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August 2009
If you are considering going for CiLCA ………..

NB: It is recommended that candidates take the CALC Clerks’ Basic Training Course before beginning CiLCA.

Then ……..

You need to contact your County Training Partnership (CTP). (CALC is the lead partner to the CTP). You will then get a copy of the Portfolio Guide (CiLCA 2008), CALC guidance and CiLCA registration form. The Portfolio Guide contains the syllabus and also the criteria by which the markers will be marking your portfolio. It is very important. It shows you exactly what is required as evidence in the portfolio. (CiLCA is not an exam)!

You have 24 months from the date of registration to submit your portfolio and CALC will give you details of courses to help you prepare your portfolio. 

When you sit down to compile your portfolio:

Attention to instructions and detail is imperative. A pass will not be awarded if you fail even just one of the 24 criteria in the portfolio. The Assessment Criteria contains both distinction and pass criteria. These state clearly what you must avoid doing and you must submit exactly what is asked for.
Although not specified in the Assessment Criteria (except for criterion 4) attention must be paid to spelling and grammar throughout the entire portfolio. In addition, portfolios that are submitted with pages in the wrong order, with poor presentation, shabby attention to detail, (ie. unprofessional in appearance) will not pass.

You are advised to check through your portfolio very carefully prior to it being submitted as the appeals/resit processes will be time-consuming and disheartening for everyone. 

As with any qualification, you must take responsibility for your own work. 

REMEMBER: MORE ADVICE ON PORTFOLIO COMPILATION SHOULD BE SOUGHT FROM TRAINERS WORKING VIA YOUR COUNTY TRAINING PARTNERSHIP.
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