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Purpose of this specification 

The purpose of this specification is to provide details of the rules of combination 
and mandatory units for use in the delivery of the Level 4 Awards and Certificates 
in Assuring the Quality of Assessment (QCF).  

This specification sets out: 

 the qualification’s objective to meet the requirements for assessors, internal 
quality assurers (IQA) and external quality assurers (EQA) who are assessing 
and quality assuring qualifications 

 any other qualification which a learner must have completed before taking the 
qualification 

 any prior knowledge, skills or understanding which the learner is required to 
have before taking the qualification  

 units which a learner must have completed before the qualification will be 
awarded and any optional routes 

 any other requirements which a learner must have satisfied before the learner 
will be assessed or before the qualification will be awarded 

 the knowledge, skills and understanding which will be assessed as part of the 
qualification (giving a clear indication of their coverage and depth) 

 the method of any assessment and any associated requirements relating to it 

 the criteria against which learners’ level of attainment will be measured (such 
as assessment criteria) 

 any specimen materials  

 any specified levels of attainment. 
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1 Introducing Edexcel Professional 
qualifications 

What are Edexcel Professional qualifications? 

Edexcel Professional qualifications are qualifications from Levels 4–7 on the 
Qualifications and Credit Framework (QCF). They are work-related qualifications 
and are available in a range of sectors. They give learners the knowledge, 
understanding and skills they need to prepare for employment. They also provide 
career development opportunities for those already in work. These qualifications 
may be full time or part time courses in schools or colleges. Training centres and 
employers may also offer these qualifications.  

There are three sizes of qualification in the QCF: 

 Award (1 to 12 credits) 

 Certificate (13 to 36 credits) 

 Diploma (37 credits and above). 

Every unit and qualification in the QCF has a credit value. 

The credit value of a unit is based on: 

 one credit for every 10 hours of learning time  

 learning time – defined as the time taken by learners at the level of the unit, on 
average, to complete the learning outcomes to the standard determined by the 
assessment criteria. 

The following Edexcel Professional qualification titles are covered by this 
specification: 

Qualifications for internal quality assurance: 

Edexcel Level 4 Award in Understanding the Internal Quality Assurance of 
Assessment Processes and Practice (QCF) 

Edexcel Level 4 Award in the Internal Quality Assurance of Assessment 
Processes and Practice (QCF) 

Edexcel Level 4 Certificate in Leading the Internal Quality Assurance of 
Assessment Processes and Practice (QCF). 

Qualifications for external quality assurance: 

Edexcel Level 4 Award in Understanding the External Quality Assurance of 
Assessment Processes and Practice (QCF) 

Edexcel Level 4 Award in the External Quality Assurance of Assessment 
Processes and Practice (QCF) 

Edexcel Level 4 Certificate in Leading the External Quality Assurance of 
Assessment Processes and Practice (QCF). 
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These qualifications: 

 are accredited by Ofqual as being stand alone 

 are nationally recognised  

 were developed to meet the requirements of assessors, internal quality assurers 
(IQA) and external quality assurers (EQA) who are assessing and quality 
assuring qualifications  

 are based on the Learning and Development National Occupational Standards 
(NOS). The NOS, assessment strategy and qualification structures were devised 
by Lifelong Learning UK (LLUK) and are now owned by the Learning and Skills 
Improvement Service (LSIS), the Standards Setting Body for teaching and 
learning 

 offer learners an opportunity to develop their own personal growth and 
engagement in learning and assessment. 

Each qualification includes a unit that covers all the essential knowledge and 
understanding that assessors or quality assurance staff need, plus one or more 
units that describe competent practice. 

Those new to quality assurance can take the knowledge unit and gain an 
understanding of quality assurance principles and practices before they begin a 
role. When they are ready to practise they can undertake additional units. 

Those who need to know about quality assurance, but never intend to practice, for 
example managers, are able to learn about essential principles and practices by 
achieving the knowledge unit only. 

Those who are in a position to carry out real quality assurance can undertake 
knowledge and applied units at the same time and use evidence from one to meet 
requirements of others. 

The Edexcel Level 4 Award is intended for those who wish to gain an understanding 
of the principles and practices of internally and externally assuring the quality of 
assessment, without any requirement to practice.  

The Edexcel Level 4 Certificate is intended for those who manage the quality 
assurance of the assessment process both internally and externally. 
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2 Qualification summary and key information 

 

Qualification title Edexcel Level 4 Award in Understanding the 
Internal Quality Assurance of Assessment 
Processes and Practice (QCF) 

QCF Qualification Number (QN) 501/0775/6 

Qualification framework Qualifications and Credit Framework (QCF) 

Date registrations can be made 01/09/2010 

Age range that the qualification 
is approved for  

19+ 

Credit value 6 

Assessment  Centre-devised assessment (internal assessment) 

Guided learning hours  45 

Grading information The qualification and units are at pass grade. 

Entry requirements For details of entry requirements see below. 
Centres must also follow the Edexcel Access and 
Recruitment policy (see section 9, Access and 
Recruitment) 

 

 

 

Qualification title Edexcel Level 4 Award in the Internal 
Quality Assurance of Assessment Processes 
and Practice (QCF) 

QCF Qualification Number (QN) 501/0776/8 

Qualification framework Qualifications and Credit Framework (QCF) 

Date registrations can be made 01/09/2010 

Age range that the qualification 
is approved for  

19+ 

Credit value 12 

Assessment  Centre-devised assessment (internal assessment) 

Guided learning hours  90 

Grading information The qualification and units are at pass grade. 

Entry requirements For details of entry requirements see below. 
Centres must also follow the Edexcel Access and 
Recruitment policy (see section 9, Access and 
Recruitment) 
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Qualification title Edexcel Level 4 Certificate in Leading the 
Internal Quality Assurance of Assessment 
Processes and Practice (QCF) 

QCF Qualification Number (QN) 501/0843/8 

Qualification framework Qualifications and Credit Framework (QCF) 

Date registrations can be made 01/09/2010 

Age range that the qualification 
is approved for  

19+ 

Credit value 17 

Assessment  Centre-devised assessment (internal assessment) 

Guided learning hours  115 

Grading information The qualification and units are at pass grade. 

Entry requirements For details of entry requirements see below. 
Centres must also follow the Edexcel Access and 
Recruitment policy (see section 9, Access and 
Recruitment) 

 

 

 

Qualification title Edexcel Level 4 Award in Understanding the 
External Quality Assurance of Assessment 
Processes and Practice (QCF) 

QCF Qualification Number (QN) 501/0777/X 

Qualification framework Qualifications and Credit Framework (QCF) 

Date registrations can be made 01/09/2010 

Age range that the qualification 
is approved for  

19+ 

Credit value 6 

Assessment  Centre-devised assessment (internal assessment) 

Guided learning hours  45 

Grading information The qualification and units are at pass grade. 

Entry requirements For details of entry requirements see below. 
Centres must also follow the Edexcel Access and 
Recruitment policy (see section 9, Access and 
Recruitment) 
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Qualification title Edexcel Level 4 Award in the External 
Quality Assurance of Assessment Processes 
and Practice (QCF) 

QCF Qualification Number (QN) 501/1037/8 

Qualification framework Qualifications and Credit Framework (QCF) 

Date registrations can be made 01/09/2010 

Age range that the qualification 
is approved for  

19+ 

Credit value 12 

Assessment  Centre-devised assessment (internal assessment) 

Guided learning hours  75 

Grading information The qualification and units are at pass grade. 

Entry requirements For details of entry requirements see below. 
Centres must also follow the Edexcel Access and 
Recruitment policy (see section 9, Access and 
Recruitment) 

 

 

 

Qualification title Edexcel Level 4 Certificate in Leading the 
External Quality Assurance of Assessment 
Processes and Practice (QCF) 

QCF Qualification Number (QN) 501/0842/6 

Qualification framework Qualifications and Credit Framework (QCF) 

Date registrations can be made 01/09/2010 

Age range that the qualification 
is approved for  

19+ 

Credit value 17 

Assessment  Centre-devised assessment (internal assessment) 

Guided learning hours  100 

Grading information The qualification and units are at pass grade. 

Entry requirements For details of entry requirements see below. 
Centres must also follow the Edexcel Access and 
Recruitment policy (see section 9, Access and 
Recruitment) 
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QCF qualification title and Qualification Number 

Centres will need to use the QCF Qualification Number (QN) when they seek public 
funding for their learners. As well as a QN, each unit within a qualification has a 
QCF unit reference number (URN). 

The qualification title, QN and URNs are on learners’ final certification 
documentation. Learners need to know this when they are recruited by the centre 
and registered with Edexcel. Further information about certification is in the Edexcel 
Information Manual on our website, www.btec.co.uk/keydocuments 

Objective of the qualifications 

This specification includes the qualifications for internal and external quality 
assurers (previously interval and external verifiers). They were needed to meet the 
emerging needs of the developing qualification frameworks and to reflect changes 
in the practice of assessment. 

These qualifications replace the V1 and V2 qualifications. They are part of the new 
suite of qualifications for assessors, internal quality assurers (IQA) and external 
quality assurers (EQA).  

These qualifications will be required for: 

 assessors and verifiers involved in National Vocational Qualifications (NVQs) for 
the next three years. Those who deliver these qualifications will need to be 
qualified to meet the requirements of the NVQ Code of Practice and Sector Skills 
Councils assessment strategies. 

 assessors and quality assurance staff who deliver QCF qualifications that use 
the term ‘NVQ’ in their title will also need these qualifications. 

 Depending on the assessment strategies set by individual Sector Skills Councils, 
some staff, who are assessing and quality assuring qualifications within the QCF 
that do not use the term ‘NVQ’ in their titles, but whose purpose is to confirm 
occupational competence, will need to hold IQA or EQA qualifications. 

These qualifications would be helpful for teachers in schools who deliver vocational 
qualifications with applied learning, such as BTEC Firsts and Nationals. 

Ofqual has confirmed that practitioners who hold the A, V or D units will not have 
to prequalify, but must be aware of and operate in accordance with the relevant 
new qualification. 

For further information, please refer to Annexe B where there is an extract from the 
Lifelong Learning UK (LLUK) guidance document giving the LLUK Assessment 
Strategy. LLUK has been replaced by The Learning and Skills Improvement Service 
(LSIS) which now oversees the Assessment Strategy. Please note, that 
requirements set out in the Assessment Strategy are LLUK/LSIS requirements, not 
the requirements of the Regulators, Sector Skills Councils or awarding bodies for 
other qualifications. These will be covered by the assessment strategies relevant to 
those qualifications 

The units in this specification can be approached as individual, stand-alone units 
but in different combinations they provide the appropriate qualification for: 

 lead/internal quality assurers (formerly internal verifiers/lead internal verifiers) 

 lead/external quality assurers (formerly external verifiers/lead external 
verifiers) 
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 learning and development managers 

It is essential that the correct combinations are understood and that learners are 
guided by assessors and tutors to the appropriate combination. 

These qualifications are for learners aged 19 and above who are capable of 
reaching the required standards in a learning and development delivery or 
assessment context.  

Edexcel’s policy is that the qualifications should: 

 be free from any barriers that restrict access and progression 

 ensure equality of opportunity for all wishing to access the qualifications. 

Individual qualifications in this specification document are particularly suitable for 
the following groups of learners: 

The Edexcel Level 4 Award in Understanding the Internal Quality Assurance of 
Assessment Processes and Practice (QCF): for those who want to know about 
internal quality assurance, for example managers or those new to quality assurance 
and verification. 

The Edexcel Level 4 Award in the Internal Quality Assurance of Assessment 
Processes and Practice (QCF): for those who internally quality assure assessors and 
assessment, but who do not manage the centre or other internal quality assures. 

The Edexcel Level 4 Certificate in Leading the Internal Quality Assurance of 
Assessment Processes and Practice (QCF): for those who have wider quality 
assurance responsibilities and manage others, develop policies or manage External 
Quality Assurance (EQA) visits. This is a qualification for Lead Internal Quality 
Assurers. 

The Edexcel Level 4 Award in Understanding the External Quality Assurance of 
Assessment Processes and Practice (QCF): for those who want to know about 
external quality assurance but who do not actually do it, for example managers or 
internal verifiers. 

The Edexcel Level 4 Award in the External Quality Assurance of Assessment 
Processes and Practice (QCF): for those who externally quality assure centres. 

The Edexcel Level 4 Certificate in Leading the External Quality Assurance of 
Assessment Processes and Practice (QCF): for those who have wider responsibilities 
and manage other external quality assurers across more than one centre. 

Relationship with previous specifications 

This specification is a direct specification replacement for specification BA025231 
Edexcel Level 4 Awards in Assuring the Quality of Assessment (QCF) and Edexcel 
Level 4 Certificates in Assuring the Quality of Assessment (QCF) – For First 
Teaching September 2010. These changes have been made to reflect updates in 
our specification document layout. The structures, rules of combination, content 
and assessment of the qualifications in the earlier specification, BA025231, have 
not been altered. 
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Related qualifications in the teaching, training and education 
suite 

Which qualification is most appropriate for which role? 

 

ROLE QUALIFICATION 

Assessor or Internal Quality 
Assurer 

Training, Assessment and Quality Assurance 
(TAQA) 

Trainer Learning and Development (L&D) 

New to teaching or training Preparing to Teach in the Lifelong Learning 
Sector (PTLLS) 

Associate or part-time teacher Certificate in Teaching in the Lifelong Learning 
Sector (CTLLS) 

Full-time teacher  Diploma in Teaching in the Lifelong Learning 
Sector (DTLLS) 
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Inter-relationships between teaching, training and education 
qualifications 

 

 All of the teaching and learning qualifications contain some common units 
increasing both the transferability between the qualifications, and the choice of 
units available to centres and learners. 

 Centres should select units that best reflect the needs of learner groups. These 
may include: training, assessing, quality assurance, part and full-time teaching. 

 We encourage centres to make the most of the wide range of units now 
available from Edexcel and recommend they use the qualification structure 
documents to design programmes that best suit learners. 

 Centres should ensure they have the right resources and level of approval to 
offer these units and qualifications, and be aware of the specific delivery 
sequence for the Diploma in Teaching in the Lifelong Learning Sector, (further 
details in Section 8, Programme Delivery). 

 

 

 

 
Preparing to Teach in the 
Lifelong Learning Sector 

Certificate in Teaching in the  
Lifelong Learning Sector  

Diploma in Teaching in the Lifelong Learning  
Sector 

 

 

Learning and Development 

Training, Assessment 
and Quality Assurance 
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Progression opportunities through Edexcel qualifications 

Learners who achieve these qualifications have a wide range of qualification 
progression opportunities, for example the teaching in the lifelong learning sector 
suite of qualifications: Preparing to Teach in the Lifelong Learning Sector (PTLLS), 
the Certificate in Teaching in the Lifelong Learning Sector (CTLLS) and the Diploma 
in Teaching in the Lifelong Learning Sector (DTLLS).  

See Annexe A for further information. 

Industry Support and recognition 

These qualifications are supported by the Learning and Skills Improvement Service 
(LSIS), the Standards Setting Body for teaching and learning.  

Relationship with National Occupational Standards 

These qualifications relate to the Professional Standards in Teaching in the Lifelong 
Learning Sector. The standards are available on the Learning and Skills 
Improvement Service Excellence Gateway, www.excellencegateway.org.uk. Further 
information is available, as well as advice on teaching in the further education 
sector, from the Information and Advice Service at enquiries@lsis.org.uk or 
telephone: 0300 303 1877. 
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3 Centre resource requirements 

As part of the approval process, centres must make sure that the resources 
requirements below are in place before offering the qualification. 

General resource requirements 

 Centres must have appropriate physical resources (for example, equipment, IT, 
learning materials, teaching rooms) to support the delivery and assessment of 
the qualifications. 

 Staff involved in the assessment process must have relevant expertise and 
occupational experience. 

 There must be systems in place to make sure continuing professional 
development for staff delivering the qualifications. 

