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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

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

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

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

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

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

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

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

e any specimen materials

e any specified levels of attainment.






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:

e Award (1 to 12 credits)

o Certificate (13 to 36 credits)

e 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:

e one credit for every 10 hours of learning time

e 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:
e are accredited by Ofqual as being stand alone
e are nationally recognised

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

e 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

o 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 | 19+

is approved for

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 | 19+

is approved for

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 | 19+

is approved for

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 | 19+

is approved for

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 | 19+

is approved for

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 | 19+

is approved for

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:

e 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.

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

e 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:

e |ead/internal quality assurers (formerly internal verifiers/lead internal verifiers)

e |ead/external quality assurers (formerly external verifiers/lead external
verifiers)
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e |earning 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:
e be free from any barriers that restrict access and progression
e 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.

BA033614 - Specification - Edexcel Level 3 Awards and Certificate in Assuring the Quality of Assessment (QCF) - 7
Issue 3 — November 2012 © Pearson Education Limited 2012



Related qualifications in the teaching, training and education
suite

Which qualification is most appropriate for which role?

ROLE QUALIFICATION

Assessor or Internal Quality Training, Assessment and Quality Assurance
Assurer (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

e 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.

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

e 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.

e 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).
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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@Isis.org.uk or
telephone: 0300 303 1877.

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



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 | 1 T/601/5320 4 6 45
and Practices of Internally
Assuring the Quality of
Assessment

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 Ref No

Mandatory Units: 12 credits must be achieved from this group

Understanding the Principles | 1 T/601/5320 4 6 45
and Practices of Internally
Assuring the Quality of
Assessment

Internally Assure the Quality | 2 A/601/5321 4 6 45
of Assessment
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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 Credit

Mandatory Units: 17 credits must be achieved from this group

Understanding the Principles | 1 T/601/5320 4 6 45
and Practices of Internally
Assuring the Quality of

Assessment

Internally Assure the Quality | 2 A/601/5321 4 6 45
of Assessment

Plan, Allocate and Monitor 3 H/600/9674 4 5 25

Work in Own Area of
Responsibility

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 | 4 F/601/5322 4 6 45
and Practices of Externally
Assuring the Quality of
Assessment
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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 | 4 F/601/5322 4 6 45
and Practices of Externally
Assuring the Quality of
Assessment

Externally Assure the Quality | 5 J/601/5323 4 6 30
of Assessment

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 | 4 F/601/5322 4 6 45
and Practices of Externally
Assuring the Quality of
Assessment

Plan, Allocate and Monitor 3 H/600/9674 4 5 25
Work in Own Area of
Responsibility

Externally Assure the Quality | 5 1/601/5323 4 6 30
of Assessment
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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:
e date of issue and date for submission

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

e sources/types of appropriate evidence

e 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

e 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:
e current practice where evidence is generated from a current job role

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

e 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

e 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:
e achieve all the specified learning outcomes

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

e 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:

e direct observation of the learner’s performance by their assessor (O)
e outcomes from oral or written questioning (Q and A)

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

e outcomes from simulation, where permitted by the assessment strategy (S)
e professional discussion (PD)

e assignment, project/case studies (A)

e authentic statements/witness testimony (WT)

e expert witness testimony (EPW)

e 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?

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

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

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

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

How do we do it?

We allocate a Standards Verifier:

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

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

Which qualifications does Standards Verification cover?

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

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

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

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

e 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:

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

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

e 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:

e 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

e 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:

e 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:

e 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

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

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

e quality assurance plan indicating, eg how learner is involved, the timing,
information required, administrative arrangements

34 BA033614 - Specification - Edexcel Level 3 Awards and Certificate in Assuring the Quality of Assessment (QCF)
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e records of formal/informal assessment according to organisational and/or
awarding body requirements for standardisation external quality assurance
planning documents

e 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).

BA033614 - Specification - Edexcel Level 3 Awards and Certificate in Assuring the Quality of Assessment (QCF) - 35
Issue 3 — November 2012 © Pearson Education Limited 2012



ZT0Z Pa3iwi] uonesnp3 uosiead @ 10T 19qUIBAON ~- € dNSST -
(400) uawsssassy jo Ajjend ay3 bulnssy ul 21edy13IdD pue splemy € [9AS7 [92Xap3 - uoiedydads - 19¢£0vd o¢

‘Buimopeys dJom ‘ao1oedd poob bulieys
‘s1aAojdwa /sioad/sjuapnis wod) Yoeqpass ‘smalalaiul ‘aoioeld

