Disclaimer: The English language text below is provided by the Translation and Terminology Centre for information only; it confers no rights and imposes no obligations separate from those conferred or imposed by the legislation formally adopted and published. Only the latter is authentic. The original Latvian text uses masculine pronouns in the singular. The Translation and Terminology Centre uses the principle of gender-neutral language in its English translations. In addition, gender-specific Latvian nouns have been translated as gender-neutral terms, e.g. chairperson.


Republic of Latvia
Cabinet
Regulation No 451

Adopted 21 June 2005 
Procedures by which State-recognised Documents Certifying Vocational Education and Vocational Qualification and Documents Certifying Acquisition of a Part of an Accredited Vocational Education Programme Are Issued
Issued pursuant to
Section 14, Clause 1 of the Education Law,
Section 6, Paragraph four and Section 7, Clause 5 of the Vocational Education Law
1. These Regulations prescribe the criteria and procedures by which the State-recognised documents certifying vocational education (vocational initial education, vocational basic education and vocational secondary education), documents certifying vocational qualification and documents certifying acquisition of a part of an accredited vocational education programme (hereinafter – vocational education documents) are issued, as well as the forms of the referred to documents.
2. The following vocational education documents shall certify vocational education and a vocational qualification by:
2.1. a certificate of vocational initial education (Annex 1);
2.2. a certificate of vocational basic education (Annex 2); and
2.3. a diploma of vocational secondary education (Annex 3).
3. A certificate of a vocational qualification (Annex 4) shall certify a vocational qualification.
4. The document regarding the acquisition of a part of an accredited vocational education programme – a  statement of academic achievements (Annex 5) shall certify the partial acquisition of the accredited vocational education programme.
5. A person who has followed an accredited vocational education programme and fulfilled all the requirements specified in the relevant State educational standard shall be issued the documents referred to in Paragraph 2 of these Regulations.
6. A person who has fulfilled the qualification requirements specified in the Vocational Education Law  shall be issued a certificate of a vocational qualificationto. The State vocational education standard prescribes the conditions for the partial acquisition of an accredited vocational education programme 
7. A person who has fulfilled the requirements towards qualification examinations specified in an accredited vocational education programme but has not passed such exams shall be issued  a statement of academic achievement ,.
8. A supplement – a transcript of academic achievement (Annex 6) – shall be added to the vocational education documents referred to in Sub-paragraphs 2.1 and 2.3 and Paragraph 3 of these Regulations.
9. A supplement – a transcript of academic achievement (Annex 7) – shall be added to the diploma of vocational secondary education .
10. The paper size for vocational education documents referred to in Paragraph 2 and 3 of these Regulations, as well as for a transcript of academic achievement shall be on A5 (148 x 210 mm) size paper, and such documents shall have four pages. The paper size for a  statement of academic achievement shall be A4 (210 x 297 mm) and such statement of academic achievement shall have two pages.
11. Vocational education documents, transcripts of academic achievement and the forms thereof shall be prepared and drawn up in accordance with these Regulations and the following requirements:
11.1. for the forms of the documents and transcripts of academic achievement  white paper (at least 80 g/m2) shall be used;
11.2. pages 2 and 3 of the document forms shall be covered with a protective grid in the colour grey  printed typographically by an off-set process. A vocational education document hologram shall be embedded in all of the forms for the protection thereof;
11.3. the text and coat of arms shall be embedded by a hot foil embossing technique in the covers of certificates of vocational basic education, diplomas of vocational secondary education and vocational qualification certificates;
11.4. the series and document order numbers in vocational education documents shall be printed typographically by a letterpresstechnique ; 

