WAMITAB Guidance for administration of electronic registration and certification of candidates

Introduction

WAMITAB has introduced the use of electronic security codes for Centre staff to register candidates or claim certificates. This includes NVQ certificates and C.o.C. Certificates. Due to the legislative requirements for COTC candidates, COTC applications can be logged electronically for the NVQ, however an original application form with candidate and sponsor signatures will be required before the COTC application can be actioned.

WAMITAB will provide Centres with a unique and randomly generated six-digit security code. This code will be used to identify that the request for registration or certification is being made by the authorised individual within the Centre.

Issue of Security Code:

The Centre will be requested to identify the individual who will be registering candidates and requesting certificates. This will usually be the Centre Co-ordinator who currently has authority to register candidates and request certification. 

This person will be required to telephone WAMITAB to receive their six-digit security code. They will also be required to identify the e-mail address from which all registration and certification requests will be made. The six digit code must be kept confidential and secure at all times.

WAMITAB will permit each Centre to nominate a maximum of two persons such that registrations and certification claims can be made during periods of holiday or sickness.

Use of Security Code:

WAMITAB will action requests electronically, via e-mail, whereupon the appropriate 6 digit code is used in conjunction with the Centres’ notified e-mail address.

The security code number should be entered in the title-line of the e-mail when the request is made. Electronic copies of the registration form or certificate request form must be completed and attached to the e-mail. 

Note: the signature sections of the forms will remain ‘blank’ with electronic registrations and claims for the NVQ and C.o.C. For COTC applicants, Centres must ensure that a hard copy COTC Form, signed by the candidate and sponsor, is sent to WAMITAB to ensure there is no delay in the issue of a COTC.

Centres will be required to record in a log each occasion when the security code has been used. The authorised person(s) must sign and record the use of the security code specifying the candidates name and whether the request relates to registration or certification.

A typical log sheet is attached for reference. The Security Code Log must be kept in a secure location and made available for review by the EV during routine visits.

Note: Electronic claims will only be permitted for use in those Centres that have been approved by their EV to ‘Self Certificate’.

WAMITAB SECURITY CODE LOG SHEET

Staff authorised to use security code:

1. ……………………………………………………………………………….

2. ……………………………………………………………………………….

	Date
	Candidate Name
	Registration (tick)
	Certification (tick)
	Authorised Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


WAMITAB EMAIL ADDRESSES FOR ELECTRONIC REGISTRATIONS AND CERTIFICATION

Registrations and certifications for COTC NVQ (e.g. Transfer, Treatment and Landfill awards at levels 3 and 4), VRQTCP1 and the 3 and 4 unit awards for medium and low risk sites should be sent to –  Janet Western
Email: janet.western@wamitab.org.uk
CoC/NVQ (e.g. Street Cleansing awards, Waste Management Operations Levels 1 and 2, Supervisory Level 3), 3VRQ and 4VRQ registrations and certifications should be sent to Liz Wykes – 

Email: liz.wykes@wamitab.org.uk 
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