Policy - Record Keeping

WAMITAB requires that its Approved Centres establish and maintain appropriate systems for recording and retaining assessment decisions. These must be reliable and auditable.

WAMITAB requires that Centre’s maintain records, which as a minimum include that information listed below, to track candidate progress and to allow for the independent authentication of any claims for certification. The information to be maintained must include:

· Lists of all candidates registered with WAMITAB for each qualification offered, including:

· Candidate name

· Date of birth

· Contact address

· Workplace address and contact details

· Assessor(s) name

· Internal Verifier(s) name

· Date of registration with WAMITAB

· Candidate assessment records detailing:

· who assessed what and when

· the assessment decision

· the assessment methods used for each unit and the location of the supporting evidence 

This information including the verification records, is classed as the ‘Assessment Controlling Documentation’

· Records of internal verification activity detailing:

· who verified what and when

· details of the sample selected and its rationale

· records of internal verifier standardisation meetings

· records of assessor support meetings

· assessor and verifier competence records

· monitoring records of assessor/internal verifier progress towards achievement of the relevant assessor and internal verifier qualifications.

Requirements for the retention of candidate evidence:

Centres are required to retain performance evidence and the associated controlling documentation for each candidate’s records and make them available to the External Verifier for the purposes of resolving any issues arising from External Verification or appeals. Such records may be required by the regulatory authorities (QCA, ACCAC, CCEA) and must be made available upon request.

Following External Verifier review of the candidates performance evidence, (as determined by the appropriate use of evidence sampling techniques) the Controlling Documentation must be retained by the Centre for a minimum of 3 years, from the date of completion of the qualification.

This information may be stored electronically in preference to hard copy format where appropriate.

Ref:  ‘The NVQ Code of Practice: criteria 49’
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