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Certificate Request Form

for Apprenticeship/ Foundation Modern 
Apprenticeship in Environmental Conservation
May 2010
Guidelines
Apprenticeship terminology

As well as having different requirements throughout the United Kingdom, each country has different names for Apprenticeships.  This form applies throughout England and Wales.

	Country
	Title of Level 2 programme

	England
	Apprenticeship

	Wales
	Foundation Modern Apprenticeship


Procedures

To ensure that the certification process runs smoothly, claimants are asked to conform to the following procedures:

· This application form must be completed by providers and sent direct to Lantra

· Please supply evidence that the apprentice has met the mandatory outcomes with this certificate request form.  Providers are responsible for acquiring Diploma in work-based/Key Skills/Functional Skills/Essential Skills certificates from the appropriate Awarding Organisation
· You should ensure that the apprentice has met the requirements of the framework. Please refer to the framework approval date, and the particular evidence requirements stated under the relevant issue. The latest issue of each framework can be found on the Lantra Website (www.lantra.co.uk).  Alternatively we can e-mail or post a copy to you on request.  If you have any queries relating to the framework please contact us by telephone on 02476 696 996

· Details must be completed clearly on the form exactly as they are to appear on the certificate. 

· Please send all documents to: Development Services, Lantra, Lantra House, Stoneleigh Park, Coventry, Warwickshire CV8 2LG

· Certificates will be sent to you within 6 weeks of your request, however this can take longer during busy periods
· We charge £40 for our administrative costs, which includes VAT, packing and postage. Payment needs to be made at the time of request. Cheques should be made payable to Lantra. Payment can be made via BACS, please contact Lantra for information on how to do so.
Certificate Request Form

	For office use only

	Date dispatched:
	
	Certificate number:
	

	Required evidence received?
	Yes     □
	No     □

	Payment received?
	Yes     □
	No     □

	If no, action taken:




Please type or print clearly in bold capitals using black ink to avoid any mistakes appearing on the certificate.  Information marked with an asterisk (*) will appear on the completion certificate. 

Certificate nation:

	England     □
	Wales     □


Apprentice details:
	*Apprentice’s First Name:
	

	*Apprentice’s Middle Name:
	

	*Apprentice’s Surname:  
	

	Apprentice’s Gender:
	Male     □
	Female     □


Framework details:
	*Title of Apprenticeship Framework:
	Apprenticeship / Foundation Modern Apprenticeship in Environmental Conservation

	Framework Approval date:
	1 May 2010

	Start date of Apprenticeship:
	

	*Completion date of Apprenticeship:
	


Employer details

	Contact name:
	

	Name of Company/Employer:
	

	Address:

	

	

	Post code:
	

	Telephone number:
	


Training Provider details 

	Contact Name:
	

	Contact Email Address:
	

	*Name of Training Organisation:
	

	Address of Training Organisation:

	

	

	Post code:
	

	Contact telephone number:
	


Apprentice’s achievements

You should ensure that the apprentice has met the requirements of the framework. Please refer to the framework approval date, and the particular evidence requirements stated under the relevant issue. The latest issue of each framework can be found on the Lantra website (www.lantra.co.uk). Alternatively we can e-mail or post a copy to you on request. If you have any queries relating to the framework please contact us by telephone on 02476 696 996.
Include evidence, in the form of certificates, for all the mandatory outcomes achieved by the apprentice.

Lantra reserves the right to conduct verification checks of Apprenticeship delivery. 

Please list the apprentice’s achievements below:

Diploma in Work-based Environmental Conservation
	Diploma Title
	Level
	Q / Accreditation Number
	Awarding Organisation
	Please tick

	Environmental Conservation
	2
	500/9062/8
	City and Guilds
	□

	Environmental Conservation
	2
	500/8705/8
	ABC Awards
	□

	Environmental Conservation
	2
	500/8989/4
	Edexcel
	□

	Dry Stone Walling
	2
	500/7446/5
	Lantra Awards
	□


Knowledge based Element
	Please confirm which qualification has been completed:

	NPTC Level 2 Award in Business for the Environment and Land-based Sector (500/9311/3)
	□

	Lantra Awards Level 2 Certificate in Land Based Activities (500/6007/7)
	□


Key Skills or Functional Skills

	Key Skills (England)/ 

Key or Essential Skills (Wales and Northern Ireland)
	Level
	Please tick:

	Communication
	1
	□

	Application of Number
	1
	□

	OR (England only)

	Functional Skills
	Level
	Please tick:

	Mathematics
	1
	□

	English 
	1
	□


	Please list details of any exemptions (Proxies/Relaxations) from Key Skill certificates:

	


Additional employer requirements

	Please tick that the following has been completed by the apprentice:

	Type of training:
	HSE approved Emergency First Aid 

□


Employment Rights and Responsibilities
	Has the apprentice completed the Employment Rights and Responsibilities workbook?
	Yes     □
	No     □

	Has the apprentice developed knowledge of Employment Rights and Responsibilities?
	Yes     □
	No     □

	Has the sign off sheet from the back of the Employment Rights and Responsibilities workbook been included in this certificate request application?
	Yes     □
	No     □


Certificate Administration details

	Data Protection Act 1998:  Lantra will process this information for any/all of the following purposes – accounts and records; marketing and public relations; education; research, and it may be passed on to Lantra group companies.


	I certify that the Apprentice has met all the requirements of the Apprenticeship Framework detailed above, and I have included all evidence as required.



	Payment included
	Yes     □
	No     □

	Signed (Training Provider):
	

	Name in capitals:
	

	Contact to whom certificate should be sent:
	

	Address for certificate to be sent if different from training provider details:

	Address:

	

	

	Post code:
	

	Contact telephone number:
	


Learner Authorisation
Only to be completed by those learners who have achieved their apprenticeship on or after the 13th April 2011.

	I …………………………………………………. (Print Name)  

Give my permission for ……………………………………………………………………….….(Training Provider) to apply for an Apprenticeship certificate from Lantra on my behalf.

Signed………………………………………………………………………..  
Date………………………………
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