11.5. the cover (pages 1 and 4) of a vocational initial education certificate shall be in marble sand colour, the coat of arms – dark brown;
11.6. the cover (pages 1 and 4) of a vocational basic education certificate shall be in the colour dark blue , the coat of arms – in a silver colour;
11.7. the cover (pages 1 and 4) of a vocational secondary education diploma of shall be in rose colour, the coat of arms – in silver colour;
11.8. the covers (pages 1 and 4) of a vocational qualification certificate shall be in a  grey silver colour, the coat of arms – in silver colour; and
11.9. a statement of academic achievements  shall have a vocational education document hologram . Such statement of academic achievements shall not have a protective grid and typographically printed numbers.
12. Vocational education documents  are strict accountability documents.
13. A merchant (hereinafter – a manufacturer) with whom the Ministry of Education and Science has entered into an agreement shall manufacture the forms for the vocational education documents and transcripts of academic achievement . The Ministry of Education and Science in accordance with regulatory enactments regarding the procurement for State or local government needs shall choose the merchant who manufactures diplomas.
14. An educational establishment shall submit to a manufacturer a submission that is co-ordinated with the Ministry of Education and Science regarding the manufacturing of forms . The educational establishment shall receive the manufactured vocational education document forms from the manufacturer in a centralised manner.
15. An educational establishment shall submit to a manufacturer a submission regarding the manufacturing of forms for the next year by 1 December of the current year.
16. An authorised person of an educational establishment shall receive the forms of vocational education documents from a manufacturer together with a bill of lading. The name, series, amount and numbers of a vocational education document shall be indicated in the bill of lading. One copy of the submission and the bill of lading shall be kept by the vocational education establishment, the other copy – by the manufacturer.
17. Upon the receipt of forms of vocational education documents, an authorised person of an educational establishment shall check the names, series, amount, and numbers of the documents and sign in the register  for the issuance  of strict accountability documents. The issuance date of the forms of vocational education documents, the bill of lading number, the name of the document, series, amount and numbers of the document, the name and address of the educational establishment, the authorisation number, the given name, surname and signature of an authorised person shall be indicated in the register. The  pages of the register shall be numbered, bound, and signed by the manufacturer and stamped with a seal thereof.
18. An educational establishment shall register the forms of the received vocational education documents in the register of vocational education document forms .  The date of the receipt of the document forms, the bill of lading number, the name of the document, the series, amount, numbers, signature of an authorised person and the full name thereof shall be indicated therein. The  pages of the register shall be numbered, bound, and the head of the establishment shall sign and place a stamp on such pages.
19. Forms of vocational education documents,  any vocational education documents that have not been issued, the register for  the issuance of vocational education documents, the register for  the forms of vocational education documents and all documents related to the receipt of the forms shall be kept in a fireproof, locked safe.
20. If an educational establishment is being reorganised or liquidated, unused forms of vocational education documents shall be destroyed in accordance with Paragraph 21 of these Regulations by the day of liquidation of the educational establishment or, if the forms are usable, then, upon drawing up a deed of transfer/acceptance, such forms shall be transferred to the manufacturer or to the educational establishment that is assuming the  rights and obligations of the educational establishment that is being reorganised or liquidated.
21. Damaged and unfit for use forms of vocational education documents shall be destroyed in the presence of   a committee established by the educational establishment and a writing-off deed shall be drawn up regarding the destruction of such forms. The name, series, amount and numbers of the destroyed forms shall be indicated in the deed. The committee shall consist of three persons, one of whom is the  the head of the educational establishment.
22. Each year by 15 September an educational establishment shall prepare a report regarding the circulation of vocational education document forms during the previous period of time (Annex 8) . The report together with the deeds referred to in Paragraph 21 of these Regulations shall be kept by the educational establishment.
23.  The educational establishment shall issue vocational education documents on the basis of an order of the head of the educational establishment A person shall be issued such documents upon placing his or her signature in the register of issuance of the vocational education documents (and after presenting a personal identification document). The number in the student registration and record book, the given name, surname, and personal identity number of the graduate, the name of the educational programme, the name,, number, date of issuance of the educational document and a signature shall be recorded in the register. The  pages of the register shall be numbered, bound, and the head of the establishment shall sign and place the seal on such pages .
24. The documents received by a person who has acquired an accredited vocational education or vocational qualification programme, or a part of a vocational education programme, in a self-study format and has passed the State final examinations (an external student), shall be marked and registered with an indication "EKSTERNĀTS” [ “EXTERNAL STUDIES”].
25. Entries in the vocational education documents shall be made in Latvian, be legible written with black Indian ink or ink, in handwriting or computer print-outs. The  given name, surname (without abbreviations) and personal identity number of the graduate shall be written in accordance with the entries in the passport or birth certificate of the graduate. All required signatures and printed full names shall be in the documents. All the required columns must be completed. If necessary, “--“ or “z” shall be written in a column. Corrections in the vocational education documents and the supplements thereof  are not  permitted. Information regarding the previous educational establishment may be written on the t page 1 of the  transcript of academic achievements.
26. The following inscriptions shall be utilised in evaluation columns: 10 – "izcili" [outstanding], 9 – "teicami" [excellent], 8 – "ļoti labi" [very good], 7 – "labi" [good], 6 – "gandrīz labi" [almost good], 5 – "viduvēji" [average], 4 – "gandrīz viduvēji" [almost average], 3 – "vāji" [poor], 2 – "ļoti vāji" [very poor], 1 – "ļoti, ļoti vāji" [very, very poor]), “ieskaitīts” – [passed], “atbrīvots” – [exempted], “nav mācīts” – [not taught]
27. A person who has lost a vocational education document shall be issued a duplicate of the relevant educational document  if the data are sufficient for the issuance of the educational document duplicate and it is possible to use the form of an equivalent document. The person shall receive an educational establishment statement in other cases.
28. In order to receive a duplicate, a person who has lost the document shall submit:
28.1. a submission regarding the loss of the document and issuance of the duplicate -- to the educational establishment where he or she has studied; and
28.2.  a submission that has been co-ordinated with the head of the educational establishment regarding the declaration of the lost vocational education document as now being invalid -- to the newspaper Latvijas Vēstnesis [the official Gazette of the government of Latvia] for publication (as a paid   announcement).