 Centres must have appropriate health and safety policies in place relating to the 
use of equipment by learners. 

 Centres must deliver the qualifications in accordance with current equality 
legislation. 

Specific resource requirements 

As well as the general requirements above, centres must meet any specific 
resource requirements outlined in Annexe B: LLUK Assessment Strategy. Staff 
assessing the learner must meet the requirements within the overarching 
assessment strategy for the sector. 
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4 Qualification structures 

Edexcel Level 4 Award in Understanding the Internal Quality 
Assurance of Assessment Processes and Practice (QCF) 

The learner will need to meet the requirements outlined in the table below before 
Edexcel can award the qualification.  

 

Minimum number of credits that must be achieved  6 

 

Unit name Unit no Unit Ref No Level Credit GLH 

Mandatory Unit: 6 credits must be achieved from this group 

Understanding the Principles 
and Practices of Internally 
Assuring the Quality of 
Assessment 

1 T/601/5320 4 6 45 

 

 

Edexcel Level 4 Award in the Internal Quality Assurance of 
Assessment Processes and Practice (QCF) 

The learner will need to meet the requirements outlined in the table below before 
Edexcel can award the qualification.  

 

Minimum number of credits that must be achieved  12 

 

Unit name Unit no Unit Ref No Level Credit GLH 

Mandatory Units: 12 credits must be achieved from this group 

Understanding the Principles 
and Practices of Internally 
Assuring the Quality of 
Assessment 

1 T/601/5320 4 6 45 

Internally Assure the Quality 
of Assessment 

2 A/601/5321 4 6 45 
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Edexcel Level 4 Certificate in Leading the Internal Quality 
Assurance of Assessment Processes and Practice (QCF) 

The learner will need to meet the requirements outlined in the table below before 
Edexcel can award the qualification.  

 

Minimum number of credits that must be achieved  17 

 

Unit name Unit no Unit Ref No Level Credit GLH 

Mandatory Units: 17 credits must be achieved from this group 

Understanding the Principles 
and Practices of Internally 
Assuring the Quality of 
Assessment 

1 T/601/5320 4 6 45 

Internally Assure the Quality 
of Assessment 

2 A/601/5321 4 6 45 

Plan, Allocate and Monitor 
Work in Own Area of 
Responsibility 

3 H/600/9674 4 5 25 

 

 

Edexcel Level 4 Award in Understanding the External Quality 
Assurance of Assessment Processes and Practice (QCF) 

The learner will need to meet the requirements outlined in the table below before 
Edexcel can award the qualification.  

 

Minimum number of credits that must be achieved  6 

 

Unit name Unit no Unit Ref No Level Credit GLH 

Mandatory Unit: 6 credits must be achieved from this group 

Understanding the Principles 
and Practices of Externally 
Assuring the Quality of 
Assessment 

4 F/601/5322 4 6 45 
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Edexcel Level 4 Award in the External Quality Assurance of 
Assessment Processes and Practice (QCF) 

The learner will need to meet the requirements outlined in the table below before 
Edexcel can award the qualification. 

 

Minimum number of credits that must be achieved  12 

 

Unit name Unit no Unit Ref No Level Credit GLH 

Mandatory Unit: 12 credits must be achieved from this group 

Understanding the Principles 
and Practices of Externally 
Assuring the Quality of 
Assessment 

4 F/601/5322 4 6 45 

Externally Assure the Quality 
of Assessment 

5 J/601/5323 4 6 30 

 

 

Edexcel Level 4 Certificate in Leading the External Quality 
Assurance of Assessment Processes and Practice (QCF) 

The learner will need to meet the requirements outlined in the table below before 
Edexcel can award the qualification.  

 

Minimum number of credits that must be achieved  17 

 

Unit name Unit no Unit Ref No Level Credit GLH 

Mandatory Unit: 17 credits must be achieved from this group 

Understanding the Principles 
and Practices of Externally 
Assuring the Quality of 
Assessment 

4 F/601/5322 4 6 45 

Plan, Allocate and Monitor 
Work in Own Area of 
Responsibility 

3 H/600/9674 4 5 25 

Externally Assure the Quality 
of Assessment 

5 J/601/5323 4 6 30 
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5 Assessment 

The table below gives a summary of the assessment methods used in the 
qualifications 

 

Units Assessment method 

All units Centre-devised assessment 

 

Centre-devised assessment (internal assessment) 

A number of the assessment criteria in this specification document require the 
learner to produce evidence whereby the learner’s competence can be assessed. 

Where appropriate, centres need to write assignment briefs for the learners to show 
what evidence is required. Assignment briefs should indicate clearly which 
assessment criteria are being targeted and what evidence is required. There should 
be evidence in the course file that assignments have been internally reviewed and 
moderated. 

Assignment briefs and evidence produced by learners must also meet any 
additional requirements in the Assessment Requirements section of the unit. 

Unless otherwise indicated within the Assessment Requirements section of the unit, 
the centre can decide what form assessment evidence will take (eg performance 
observation, presentations, projects, tests, extended writing) as long as the 
methods chosen allow learners to produce valid, sufficient and reliable evidence of 
meeting the assessment criteria. 

Centres are encouraged to provide learners with realistic scenarios and maximise 
the use of practical activities in delivery and assessment. 

To avoid over-assessment, centres are encouraged to link delivery and assessment 
across units. 

When writing assignments, centres should ensure that guidance is given for: 

 date of issue and date for submission 

 word count (where appropriate for depth or range required) 

 sources/types of appropriate evidence 

 any specific support for learners in generating appropriate evidence — including 
cross-referencing where a single piece of evidence relates to more than one 
unit, for example scheme of work/session plans/observation reports 

 the use of Harvard referencing for all research materials. 

There is more guidance about internal assessment on our website. See also 
Section 13, Further information and useful publications. 
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Assessment strategy  

The overall grade for each qualification is a ‘pass’. The learner must achieve all the 
required units within the specified qualification structure. 

The assessment strategy for these qualifications has been included in Annexe B. It 
has been developed by the Learning and Skills Improvement Service (LSIS) in 
partnership with employers, training providers, awarding organisations and the 
regulatory authorities.  

Evidence of competence may come from: 

 current practice where evidence is generated from a current job role 

 a programme of development where evidence comes from assessment 
opportunities built into a learning/training programme whether at or away from 
the workplace 

 the Recognition of Prior Learning (RPL) where a learner can demonstrate 
that they can meet the assessment criteria within a unit through knowledge, 
understanding or skills they already possess without undertaking a course of 
learning. They must submit sufficient, reliable and valid evidence for internal 
and standards verification purposes. RPL is acceptable for accrediting a unit, 
several units or a whole qualification 

 a combination of these. 

 

It is important that the evidence is: 

Valid relevant to the standards for which competence is claimed 

Authentic produced by the learner 

Current sufficiently recent to create confidence that the same skill, 
understanding or knowledge persist at the time of the claim 

Reliable indicates that the learner can consistently perform at this level 

Sufficient fully meets the requirements of the standards. 

 

Types of evidence (to be read in conjunction with the 
assessment strategy in Annexe B) 

To successfully achieve a unit, the learner must: 

 achieve all the specified learning outcomes 

 satisfy all the assessment criteria by providing sufficient and valid evidence for 
each criterion 

 show that the evidence is their own. 

Evidence can take a variety of different forms, including the examples below. 
Centres should refer to the assessment strategy for information about which of the 
following are permissible: 

 direct observation of the learner’s performance by their assessor (O) 

 outcomes from oral or written questioning (Q and A) 

 products of the learner’s work (P) 
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 personal statements and/or reflective accounts (RA) 

 outcomes from simulation, where permitted by the assessment strategy (S) 

 professional discussion (PD) 

 assignment, project/case studies (A) 

 authentic statements/witness testimony (WT) 

 expert witness testimony (EPW) 

 evidence of Recognition of Prior Learning (RPL). 

The abbreviations may be used for cross-referencing purposes. 

Learners can use one piece of evidence to prove their knowledge, skills and 
understanding across different assessment criteria and/or across different units. It 
is, therefore, not necessary for learners to have each assessment criterion assessed 
separately. Learners should be encouraged to reference the assessment criteria to 
which the evidence relates. 

Evidence must be made available to the assessor, internal verifier and Edexcel 
standards verifier. A range of recording documents is available on the Edexcel 
website www.edexcel.com. Alternatively, centres may develop their own. 
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6 Recognising prior learning and achievement 

Recognition of Prior Learning 

Recognition of Prior Learning (RPL) is a method of assessment (leading to the 
award of credit) that considers whether a learner can demonstrate that they can 
meet the assessment requirements for a unit through knowledge, understanding or 
skills they already possess and so do not need to develop through a course of 
learning. 

Edexcel encourages centres to recognise learners’ previous achievements and 
experiences in and outside the workplace, as well as in the classroom. RPL provides 
a route for the recognition of the achievements resulting from continuous learning. 

RPL enables recognition of achievement from a range of activities using any valid 
assessment methodology. If the assessment requirements of a given unit or 
qualification have been met, the use of RPL is acceptable for accrediting a unit, 
units or a whole qualification. Evidence of learning must be sufficient, reliable and 
valid. 

Further guidance is available in the policy document Recognition of Prior Learning 
Policy, which is on the Edexcel website. 

Credit transfer 

Credit transfer describes the process of using a credit or credits awarded in the 
context of a different qualification or awarded by a different awarding organisation 
towards the achievement requirements of another qualification. All awarding 
organisations recognise the credits awarded by all other awarding organisations 
that operate within the QCF.  

If learners achieve credits with other awarding organisations, they do not need to 
retake any assessment for the same units. The centre must keep evidence of credit 
achievement. 

 

7 Centre recognition and approval 

Centre recognition 

Centres that have not previously offered Edexcel qualifications need to apply for, 
and be granted, centre recognition as part of the process for approval to offer 
individual qualifications. New centres must complete an Edexcel Vocational Centre 
& Qualification Approval Form (VCQA). 

Existing centres will be given ‘automatic approval’ for a new qualification if they are 
already approved for a qualification that is being replaced by the new qualification 
and the conditions for automatic approval are met. Centres that already hold 
Edexcel Centre approval are able to apply for qualification approval for a different 
level or different sector via Edexcel Online, up to and including level 3 only. 
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In some circumstances, qualification approval using Edexcel Online may not be 
possible. In such cases, guidance is available as to how an approval application 
may be made. 

Approvals agreement 

All centres are required to enter into an approval agreement that is a formal 
commitment by the head or principal of a centre to meet all the requirements of 
the specification and any associated codes, conditions or regulations. Edexcel will 
act to protect the integrity of the awarding of qualifications. If centres do not 
comply with the agreement, this could result in the suspension of certification or 
withdrawal of approval.  
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8 Quality assurance of centres 

Quality assurance is at the heart of vocational qualifications. The Edexcel 
qualifications leading to Qualified Teacher Learning and Skills status are internally 
assessed by the centre. Centres must use internal quality assurance processes to 
make sure that their managers, internal verifiers and assessors are standardised 
and supported. Edexcel uses external quality assurance to check that all centres 
are working to national standards. It gives us the opportunity to identify and 
provide support, if needed, to safeguard certification. It also allows us to recognise 
and support good practice. For further information on quality assurance please refer 
to the BTEC Quality Assurance Handbook which can be found at 
www.btec.co.uk/keydocuments 

Standards Verification quality assurance models 

The Standards Verification quality assurance model is in place for all the Training 
Assessment and Quality Assurance qualifications. 

What is Standards Verification? 

 Standards Verification is the way in which we check that centres are operating 
quality assurance and assessing to the right standards.  

 Standards Verifiers will provide advice and information and support you in 
demonstrating that you are working to the standards and addressing areas of 
weakness.  

 It ensures that you have accurate assessment records and are assessing 
candidates appropriately, consistently and fairly. 

 There will normally be two visits each year for programmes in a sector. 

How do we do it?  

We allocate a Standards Verifier:  

 to those centres that have registered learners and we notify your Quality 
Nominee, who acts as our point of contact  

 to those specific programmes that they are occupationally competent to verify. 

Which qualifications does Standards Verification cover? 

 Edexcel Level 4 Award in Understanding the Internal Quality Assurance of 
Assessment Processes and Practice (QCF) 

 Edexcel Level 4 Award in the Internal Quality Assurance of Assessment 
Processes and Practice (QCF) 

 Edexcel Level 4 Certificate in Leading the Internal Quality Assurance of 
Assessment Processes and Practice (QCF). 

 Edexcel Level 4 Award in Understanding the External Quality Assurance of 
Assessment Processes and Practice (QCF) 
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 Edexcel Level 4 Award in the External Quality Assurance of Assessment 
Processes and Practice (QCF) 

 Edexcel Level 4 Certificate in Leading the External Quality Assurance of 
Assessment Processes and Practice (QCF). 

For further information please refer to chapter 6b of the BTEC Quality Assurance 
Handbook which can be found at: www.btec.co.uk/keydocuments. 
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9 Programme delivery 

Centres are free to offer the qualifications using any mode of delivery (for example 
full time, part time, evening only, distance learning) that meets their learners’ 
needs. Whichever mode of delivery is used, centres must make sure that learners 
have access to the resources identified in the specification and to the subject 
specialists delivering the units.  

Those planning the programme should aim to enhance the vocational nature of the 
qualification by: 

 liaising with employers to make sure a course is relevant to learners’ specific 
needs 

 accessing and using non-confidential data and documents from learners’ 
workplaces 

 developing up-to-date and relevant teaching materials that make use of 
scenarios that are relevant to the sector 

 giving learners the opportunity to apply their learning in practical activities  

 including sponsoring employers in the delivery of the programme and, where 
appropriate, in the assessment 

 making full use of the variety of experience of work and life that learners bring 
to the programme. 

Where legislation is referred to in a unit, centres must ensure that current 
legislation is taught.  
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10 Access and recruitment 

Edexcel’s policy regarding access to our qualifications is that: 

 they should be available to everyone who is capable of reaching the required 
standards 

 they should be free from any barriers that restrict access and progression 

 there should be equal opportunities for all those wishing to access the 
qualifications. 

Centres are required to recruit learners to Edexcel Professional qualifications with 
integrity.  

Applicants will need relevant information and advice about the qualification to make 
sure it meets their needs.  

Centres should review the applicant’s prior qualifications and/or experience, 
considering whether this profile shows that they have the potential to achieve the 
qualification. 

For learners with disabilities and specific needs, this review will need to take 
account of the support available to the learner during teaching and assessment of 
the qualification. The review must take account of the information and guidance in 
Section 12, Access to qualifications for learners with disabilities or specific needs. 
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11 Access to qualifications for learners with 
disabilities or specific needs 

Equality and fairness are central to our work. Edexcel’s Equality Policy requires that 
all learners should have equal opportunity to access our qualifications and 
assessments and that our qualifications are awarded in a way that is fair to every 
learner. 

We are committed to making sure that: 

 learners with a protected characteristic (as defined by the Equality Act 2010) 
are not, when they are undertaking one of our qualifications, disadvantaged in 
comparison to learners who do not share that characteristic 

 all learners achieve the recognition they deserve from undertaking a 
qualification and that this achievement can be compared fairly to the 
achievement of their peers. 

Learners taking a qualification may be assessed in British sign language or Irish 
sign language where it is permitted for the purpose of reasonable adjustments. 

Details on how to make adjustments for learners with protected characteristics are 
given in the policy documents Application of Reasonable Adjustment for BTEC and 
Edexcel NVQ Qualifications and Application for Special Consideration: BTEC and 
Edexcel NVQ Qualifications.  

The documents are on our website at www.edexcel.com/policies 
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12 Unit format 

Units in this specification have the following sections: 

Unit title 

The unit title is on the QCF and this form of words will appear on the learner’s 
Notification of Performance (NOP). 

Unit reference number 

Each unit is assigned a unit reference number that appears with the unit title on the 
Register of Regulated Qualifications. 

