by the Assessment Board.

3 Claiming certificates

The Academic Head and Programme Manager will check every Achievement Tracking
Sheet to make sure the certificate is claimed for each individual based on the available
assessment records.

The Academy maintains the Pearson registration and Academy learner unique registration
number along with biometric data on all learners that is checked against their original identity
cards or passports.

This rigorous process will ensure the accuracy of the candidate details against each
gualification registered.

Unit Certification

The Programme Manager will keep the unit certificates accurately according to the
available assessment records for the programme and in accordance with the grading rules
stipulated.

The following award will be claimed as per the grading rules stipulated by Pearson.
Award and Certificate will be claimed by those who have achieved any combination of

required units and a minimum of required credits as per the qualification requirement set out
by Pearson.
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Full Diploma

The Diploma will be claimed by those who have achieved all core units from (Group A) and
other optional units from (Group B) with required credits according to the qualification as per
Pearson guidance notes.

Reporting results and claiming certificates

All claims will be validated by an occupationally competent and qualified internal verifier. The
Academy will ensure that all claims for certification are authentic and valid and can be
supported by auditable records.
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