29. If the vocational education establishment does not have the data required for the receipt of the educational document duplicate , the person who has lost the education document shall request such data from archives.
30. An educational establishment, on the basis of the order issued by the head thereof regarding the issuance of a duplicate of the relevant vocational education document, shall draw up, register and issue the duplicate of the lost document within 10 days after the publication of the announcement in the newspaper Latvijas Vēstnesis and the receipt of data from the archives. In the upper right corner of the duplicate shall be written "DUBLIKĀTS" [“DUPLICATE”]. In addition, “Dublikāts” [Duplicate] shall be written in the register of issuance of educational documents in the column “Name and number of the educational document.” , but the issuance date and number of the order regarding the issuance of the vocational education document shall be additionally written in the column “Date of issue” .  Upon the receipt of the duplicate the recipient of the duplicate vocational education document shall sign his or her name.
31. If the educational establishment has been reorganised or liquidated and the rights and obligations thereof have not been transferred to another educational establishment, the founder of the liquidated educational establishment (a local government or a Ministry under the subordination of which the educational establishment was) shall  issue an order to another educational establishment to issue a duplicate.  In the case of accredited private vocational  educational establishments the Ministry of Education and Science on the basis of a statement from the archive submitted by the requester shall issue to the accredited private vocational educational establishments  an order regarding the issuance of the duplicateby.
32.  Educational establishments are entitled to issue vocational education documents that have been prepared up to the day   these Regulations come into force on 31 December 2005.
33. 31 July 2001 Cabinet Regulation No. 339 , Procedures for the Issuance of State-recognised Documents Certifying Vocational Education and Vocational Qualification and the Documents regarding the Acquisition of a Part of an Accredited Vocational Education Programme (Latvijas Vēstnesis, 2001, No. 115), is repealed.
Acting for the Prime Minister,
Minister for Health 




G. Bērziņš
Minister for Education and Science 
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Annex 1
 Cabinet Regulation No. 451

21 June 2005
 Vocational Initial Education Certificate 
(  form)
1. 1st page of the certificate.
	The Republic of Latvia
Supplemented lesser State coat of arms
CERTIFICATE
of vocational initial education



2. 2nd and 4th page of certificate shall not be completed.
3.  page 3 of the certificate.
	O
 <name of the educational establishment>
CERTIFICATE
of vocational initial education
Series AP<X> No.<00000>
<the given name and surname of the certificate acquirer >
personal identity number <000000-00000>
has acquired the vocational initial education programme
<the educational programme code and name>,
and <the name of qualification (in nominative case)>
has been granted to <him/her> in 20<00>. 

The qualification granted corresponds to the first-level vocational qualification
Place for a seal 
The head of

the educational establishment 
(signature) 
<given name, surname> 

Chairperson of 

the Qualification Examination Board 
(signature) 
<given name, surname> 

Secretary 
(signature) 
<given name, surname> 
The certificate is issued <name of the place (in locative case)>
<00> <month (in locative case)>20<00>(year)
Registration No. <0000>




Notes.
1. O – protection element – a hologram where the lesser State coat of arms is depicted under which an inscription "profesionālā izglītība" [vocational education] is placed in semicircle, but in the background horizontally -- “Izglītības un Zinātnes ministrija” [Ministry of Education and Science].
2. The information indicated in the angle brackets shall be written or printed in accordance with the each individual case. The rest of the text shall be printed and shall be identical in all vocational initial education certificates .
Minister for Education and Science 
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 Vocational Basic Education Certificate 
(form)
1.  page 1 of the certificate.
	The Republic of Latvia
Supplemented lesser State coat of arms
CERTIFICATE
of vocational basic education



2. and  pages 2 and 4 of the certificate shall not be completed.
3. t page 3 of the certificate.
	O
 <name of the educational establishment>
CERTIFICATE
of vocational basic education
Series AA<X> No.<00000>
<the given name and surname of the certificate acquirer >
personal identity number <000000-00000>
has acquired the vocational basic education programme
<educational programme code and name>,
and <name of qualification (in nominative case)>
has been granted to <him/her> in 20<00>. 