QCF level 

All units and qualifications within the QCF have a level assigned to them. There are 
9 levels of achievement, from Entry to level 8. The QCF Level Descriptors inform 
the allocation of the level. 

Credit value 

When a learner achieves a unit, they gain the specified number of credits.  

Guided learning hours 

Guided learning hours are the times when a tutor, trainer or facilitator is present to 
give specific guidance towards the learning aim for a programme. This definition 
covers lectures, tutorials and supervised study in for example open learning centres 
and learning workshops. It also includes assessment by staff where learners are 
present. It does not include time spent by staff marking assignments or homework 
where the learner is not present. 

Unit aim 

This gives a summary of what the unit aims to do. 

Assessment requirements 

This section lists any specialist assessment requirements, in line with SSB guidance 
and assessment strategies, needed to deliver the unit. The centre will be asked to 
make sure that these are in place when it seeks approval from Edexcel to offer the 
qualification. 

Learning outcomes 

The learning outcomes of a unit set out what a learner knows, understands or is 
able to do as the result of a process of learning.  
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Assessment criteria 

The assessment criteria specify the standard required by the learner to achieve the 
learning outcome.  

Unit amplification 

This section gives further clarification on what a learner needs to know to achieve a 
learning outcome. Information in brackets gives exemplification for specific areas of 
knowledge. 

 

For the purposes of this suite of qualifications, the following terms are used: 

Tutor — the person carrying out the teacher education 

Learner – the person taking the qualification 

Student — the person being taught or assessed by the learners 

Practitioner – anyone with a learning and development responsibility as the whole 
or a part of their role. 

 

Note: Learning and Development units which are offered as optional units in the 
Certificate in Teaching in the Lifelong Learning Sector Qualifications (CTLLS) and 
the Diploma in Teaching in the Lifelong Learning Sector qualifications (DTLLS) have 
the following additional unit section: 

 Target Groups (a recommendation for whom the unit is best suited) 
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Unit 1: Understanding the 
Principles and 
Practices of Internally 
Assuring the Quality of 
Assessment 

Unit reference number: T/601/5320 

QCF level: 4 

Credit value: 6 

Guided learning hours: 45 

 

Unit aim 

The aim of this unit is to assess the knowledge and understanding a learning and 
development practitioner requires for the internal quality assurance of assessment. 

Target groups  

This unit is suitable for anyone wishing to gain knowledge about internal quality 
assurance. For example, teachers, tutors, trainers, programme managers, course 
leaders or staff working in quality departments both in private training 
organisations and colleges of further education.  

Assessment requirements 

This unit must be assessed using methods appropriate to the assessment of 
knowledge and understanding. There is no requirement for practice in this unit. In 
achieving the assessment criteria, learners must use reflective practice to identify 
possible continuing professional development needs in relation to internal quality 
assurance.  
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Unit 2: Internally Assure the 
Quality of Assessment 

Unit reference number: A/601/5321 

QCF level: 4 

Credit value: 6 

Guided learning hours: 45 

 

Unit aim 

The aim of this unit is to assess the performance of a learning and development 
practitioner with responsibility for the internal quality assurance of assessment. 

Target groups 

This unit is suitable for those who have responsibility for the internal quality 
assurance of assessment. It would be helpful for any teacher, trainer or course 
leader, to aid understanding of internal quality assurance processes. 

Assessment requirements 

This unit is assessed in the workplace and evidence for all learning outcomes for 
this unit must come from performance in the work environment. Simulations are 
not allowed. All learning outcomes in this unit must be assessed using methods 
appropriate to the learner’s IQA performance. As a minimum, the assessment of 
this unit must include monitoring of at least two assessors – each with a minimum 
of two candidates of their own. The range of direct evidence must include: 
observation of practice, examination of products of work and questioning of the 
learner. 

These can be supplemented, where necessary, with professional discussion, 
reflective accounts or witness statements. One piece of evidence may be used to 
meet the requirements of more than one learning outcome or assessment criterion. 

Supporting evidence for this unit can potentially include any of the following: 

 quality assurance policy, documents, data protection, summaries of key 
documentation, eg awarding organisation documentation, organisation 
procedures and legal requirements eg review/self assessment review 
policies/documentation 

 organisation management structure – indicating roles/responsibilities for 
internal quality assurance and planning, eg annual planner, visits of external 
quality assurance bodies 

 samples of assessment tracking/logging pro forma, evaluation pro forma 

 quality assurance plan indicating, eg how learner is involved, the timing, 
information required, administrative arrangements  
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 records of formal/informal assessment according to organisational and/or 
awarding body requirements for standardisation external quality assurance 
planning documents 

 minutes of team meetings associated with standardisation/quality assurance.  

Understanding of the significance of supporting evidence should be checked (this 
may be done through discussion or in writing). 
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Unit 3: Plan, Allocate and 
Monitor Work in Own 
Area of Responsibility 

Unit reference number: H/600/9674 

QCF level: 4 

Credit value: 5 

Guided learning hours: 25 

 

Unit aim 

This unit helps learners to plan, allocate and monitor work in their own area of 
responsibility, and make any necessary changes to original work plans. 

Assessment requirements 

To pass the unit, learners must meet all of the assessment criteria. 

This unit requires performance evidence of the practitioner working with real 
learners/staff/customers in a real organisational context.  

Primary assessment methods must include: observation of performance in a work 
environment and examining products of work.  

Supplementary evidence may be gathered by: questioning, professional discussion, 
use of others (witness testimony)and looking at practitioner statements. 

There must be valid, authentic and sufficient evidence for all the assessment 
criteria. Holistic assessment is encouraged and one piece of evidence may be used 
to meet the requirements of more than one learning outcome or assessment 
criterion. 

This unit is assessed in the workplace. Simulation is not permitted in this unit.  
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Unit 4: Understanding the 
Principles and 
Practices of Externally 
Assuring the Quality of 
Assessment 

Unit reference number: F/601/5322 

QCF level: 4 

Credit value: 6 

Guided learning hours: 45 

 

Unit aim 

The aim of this unit is to assess the knowledge and understanding a learning and 
development practitioner requires for the external quality assurance of assessment. 

Target groups  

This unit is suitable for those involved in the maintenance and improvement of 
quality assurance. The unit highlights the need for internal quality assurance staff 
to reflect on the maintenance and improvement of quality assurance within the 
organisation through their own continuing professional development. The unit gives 
learners the opportunity to review different aspects of preparation and planning for 
external quality assurance activities. 

Assessment requirements 

There is no requirement for practice in this unit. In order to achieve the assessment 
criteria, learners will require access to external quality assurance processes and 
data. 
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Unit 5: Externally Assure the 
Quality of Assessment 

Unit code: J/601/5323 

QCF Level: 4 

Credit value: 6 

Guided learning hours: 30 

 

Unit aim 

The aim of this unit is to assess the performance of a learning and development 
practitioner with responsibility for the external quality assurance of assessment – 
usually an external quality assurer (EQA). 

The unit gives learners the opportunity to apply the principles learned from the 
theory unit Unit 4: Understanding the Principles and Practices of Externally 
Assuring the Quality of Assessment (Level 4). This opportunity is achieved through 
the preparation and planning for external quality assurance activities and 
communicating effectively with the staff involved in the process. The requirements 
of external monitoring will need to be met through planning, reviewing and 
evaluating the quality of the internal administrative arrangements, the quality of 
staffing, assessment arrangements, monitoring procedures, standardisation and 
sampling as well as the contribution of technology to the quality assurance process. 
The unit focuses on the importance of being able to monitor and judge the internal 
quality assurance processes based on the management of the assessment 
evidence. This should include response to a range of requirements such as legal 
issues, health and safety, equality and diversity, data protection and confidentiality, 
awarding body requirements and sector skills occupational regulations. 

Learners will be able to demonstrate ways in which external quality assurance 
outcomes can be seen as providing opportunities for feedback, support and advice 
to staff. This unit allows learners to improve professional competence by reflecting 
on the assessment processes and how these processes contribute to the 
maintenance and improvement of quality assurance. 

Assessment requirements 

All learning outcomes in this unit must be assessed using methods appropriate to 
the candidate EQA’s performance. These must include: observation of performance, 
examining products of work and questioning. 

Direct evidence of this kind may be supplemented, where necessary, by 
professional discussion, reflective accounts or witness testimony. Simulations are 
not allowed. 

 

 



 

B
A
0
3
3
6
1
4
 –

 S
p
ec

if
ic

at
io

n
 –

 E
d
ex

ce
l 
Le

ve
l 
3
 A

w
ar

d
s 

an
d
 C

er
ti
fi
ca

te
 i
n
 A

ss
u
ri

n
g
 t

h
e 

Q
u
al

it
y 

o
f 
A
ss

es
sm

en
t 

(Q
C
F)

 
 –

 I
ss

u
e 

3
 –

 N
o
ve

m
b
er

 2
0
1
2
 ©

 P
ea

rs
o
n
 E

d
u
ca

ti
o
n
 L

im
it
ed

 2
0
1
2
 

5
4

 

L
e
a
rn

in
g

 o
u

tc
o

m
e
s,

 a
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 a

n
d

 u
n

it
 a

m
p

li
fi

ca
ti

o
n

 

T
o
 p

as
s 

th
is

 u
n
it
, 

th
e 

le
ar

n
er

 n
ee

d
s 

to
 d

em
o
n
st

ra
te

 t
h
at

 t
h
ey

 c
an

 m
ee

t 
al

l 
th

e 
le

ar
n
in

g
 o

u
tc

o
m

es
 f

o
r 

th
e 

u
n
it
. 

T
h
e 

as
se

ss
m

en
t 

cr
it
er

ia
 

d
et

er
m

in
e 

th
e 

st
an

d
ar

d
 r

eq
u
ir
ed

 t
o
 a

ch
ie

ve
 t

h
e 

u
n
it
. 

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

U
n

it
 a

m
p

li
fi

ca
ti

o
n

 

1
.1

 
Pl

an
 p

ro
ce

d
u
re

s 
fo

r 
th

e 
ex

te
rn

al
 

q
u
al

it
y 

as
su

ra
n
ce

 o
f 

as
se

ss
m

en
t 

R
eg

u
la

to
ry

 b
o
d
ie

s,
 e

g
 a

w
ar

d
in

g
 o

rg
an

is
at

io
n
, 

S
S
C
, 

O
fq

u
al

, 
O

fs
te

d
, 

em
p
lo

ye
r,

 m
ea

su
re

 o
f 

ac
co

u
n
ta

b
ili

ty
, 

b
en

ch
m

ar
ki

n
g
; 

o
rg

an
is

at
io

n
 

p
o
lic

ie
s 

an
d
 p

ro
ce

d
u
re

s,
 e

g
 h

ea
lt
h
 a

n
d
 s

af
et

y,
 e

q
u
al

 o
p
p
o
rt

u
n
it
ie

s,
 

re
co

rd
in

g
 a

n
d
 r

ep
o
rt

in
g
, 

q
u
al

it
y 

as
su

ra
n
ce

 s
tr

at
eg

y,
 c

o
n
tr

ib
u
ti
o
n
 t

o
 

in
te

rn
al

 r
ev

ie
w

in
g
 p

ro
ce

ss
es

; 
cl

ea
r 

o
b
je

ct
iv

es
, 

eg
 s

ta
n
d
ar

d
s,

 c
ri
te

ri
a,

 
p
ro

d
u
ct

 v
er

su
s 

p
ro

ce
ss

, 
in

vo
lv

em
en

t 
o
f 

le
ar

n
er

s,
 a

ss
es

so
rs

, 
tr

ai
n
er

s,
 

te
ac

h
er

s,
 t

u
to

rs
, 

em
p
lo

ye
rs

; 
ti
m

in
g
 a

n
d
 c

o
n
te

xt
, 

eg
 a

n
n
u
al

, 
lin

ke
d
 t

o
 

ce
rt

if
ic

at
io

n
, 

ri
sk

, 
q
u
al

it
y 

cy
cl

e,
 q

u
al

it
y 

as
su

ra
n
ce

 o
f 

p
ro

ce
ss

 a
n
d
 

p
ro

d
u
ct

  

1
 

B
e 

ab
le

 t
o
 p

la
n
 t

h
e 

ex
te

rn
al

 q
u
al

it
y 

as
su

ra
n
ce

 o
f 

as
se

ss
m

en
t 

1
.2

 
C
o
m

m
u
n
ic

at
e 

p
ro

ce
d
u
re

s 
fo

r 
ex

te
rn

al
 q

u
al

it
y 

as
su

ra
n
ce

 t
o
 t

h
e 

o
rg

an
is

at
io

n
s 

an
d
 i
n
d
iv

id
u
al

s 
co

n
ce

rn
ed

 

Pr
e-

vi
si

t 
p
la

n
, 

eg
 s

p
ec

if
yi

n
g
 a

n
d
 n

eg
o
ti
at

in
g
 o

b
je

ct
iv

es
, 

ta
rg

et
s,

 
id

en
ti
fy

in
g
 r

eq
u
ir
em

en
ts

, 
p
la

n
n
in

g
 a

p
p
ro

p
ri
at

e 
ap

p
ro

ac
h
es

 t
o
 

in
fo

rm
at

io
n
 c

o
lle

ct
io

n
, 

an
al

ys
is

 o
f 

d
at

a 
co

lle
ct

ed
; 

co
m

m
u
n
ic

at
e 

an
d
 

n
eg

o
ti
at

e 
ag

en
d
a 

w
it
h
 s

ta
ff
 o

r 
o
rg

an
is

at
io

n
; 

ad
m

in
is

tr
at

iv
e 

ar
ra

n
g
em

en
ts

, 
eg

 t
im

in
g
, 

ve
n
u
e,

 a
g
en

d
a;

 a
va

ila
b
ili

ty
 o

f 
re

so
u
rc

es
, 

eg
 a

ss
es

so
rs

’ 
re

co
rd

s,
 a

ss
es

sm
en

t 
p
la

n
s,

 s
am

p
lin

g
 s

tr
at

eg
y 

o
f 

p
ro

ce
ss

, 
p
ro

d
u
ct

, 
p
o
rt

fo
lio

s,
 o

rg
an

is
at

io
n
 d

o
cu

m
en

ta
ti
o
n
, 

te
m

p
la

te
s 

fo
r 

re
co

rd
in

g
 o

u
tc

o
m

es
, 

u
se

 o
f 

te
ch

n
o
lo

g
y 

as
 a

p
p
ro

p
ri
at

e 



 B
A
0
3
3
6
1
4
 –

 S
p
ec

if
ic

at
io

n
 –

 E
d
ex

ce
l 
Le

ve
l 
3
 A

w
ar

d
s 

an
d
 C

er
ti
fi
ca

te
 i
n
 A

ss
u
ri

n
g
 t

h
e 

Q
u
al

it
y 

o
f 
A
ss

es
sm

en
t 

(Q
C
F)

 –
  

Is
su

e 
3
 –

 N
o
ve

m
b
er

 2
0
1
2
 ©

 P
ea

rs
o
n
 E

d
u
ca

ti
o
n
 L

im
it
ed

 2
0
1
2
 

5
5

 

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

U
n

it
 a

m
p

li
fi

ca
ti

o
n

 

 
 