4O uonieAlasqo ‘sbuiwiy ‘spasu buibiawa Jo Junodde axey 03 AJIqIXals jJuswIssasse

fuonejuswnoop buns|dwod ‘@auspiAd 1onpodd Jo uonjeuiwexs ba Jo Ayjenb aya

‘sbuijoaw uoljesIpJepue}s poylawl JUSLLSSISSE ‘JUBLISSISSe JO Jiun sjuswadinbaus Ayjenb o3 saniAnoe 1enjens Ajjeulaiul
‘uonedo| ‘dossasse ‘Juapnis Auana 63 ‘saniailoe buliojiuow [euJSIU] O Builojiuow jeudajul 3no Adued 1T o13|qeag | ¢

*S$yaYD ssanold pue pnpoud

!Buimopeys d4om ‘ao130ead poob bulieys ‘siaAojdwa/siaad/syuapnis
WwoJd} Yoeqpas) ‘sSmalAlajul ‘ao130ead JO UOIIRAISSAO

‘2o130e4d JO Bulojluow pue BuimaiAad si 3e asoy) dn sbejy walsAs
1ybil oiygedy a1 s ‘Aouanbady ‘sbulwiy {sayoeoldde buisipiepuels
‘uonejuswnoop buna|dwod ‘spiepurls Mau pue Jualind ‘Ajjenb

b3 ‘sbuizoaw uoesipiepuels ‘poylaw JUSUISSISSe ‘JuswSssasse aJdnsse 03 saniAlRoe buliojiuow

4O JuUN ‘uonedo| ‘dossasse ‘Juapnis Auaas 63 ‘sayoeoudde Buliojiuop O |euJa3ul Joj syuswabuedde el ran

'pa329||00 eIRp JO SisAjeue/uolebodltaiul ‘uoi3da||0d
UOIIRWIOJUI {JUBWISSISSE-J|9s ‘Sjuawalrls ssauym ‘bujuonsanb
‘1onpoud Jo uonijeuiwexs ‘uonealasqo ba spoyjaw jo abued

fuoiuaAIRluUl ‘lenuue ‘wual ‘sinpow Jad ‘jeuly Jo wiuajul/buiobuo juswIssasse

‘abe3s bujuue|d je ‘Juswssasse Jad ba 3xa3u0d pue buiwil {siayjlo 9|0J UMO JO @auelnsse

pue siaAojdwa ‘s103n] ‘siaydea] ‘siaulel] ‘siossasse ‘sjuapnis JO sjuawadinbal ay3 03 buiplodoe Ajjenb jeusajul
10J ‘ssaoo0ud snsiaA 1onpoud ‘splepuels 63 ‘saniaioe bulojiuop O salyIAIROe Bullojiuow ueld T'T| ayauedorggeag | 1

uoneoyidwe jun eLI9}11D JUDWISSISSY sawoo3no Huluiea]

"JIUN 3Y3 2A3IYde 0} paldinbald piepuels ayjy aulwialap
BLI931ID JUSWISSaSSe 3y "3IUn 3yl J0j SSW02IN0 Bujuies| ay] ||e 393w ued Aayj Jey) 9)eJisuowap 03 Spasu Jaules| ayl ‘iun siyy ssed o

uonjesyyijdwe jiun pue eLIR}LId JUSWISSISSE ‘SaW0d3N0 Huluiea]



ZT0Z P33l uoiesnp3 uosiesd @ ¢10¢ J2qWBAON - € dNss]
LE - (400) uawssassy jo Ajjend ayy Buunssy ul 23edYIMD pUB SPIEMY € [9AT] [90Xap3 — uoneoydads — $T9€E0vd

‘Bujuaes| Joud Buisiubodal

‘sjuawialels JuUapNIs ‘AuowWlSa] SSOUNM B SIDYI0 JO Isn ‘juspnis
yam buissnosip ‘quapnis ayj buiuoisanb Maom jo syonpoud buluiwexa
‘9ouewI04Iad JO uoneAISsSqo ‘bBulyiels ‘s934nosad ‘sjuledisuod

awn ‘Ajlunjioddo ‘aebued ‘panjoaul siaquinu b3 ‘suoipeiiwi|

|ed130edd {elia]lld JUSWISSISSe ‘elLIRlId dduewdoLad 1 JUSWAdIYDe
4O saunseaw ‘3xa3ju0d ‘spasu ,sjyuapnis ba ‘asodand oy 1y
‘suoissnosip ‘bujuoisanb |egiaA ‘|euanol s394 ysel Juswubisse
ua33IM ‘suonsanb aoloyd-s|diinw ‘sysay b6 ‘bulpuelsiapun 1o a|qellad
9bpaImou| JO JUBWISSISSE {JUDWIR]S JUBPNIS 1O SSDUIM ‘U0ISSNISIP pue pljeA ‘liej ‘ajes ale spoyiawl
‘9ouapine souewdoad ‘uoileAlasqo B9 ‘SpoyloW JUSWISSISSY O | JUDWISSISSE Jaylaym aulwlialag x4