The qualification granted corresponds to the second-level vocational qualification
Place for a seal 
The head of

educational establishment 
(signature) 
<given name, surname> 

Chairperson of the 

Qualification Examination Board 
(signature) 
<given name, surname> 

Secretary 
(signature) 
<given name, surname> 
The certificate is issued <name of the place (in locative case)>
<00> <month (in locative)>20<00>(year)
Registration No. <0000>




Notes.
1. O – protection element – a hologram where the lesser State coat of arms is depicted under which an inscription "profesionālā izglītība" [vocational education] is placed in semicircle, but in the background horizontally -- “Izglītības un Zinātnes ministrija” [Ministry of Education and Science].
2. The information indicated in the angle brackets shall be written or printed in accordance with each individual case. The rest of the text shall be printed and shall be identical in all certificates of vocational initial education.
Minister for Education and Science 
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 Vocational Secondary Education Diploma of 
( form)
1. 1st page of a diploma.
	The Republic of Latvia
Supplemented lesser
State coat of arms
DIPLOMA



2. 2nd  page of a diploma.
	 <name of an educational establishment>
DIPLOMA
of vocational secondary education



3. page 3 of the diploma.
	O
DIPLOMA
Series DPV<X> No.<00000>
<the given name and surname of the diploma acquirer >
personal identity number <000000-00000>
has acquired the vocational secondary education programme
< the code and name of the educational programme >,
and <name of the qualification (in nominative case)>
has been granted to <him/her> in 20<00>. 

The qualification granted corresponds to the third-level vocational qualification
Place for a seal 
The head of

educational establishment 
(signature) 
<given name, surname> 

Chairperson of 

the Qualification Examination Board 
(signature) 
<given name, surname> 

Secretary 
(signature) 
<given name, surname> 
The certificate is issued <name of the place (in locative)>
<00> <month (in locative case)>20<00>(year)
Registration No. <0000>




4.  page 4 of the diploma shall not be completed.
Notes.
1. O – protection element – a hologram where the lesser State coat of arms is depicted, under which an inscription "profesionālā izglītība" [vocational education] is placed in semicircle, but in the background horizontally -- “Izglītības un Zinātnes ministrija” [Ministry of Education and Science].
2. The information indicated in angle brackets shall be written or printed in accordance with each individual case. The rest of the text shall be printed and shall be identical in all certificates of vocational initial education.
3. If the vocational secondary education is acquired at a college, then, in drawing up the  page 2 of the diploma, the name of the relevant division of the college shall be indicated in addition.
Minister for Education and Science 
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 Vocational Qualification Certificate 
(form)
1.  page 1 of the qualification certificate.
	The Republic of Latvia
Supplemented lesser State coat of arms
 VOCATIONAL QUALIFICATION CERTIFICATE 



2. pages 2 and 4 of the qualification certificate shall not be completed.
3.  page 3of the qualification certificate.
	O
(name of an educational establishment)
VOCATIONAL
QUALIFICATION CERTIFICATE
Series KA<X> No.<00000>
<given name and surname of the certificate acquirer > 
personal identity number <000000-00000>
 has passed the qualification exam and the qualification <name of the qualification (in nominative case)> has been granted to him/her by the decision of the State Qualification Examination Board on <00>.<month (in genitive case)>20<00>(year) 
The qualification granted corresponds to the <second/third>- level vocational qualification
Place for a seal 
The head of

educational establishment 
(signature) 
<given name, surname> 

Chairperson of 

the Qualification Examination Board  
(signature) 
<given name, surname> 

Secretary 
(signature) 
<given name, surname> 
The certificate issued <name of the place (in locative case)>
<00> <month (in locative)>20<00>(year)
Registration No. <0000>




Notes.
1. O – protection element – a hologram where the lesser State coat of arms is depicted under which an inscription "profesionālā izglītība" [vocational education] is placed in semicircle, but in the background horizontally --“Izglītības un Zinātnes ministrija” [Ministry of Education and Science].
2. The information indicated in the angle brackets shall be written or printed according to each individual case. The rest of the text shall be printed and shall be identical in all vocational initial education certificates .
3. The relevant profession restrictions may be added to the qualification granted if they are provided for in the standard regulating the vocational education.
Minister for Education and Science 
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O 
 STATEMENT OF ACADEMIC ACHIEVEMENT
regarding partial acquisition of the vocational education programme
( form)
	
	, personal identity number
	

	(given name, surname) 
	
	


1.  has partially acquired the following educational programme :
1.1.  the code and name of the educational programme 
	