1
.3

 
E
n
su

re
 a

rr
an

g
em

en
ts

 a
n
d
 

re
so

u
rc

es
 a

re
 i
n
 p

la
ce

 f
o
r 

ex
te

rn
al

 m
o
n
it
o
ri
n
g
 a

n
d
 

ev
al

u
at

io
n
 

□
 

Id
en

ti
fy

in
g
 w

h
at

 a
n
d
 f

o
r 

w
h
o
m

, 
eg

 s
ta

n
d
ar

d
s,

 p
ro

d
u
ct

 a
n
d
 p

ro
ce

ss
, 

in
vo

lv
em

en
t 

o
f 

le
ar

n
er

s,
 a

ss
es

so
rs

, 
tr

ai
n
er

s,
 t

ea
ch

er
s,

 t
u
to

rs
, 

em
p
lo

ye
rs

; 
ti
m

in
g
 a

n
d
 c

o
n
te

xt
; 

sa
m

p
lin

g
 o

f 
p
ro

d
u
ct

 a
n
d
 p

ro
ce

ss
, 

eg
 

o
n
-s

it
e,

 d
es

kt
o
p
, 

re
m

o
te

ly
 u

si
n
g
 o

n
lin

e 
sa

m
p
lin

g
 p

o
rt

fo
lio

 e
vi

d
en

ce
, 

sa
m

p
lin

g
 a

cr
o
ss

 l
ea

rn
er

s 
in

 w
o
rk

p
la

ce
; 

m
et

h
o
d
s 

o
f 

sa
m

p
lin

g
 p

ro
d
u
ct

 
ev

id
en

ce
, 

eg
 r

an
d
o
m

, 
b
an

d
ed

, 
ta

rg
et

ed
, 

re
p
re

se
n
ta

ti
o
n
al

, 
p
er

ce
n
ta

g
e 

co
ve

ra
g
e,

 a
cr

o
ss

 u
n
it
s 

fo
r 

si
n
g
le

 u
n
it
; 

sa
m

p
lin

g
 a

cr
o
ss

 
p
ro

g
ra

m
m

e,
 e

g
 s

ki
lls

, 
kn

o
w

le
d
g
e 

an
d
 u

n
d
er

st
an

d
in

g
, 

ac
ro

ss
 

le
ar

n
er

s,
 a

cr
o
ss

 a
ss

es
so

rs
, 

ac
ro

ss
 v

er
if
ie

rs
, 

ac
ro

ss
 p

ro
g
ra

m
m

es
 o

r 
co

n
te

xt
s 

R
eq

u
ir
em

en
ts

 f
o
r 

ex
te

rn
al

ly
 m

o
n
it
o
ri
n
g
 a

n
d
 e

va
lu

at
in

g
 i
n
te

rn
al

 
ar

ra
n
g
em

en
ts

 a
n
d
 p

ra
ct

ic
es

: 
o
rg

an
is

at
io

n
 p

o
lic

ie
s 

an
d
 p

ro
ce

d
u
re

s,
 

eg
 h

ea
lt
h
 a

n
d
 s

af
et

y,
 e

q
u
al

 o
p
p
o
rt

u
n
it
ie

s,
 r

ec
o
rd

in
g
 a

n
d
 r

ep
o
rt

in
g
, 

q
u
al

it
y 

as
su

ra
n
ce

 s
tr

at
eg

y,
 c

o
n
tr

ib
u
ti
o
n
 t

o
 i
n
te

rn
al

 r
ev

ie
w

in
g
 

p
ro

ce
ss

es
, 

S
A
R
, 

C
PD

 a
ct

iv
it
ie

s 
to

 p
re

p
ar

e 
p
ar

ti
ci

p
an

ts
; 

re
g
u
la

to
ry

 
b
o
d
ie

s,
 e

g
 a

w
ar

d
in

g
 o

rg
an

is
at

io
n
, 

S
S
C
, 

O
fq

u
al

, 
O

fs
te

d
, 

em
p
lo

ye
r,

 
m

ea
su

re
 o

f 
ac

co
u
n
ta

b
ili

ty
, 

b
en

ch
m

ar
ki

n
g
; 

ev
al

u
at

io
n
 o

f 
q
u
al

it
y 

as
su

ra
n
ce

 d
o
cu

m
en

ta
ti
o
n
, 

eg
 c

o
u
rs

e 
fi
le

s,
 t

ra
ck

in
g
 a

n
d
 l
o
g
g
in

g
, 

st
an

d
ar

d
is

at
io

n
 p

ro
ce

d
u
re

s,
 s

am
p
lin

g
 s

tr
at

eg
ie

s 

2
 

B
e 

ab
le

 t
o
 

ex
te

rn
al

ly
 e

va
lu

at
e 

in
te

rn
al

 q
u
al

it
y 

as
su

ra
n
ce

 a
n
d
 

as
se

ss
m

en
t 

2
.1

 
C
ar

ry
 o

u
t 

m
o
n
it
o
ri
n
g
 a

ct
iv

it
ie

s 
to

 
q
u
al

it
y 

re
q
u
ir
em

en
ts

 
Id

en
ti
fy

in
g
 w

h
at

 a
n
d
 f

o
r 

w
h
o
m

, 
eg

 s
ta

n
d
ar

d
s,

 p
ro

d
u
ct

 v
er

su
s 

p
ro

ce
ss

, 
in

vo
lv

em
en

t 
o
f 

le
ar

n
er

s,
 a

ss
es

so
rs

, 
tr

ai
n
er

s,
 t

ea
ch

er
s,

 
tu

to
rs

, 
em

p
lo

ye
rs

; 
m

o
n
it
o
ri
n
g
, 

eg
 o

b
se

rv
at

io
n
 o

f 
p
ra

ct
ic

e,
 

d
is

cu
ss

io
n
s,

 i
n
te

rv
ie

w
s,

 s
ta

te
m

en
ts

, 
te

am
 m

ee
ti
n
g
s,

 p
ro

d
u
ct

 
sa

m
p
lin

g
; 

ti
m

in
g
 a

n
d
 c

o
n
te

xt
 e

g
 p

er
-a

ss
es

sm
en

t,
 a

t 
p
la

n
n
in

g
 s

ta
g
e,

 
o
n
g
o
in

g
, 

in
te

ri
m

 o
r 

fi
n
al

, 
p
er

 m
o
d
u
le

, 
te

rm
, 

an
n
u
al

; 
q
u
al

it
y 

as
su

ra
n
ce

 o
f 

p
ro

ce
ss

 a
n
d
 p

ro
d
u
ct

, 
w

h
o
; 

re
co

rd
in

g
 a

n
d
 s

h
ar

in
g
 

o
u
tc

o
m

es
 



 

B
A
0
3
3
6
1
4
 –

 S
p
ec

if
ic

at
io

n
 –

 E
d
ex

ce
l 
Le

ve
l 
3
 A

w
ar

d
s 

an
d
 C

er
ti
fi
ca

te
 i
n
 A

ss
u
ri

n
g
 t

h
e 

Q
u
al

it
y 

o
f 
A
ss

es
sm

en
t 

(Q
C
F)

 
 –

 I
ss

u
e 

3
 –

 N
o
ve

m
b
er

 2
0
1
2
 ©

 P
ea

rs
o
n
 E

d
u
ca

ti
o
n
 L

im
it
ed

 2
0
1
2
 

5
6

 

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

U
n

it
 a

m
p

li
fi

ca
ti

o
n

 

2
.2

 
E
va

lu
at

e 
th

e 
q
u
al

it
y 

o
f 

in
te

rn
al

 
q
u
al

it
y 

as
su

ra
n
ce

 s
ys

te
m

s 
M

o
n
it
o
ri
n
g
 s

ta
n
d
ar

d
s,

 e
g
 a

w
ar

d
in

g
 o

rg
an

is
at

io
n
, 

o
cc

u
p
at

io
n
al

, 
vo

ca
ti
o
n
al

 s
ta

n
d
ar

d
s,

 S
S
C
; 

o
rg

an
is

at
io

n
 p

o
lic

ie
s 

an
d
 p

ro
ce

d
u
re

s,
 e

g
 

as
se

ss
m

en
t 

an
d
 i
n
te

rn
al

 q
u
al

it
y 

as
su

ra
n
ce

 s
tr

at
eg

ie
s,

 r
ig

o
u
r,

 
d
ea

d
lin

es
, 

tr
ac

ki
n
g
 a

n
d
 l
o
g
g
in

g
 o

f 
as

se
ss

m
en

t 
an

d
 i
n
te

rn
al

 q
u
al

it
y 

as
su

ra
n
ce

, 
st

an
d
ar

d
is

at
io

n
, 

m
o
d
er

at
io

n
, 

co
n
si

st
en

cy
 a

cr
o
ss

 
d
ec

is
io

n
s,

 a
d
d
re

ss
in

g
 p

er
fo

rm
an

ce
 o

r 
as

se
ss

m
en

t 
cr

it
er

ia
, 

m
ee

ti
n
g
 

st
an

d
ar

d
 r

eq
u
ir
em

en
ts

, 
ap

p
ro

p
ri
at

e 
o
u
tc

o
m

es
 

2
.3

 
E
va

lu
at

e 
th

e 
q
u
al

it
y 

o
f 

in
te

rn
al

 
ad

m
in

is
tr

at
iv

e 
ar

ra
n
g
em

en
ts

 
□

 
M

an
ag

em
en

t 
p
ro

ce
d
u
re

s,
 e

g
 r

eg
is

tr
at

io
n
 o

f 
le

ar
n
er

s,
 t

ea
m

 a
n
d
 

in
d
iv

id
u
al

 r
o
le

s 
an

d
 r

es
p
o
n
si

b
ili

ti
es

, 
re

sp
o
n
si

ve
n
es

s 
o
f 

as
se

ss
o
rs

, 
ve

ri
fi
er

s 
an

d
 t

ea
m

s,
 a

d
m

in
is

tr
at

iv
e 

sy
st

em
s,

 m
an

ag
em

en
t 

an
d
 

st
o
ra

g
e 

o
f 

co
u
rs

e 
fi
le

s 
an

d
 d

o
cu

m
en

ts
, 

av
ai

la
b
ili

ty
 o

f 
as

se
ss

m
en

t 
d
o
cu

m
en

ta
ry

 e
vi

d
en

ce
, 

m
in

u
te

s 
o
f 
co

u
rs

e 
te

am
 m

ee
ti
n
g
s,

 a
ss

es
so

r 
an

d
 v

er
if
ie

r 
u
p
d
at

in
g
 a

n
d
 C

P
D

, 
id

en
ti
fi
ca

ti
o
n
 a

n
d
 r

es
p
o
n
se

 t
o
 

in
d
iv

id
u
al

 l
ea

rn
er

 n
ee

d
s,

 a
p
p
ea

ls
 p

ro
ce

d
u
re

s,
 l
ea

rn
er

 e
va

lu
at

io
n
s,

 
st

af
f 

ev
al

u
at

io
n
s,

 t
ea

m
 r

ev
ie

w
s 

 
 

2
.4

 
E
va

lu
at

e 
th

e 
q
u
al

it
y 

o
f 

in
te

rn
al

 
st

af
fi
n
g
 a

n
d
 i
n
te

rn
al

 s
ta

ff
 

ex
p
er

ti
se

 a
n
d
 c

o
m

p
et

en
ce

 

□
 

O
rg

an
is

at
io

n
 d

o
cu

m
en

ta
ti
o
n
, 

eg
 s

ta
ff

 C
V
 p

ro
fi
le

s,
 S

A
R
 (

se
lf
-

as
se

ss
m

en
t 

re
vi

ew
s)

 s
ta

ff
 p

er
fo

rm
an

ce
 r

ev
ie

w
s 

an
d
 d

ev
el

o
p
m

en
t 

p
la

n
s,

 t
ar

g
et

 s
et

ti
n
g
, 

ac
ti
o
n
 p

la
n
n
in

g
, 

co
n
ti
n
u
in

g
 p

ro
fe

ss
io

n
al

 
d
ev

el
o
p
m

en
t 

re
co

rd
s,

 o
p
p
o
rt

u
n
it
ie

s 
fo

r 
st

af
f 

d
ev

el
o
p
m

en
t,

 l
ea

rn
er

s’
 

an
d
 e

m
p
lo

ye
rs

’ 
fe

ed
b
ac

k 
an

d
 e

va
lu

at
io

n
s,

 c
o
u
rs

e 
an

d
 t

ea
m

 r
ev

ie
w

 
re

co
rd

s 
an

d
 p

la
n
n
in

g
, 

oc
cu

p
at

io
n
al

 c
o
m

p
et

en
ce

 a
n
d
 o

p
p
o
rt

u
n
it
ie

s 
fo

r 
u
p
d
at

in
g
, 

q
u
al

if
ic

at
io

n
s 

an
d
 o

p
p
o
rt

u
n
it
ie

s 
fo

r 
p
ro

fe
ss

io
n
al

 
p
ro

g
re

ss
io

n
, 

te
am

 w
o
rk

in
g
, 

ro
le

s 
an

d
 r

es
p
o
n
si

b
ili

ti
es

, 
te

ch
n
ic

al
 

co
m

p
et

en
ce

, 
fu

n
ct

io
n
al

 s
ki

lls
 

 
 

2
.5

 
D

et
er

m
in

e 
w

h
et

h
er

 a
ss

es
sm

en
t 

ar
ra

n
g
em

en
ts

, 
m

et
h
o
d
s 

an
d
 

d
ec

is
io

n
s 

m
ee

t 
q
u
al

it
y 

re
q
u
ir
em

en
ts

 

□
 

A
rr

an
g
em

en
ts

, 
eg

 t
im

in
g
, 

fr
eq

u
en

cy
, 

d
ea

d
lin

es
, 

ti
m

in
g
 o

f 
fe

ed
b
ac

k;
 

ra
n
g
e 

o
f 

m
et

h
o
d
s,

 m
ee

ti
n
g
 i
n
d
iv

id
u
al

 n
ee

d
s,

 n
eg

o
ti
at

io
n
 o

f 
as

se
ss

m
en

t 
p
ro

ce
ss

 a
n
d
 p

ro
d
u
ct

 a
s 

ap
p
ro

p
ri
at

e,
 o

ff
er

in
g
 a

lt
er

n
at

iv
e 

as
se

ss
m

en
t 

m
et

h
o
d
s 

ap
p
ro

p
ri
at

e 
to

 i
n
d
iv

id
u
al

 n
ee

d
s,

 c
o
n
te

xt
s,

 
su

ff
ic

ie
n
cy

 o
f 

ev
id

en
ce

, 
o
p
p
o
rt

u
n
it
ie

s 
fo

r 
le

ar
n
er

s 
to

 f
ee

d
b
ac

k 
to

 
as

se
ss

o
rs

 o
n
 a

ss
es

sm
en

t 
d
ec

is
io

n
s,

 a
p
p
ea

ls
 p

ro
ce

d
u
re

s 



 B
A
0
3
3
6
1
4
 –

 S
p
ec

if
ic

at
io

n
 –

 E
d
ex

ce
l 
Le

ve
l 
3
 A

w
ar

d
s 

an
d
 C

er
ti
fi
ca

te
 i
n
 A

ss
u
ri

n
g
 t

h
e 

Q
u
al

it
y 

o
f 
A
ss

es
sm

en
t 

(Q
C
F)

 –
  

Is
su

e 
3
 –

 N
o
ve

m
b
er

 2
0
1
2
 ©

 P
ea

rs
o
n
 E

d
u
ca

ti
o
n
 L

im
it
ed

 2
0
1
2
 

5
7

 

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

U
n

it
 a

m
p

li
fi

ca
ti

o
n

 