*saw0d3no bulieys

pue buipdodad 3onpodd pue ssadoud jo souednsse Ajjenb {uoissnasip
|euolssajold ‘sjuswaiels ssaulm ‘buluonsanb ‘souspias 1onpoud

JO uoneulwexa ‘uonealasqo ba ‘spoyiaw jo abued {buipueisispun
‘2bpajmou ‘s||Xs ‘paseq-Jiom ‘aAllRwWWNS ‘BAI3RWI0S

63 ‘3x23u00 pue bBujwil !siayjo ‘susAojdwa ‘s103n] ‘siaydeay sassado.d
‘siaulel] ‘s10ssasse ‘sjuapnis JO JUBWDA|OAUI ‘ssa20.d snsiaA Jonpodd jJuswissasse jo uoneledaud
‘spaepuels ba ‘sassanold juswssasse jo uonededald pue bujuueld © pue bujuue|d ayjz ajenjeA] €'C

"JUSWISSISSe JO UOIIRDIJIIDA pue uoljelapow
‘uonesipJepuels ‘Jusawssasse bulinp syjuspnis buipienbajes ‘AjISIoAIp
pue Ajljlenba ‘Ajajes pue yjjeay bHa ‘suoiyeinbad Jayjo ‘buiuiea Joy
91n313sul ‘suonesiuebiQ buipiemy ‘s|oUNo) S|INS 10393S ‘|lenbjo ba
‘spaepueis Jo salpoq Aloje|nbad jo abpajmouy {asipiadxa/aoualiadxe
|[euo3ednddo Jo AduaJddnd ‘s)oayd ssauboud ‘spaodad JuswaAlyoe 904 J19Y3 JO sjuswadinbad
juapnis ‘Jodad Juawssasse-J|as ‘suoiiedyijenb jo bunepdn 931 031 uoile|ad Ul du2ddWod
‘JuswdolaAap |euoissajold Buinuiuod ‘AD b ‘splodad Jjels 9ienjeAg O | pue 9siHadxe 10SSasse alen|eA] rard

uoneoyidwe jyun eLI9}1ID JUDWISSISSY sawoo3no Huluiea]




ZT0Z Pa1IWI] UONEdNPT U0SIedd @ ZT0Z JOGWSAON — € dNSS] —

(400) uawsssassy jo Ajjend ay3 bulnssy ul 21edy13IdD pue splemy € [9AS7 [92Xap3 - uoiedydads - 19¢£0vd

‘siaAojdwa ‘siabeuew ‘sanbed||0d ‘sjuapnis

yim saanpadsold uonjenjeAs {3pnpoad pue ssadodd jo suosiieduwod
Moeqpasy ‘bBuimopeys MJom ‘siaad Jo uonealasqo ‘aonoeld

poob bulieys ‘sbuizesw uonesipiepuels ‘aoi3oedd Jo SUOIIRAIDSO
63 uoiyesiplepuels Jossasse ‘wea) {syuawadinbal spiepuels