	1.2. the intended length of studies 
	

	1.3.  previous education
	

	1.4. form of studies
	


The name and address of the educational establishment
	


	Date of enrolment
	

	Date of withdrawal
	


2. The following school results have been shown:
	No.
	Subjects(including term papers, projects, internships etc.)
	Number of hours
	Evaluation (in points)
	Form of examination

	1
	2
	3
	4
	5

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Place for a seal
	Head of the education establishment
	
	
	

	
	
	(signature)
	
	(given name, surname) 


	
	Deputy head for studies of the educational establishment
	
	
	

	
	
	(signature)
	
	(given name, surname) 


	
	Secretary
	
	
	

	
	
	(signature)
	
	(given name, surname) 


Issued  ___________________________ on  ___._____________200__
(place of issue)
Registration No.___
Note.
O – protection element – a hologram -- wherein the lesser State coat of arms is depicted under which an inscription "profesionālā izglītība" [vocational education] is placed in semicircle, but in the background horizontally -- “Izglītības un Zinātnes ministrija” [Ministry of Education and Science].
Minister for Education and Science 
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Transcript of Academic Achievements
(certificate supplement form )
I.  page 1 of the transcript of academic achievements
1. Name of the supplement.
2. The series and number of the educational document.
3. Given name, surname 
4. Personal identity number
5. The code and name of the educational programme.
6. Length of studies.
7. Previous education.
8. Form of studies (full-time, part-time, self-study).
9. The name and address of the educational establishment (information regarding the previous vocational education establishment may also be written).
10. Date of enrolment.
11. Date of granting of the qualification.
II. pages 2 and 3 of the transcript of academic achievement
12. Subjects acquired and the description thereof:
12.1. subjects (including term papers, projects, internship);
12.2. number of hours; and
12.3. evaluation.
III.  page 3 of the transcript of academic achievement
13. Seal.
14. Signature of the head of the educational establishment.
15. Signature of the secretary.
16. Date of issue.
17. Registration number.
Note.
In the upper right corner of the  page 3 of the transcript of academic achievement  a protection element – a hologram -- shall be placed wherein the lesser State coat of arms is depicted, under which an inscription "profesionālā izglītība" [vocational education] is placed in semicircle, but in the background horizontally  -- “Izglītības un Zinātnes ministrija” [Ministry of Education and Science].
Minister for Education and Science 
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Transcript of Academic Achievements
(Diploma supplement form )
I. page 1 of  the transcript of academic achievements
1. The name of the supplement.
2. The series and number of the educational document.
3. Given name, surname. 
4. Personal identity number.
5.  The code and name of the educational programme.
6. Length of studies.
7. Previous education.
8. Form of studies (full-time, part-time, self-study).
9. The name and address of the educational establishment (information regarding the previous vocational education establishment may also be written).
10. Date of enrolment.
11. Date of granting of the qualification.
II. pages 2 and 3 of the transcript of academic achievements 
12. Subjects acquired and the description thereof:
12.1. subjects (including term papers, projects, internship);
12.2. number of hours; and
12.3. evaluation.
III. page 4 of the transcript of academic achievements 
12.4. subjects in which State final examinations have been taken and the evaluation thereof (points or level);
12.5. the topic and evaluation of the diploma project (if such was intended).
13. Seal.
14. Signature of the head of the educational establishment.
15. Signature of the secretary.
16. Date of issue.
17. Registration number.
Note.
In the upper right corner of the  page 3 of the transcript of academic achievements a protection element – a hologram -- shall be placed wherein the lesser State coat of arms is depicted, under which an inscription "profesionālā izglītība" [vocational education] is placed in semicircle, but in the background horizontally -- “Izglītības un Zinātnes ministrija” [Ministry of Education and Science].
Minister for Education and Science 
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Standard form
REPORT
regarding the circulation of vocational education documents
_____________________________________________________

(name of the educational establishment in locative case)
200__

	No.
	Documentary reference recording
	Name of the document
	Series
	Number
	Numbers
	Notes*

	1
	2
	3
	4
	5
	6
	7

	1.
	Unused from 200__:
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	2.
	From _______________  in 200__ received:
(name of the manufacturer of forms)
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	3.
	Issued to students:
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	4.
	Damaged or unfit for use:
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	5.
	Unused  and remaining in storage:
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Head of the education establishment
	
	
	

	
	(signature)
	
	(given name, surname) 


____ ________________200___

Notes.
1. * The writing-off deed number, date and other information shall be indicated in such column.
2. Upon co-ordinating a submission regarding the receipt of forms, a report (copy) regarding the previous period shall be presented or attached to the submission.
Minister for Education and Science 
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