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1. Aim 

This policy aims: 

1. To ensure that all pupils are recruited onto courses based on their aspirations, skills and 

attributes with integrity and professionalism. 

2. To ensure that pupils are recruited and registered to the correct programme and within the 

correct timescale. 

3. To ensure that accurate, up to date and auditable centre registration, achievement and 

certification records are maintained in accordance with awarding body requirements. 

4. To establish the roles and responsibilities of staff involved in the recruitment, registration 

and certification procedures. 

5. To claim valid candidate certificates within agreed timescales. 

6. To construct a secure, accurate and accessible audit trail to ensure that individual 

learners’ registration and certification claims can be tracked to the certificate which is issued 

for each pupil. 

7. To ensure that a mechanism is in place for management to check the accuracy of learner 

registrations. 

 

2. Practice 

2.1 Staff will provide information relating to courses either face to face, in handouts or 

electronically as part of the quality information advice and guidance system. 

2.2 A member of staff will speak to the learner prior to enrolment to ensure they know what 

to expect, if the course is right for them and possible career progression routes. For 

apprenticeships, this information, advie and guidance will usually delivered as part of the 

initial meeting or induction process. 

2.3 A period of time of induction will be given to pupils undertaking new courses but it is 

envisaged that withdrawals will be at a minimum with robust information, advice and 

guidance processes. 

2.4 Staff will speak to pupils personally who they feel may struggle to engage with the 

course materials and or the assessment procedures. Staff should always look to tailor the 

methods of assessment to suit the individual needs of pupils in order to make courses 

accessible. 
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2.5 Where courses with vocational elements are offered to younger pupils with limited 

experience of the world or work, then the programme leaders will ensure that the design of 

such course materials will take this into account. 

2.6 Staff will ensure that all pupils registered and inducted onto courses will be familiar with 

all BePro policies. 

2.7 Staff are responsible for ensuring that the assessment data held by the examination 

boards is accurate and that they can provide an audit trail of learner assessment and 

achievement which can be made accessible. 

 

3. Monitoring and Review 

This policy will be reviewed at intervals of 2 years to ensure it remains up to date and 
compliant with the law.  

  

The policy was last updated October 2019 and is due for review October 2021. 
 

The policy may also be reviewed if legislation changes or if monitoring information suggests 
that policy or practices should be altered. 


