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LEARNER RECRUITMENT, REGISTRATION AND CERTIFICATION 
 

1. Aim 

Private English Class Ltd is committed to support learners to take the right certifications which match 
their aspiration. PEC provides quality information, advice and guidance as per the awarding body 
requirements. The process of quality information, advice and guidance continues from the registration 
to the certification of the course: 

 Ensuring learners select the correct courses that match their aspirations and skills prior to 
registration. 

 Registering learners in accordance with the timescales as per the awarding body requirements. 
 Maintaining an accurate, up-to-date and auditable centre registration, achievement and certification 

records according to the awarding body requirements. 
 Claiming valid certifications within the agreed time scales. 
 Ensuring staffs’ knowledge about their roles and responsibilities on recruitment, registration and 

certification procedures. 
 Maintaining a secure, accurate and accessible audit trail to ensure that the registration and 

certification process for each learner can be tracked. 

2. Practice 

All course related information will be provided to the learners, advice and guidance will be given to 
them, as needed: 

 The academic staff will guide students with the information about the course, so that every learner 
will know the outline of the course, entry requirements and progression route. 

 An induction will be given to all new students which will include a programme overview, explain the 
registration and certification process, outline the assessment procedure, outline learner 
responsibilities and rights (independent learning, appeals procedure, malpractice). 

 A nominated person will liaise with tutors and ensure that a robust system of registration is in place. 
The system will ensure that all learners are registered within the awarding body’s requirements. 

 The nominated person will ensure that all learners are aware of their registration status and that 
withdrawal, transfers or changes to any learners’ details are kept updated on the centre’s systems 
and that the awarding body has been notified. 

 The nominated person will ensure that all registered and inducted on to courses will be familiar with 
the centre’s policies. 

 Tutors and assessors are responsible for the safe storage and accurate management of 
assessment data.  

 The nominated person will liaise with assessors and tutors and shall ensure that timely certificate 
claims are made and that they are based solely on internally verified records and that these are 
made to the awarding body. All certificates should be audited to ensure accuracy and completeness. 

 

The committee of Private English Class Ltd.  will review this policy every 2 years. 
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