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Replacement Certificate Policy

Purpose and Scope

The purpose of this Replacement Certificate policy is to outline the principles and procedures
that WM College will adhere to when handling replacement certificate requests. The college
will ensure to conclude fairly, whether the learner or the college should pay for a learner
certificate that requires replacing.

This policy pertains to all requests for a replacement certificate from current or previous
learners.

General Principles
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Responsibility of Payment

The Exams Team will examine the details of the request and will decide if the college pays for
the replacement using the rules outlined below.

Generally, the college will pay for the replacement certificate when:

1. The college incorrectly registers the learner, leading to information on the learner’s
certificate being incorrect. This usually happens for two reasons:

a. Staff incorrectly enter the learner's details onto EBS during enrolment (often
resulting in b.);

b. Staff incorrectly enter the learner's details onto the Awarding Body portal for
registration.

The college damages the certificate and it needs replacing
The college loses the certificate

The college destroys the certificate before the period of one year is over (see Awarding
Body Regulations section above)

5. The college destroys the certificate after the period of one year, without giving enough
notice to the learner that their certificate is ready for collection/about to be destroyed (the
Director of MIS & Exams must be able to prove in these instances that notification has
been sufficient)

Generally, the learner will have to pay for a replacement when:
1. The learner is asking for the name on the certificate to be changed, as a result of:

a. The learner changing their name for reasons such as marriage or gender change
and the change has occurred since they have been issued the certificate or after
being registered with the Awarding Body at the beginning of their course.?

b. The learner has incorrectly spelled their name on the enrolment form prior to
enrolling with the college, leading to incorrect information being inputted onto EBS.
The Director of MIS & Exams

Replacement Certificate Policy v2


/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf
/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf
/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf
/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf
/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf
/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf
/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf
/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf
/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf
/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf
/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf
/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf
/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf
/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf
/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf
/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf
/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf
/wp-content/uploads/2021/06/Complaints-Policy-and-Procedure-2020-23-New-template1.pdf