3
.1

 
Pr

o
vi

d
e 

st
af

f 
w

it
h
 f

ee
d
b
ac

k,
 

ad
vi

ce
 a

n
d
 s

u
p
p
o
rt

 w
h
ic

h
 h

el
p
 

th
em

 m
ai

n
ta

in
 a

n
d
 i
m

p
ro

ve
 t

h
e 

q
u
al

it
y 

o
f 

as
se

ss
m

en
t 

□
 

Fe
ed

b
ac

k 
to

 s
ta

ff
 m

ak
es

 u
se

 o
f 

ap
p
ro

p
ri
at

e 
ap

p
ro

ac
h
es

, 
eg

 l
in

ke
d
 t

o
 

sp
ec

if
ie

d
 o

u
tc

o
m

es
, 

cr
it
er

ia
 a

n
d
 s

ta
n
d
ar

d
s 

an
d
 r

an
g
e 

o
f 

av
ai

la
b
le

 
ev

id
en

ce
; 

o
ff
er

in
g
 a

d
vi

ce
, 

eg
 n

ew
 i
n
it
ia

ti
ve

s,
 a

lt
er

n
at

iv
e 

ap
p
ro

ac
h
es

 
to

 a
ss

es
sm

en
t 

o
r 

in
te

rn
al

 q
u
al

it
y 

as
su

ra
n
ce

 p
ro

ce
ss

es
, 

u
p
d
at

in
g
 

cu
rr

en
cy

 o
f 

re
g
u
la

ti
o
n
s,

 r
ec

o
m

m
en

d
in

g
 i
m

p
ro

ve
m

en
ts

 t
o
 e

xi
st

in
g
 

p
ro

ce
d
u
re

s,
 o

p
p
o
rt

u
n
it
ie

s 
fo

r 
p
ro

fe
ss

io
n
al

 d
ev

el
o
p
m

en
t;

 p
ro

vi
d
es

 
ap

p
ro

p
ri
at

e 
le

ve
ls

 o
f 

su
p
p
o
rt

, 
eg

 p
ro

vi
d
es

 o
p
p
o
rt

u
n
it
y 

fo
r 

st
af

f 
to

 
p
ro

vi
d
e 

th
ei

r 
o
w

n
 f

ee
d
b
ac

k,
 a

vo
id

s 
p
er

so
n
al

 i
ss

u
es

 o
r 

b
ia

s,
 o

ff
er

 o
f 

p
ee

r 
su

p
p
o
rt

, 
N

eg
o
ti
at

ed
 d

is
cu

ss
io

n
, 

fo
cu

s 
o
n
 p

o
si

ti
ve

 o
u
tc

o
m

es
, 

id
en

ti
fi
es

 o
p
p
o
rt

u
n
it
ie

s 
fo

r 
p
ro

g
re

ss
io

n
 s

et
ti
n
g
 r

ea
lis

ti
c 

g
o
al

s 

3
 

B
e 

ab
le

 t
o
 

m
ai

n
ta

in
 a

n
d
 

im
p
ro

ve
 i
n
te

rn
al

 
q
u
al

it
y 

as
su

ra
n
ce

 
p
ro

ce
ss

es
 

3
.2

 
A
p
p
ly

 p
ro

ce
d
u
re

s 
fo

r 
th

e 
st

an
d
ar

d
is

at
io

n
 o

f 
as

se
ss

m
en

t 
p
ra

ct
ic

es
 a

n
d
 o

u
tc

o
m

es
 

□
 

A
d
d
re

ss
in

g
 q

u
al

it
y 

st
an

d
ar

d
s,

 e
g
 a

w
ar

d
in

g
 o

rg
an

is
at

io
n
, 

S
S
C
, 

re
g
u
la

to
ry

 b
o
d
ie

s,
 e

m
p
lo

ye
rs

, 
st

an
d
ar

d
s 

to
 m

ee
t 

ex
te

rn
al

 b
o
d
ie

s;
 

st
an

d
ar

d
is

at
io

n
 o

f 
as

se
ss

m
en

t 
p
ra

ct
ic

e 
eg

 a
ss

es
sm

en
t 

is
 r

el
ia

b
le

, 
fa

ir
, 

sa
fe

, 
co

n
si

st
en

t 
ac

ro
ss

 a
ss

es
so

rs
 a

n
d
 l
ea

rn
er

s,
 u

n
if
o
rm

ly
 a

p
p
lie

d
 

an
d
 j
u
d
g
ed

 w
it
h
o
u
t 

b
ia

s,
 r

o
b
u
st

 a
n
d
 c

an
 b

e 
re

p
lic

at
ed

 

4
.1

 
A
p
p
ly

 p
ro

ce
d
u
re

s 
fo

r 
re

co
rd

in
g
, 

st
o
ri
n
g
, 

re
p
o
rt

in
g
 i
n
fo

rm
at

io
n
 

re
la

ti
n
g
 t

o
 e

xt
er

n
al

 q
u
al

it
y 

as
su

ra
n
ce

 

□
 

R
an

g
e 

o
f 

in
fo

rm
at

io
n
, 

eg
 o

b
se

rv
at

io
n
, 

in
te

rv
ie

w
 a

n
d
 d

is
cu

ss
io

n
 

re
co

rd
s,

 w
ri
tt

en
 r

ec
o
rd

s,
 v

id
eo

, 
au

d
io

; 
le

ar
n
er

 a
n
d
 w

it
n
es

s 
st

at
em

en
t;

 r
ec

o
rd

 o
f 

p
ro

d
u
ct

, 
eg

 q
u
al

it
y 

as
su

ra
n
ce

 t
ra

ck
in

g
 a

n
d
 

lo
g
g
in

g
 d

o
cu

m
en

ts
, 

as
se

ss
o
r 

ac
ti
o
n
 p

la
n
s;

 s
h
ar

in
g
 e

vi
d
en

ce
, 

eg
 u

se
 

o
f 

te
ch

n
o
lo

g
y 

fo
rm

at
s,

 t
ea

m
 m

ee
ti
n
g
s,

 a
ss

es
sm

en
t 

st
an

d
ar

d
is

at
io

n
 

m
ee

ti
n
g
s 

4
 

B
e 

ab
le

 t
o
 m

an
ag

e 
in

fo
rm

at
io

n
 

re
le

va
n
t 

to
 t

h
e 

ex
te

rn
al

 q
u
al

it
y 

as
su

ra
n
ce

 o
f 

as
se

ss
m

en
t 

4
.2

 
A
p
p
ly

 p
ro

ce
d
u
re

s 
to

 m
ai

n
ta

in
 

co
n
fi
d
en

ti
al

it
y 

o
f 

in
fo

rm
at

io
n
 

re
la

ti
n
g
 t

o
 e

xt
er

n
al

 q
u
al

it
y 

as
su

ra
n
ce

 

□
 

In
fo

rm
at

io
n
 m

an
ag

em
en

t,
 e

g
 s

af
eg

u
ar

d
in

g
 r

ec
o
rd

in
g
 a

n
d
 s

to
ra

g
e 

o
f 

in
fo

rm
at

io
n
, 

eg
 o

rg
an

is
at

io
n
al

 p
ro

ce
d
u
re

s,
 d

at
a 

p
ro

te
ct

io
n
, 

se
cu

ri
ty

 
an

d
 s

af
et

y 
o
f 

p
ap

er
-b

as
ed

 r
ec

o
rd

s,
 e

le
ct

ro
n
ic

 f
o
rm

at
s 

fo
r 

re
co

rd
in

g
 

an
d
 s

to
ra

g
e 

an
d
 e

le
ct

ro
n
ic

 s
af

eg
u
ar

d
s;

 s
ec

u
re

 e
n
vi

ro
n
m

en
t 

fo
r 

p
ro

vi
d
in

g
 f

ee
d
b
ac

k 
to

 l
ea

rn
er

; 
id

en
ti
fy

in
g
 t

h
o
se

 w
it
h
 l
eg

it
im

at
e 

ac
ce

ss
 a

n
d
 l
im

it
in

g
 a

cc
es

s,
 e

g
 r

ec
o
rd

in
g
 e

vi
d
en

ce
 i
n
 a

 w
ay

 t
h
at

 c
an

 
b
e 

sh
ar

ed
 w

it
h
 a

p
p
ro

p
ri
at

e 
ac

ce
ss

, 
u
se

 o
f 

el
ec

tr
o
n
ic

 f
o
rm

at
s,

 t
ea

m
 

m
ee

ti
n
g
s,

 a
ss

es
sm

en
t 

o
r 

st
an

d
ar

d
is

at
io

n
 m

ee
ti
n
g
s 



 

B
A
0
3
3
6
1
4
 –

 S
p
ec

if
ic

at
io

n
 –

 E
d
ex

ce
l 
Le

ve
l 
3
 A

w
ar

d
s 

an
d
 C

er
ti
fi
ca

te
 i
n
 A

ss
u
ri

n
g
 t

h
e 

Q
u
al

it
y 

o
f 
A
ss

es
sm

en
t 

(Q
C
F)

 
 –

 I
ss

u
e 

3
 –

 N
o
ve

m
b
er

 2
0
1
2
 ©

 P
ea

rs
o
n
 E

d
u
ca

ti
o
n
 L

im
it
ed

 2
0
1
2
 

5
8

 

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

U
n

it
 a

m
p

li
fi

ca
ti

o
n

 

5
 

B
e 

ab
le

 t
o
 

m
ai

n
ta

in
 l
eg

al
 a

n
d
 

g
o
o
d
 p

ra
ct

ic
e 

re
q
u
ir
em

en
ts

 
w

h
en

 e
xt

er
n
al

ly
 

m
o
n
it
o
ri
n
g
 a

n
d
 

m
ai

n
ta

in
in

g
 t

h
e 

q
u
al

it
y 

o
f 

as
se

ss
m

en
t 

5
.1

 
A
p
p
ly

 p
o
lic

ie
s,

 p
ro

ce
d
u
re

s 
an

d
 

le
g
is

la
ti
o
n
 r

el
ev

an
t 

to
 t

h
e 

ex
te

rn
al

 q
u
al

it
y 

as
su

ra
n
ce

 o
f 

as
se

ss
m

en
t,

 i
n
cl

u
d
in

g
 t

h
o
se

 f
o
r 

h
ea

lt
h
, 

sa
fe

ty
 a

n
d
 w

el
fa

re
 

□
 

Id
en

ti
fy

in
g
 a

re
as

 o
f 

g
o
o
d
 p

ra
ct

ic
e,

 e
g
 f

o
rm

s 
o
f 

in
eq

u
al

it
y 

an
d
 

d
is

cr
im

in
at

io
n
 a

n
d
 t

h
ei

r 
im

p
ac

t 
o
n
 i
n
d
iv

id
u
al

s,
 t

h
e 

R
el

ev
an

t 
le

g
is

la
ti
o
n
, 

em
p
lo

ym
en

t 
re

g
u
la

ti
o
n
s 

an
d
 p

o
lic

ie
s,

 c
o
d
es

 o
f 

p
ra

ct
ic

e 
re

le
va

n
t 

to
 t

h
e 

p
ro

m
o
ti
o
n
 o

f 
eq

u
al

it
y 

an
d
 v

al
u
in

g
 o

f 
d
iv

er
si

ty
, 

eg
 

vi
su

al
 a

u
d
it
o
ry

 i
m

p
ai

rm
en

t,
 p

h
ys

ic
al

 d
is

ab
ili

ty
, 

b
ili

n
g
u
al

is
m

, 
ad

d
it
io

n
al

 s
u
p
p
o
rt

 i
n
 a

ss
es

sm
en

t 
o
f 

sk
ill

s,
 k

n
o
w

le
d
g
e,

 u
n
d
er

st
an

d
in

g
, 

al
te

rn
at

iv
e 

st
ra

te
g
ie

s,
 i
d
en

ti
fy

in
g
 a

n
d
 a

d
d
re

ss
in

g
 i
n
d
iv

id
u
al

 n
ee

d
s 

as
 

ap
p
ro

p
ri
at

e 

5
.2

 
A
p
p
ly

 r
eq

u
ir
em

en
ts

 f
o
r 

eq
u
al

it
y 

an
d
 d

iv
er

si
ty

 a
n
d
, 

w
h
er

e 
ap

p
ro

p
ri
at

e,
 b

ili
n
g
u
al

is
m

, 
to

 t
h
e 

ex
te

rn
al

 q
u
al

it
y 

as
su

ra
n
ce

 o
f 

as
se

ss
m

en
t 

□
 

Fo
rm

s 
o
f 

in
eq

u
al

it
y 

an
d
 d

is
cr

im
in

at
io

n
 a

n
d
 t

h
ei

r 
im

p
ac

t 
o
n
 

in
d
iv

id
u
al

s,
 t

h
e 

re
le

va
n
t 

le
g
is

la
ti
o
n
, 

em
p
lo

ym
en

t 
re

g
u
la

ti
o
n
s 

an
d
 

p
o
lic

ie
s 

an
d
 c

o
d
es

 o
f 

p
ra

ct
ic

e 
re

le
va

n
t 

to
 t

h
e 

p
ro

m
o
ti
o
n
 o

f 
eq

u
al

it
y 

an
d
 v

al
u
in

g
 o

f 
d
iv

er
si

ty
, 

eg
 v

is
u
al

 a
u
d
it
o
ry

 i
m

p
ai

rm
en

t,
 p

h
ys

ic
al

 
d
is

ab
ili

ty
, 

b
ili

n
g
u
al

is
m

 

 
 

5
.3

 
C
ri
ti
ca

lly
 r

ef
le

ct
 o

n
 o

w
n
 p

ra
ct

ic
e 

in
 e

xt
er

n
al

ly
 a

ss
u
ri
n
g
 t

h
e 

q
u
al

it
y 

o
f 

as
se

ss
m

en
t 

□
 

R
ef

le
ct

iv
e 

p
ra

ct
ic

e,
 e

g
 s

el
f-

as
se

ss
m

en
t,

 e
va

lu
at

io
n
, 

S
W

O
T
 a

n
al

ys
is

 
(s

tr
en

g
th

s,
 w

ea
kn

es
se

s,
 o

p
p
o
rt

u
n
it
ie

s,
 t

h
re

at
s)

, 
re

al
is

ti
c 

g
o
al

s 
an

d
 

ta
rg

et
s 

fo
r 

o
w

n
 d

ev
el

o
p
m

en
t 

in
 r

el
at

io
n
 t

o
 q

u
al

it
y 

as
su

ra
n
ce

, 
id

en
ti
fy

in
g
 c

o
n
st

ra
in

ts
 a

n
d
 o

p
p
o
rt

u
n
it
ie

s,
 u

se
 f

ee
d
b
ac

k 
fr

o
m

 r
an

g
e 

o
f 

so
u
rc

es
, 

se
lf
 a

n
d
 ‘
q
u
al

it
y’

 t
ea

m
 r

ev
ie

w
s,

 e
xt

er
n
al

 q
u
al

it
y 

as
su

ra
n
ce

, 
p
er

fo
rm

an
ce

 r
ev

ie
w

, 
u
p
d
at

in
g
 k

n
o
w

le
d
g
e,

 o
cc

u
p
at

io
n
al

 e
xp

er
ti
se

, 
m

o
d
if
ic

at
io

n
s 

to
 q

u
al

it
y 

as
su

ra
n
ce

 p
la

n
s,

 d
ev

el
o
p
in

g
 t

ec
h
n
o
lo

g
ie

s 
in

 
m

o
n
it
o
ri
n
g
 a

n
d
 r

ec
o
rd

in
g
 o

u
tc

o
m

es
, 

co
n
tr

ib
u
ti
n
g
 t

o
 q

u
al

it
y 

as
su

ra
n
ce

, 
cu

rr
ic

u
lu

m
 d

ev
el

o
p
m

en
t 

 
 

5
.4

 
M

ai
n
ta

in
 t

h
e 

cu
rr

en
cy

 o
f 

o
w

n
 

ex
p
er

ti
se

 a
n
d
 c

o
m

p
et

en
ce

 a
s 

re
le

va
n
t 

to
 e

xt
er

n
al

 q
u
al

it
y 

as
su

ra
n
ce

 

□
 

U
si

n
g
 r

ev
ie

w
 o

f 
co

m
p
et

en
ce

, 
eg

 a
ct

io
n
 p

la
n
n
in

g
, 

es
ta

b
lis

h
in

g
 r

ea
lis

ti
c 

g
o
al

s 
an

d
 t

ar
g
et

s 
fo

r 
o
w

n
 o

cc
u
p
at

io
n
al

 c
o
m

p
et

en
ce

, 
u
p
d
at

in
g
 

o
cc

u
p
at

io
n
al

 e
xp

er
ti
se

, 
sk

ill
s 

an
d
 s

el
f-

co
n
fi
d
en

ce
, 

m
o
d
if
ic

at
io

n
s 

to
 

q
u
al

it
y 

as
su

ra
n
ce

 p
la

n
s,

 e
xp

lo
re

 a
lt
er

n
at

iv
e 

ap
p
ro

ac
h
es

 t
o
 p

la
n
n
in

g
, 

re
vi

ew
in

g
 a

n
d
 m

o
n
it
o
ri
n
g
, 

ch
an

g
es

 i
n
 p

o
lic

ie
s,

 p
ro

ce
d
u
re

s 
o
r 

re
g
u
la

ti
o
n
s 

re
la

ti
n
g
 t

o
 a

ss
es

sm
en

t,
 t

ec
h
n
o
lo

g
ie

s 
to

 d
ev

el
o
p
 a

n
d
 

im
p
ro

ve
m

en
t 

o
f 

o
w

n
 a

ss
es

si
n
g
, 

se
ct

o
r 

u
p
d
at

in
g
, 

w
o
rk

 s
h
ad

o
w

in
g
, 

p
la

ce
m

en
ts

, 
p
ee

r 
an

d
 l
in

e 
m

an
ag

er
 r

ev
ie

w
s,

 r
ev

ie
w

 o
f 

p
er

fo
rm

an
ce

, 
p
ro

fe
ss

io
n
al

 d
ev

el
op

m
en

t 
o
p
p
o
rt

u
n
it
ie

s 



 

BA033614 – Specification – Edexcel Level 3 Awards and Certificate in Assuring the Quality of Assessment (QCF) –  
Issue 3 – November 2012 © Pearson Education Limited 2012 

59 

13 Further information and useful 
publications 

For further information about the qualification(s) featured in this specification, or 
other Edexcel qualifications, please call Customer Services on 0844 576 0026 (calls 
may monitored for quality and training purposes) or visit our website 
(www.edexcel.com). 