‘Sawod1no
pue sa2130e4d Juswssasse

|euonnednooQ |euoneN ‘Apoq buipieme yjm bulAjdwod 63 ‘sainpadold asipJepue)ls 03 sainpadold Ajddy z'<S
jJuawssasse Jo Ayljenb
‘Juswdol|aAap |euoissajold 9y3 aAoJdwi pue ujejuiew 03 jJuswIssasse
Buinuiuod ‘s||Xs |euonouny a1l Joddns spasu |jeuonippe Jo 309[gns wayy djpy yoiym ‘saiiunyioddo Jo Ajjenb
oipads ‘uabeuew Ajjenb ‘uabeuew aull ‘dojusw ‘sanbes|jod wo.y jJuswdo|aAap |euoissajold ay3 aaoddwi pue
632 ‘Jo0ddns Jo swi0) {YYS 31 MalAad Jels ‘sbuieaw weay ‘auljuo Bbuipnpoul ‘uoddns pue aoiApe ulejuiew Ajjeudaiul
‘lewiaojul pue |ew.Joj ‘|eqdaA pue usnldm ‘auo-o03-auo b3 “ypeqpasd >oeqpas) YlIM S10SSasse apIAodd T°€ 03 9|ge a9
‘pa3edi|dad aq ued pue i1snqod ‘seiq
noyym pabpnl pue paldde Ajwaojiun ‘uopediyjenb Jo |9A9] ‘aanjeu
Buiyoajyad ‘aouapind jo abueld 03 ajeludoidde ba “3xa3u0d fsyusapnls
puUB SJ0SS3SSE SS0JJB JUDISISUOD ‘ajes ‘Uiey ‘S|geljad SI JUsWSsasse
63 ‘2o110e4d JUDWISSaSSE JO UoieSIpIRpUR]S {SDIPOQ |RUJIDIXD 199W
0] spJepuels ‘siaAojdwa ‘saipoq Aloieinbad ‘1oUN0D SIS 10309S "JUI]SISU0D dJe Ady] 2Jnsud
‘uonesiuebio buipieme ba ‘spiepuels Ajljenb buissalppe suolsioag 03 SUOISIDap J0ssasse aledwo) 9'C
‘SpJepueils pue sjuswadinbau
JuswuiaAob pue Apoq buipieme ‘Aisnpul ‘uonesiuebio 03
Bullaype ‘3x23u0d B2 SoW023N0 JUBWISSaSSe padinbad pue swwelboud
Buluies| yam ajqiredwod pue 3|qipaJtd {SjuieJisuod awi uiyim
paAalyde ‘3uspnis ayl 03 paingliie se paliauapl 9q ued ‘JueAs|ad eI} paynads
‘o13s1129d ‘9]qISSa20R “JUBIDY0D S| DDUIPIAD ‘ue|d JUDWISSISSE UI ay3 buisn apew aJte suoispap
paljuapl saAI0a[qo pue sawod3no buireaw 63 ‘SU0ISIDOp JUBLISSISSY JUDWISSASSE Jaylaym auiwialag G'C

uonesyldwe pun

e119314D JUDWISSISSY

Sawo0d3no buiuiesa




ZT0T pa)iWi] uof3ednpy uosiead @ ZT0Z J9qWIAON - € aNSSI
6€ - (400) juswssassy o Ajljend ay3 bulnNssy ul 81ed11343D puUe SPIeMY € [9AT] [99XP3 — uoledy1dads - $T19££0vVd

*90UdpIAd/sayoeoldde aAljeulalje ‘spaau JJoddns [euonippe
buisiubooad ‘ajelidoidde asaym sadunosad |euonippe buipinoad
‘Ix2qu00/6uiwiy bunenobau b3 ‘aouelnsse Ayijenb pue juswssasse
40 Buiuue|d 03 yoeoudde ui AJjiqixals ‘wsienbuljqg ‘Ajjigesip

aoueldnsse

Ayljenb |eudajul 03 uone|ad
ul ‘wsiienbuljq ‘ejeldouadde
9J49yMm ‘pue AlISISAIp pue

|eaisAyd ‘auawiedw Adojipne |ensiA ba ‘AjisiaAlp pue Ayjenb3g Ayjenba J0j) sjuswadinbaJd A|ddy Z'S
‘sjuawiadinbas dd) ‘bunnepdn jeuoissajold ‘siossasse juawissasse
40 90ua3adwod |euoilednddo pue suopedyijenb fjuswssasse Jo Ayjenb
JO UOIIRDIIIDA pUk UOIlRIDPOW ‘Uoiesipiepuels ‘Juaussasse aya buiuiejuiew
bulinp syuapnis buipienbajes 65 ‘@ouelnsse Ajljenb Joj saunpasold pue buliojiuow
pue saijod [euonesiuebio ‘uoijoalold elep ‘abenbue| 3sai didY3 aJej|am pue Ajajes ‘Ujjeay Alleusajul
J0u si ysijbug woym J1oj asoyy Jo saaxeads ys|opm ba ‘ejeindoadde 1oj asoyy buipnoul ‘aouelnsse usaym sjuswadinbau
aJaym wsienbuljig buipnppul AjISiaAIp pue Ajllenba ‘Ajajes pue yjjesy Ajenb [eusajul 03 uonejau 2o130e.4d
ba ‘suonpeinbad Jayjo ‘bululea 404 93n3SuUI ‘suolnyesiuebio buipieme ul uone|siba| pue sainpasold poob pue |eby|
‘s|1ouno) s|Ms 10309Ss ‘lenbjo 69 ‘uoile|siba| pue sainpadsold ‘saidijod ‘saijod jueasjad Alddy T1°'G | uieyulew 03 9|qe ag
*Ss920e Buniwi] pue ssadoe a3ewiliba)
yam asoyy buiAjiauapi ‘spienbajes djuol3daje pue abeuaols pue
Buipiodaa 104 S1RWI0] D1UO0IIDD|D ‘Spa0dal paseq-Jaded Jo Alajes pue
A1un23s ‘uoidajold ejep ‘sainpadoldd |euonesiuebio 63 ‘uoiewlolul uoniewWLJoUl ddURINSSE
Jo 2beuo3s pue buipiodas buipienbajes 3usapnis 0] Xoeqpas) Ajjenb jeusajul Jo Ajijeiauspijuod
Buipinoid J10J JusWIUOIIAUD 24Nn23s B3 ‘Ajljeiauspliuod bujuiejuley ulejulew o3 salnpadold moj|o4 v
'sbuipesw uonesipiepuels 10 JUSWISSISSe JuswIssasse
‘sbuinesw wea] ‘Abojouydal Jo asn b3 ‘paleys aq ued jeyl Aem e JO 2oueunsse
ul 9dUapIAd bulpaodad sue|d uoiloe dossasse ‘syuawndop buibbo| pue doueansse Ayljlenb Ajljenb [eusajul
Buoeuay aoueansse Ajjenb 63 3onpouad Jo pJodaJd {3uswalelS SSaUIM |[euJaiul 03 bunejal uoizewloul ay3 03 JueA|ad
pue juapnis ‘olpne ‘09pIA ‘SpJ0dad UM ‘SPI0da] UOISSNISIP buniodad pue buiiols uonewJojul
'M3IAJID3UI pue uoIleAIRSqo B3 ‘sSpJodad ulelulew 0} S2INPId0Ud ‘6uipJ0d3d 10} sainpadold Ajddy I't | obeuew 03 9|ge ag

