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Registration and Certification Policy

This document is intended for our centres and sets out the conditions under which
learners are registered and certificated with CFI. Note that as of August 2024, CFl is
moving away from the Portico-based platform and a new, bespoke platform is being
built. Therefore, this document will take effect when the new platform (dubbed ‘Mercury
3’ internally) is ready to launch. For now, a temporary solution is in place. This policy,
and this caveat, will be updated in due course.

Policy Aims:
¢ Outline the requirements for the registration of individual learners within agreed
timescales

e Outline the requirements for the claiming and certification of valid learners
within agreed timescales

e Outline the process for a secure, accurate, and accessible audit trail to ensure
that individual learner registration and certification claims can be tracked to the
certificate which is issued for each learner

In order to do this, CFI will:

o Ensure all approved centres have appropriate access to the Registration and
Certification module on Mercury and that each centre is given appropriate
training

e Process registrations of learners submitted by the centre within the timescale
described in our Customer Service Statement

e Provide a mechanism for approved centres to check the accuracy of learner
registrations

e Store information about the learner’s registration status, withdrawals, transfers
or changes to learner details

o Ensure that certificate claims are timely and based solely on internally- and
externally-verified assessment records

e Audit certificate claims made to CFI

o Keep all records safely and securely for three years post-certification

CFI expects its approved centres to:

e Have a designated administrator/registrar who has undertaken training on
Mercury to be able to register learners and claim achievements as appropriate

e Register learners within 4 weeks of the start of the programme

¢ Make each learner aware of their registration status

¢ Inform CFI of withdrawals, transfers or changes to learner details promptly and
without undue delay in accordance with the procedure outlined below

o Ensure that certificate claims are made within 6 weeks of the assessment date
and/or IQA date, whichever is appropriate to the centre

e Audit certificate claims made to CFlI

¢ Audit the certificates received from CFI to ensure accuracy and completeness
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o Keep all records safely and securely for three years post-certification

Registration
Centres

Mercury enables approved centres to register their learners on CFl
qualifications/programmes online. Full training is given when the centre gains
approval. Centres are invoiced for fees when registrations are received. Failure to pay
invoices by their due date can lead to access to Mercury being suspended, which
would mean that certification claims could not be processed.

Reqistration Refunds

The centre is entitled to a full refund of the registration fees for CFl programmes and
qualifications only if registrations are cancelled within 14 days of submission.
Thereafter, registration fees are not refundable.

Time limits

All CFI specifications contain guidance relating to the standard timeframe expected for
the learner to complete the qualification/programme. In normal circumstances, CFlI
expects learners to complete the qualification within the set timeframe.

However, for the purposes of certification, CFI allows learners a period of up to five
years from the date of registration in which to complete a qualification/programme.
Within this period, any extensions sought will be at the discretion of the centre, who
are expected to keep full records of their decisions and rationale, but need not inform
CFl in each case. For any extensions/amendments beyond this scope, please refer to
the Reasonable Adjustment & Special Considerations Policy.

Please note that this does not impact on any timeframes the approved centre may
impose on their learners for completion of a course — CFI time limits purely pertain to
the time period in which claims for certification must be submitted.

Certification

It is the responsibility of centres to claim for their registered learners on Mercury. Full
support is provided. Claims must be made within 6 weeks of the assessment date

and/or IQA date, whichever is appropriate to the centre.

It is CFI's responsibility to award claims made by centres and certificate learners.
Certificates will normally be issued to centres within 25 days of the certification claim
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being made by the centre on Mercury and is subject to EQA approval for non-DCS
centres.

Change of Learner Details Policy

It is the responsibility of the centre to check the details of each learner to be registered
before submitting registrations.

If the learner details change after registration, or if incorrect information was submitted
at the time of registration, the centre should inform CFI as soon as possible. Centres
should ensure that they see appropriate documentation confirming changes in learner
details (certificate of marriage/divorce, deed-poll) before amending the learner’s
details.

We strongly recommend that centres check that the name the learner is registered
under is the one the learner wishes to appear on the certificate. Learners are certified
using the name provided at registration or amended prior to certification.

Certificate Replacements and Reprints

Definitions

Certificate Reprint - A certificate that has been amended after certification to reflect
changes in the learner’s details (e.g. change of first or family name).

Replacement Certificate - The exact copy of a certificate that has already been
issued to a learner.

Certificate Reprint Policy

If the learner details were not correct at the time of certification and the centre requests
for the certificate issued to be amended (reprint certificate), the centre should return
the original certificate marked “VOID” by post to CFIl. Centres should ensure that they
see appropriate documentation confirming changes in learner details (certificate of
marriage/divorce, deed-poll) before making the request.

The centre will be charged the Replacement/Reprint Certificate fee (see below) if the
error was made by the centre at the time of registration/certification.

Replacement Certificate Policy

In the event that a learner requires a replacement of a certificate and/or academic
transcript, learners should contact the centre if the request is made within a year of the
original certification. If the request is made more than a year after the original
certification, learners can request a replacement through CFI.
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Learners applying directly to CFI for a replacement certificate and/or transcript will
need to provide evidence of identification.

Where a replacement certificate is being delivered to the learner’s address as opposed
to the centre, a proof of address is required.

Please note that a replacement of a certificate is the exact copy of the original
certificate as it was first issued. As per Ofqual guidelines, where the certificate is for a
regulated qualification the replacement of the certificate will state that it is a duplicate.

The replacement certificate/transcript will be sent through Royal Mail Special Delivery
Guaranteed at the charge in force at the time within the UK. If the learner needs the
certificate to be sent outside of the UK, the postage fee will be made available on
request.

Certificate replacement and reprint fees can be found in our Fees and Invoicing Policy
and are payable in advance.

Review arrangements

We will review this document annually as part of our self-evaluation arrangements.
However, a review will take place earlier should an issue arise in relation to an actual
or potential conflict of interest and/or in response to customer, learner or regulatory
feedback.
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