General Policies of Sentinel Consultancy


 General Policies 
1. Examination Results & Certificates
Sentinel Consultancy will issue candidate examination results within 2 days of receipt. 

Certificates will be issued direct to candidates by the Centre Contact/ HR/ Line Manager/ Trainer either 

in person or via first class post within 2 days of receipt.
2. Centre Records
Records of results will be kept by the Human Resources department/ Line Manager/ Centre 

Contact on a group database and/or in the personal files of the candidates. The Centre Contact/ 

Trainer/ Line Manager is responsible for keeping the Human Resources department/ Line Manager/ Centre Contact updated

3. Centre order and process examination documentation

The Centre Contact is responsible for the ordering and processing of examination material. Orders will be placed by telephone/e-mail and/or via the HABC website. Upon receipt of the examination material the Centre Contact/Trainer/Invigilator will check the package and contact HABC immediately should there be any discrepancies.

4. Centre maintains the security of the assessment material
 The sealed security bag containing the examination papers will not be opened until no more than 5 minutes before the commencement of the examination. Prior to this, the examination papers will be kept in a locked, secure place. Should the papers be taken to another site they will be transported in a secure locked container.
5. Access for physical handicapped
All sites are fitted with ramps and/or lifts to enable access to those with a physical handicap. 

Candidate registration forms ask delegates to detail any special requirements that need to be in 

place. It is the responsibility of the Centre Contact/ Site Manager/Trainer to ensure any necessary measures are in place to accommodate those with a physical handicap in time for the 

start of the training course; where reasonably practicable. 
6. Equal opportunities statement
The health and safety policy and the equal opportunities policy are displayed at all sites on the company notice boards. 

Monthly meetings between the Centre Contact and Site Managers will ensure the continuity across 

sites. The Centre Contact will ensure that all venues used for HABC qualifications are regularly visited to ensure consistency and that all centre systems are being applied equally.

7. Awarding body contact
The Centre Contact will keep an open dialogue with HABC (awarding body)and confirm all agreements by  e-mail/telephone and/or letter. 

Records of all communication will be kept by the Centre Contact.

8. Point of contact

The Centre Contact is the main point of contact with regard to training and all training sessions/examinations are confirmed by e-mail to the training provider/invigilator. The Centre 

Contact keeps records of all communications regarding training/examinations.

9. Staff development

Sentinel Consultancy  makes every effort to encourage staff development both personally and 

professionally. Training will be implemented when a training need is identified by either the individual or the company, resources permitting. The company will hold regular assessment days to ensure further 

development of staff.

10. Register candidates' details and achievements
Registration forms are provided to candidates as part of the course enrollment process and kept in their personal file. This also contains details of previous achievements. The Centre Contact will ensure that all 

candidates achievements will be correctly entered onto the company database and/or stored 

in a paper file for future reference.

11. Records storage

Records of results will be kept by the Human Resources department/ Line Manager/ Trainer/ Centre Contact on a group database and/or in the personal files of the candidates. 

Data is stored on the company secure server and is password protected. Paper records are stored in locked filing cabinets. 

Access is restricted and monitored by the Human Resources Manager/ Line Manager/ Trainer/ 

Centre Contact.

12. Registration and certification information is accurate and correct
All candidate information is provided by the candidate and/or verified by the trainer to avoid error e.g. spelling of full name, date of birth etc.

 All registration and certification information will be regularly audited and will be discussed in detail at the quarterly review meetings to ensure it is accurate and correct.

13. Candidate identity check

All candidate identities will be checked prior to the commencement of an examination. The Centre will 

keep records of photographic identification provided by each of the candidates.

14. Improvements  review

Company has committed to quarterly meetings to review the systems in place. It is the responsibility of the Centre Contact/ Site Manager/ Trainer to ensure any identified change/improvements from review 

of evaluation forms are implemented. 

The company is committed to carry out regular internal audits as a means to ensure review and improvements of internal systems.

15. Communication of changes 

The Centre Contact will ensure that all actions identified by (Awarding body)HABC and/or regulatory monitors will be communicated to all members of staff by way of instruction forms and team meetings. 

Furthermore, an action plan will be taken of all such actions, distributed to staff and retained for future reference.
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