Related information and publications include: 

 Equality Policy 

 Information Manual (updated annually) 

 Reasonable Adjustment and Special Considerations for Edexcel BTEC and 
Edexcel NVQ Qualifications 

 Recognition of Prior Learning Policy 

 Quality Assurance Handbook (updated annually). 

Publications on the quality assurance of Edexcel BTEC qualifications is on our 
website at www.edexcel.com/quals/BTEC/quality/Pages/documents.aspx 

Our publications catalogue lists all the material available to support our 
qualifications. To access the catalogue and order publications, please go to 
www.edexcel.com/resources/publications/home.aspx 
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14 Professional development and training 

Edexcel supports UK and international customers with training related to our 
qualifications. This support is available through a choice of training options offered 
in our published training directory or through customised training at your centre. 

The support we offer focuses on a range of issues including: 

 planning for the delivery of a new programme 

 planning for assessment and grading 

 developing effective assignments 

 building your team and teamwork skills 

 developing student-centred learning and teaching approaches 

 building functional skills into your programme 

 building in effective and efficient quality assurance systems. 

The national programme of training we offer is on our website 
www.edexcel.com/training. You can request customised training through the 
website or by contacting one of our advisers in the Training from Edexcel team via 
Customer Services to discuss your training needs. 

Our customer service numbers are: 

Edexcel BTEC and NVQ 0844 576 0026 

GCSE 0844 576 0027 

GCE 0844 576 0025 

The Diploma 0844 576 0028 

DiDA and other qualifications 0844 576 0031 

Edexcel may monitor calls for quality and training purposes. 

The training we provide: 

 is practical – ideas are developed and applied 

 is designed to be supportive and thought provoking 

 builds on best practice.  

 

 



 

B
A
0
3
3
6
1
4
 –

 S
p
ec

if
ic

at
io

n
 –

 E
d
ex

ce
l 
Le

ve
l 
3
 A

w
ar

d
s 

an
d
 C

er
ti
fi
ca

te
 i
n
 A

ss
u
ri

n
g
 t

h
e 

Q
u
al

it
y 

o
f 
A
ss

es
sm

en
t 

(Q
C
F)

 –
  

Is
su

e 
3
 –

 N
o
ve

m
b
er

 2
0
1
2
 ©

 P
ea

rs
o
n
 E

d
u
ca

ti
o
n
 L

im
it
ed

 2
0
1
2
 

6
1

 

A
n

n
e
x
e
 A

 

P
ro

g
re

ss
io

n
 o

p
p

o
rt

u
n

it
ie

s 
 

T
h
es

e 
ar

e 
ex

am
p
le

s 
o
f 

p
ro

g
re

ss
io

n
 o

p
p
o
rt

u
n
it
ie

s 
to

 o
th

er
 E

d
ex

ce
l 
q
u
al

if
ic

at
io

n
s 

w
it
h
in

 t
h
e 

Le
ar

n
in

g
 a

n
d
 D

ev
el

o
p
m

en
t 

se
ct

o
r.

 

 L
e
v
e
l 

G
e
n

e
ra

l 
q

u
a
li

fi
ca

ti
o

n
s 

B
T
E
C

 f
u

ll
 v

o
ca

ti
o

n
a
ll

y
-

re
la

te
d

 q
u

a
li

fi
ca

ti
o

n
s 

B
T
E

C
 s

p
e
ci

a
li

st
 c

o
u

rs
e
s 

N
V

Q
/

o
cc

u
p

a
ti

o
n

a
l 

8
 

 
 

 
 

7
 

 
 

E
d
ex

ce
l 
D

ip
lo

m
a 

in
 t

h
e 

M
an

ag
em

en
t 

o
f 

A
ss

es
sm

en
t 

 

6
 

 
 

 
 

5
 

 
 

E
d
ex

ce
l 
D

ip
lo

m
a 

in
 T

ea
ch

in
g
 i
n
 

th
e 

Li
fe

lo
n
g
 L

ea
rn

in
g
 S

ec
to

r 
 

4
 

 
 

E
d
ex

ce
l 
A
w

ar
d
 i
n
 P

re
p
ar

in
g
 t

o
 

te
ac

h
 i
n
 t

h
e 

Li
fe

lo
n
g
 L

ea
rn

in
g
 

S
ec

to
r 

E
d
ex

ce
l 
C
er

ti
fi
ca

te
 i
n
 T

ea
ch

in
g
 

in
 t

h
e 

Li
fe

lo
n
g
 L

ea
rn

in
g
 S

ec
to

r 

E
d
ex

ce
l 
A
w

ar
d
 i
n
 A

ss
u
ri
n
g
 t

h
e 

Q
u
al

it
y 

o
f 

A
ss

es
sm

en
t 

E
d
ex

ce
l 
C
er

ti
fi
ca

te
 i
n
 A

ss
u
ri
n
g
 

th
e 

Q
u
al

it
y 

o
f 

A
ss

es
sm

en
t 

 



 

B
A
0
3
3
6
1
4
 –

 S
p
ec

if
ic

at
io

n
 –

 E
d
ex

ce
l 
Le

ve
l 
3
 A

w
ar

d
s 

an
d
 C

er
ti
fi
ca

te
 i
n
 A

ss
u
ri

n
g
 t

h
e 

Q
u
al

it
y 

o
f 
A
ss

es
sm

en
t 

(Q
C
F)

 
 –

 I
ss

u
e 

3
 –

 N
o
ve

m
b
er

 2
0
1
2
 ©

 P
ea

rs
o
n
 E

d
u
ca

ti
o
n
 L

im
it
ed

 2
0
1
2
 

6
2

 

 L
e
v
e
l 

G
e
n

e
ra

l 
q

u
a
li

fi
ca

ti
o

n
s 

B
T
E
C

 f
u

ll
 v

o
ca

ti
o

n
a
ll

y
-

re
la

te
d

 q
u

a
li

fi
ca

ti
o

n
s 

B
T
E

C
 s

p
e
ci

a
li

st
 c

o
u

rs
e
s 

N
V

Q
/

o
cc

u
p

a
ti

o
n

a
l 

3
 

 
E
d
ex

ce
l 
A
w

ar
d
, 

C
er

ti
fi
ca

te
, 

D
ip

lo
m

a 
in

 S
u
p
p
o
rt

in
g
 

T
ea

ch
in

g
 a

n
d
 L

ea
rn

in
g
 i
n
 

S
ch

o
o
ls

 

E
d
ex

ce
l 
A
w

ar
d
 i
n
 P

re
p
ar

in
g
 t

o
 

te
ac

h
 i
n
 t

h
e 

Li
fe

lo
n
g
 L

ea
rn

in
g
 

S
ec

to
r 

E
d
ex

ce
l 
C
er

ti
fi
ca

te
 i
n
 T

ea
ch

in
g
 

in
 t

h
e 

Li
fe

lo
n
g
 L

ea
rn

in
g
 S

ec
to

r 

 

2
 

 
E
d
ex

ce
l 
A
w

ar
d
 i
n
 S

u
p
p
o
rt

 
W

o
rk

 i
n
 S

ch
o
o
ls

 

E
d
ex

ce
l 
C
er

ti
fi
ca

te
 i
n
 

S
u
p
p
o
rt

in
g
 T

ea
ch

in
g
 a

n
d
 

Le
ar

n
in

g
 i
n
 S

ch
o
o
ls

 

 
 

1
 

 
 

 
 

E
n

tr
y
 

 
 

 
 

 



 

BA033614 – Specification – Edexcel Level 3 Awards and Certificate in Assuring the Quality of Assessment (QCF) –  
Issue 3 – November 2012 © Pearson Education Limited 2012 

63 

Annexe B 

LLUK Assessment Strategy 

The following assessment strategy sets out the requirements of Lifelong Learning 
UK (now Learning and Skills Improvement Service, LSIS) for the qualifications in 
this specification. They are not the requirements of the Regulators, Sector Skills 
Councils or awarding organisations for other qualifications and should not be 
applied to them. This is taken from LLUK Assessing and Assuring the quality of 
Assessment Guidance for awarding organisations, March 2010. 
 

Quality assurance  

Centres offering these qualifications must provide internal quality assurance to 
ensure assessment meets all Awarding Organisation requirements and is 
standardised across individual assessors, assessment locations and learners. In 
addition, the Awarding Organisation must ensure there is a robust system of 
external quality assurance to ensure quality and standardisation across centres. 
Awarding organisations should apply appropriate risk rating measures to individual 
assessment centres and ensure that robust quality assurance systems are in place 
to manage these risks on an individual basis.  

Lifelong Learning UK will also expect the awarding organisations offering these 
qualifications to meet on a regular basis through an Awarding Organisation Forum 
to compare practice and identify issues of concern. 

Requirements for Assessors 

All those who assess these qualifications must: 

 already hold the qualification (or previous equivalent qualification) they are 
assessing and 

 have successfully assessed learners for other qualifications; if assessing quality 
assurance roles, they must have experience as a qualified quality assurance 
practitioner of carrying out internal or external quality assurance of 
qualifications for a minimum of two assessors 

 have up-to-date working knowledge and experience of best practice in 
assessment and quality assurance 

 hold one of the following qualifications or their recognised equivalent: 

- the Level 3 Award in Assessing Competence in the Work Environment, or 

- the Level 3 Certificate in Assessing Vocational Achievement, or 

- A1 Assess candidate performance using a range of methods, or 

- D32 Assess candidate performance and D33 Assess candidate using differing 
sources of evidence 
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and 

 show current evidence of continuing professional development in assessment 
and quality assurance. 

Requirements for Internal Quality Assurance 

All those who quality assure these qualifications internally must: 

 have up-to-date working knowledge and experience of best practice in 
assessment and quality assurance 

 hold one of the following assessor qualifications or their recognised equivalent: 

- the Level 3 Award in Assessing Competence in the Work Environment,  

or 

- the Level 3 Certificate in Assessing Vocational Achievement, or 

- A1 Assess candidate performance using a range of methods, or 

- D32 Assess candidate performance and D33 Assess candidate using differing 
sources of evidence 

 hold or be working towards, one of the following internal quality assurance 
qualifications or their recognised equivalent: 

- the Level 4 Award in the Internal Quality Assurance of Assessment Processes 
and Practice, or 

- the Level 4 Certificate in Leading the Internal Quality Assurance of 

- Assessment Processes and Practice, or 

- V1 Conduct internal quality assurance of the assessment process, or 

- D34 Internally verify the assessment process 

and 

 show current evidence of continuing professional development in assessment 
and quality assurance 

Requirements for external quality assurance 

All those who provide external quality assurance for these qualifications must:  

 have up-to-date working knowledge and experience of best practice in Learning 
and Development 

 hold one of the following qualifications or their recognised equivalent: 

- the Level 3 Award in Assessing Competence in the Work Environment 

or 

- the Level 3 Certificate in Assessing Vocational Achievement, or 

- A1 Assess candidate performance using a range of methods, or 

- D32 Assess candidate performance and D33 Assess candidates using 
differing sources of evidence 
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 hold, or be working towards, one of the following external quality assurance 
qualifications or their recognised equivalent:  

- the Level 4 Award in Externally Assuring the Quality of Assessment 
Processes and Practice, or 

- the Level 4 Certificate in Leading the External Quality Assurance of 
Assessment Processes and Practice, or 

- V2 Conduct external quality assurance of the assessment process,  

or 

- D35 Externally verify the assessment process.  

and 

 show current evidence of continuing professional development in learning and 
development, assessment and quality assurance. 

In terms of best practice, external quality assurance staff might also be expected to 
hold an appropriate internal quality assurance qualification, either: 

- the Level 4 Award in the Internal Quality Assurance of Assessment Processes 
and Practice, or 

- the Level 4 Certificate in Leading the Internal Quality Assurance of 
Assessment Processes and Practice, or 

- V1 Conduct internal quality assurance of the assessment process or 

- D34 Internally verify the assessment process. 
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Annexe C 

Unit Delivery and Assessment Guidance 

Unit 1: Understanding the Principles and Practices of Internally 
Assuring the Quality of Assessment 

Delivery  

A holistic approach to learning and assessment is helpful to learners, showing them 
how to relate their own achievements to the underpinning theory, Professional 
Standards (PS) and National Occupational Standards (NOS). Learners should be 
aware of the importance of their own professional practice and the opportunities for 
using naturally occurring evidence whenever available or appropriate. Learners 
should be encouraged to evaluate their own experiences and assess relevant past 
and present practice. 

This knowledge-based unit provides the underpinning theory for the practical unit 
Unit 2: Internally Assure the Quality of Assessment. The unit emphasises the 
importance of the shared knowledge and experience of peers and colleagues for 
good practice and reflection on assessment approaches. When dealing with peers 
and colleagues, any applicable policies and procedures regarding confidentiality 
should be followed. 

This unit should enable learners to recognise the different contexts in which they 
may be assessing quality assurance — in particular the different levels of 
responsibility that may be expected of those undertaking internal quality assurance 
roles. Using naturally occurring evidence will enable learners to relate to evidence 
from their own practice. Learners can use real documents from their own practice 
as evidence. This will contextualise the underpinning knowledge and help to build 
effective assessment processes used in Unit 2: Internally Assure the Quality of 
Assessment. It will also help to build effective quality assurance processes.  

Learners should be given opportunities to share best practice in a way that can be 
transferred to real situations through the practical unit Unit 2: Internally Assure the 
Quality of Assessment. Learners need to be given a range of measures of quality 
against which they will be able to make reasoned judgments that can inform and 
develop their own practice. Learners also require opportunities to reflect on the 
roles and responsibilities of those involved in the internal quality assurance of the 
assessment process. 

Learners will need to understand what is required for the planning, preparation, 
standardisation, resolution of disputes and evaluation of quality assurance. There is 
scope for individual and group activity in the planning of assessment processes and 
for exploring, (with colleagues and senior staff within different organisations), how 
data is used in providing feedback, support and advice to assessors to inform and 
develop continuing professional development.  

It is important to emphasise links with the current professional standards and 
National Occupational Standards and to discuss the issues raised by the unit 
content both formally and informally. Learners should demonstrate their 
understanding of both organisational and external requirements. They should make  



 

BA033614 – Specification – Edexcel Level 3 Awards and Certificate in Assuring the Quality of Assessment (QCF) –  
Issue 3 – November 2012 © Pearson Education Limited 2012 

67 

special reference to maintaining standards of quality that meet the requirements of 
external moderation, examination and quality assurance. Learners should also 
consider ways to address the needs of those learners unable to access usual 
assessment strategy.  

It is also important for learners to recognise the need to be adaptable to changing 
circumstances. They need to develop the confidence and flexibility to be able to 
adapt and develop their own skills, knowledge and understanding in relation to 
internally assuring the quality of assessment. Knowledge gained from the unit 
should encourage learners to explore different aspects of their own assessment so 
that they can contribute effectively to the quality assurance process and 
communicate the outcomes of quality assurance appropriately with learners, 
colleagues and external bodies. Learners should be encouraged to follow best 
assessment practice, and understand how to share information with others 
(including their students) when and where appropriate. 

A mentoring system should be in place, offering informal support and guidance for 
learners undertaking assessment and giving them the opportunity to record their 
own professional development and possible routes for progression, with the aid of a 
personal learning log. 

Assessment 

For assessment purposes, links should be made between this unit and the practical 
unit Unit 2: Internally Assure the Quality of Assessment. This will give candidate 
assessors opportunities to identify a range of learner evidence that can cover 
assessment criteria in this unit whilst providing the underpinning knowledge 
required for the practical unit through a holistic assessment strategy that generates 
transferable skills. 

Supporting evidence for this unit could include any of the following: 

- summaries of key documentation eg awarding organisation documentation, 
quality assurance policy, documents, data protection, organisation 
procedures and legal requirements eg review, SAR policies, documentation 

- organisation management structure – indicating roles/responsibilities for 
internal quality assurance and planning, eg annual planner, visits of external 
quality assurance bodies 

- samples of assessment tracking/logging pro forma, evaluation pro forma 

- quality assurance plan including timing, information required, administrative 
arrangements etc 

- a written report that includes examples of standardisation, sampling 
techniques, roles and responsibilities in the quality assurance procedures 
relevant to the assessment processes within a specific programme 

- records of formal or informal assessment according to organisational and/or 
awarding body requirements for standardisation 

- minutes of team meetings associated with standardisation/quality 
assurance. 

It is important that the assessor plans and carries out questioning and/or 
discussion with the student assessor/learner to ensure that they can demonstrate 
applied knowledge that has informed their production of any documents. 



 

BA033614 – Specification – Edexcel Level 3 Awards and Certificate in Assuring the Quality of Assessment (QCF) 
 – Issue 3 – November 2012 © Pearson Education Limited 2012 

68 

Assessment criteria requiring knowledge- based evidence should include reflective 
journals and other forms of evaluation, including professional discussion. This will 
enable learners to draw on research to provide understanding that can be 
transferred into a practical context and lead to quality improvement as well as 
quality assurance. 

Links should be maintained with the practical unit Unit 2: Internally Assure the 
Quality of Assessment as far as possible. Ideally these two units should be 
delivered and assessed in conjunction for the holistic approach. Some of the 
assessment criteria may occur in more than one task. This allows different 
perspectives and can cover a variety of evidence. 

Sample holistic assessment activity  

As a part of CPD self-assessment and professional development, learners should 
produce a reflective journal entry to review the policies and procedures in their 
organisation and explain the function of internal quality assurance. Included should 
be: 

 the organisation’s policies, procedures and responsibilities for internal quality 
assurance 

 regulations and requirements of external bodies, eg awarding organisations, 
sector skills councils, occupational/vocational bodies, employers 

 legal issues that have to be addressed, eg health, safety and welfare, 
management of information, confidentiality and data protection 

 specific equality and diversity policies and procedures that have to be followed 
eg disability regulations, bilingualism/English as a second/other language, deaf 
awareness, appeals/disputes procedures. 

(Assessment criteria: 1.1; 1.2; 1.3; 5.1; 6.1; 6.2) 

Learners should explain role and responsibilities, and relationships to other 
practitioners, in deciding the content for planning, preparing and judging the quality 
of the assessment process. This should include:  

 arrangements for information collection 

 sampling and standardisation across at least two assessors, each with a 
minimum of two candidates/students, with different needs or in different 
contexts 

 administrative arrangements 

 requirements for resources (including using technology) 

 arrangements for communicating with others 

 how disputes would be handled. 

(Assessment criteria 1.4; 2.1; 2.2; 2.3; 3.1; 3.2; 4.2; 4.3; 6.2) 

Learners should use a reflective journal to explain how different types of feedback 
could be used to share the outcomes of a quality assurance activity. They should 
explain what support and advice could be offered by a minimum of two assessors to 
maintain and improve assessment and verification practice within the organisation 
as well as identify opportunities to improve practice. 

(Assessment criteria: 4.1; 6.3) 
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Unit 2: Internally Assure the Quality of Assessment 

Delivery  

A holistic approach to learning and assessment is helpful to learners, showing them 
how to relate their own achievements to the underpinning theory, Professional 
Standards (PS) and National Occupational Standards (NOS). Learners should be 
aware of the importance of their own professional practice and the opportunities for 
using naturally occurring evidence whenever available or appropriate. Learners 
should be encouraged to evaluate their own experiences and assess relevant past 
and present practice. 

This unit is a practical unit linked to Unit 1: Understanding Principles and Practices 
of Internally Assuring the Quality of Assessment. Learners must be able to relate 
underpinning knowledge and understanding to practice of internal quality 
assurance. Sharing knowledge and experience with peers and colleagues provides 
an opportunity both to share good practice and to reflect on assessment 
approaches. When dealing with peers and colleagues, any applicable policies and 
procedures regarding confidentiality should be followed. 

Delivery of this unit should help learners recognise the need for a practical 
approach to the different contexts in which they may be undertaking quality 
assurance. In particular, they should recognise the different levels of responsibility 
that may be expected of those undertaking internal quality assurance roles. Using 
naturally occurring evidence will enable learners to relate to evidence from their 
own practice. This unit provides an opportunity for the underpinning knowledge of 
Unit 1: Understanding the Principles and Practices of Internally Assuring the Quality 
of Assessment to be contextualised and helps to build effective quality assurance 
processes.  

This unit focuses on the application of the underpinning principles of internal quality 
assurance strategies and it is necessary for evidence to be generated from real 
situations. Learners should be given a range of opportunities to measure quality 
that will enable them to make reasoned judgements – using both process and 
product — that can inform and develop their own practice. Learners need to be able 
to demonstrate their understanding of both organisational and external 
requirements in a practical context, allowing them to share with others the need to 
maintain and improve practice. 

A mentoring system should be in place, offering informal support and guidance for 
learners undertaking assessment and giving them the opportunity to record their 
own professional development and possible routes for progression, with the aid of a 
personal learning log. 

Assessment 

Assessment should focus on real work activities so that naturally occurring evidence 
can be assessed. This unit should be used in conjunction with other appropriate 
units, such as Unit 1: Understanding the Principles and Practices of Internally 
Assuring the Quality of Assessment, as an opportunity for a holistic assessment 
strategy.  
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The assessment of this unit must include monitoring of a minimum of two 
assessors – each with a minimum of two candidates of their own. The range of 
direct evidence must include: 

 observation of practice 

 examination of products of work 

 questioning. 

These forms of evidence can be supplemented, where necessary, with professional 
discussion, reflective accounts or witness statements. One piece of evidence may 
be used to meet the requirements of more than one learning outcome or 
assessment criterion. 

Supporting evidence for this unit can potentially include any of the 
following: 

 Summaries of key documentation eg awarding organisation documentation, 
quality assurance policy, documents, data protection, organisation procedures 
and legal requirements eg review/SAR policies/documentation 

 organisation management structure – indicating roles/responsibilities for 
internal quality assurance and planning, eg annual planner, visits of external 
quality assurance bodies 

 samples of assessment tracking/logging pro forma, evaluation pro forma 

 quality assurance plan indicating how is involved, the timing, information 
required, administrative arrangements etc 

 records of formal/informal assessment according to organisational and/or 
awarding body requirements for standardisation 

 external quality assurance planning documents 

 minutes of team meetings associated with standardisation/quality assurance. 

Evidence for this unit must include assessor observations and questioning/ 
discussions with the learner. Understanding of the significance of supporting 
evidence should be checked (this may be done through discussion or in writing). 

Sample holistic assessment activity  

Produce a plan for internal quality assurance. The plan must cover a minimum of 
two assessors, each with a minimum of two students, through the components of 
a qualification, involving the observation of the assessors and examination of the 
product evidence. 

The plan must cover organisational and legal requirements and include:  

 relevant policies and procedures, eg standardisation 

 frequency and timing 

 health and safety, equality and diversity (including bilingualism where relevant) 

 data protection/confidentiality 

 awarding body requirements/occupational standard requirements. 

(Assessment criteria: 1.1; 1.2; 5.1; 5.2) 
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Plan and carry out one observation with each assessor with at least one candidate 
to provide evidence of the quality of the process of assessment judged against 
appropriate standards. Follow up the observation as soon as possible with an 
opportunity for questioning to demonstrate their understanding of the assessment 
requirements and provide the assessor with feedback that identifies appropriate 
action points. 

Carry out a second monitoring activity from the plan with each assessor to 
examine the product evidence, eg their assessment plans for their (minimum) two 
specific students, sample assessment activities, examples of tests/assignments/ 
project or practical outlines, assessment records/tracking and logging documents, 
samples of evidence, minutes of team meetings, course file. 

(Assessment criteria: 2.1; 2.2; 2.3; 2.4; 2.5; 2.6) 

(Note: Different courses will have different types of product relevant to this process 
and this should be negotiated with each assessor as early as possible in your 
planning stage.) 

Following the observation and review of documentation, provide feedback to each 
of the assessors in order to advise them of how their practices meet the 
appropriate criteria and compare with the required standards. Provide appropriate 
support (including suggestions for professional development opportunities) which 
will help them to maintain and improve their own quality of assessment. 

(Assessment criteria: 2.6; 3.1; 3.2) 

Observe appropriate levels of confidentiality in order to carry out all necessary 
recording, storing and reporting of information relating to the quality assurance 
information. Use experiences to evaluate practice in internally assuring the quality 
of assessment and highlight ways in which you can maintain the currency of 
expertise and competence. 

(Assessment criteria: 4.1; 4.2; 5.2; 5.3; 5.4) 
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Unit 3: Plan, Allocate and Monitor Work in Own Area of 
Responsibility 

Delivery  

This is a management unit which addresses the need to develop and accredit 
management skills and functions in quality assurance. This unit complements the 
other units relating to verification and quality assurance.  

This unit relates to the management of the quality assurance process and the 
responsibility of the lead verifier or learning development manager/quality 
assurance manager to provide a coherent approach to the assessment and 
verification processes within the learner’s organisation. Within a small organisation 
there may be a limited number of different individuals, teams or approaches. Within 
larger organisations there may be a greater number of individuals working in the 
verifier role, each with responsibility for a large number of assessors. The quality 
assurance of the organisation can become fragmented in instances where individual 
assessors have their own assessment plans, records and evaluation processes and 
internal quality assurers have their own assessment and quality assurance plans.  

This unit draws all the assessment and quality assurance processes together so 
that the evidence can be used more centrally in order to monitor the process. By 
involving teams more closely for example across the organisation or through an 
occupational specialism, through a more focused approach, there are more 
opportunities to share experiences and encourage practitioners to promote best 
practice. 

Within this unit there is significant focus on effective management of teams that 
aims to improve quality and responsiveness to change where required. Planning of 
the quality assurance is essential in making the best possible use of the skills, 
knowledge and understanding of team members. The most obvious need for 
planning, to draw together a range of evidence from a variety sources, is in 
preparation for an external quality assurance visit or an external inspection. 
Developing a more cohesive approach to the management of the quality process 
within an organisation will help teams to respond more effectively to the demands 
made on them. 

A holistic approach to learning and assessment is helpful to learners, showing them 
how to relate their own achievements to the underpinning theory, Professional 
Standards (PS) and National Occupational Standards (NOS). Learners should be 
aware of the importance of their own professional practice and the opportunities for 
using naturally occurring evidence whenever available or appropriate. Learners 
should be encouraged to evaluate their own experiences and assess relevant past 
and present practice. 

Sharing knowledge and experience with peers and colleagues provides an 
opportunity both to share good practice and to reflect on assessment approaches. 
When dealing with peers and colleagues, any applicable policies and procedures 
regarding confidentiality should be followed. 

Delivery of this unit must recognise that those undertaking it will have 
responsibility for planning and coordinating the work of others within teams. 
Learners will need to demonstrate a clear understanding of the context in which 
they and members of their team are working in order to provide a framework within 
which all can work efficiently and effectively.  
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Learners need to be able to identify the criteria against which the work in their own 
area of responsibility will be judged in order to be able to plan effectively to achieve 
specific targets. Learners must be given opportunities to prioritise from a range of 
possible routes, depending on particular sets of circumstances. They need to be 
able to identify the resources available to them when planning so that they can 
make the best possible use of them. 

The product for this unit relates specifically to practical outcomes: 

 produce a work plan 

 allocate and agree responsibilities with team members 

 monitor the progress and quality of work and provide feedback 

 review and amend plans of work and communicate changes. 

Delivery needs to focus on providing opportunities for the collection of evidence 
arising from real work activities, and experiences with evaluation and discussion 
around the successes and weaknesses of different approaches. 

It is essential that learners appreciate the importance of a team approach in 
planning. This will involve the need to identify opportunities to engage with 
individuals in order to build on the responsibilities of team members in the sharing 
of the SMART objectives. In order to encourage teams and team members to be 
responsive to the need for change, learners will review opportunities and methods 
of providing feedback and communication to teams, individually and collectively.  

Unit delivery should reflect the need to examine planning for different ways of 
monitoring progress and quality of work. Progress against appropriate standards is 
then evaluated and this information used in future planning, with the aim of 
improving team performance.  

Learners should be given the opportunity to plan a team activity within their own 
area of responsibility. It should include agreeing priorities, objectives, standards 
and responsibilities, as well as monitoring and evaluating to bring about change 
where needed, eg producing a plan for a quality assurance activity. There is scope 
for individual and group activity in the planning processes. There is also scope for 
exploring (with colleagues and other senior staff) how different approaches can be 
used in planning, monitoring and management of quality assurance.  

It is important to emphasise links with current professional standards and National 
Occupational Standards and to discuss the issues raised by the unit content both 
formally and informally. Learners should be given opportunities to demonstrate 
their understanding of organisational and external requirements, with special 
reference to the need to maintain standards of quality that will meet the 
requirements of external moderation, examination, verification and quality 
assurance. Reference should also be made to addressing the needs of those 
learners unable to access the usual assessment strategy. 

A mentoring system should be in place. The mentoring system should offer informal 
support and guidance for learners undertaking assessment and give them the 
opportunity to record their own professional development, along with possible 
routes for progression. 
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Assessment 

Practical assessment activities and opportunities will generate evidence that can be 
used to cover the assessment criteria. This evidence should be used in conjunction 
with other appropriate units such as Unit 2: Internally Assure the Quality of 
Assessment and Unit 5: Externally Assure the Quality of Assessment as an 
opportunity for a holistic assessment strategy. Learners’ understanding of the 
presented evidence can be confirmed through discussion or in writing. The 
assessment for this unit should come from a practical context and include 
opportunities for the observation of practice as well as the examination of evidence. 

Supporting evidence for this unit can include any of the following: 

 summaries of key documentation, eg NOS, awarding organisation 
documentation 

 quality assurance policy, documents, procedures and legal requirements 

 assessment plan indicating when/how learners are involved, eg through 
providing feedback/action planning/record keeping 

 records of assessment according to organisational and/or awarding body 
requirements to demonstrate how these can be used to inform changes and/or 
modifications to a selected curriculum/training area 

 records of internal quality assurance/internal verification/standardisation 
according to organisational and/or awarding body requirements to demonstrate 
how they can be used to inform changes and/or modifications to a selected 
curriculum/training area 

 organisation SAR (self-assessment review), planning, monitoring, evaluation pro 
forma 

 organisation annual planner/programme including information relevant to 
quality assurance or quality reviews 

 minutes from team meetings/standardisation meetings 

 external quality assurance reports 

 intranet or website used by learner’s organisation for communicating changes 
with staff involved in quality assurance. 

Evidence for this unit should include assessor observations of practice and 
questioning or discussions with the learner. Documentary evidence should be used 
only to support and inform practice. 

Sample holistic assessment activity  

This activity is based on the role of a lead verifier or learning development manager 
with responsibility for the management of a team of individuals. These individuals 
undertake responsibility for assessors who are assessing individual learners in the 
workplace. Each assessor records the evidence from their learners and this 
evidence is checked against the relevant occupational standards by the team of 
internal quality assurers. The quality assurers each have their own records. 
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Provide a brief statement to identify: 

 individual areas of responsibility 

 the context, organisation policies and procedures 

 identification and prioritising of relevant occupational standards and success 
criteria 

 awarding organisation requirements – prioritised along with success criteria 

 staffing and other resources available. 

(The statement can be made through discussion or in writing.) 

(Assessment criteria: 1.1; 1.2; 1.3) 

Learners are required to produce a plan for their area of responsibility in 
preparation for an external quality assurance inspection. The plan needs to include: 

 identified criteria and planning objectives 

 identification and agreement of individual/team member responsibilities that are 
SMART (specific, measureable, achievable, realistic and time constrained) 

 a range of opportunities and methods to monitor quality assurance activities 

 timescales for achievement of each identified objective 

 appropriate methods for evaluating and reviewing progress 

 opportunities for providing feedback to team members – individually or in 
groups 

 measures to review the need to amend plans of work 

 opportunities for amending plans.  

(Assessment criteria: 1.4; 2.1; 2.2; 3.1; 3.2) 

Use the experience of putting this plan into effect to review the successes of the 
planning process in achieving the identified objectives and standards. Explain how 
you would communicate the identified changes to your team members. 

(This may be done through discussion or in writing.) 

(Assessment criteria: 4.1; 4.2) 
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Unit 4: Understanding the Principles and Practices of Externally 
Assuring the Quality of Assessment 

Delivery  

A holistic approach to learning and assessment is helpful to learners, showing them 
how to relate their own achievements to the underpinning theory, Professional 
Standards (PS) and National Occupational Standards (NOS). Learners should be 
aware of the importance of their own professional practice and the opportunities for 
using naturally occurring evidence whenever available or appropriate. Learners 
should be encouraged to evaluate their own experiences and assess relevant past 
and present practice. 

Sharing knowledge and experience with peers and colleagues provides an 
opportunity both to share good practice and to reflect on assessment approaches. 
When dealing with peers and colleagues, any applicable policies and procedures 
regarding confidentiality should be followed. 

Delivery of this unit should recognise the different contexts in which learners may 
be undertaking external quality assurance– in particular the different levels of 
responsibility that may be expected of those undertaking external quality assurance 
roles. Full use should be made of naturally occurring evidence; this means that 
evidence can be generated from learners’ own practice. This ensures that the 
underpinning knowledge can be contextualised and helps to build and maintain 
effective external quality assurance processes.  

This unit focuses on the underpinning principles of external quality assurance 
strategies and learners should be given opportunities to share best practice in a 
way that can be transferred to real situations. Learners need to be given a range of 
measures so that they can judge the quality of quality assurance processes in order 
to standardize their assessments. They also require opportunities to use their 
experiences so that they can reflect on their own roles and responsibilities in the 
external quality assurance of the assessment process and develop their own 
practice. 

Learners will need to understand what is required for the planning, preparation, 
standardisation, and evaluation of quality assurance and resolution of disputes. 
There is scope for individual and group activity in sharing approaches to the 
planning of external quality assurance processes. There is also scope for exploring, 
with colleagues and senior staff within different organisations, how data is used in 
providing feedback, support and advice to assessors and internal verifiers, with the 
aim of informing and evolving continuing professional development.  

It is important to emphasise links with the current professional standards and 
National Occupational Standards and to discuss the issues raised by the unit 
content both formally and informally. Learners should be given opportunities to 
demonstrate their understanding of both organisational and external requirements. 
They should make special reference maintaining standards of quality that will meet 
the requirements of external moderation, examination and quality assurance. They 
should also refer to addressing the needs of those learners unable to access the 
usual assessment strategy. 

It is also important for learners to recognise the need to be adaptable to changing 
circumstances and to develop both the confidence and flexibility to be able to adapt 
and develop their own skills, knowledge and understanding in relation to externally 
assuring the quality of assessment. The learning gained in the unit should 
encourage individuals to explore aspects of their own approaches in order to  
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contribute effectively to the quality assurance process, communicating the 
outcomes of quality assurance appropriately with staff and external bodies. 
Learners should be encouraged to follow quality assurance practice. 

A mentoring system should be in place, offering informal support and guidance for 
learners undertaking assessment and giving them the opportunity to record their 
own professional development and possible routes for progression, with the aid of a 
personal learning log. 

Assessment 

Although this is a knowledge-based unit, it is important that practical activities and 
opportunities are used to capture a range of evidence that can be used to cover the 
assessment criteria. This evidence should also be used in conjunction with other 
appropriate units, such as Unit 5: Externally Assure the Quality of Assessment as 
an opportunity for a holistic assessment strategy that provides an opportunity to 
link theory to practice.  

Knowledge or understanding based evidence can include reflective journals and 
other forms of evaluation that draw on research to cover practical experiences and 
help learners’ understanding to be put into a practical context. Written assignments 
are valuable tools in evaluation and provide an opportunity to work at level 4. It is 
important that the assessor includes questioning and/or discussion with the 
candidate assessor/learner to ensure that they can demonstrate applied knowledge 
that has informed their presentation of any documents. 

Supporting evidence for this unit can potentially include any of the 
following: 

 oral or written summaries of key documentation eg awarding organisation 
documentation, quality assurance policy 

 organisation management structure – procedures eg planning timing, 
information required, administrative arrangements, standardisation and 
sampling techniques, roles and responsibilities in the quality assurance 
procedures, data protection, legal requirements, internal quality review, SAR 
policies 

 samples of organisation assessment tracking, logging pro forma, evaluation pro 
forma 

 organisation quality assurance plan indicating how is involved 

 sample external quality assurance activity pre-visit plan or request for sampling, 
external verifier/examiner report 

 records of meetings to provide feedback with the individuals responsible for 
managing the organisation quality assurance. 
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Sample holistic assessment activity  

This activity is in three parts. All three parts have to be completed to provide the 
evidence to achieve this unit. 

PART ONE 

Preparing for external quality assurance of assessment 

Explain how the regulations, requirements and legal issues (for example health and 
safety, equality and diversity, data protection) are reflected in an organisation’s 
policies and procedures for external quality assurance. (This may be done through 
discussion or in writing.) 

(Assessment criteria: 1.1; 1.2; 1.4; 6.1; 6.3) 

PART TWO 

Planning for external quality assurance of assessment 

Explain the role, and those of other practitioners in this area, in monitoring and 
reviewing internal quality assurance. Explain how this is applied to planning 
appropriate procedures for an external quality assurance activity that meets with 
appropriate regulations and requirements for assessment and verification. (This 
may be done through discussion or in writing.) 

This should include: 

 arrangements for the collection and management of information – including 
standardisation procedures, techniques for sampling 

 data protection, confidentiality arrangements, disputes/appeals procedures, use 
of technology 

 communication with individuals involved in the quality assurance process at 
appropriate stages in the quality review 

 administration arrangements with individuals within the organisation 

 resources required during the quality assurance process, including requirements 
for technology 

 use of technology for recording, collecting, storing and sharing of assessment 
and quality assurance information. 

Also include an opportunity to identify ways of adapting approaches to meet 
customer needs without compromising quality standards appropriate to the context. 

(Assessment criteria: 1.3; 2.2; 2.3; 2.4; 3.1; 3.2; 3.3; 4.2; 4.4; 5.1; 6.2) 

PART THREE 

Outcomes of external quality assurance of assessment 

Produce a written report which evaluates the importance of planning and preparing 
external quality assurance activities. Explain the need to use the outcomes – and a 
range of different types of feedback – to provide support and advice for individuals 
involved in internal quality assurance that is consistent with standardisation 
requirements. Identify ways in which this can be used so that internal quality  
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assurance staff have the guidance they need to maintain and improve the quality of 
assessment. You should also reflect on how you can use the experience to develop 
and improve your own practice in relation to external quality assurance. 

(Assessment criteria: 2.1; 4.1; 4.3; 6.4) 
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Unit 5: Externally Assure the Quality of Assessment  

Delivery  

Assessors delivering this unit need to plan with learners that evidence for the 
different units are appropriately combined to enable holistic assessment. Whilst this 
unit refers specifically to the external quality assurance process, it is essential that 
all individuals involved in external quality assurance have an appropriate level of 
knowledge and understanding of all stages in the process from assessment and 
internal quality assurance to the external quality assurance processes.  

It is important for learners to experience a holistic approach to assessment to help 
relate their own achievements to the underpinning theory, Professional Standards 
and National Occupational Standards where appropriate. Learners should be made 
aware of the importance of using evidence from their own professional practice and 
performance in the work environment, making use of naturally occurring evidence. 
Learners should be encouraged to evaluate their own experiences and assess 
relevant past and present practice from a minimum of two external centre visits, 
including preparations before, and actions after, the actual visit itself. 

The importance of sharing the experience and expertise of peers and colleagues 
should be emphasised. When dealing with peers and colleagues, any applicable 
policies and procedures regarding confidentiality should be followed. 

This unit provides the practical application of principles and practice from Unit 4: 
Understanding the Principles and Practices of Externally Assuring the Quality of 
Assessment. The delivery of this unit should be based on practical work-based 
opportunities to recognise and adapt to the different contexts in which learners may 
be undertaking external quality assurance – in particular the different levels of 
responsibility expected of those undertaking external quality assurance roles. Full 
use should be made of naturally occurring evidence so that learners can use real 
documents and evidence from their own practice. 

This unit focuses on applying the underpinning principles of external quality 
assurance strategies to real situations. Learners will need to be able to undertake 
the planning, preparation, standardisation, evaluation and resolution of disputes as 
a part of the quality assurance within an organisation. There is scope for exploring, 
with colleagues and senior staff within different organisations, how data is used in 
providing feedback, support and advice to assessors and internal verifiers to inform 
and contribute to continuing professional development.  

Delivery of this unit should emphasise links with the current awarding organisation, 
professional standards and National Occupational Standards. Formal and informal 
discussion around the issues raised by the unit content should be encouraged. 
Learners should be given opportunities to demonstrate their understanding of 
organisational and external requirements. They need to make special reference to 
the need to maintain standards of quality that meet the specific requirements of 
external moderation, examination, verification and quality assurance. They will also 
need refer to addressing the needs of those learners unable to access the usual 
assessment strategy. 

It is important for learners to recognise that they need to be adaptable to changing 
circumstances. They also need to recognise the importance of developing the 
confidence and flexibility to be able to adapt and develop their own skills, 
knowledge and understanding in relation to externally assuring the quality of 
assessment.  
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A mentoring system should be in place, offering informal support and guidance for 
learners undertaking assessment and giving them the opportunity to record their 
own professional development and possible routes for progression, with the aid of a 
personal learning log. 

Assessment 

This is a practice-based unit and assessment should be based on the learner’s 
actual work activities which naturally provide a range of evidence to meet the 
assessment criteria.  

Evidence must be provided from a minimum of two external centre visits, including 
preparations before, and actions after, the actual visits themselves. Evidence 
should be used in conjunction with other appropriate units, such as Unit 4: 
Understanding the Principles and Practices of Externally Assuring the Quality of 
Assessment, as an opportunity for a holistic assessment strategy linking practice to 
principles. It is important that the assessor includes questioning and/or discussion 
with the candidate assessor/learner to ensure that they can demonstrate applied 
knowledge that has informed their presentation of any documents. 

Supporting evidence for this unit can include any of the following: 

 key documentation eg awarding organisation documentation, quality assurance 
policy 

 organisation management structure – procedures, roles/responsibilities, 
planning timing, information required, administrative arrangements 
standardisation, sampling techniques, roles and responsibilities in the quality 
assurance procedures, data protection, legal requirements, internal quality 
review/SAR policies 

 samples of organisation assessment tracking/logging pro forma, evaluation pro 
forma 

 organisation quality assurance plan indicating who is involved, the minutes of 
team meetings associated with previous external quality assurance activities 

 external quality assurance documentation, eg pre-visit plan or request for 
sampling, external quality assurer/examiner report 

 records of meetings to provide feedback with the individuals responsible for 
managing the organisation quality assurance. 

Evidence for this unit must include assessor observations of practice and 
questioning or discussions with the learner. Documentary evidence should be used 
only to support and inform practice. 
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Sample holistic assessment activity 

The assessment for this unit is in three parts. All parts needs to be completed in 
order to demonstrate the range of evidence required for the unit. The assessment 
is based on planning a centre visit and then two visits to the centre. 

PART ONE 

Pre-activity plan: produce a plan for one external quality assurance visit to a 
selected centre and identify the arrangements and resources to be provided by staff 
before or during the visit.  

The plan needs to include reference to: 

 documents that will be required, eg organisation policies and procedures 
(including health and safety, equality and diversity, appeals/disputes, data 
protection) 

 course files, eg staff CV, course programme, assessment programme, course 
handbook/workbook, session plans, assessment activities, course evaluations 

 specific units/modules required for examining products of work 

 organisation tracking/recording documents (computer access for electronic 
records/online reporting) plus evaluations from learners/staff 

 meeting with staff including assessors/tutors/internal quality assurance 

 meeting with learners (where possible). 

Communicate this plan to the organisation and individuals concerned and invite 
their comments. 

(Assessment criteria: 1.1; 1.2; 1.3) 

PART TWO 

External quality assurance visit: following the negotiations around the pre-visit 
plan, produce and carry out a detailed plan for the visit to include timings to 
monitor and review: 

 products of work — the internal quality assurance systems – including the 
administration, management and roles/responsibilities/expertise/competence of 
staff involved 

 products of work — management of assessment information, eg the 
standardisation/recording of assessment decisions, tracking and logging of 
assessment decisions, nature and quality of feedback to learners/stakeholders, 
security of storage, confidentiality 

 questioning of staff involved in internal quality assurance of assessment, eg 
assessment arrangements, methods, standardisation, equality and diversity, 
evaluations, self-assessment 

 questioning of learners’ experiences of the organisation of assessment and 
quality assurance. 

(Assessment criteria: 1.1; 2.1; 2.2; 2.3; 2.4; 2.5; 4.1; 4.2; 5.1; 5.2) 
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PART THREE 

Feedback, advice, support and professional development: review the outcomes of 
the external quality assurance visit with the appropriate staff and discuss areas of 
good practice as well as opportunities for improvement in procedures or staff 
expertise.  

Record the evidence from the review of the products of work and meetings with 
learners and staff and give the organisation a copy of your report, to include 
suggestions and measures for improvement in quality assurance. 

Use the evidence from the report to plan a second return visit based on areas of 
concern. From the report, identify a single member of the assessment team to 
undertake an observation of performance in an appropriate working assessment 
context. Review and record the outcomes of the second external quality assurance 
visit with the appropriate staff, discussing areas of good practice and any further 
improvements required before subsequent visits.  

Use the feedback from the staff, as well as an evaluation of plans, to reflect on your 
expertise and competence and identify areas where you develop and improve the 
currency of your own external quality assurance practice. 

(Assessment criteria: 3.1; 3.2; 4.1; 4.1; 4.2; 5.1; 5.2; 5.3; 5.4) 
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