uonesyldwe pun

e119314D JUDWISSISSY

Sawo0d3no buiuiesa




ZT0Z Pa3iwi] uonesnp3 uosiead @ 10T 19qUIBAON ~- € dNSST -
(400) uawsssassy jo Ajjend ay3 bulnssy ul 21edy13IdD pue splemy € [9AS7 [92Xap3 - uoiedydads - 19¢£0vd ov

"'S93}ISgaM |1DUN0)) S||MS 40393S Bulojiuow ‘buinepdn

|euolssajould Joj uoisinoad uonesiueblao buipieme ‘Juswdojonap
|[euoissajold buinuiuod ‘buissasse umo anosdwi pue dojaaap

03 salbojouyoda] ‘Juswssasse 03 buiyejad suonenbal 1o saunpadoid
‘saipijod ul sabueyd ‘Juswssasse 03 sayoeoldde aAneulR)e Buliojdxa

‘sue|d Jusawssasse 0] SUOoIIRdIIPOW ‘92UdpPIIU0D-J|3S pue S||I)S JusWISsasse

'asipuadxa |euonnednooo bunepdn ‘eouajaduwod |UOIIRANIDO0 UMO U0 Jo Ajljenb ayy bulnsse Ajjeusajul

syobue) pue sjeob oi3sijeal buiysigeisa ‘buiuue|d uonoe ‘saniunjioddo ul @oua3adwod pue asiadxa
pue sjulelisuod buiAjiauapl b3 ‘@auazadwod Jo malaad bBuisn Aduauun) O UMO JO ADUD4Jnd 3yl uiejuiely v'S

Juawdo|aAap wnjndiand 03 buingluod

'ss9004d JuBWISSISSEe dduURYUD pue pudlxa 03 saibojouydal
buidojoAap ‘sue|d JusawISSasse 0] sSUOIIRDLIPOW ‘@2Udplju0d

-J|9s pue s||s ‘asidadxa [euonnednddo ‘abpajmouy buinepdn
‘suoneoyipow pue buliojiuow ‘sauols9iw ‘|esieddde wody aw0dIN0
‘syodad uoneAlasqo ‘sainpadodd uoilen|eA [eWIOUl pue [eullo)
‘smalnal wed] Ajljlenb pue J|as ‘s|euoissajold pue s|enpiAlipul Jayio
‘siojen|eAs |eula3Ixa ‘siabeuew ‘sanbea||0d ‘sjusapnis wod) Yoeqpasy
Buisn ‘ooueansse Ajijenb 03 uoize|ad ul Juswdo|aAap UMO 10 s3abaey juswissasse Jo
pue sjeob oi3sijead ‘(syeadyy ‘saniunjioddo ‘sassaudieam ‘syrbualis o) Ayjenb ayj bulinsse Ajjeudajul ui
sisAjleue |OMS ‘uonenjeAs ‘qJuauwissasse-j|as 63 ‘od1joeld aARd9JeyY O | 22130edd uMo uo 1091Jad Ajjednid) €°q

uoneoyidwe jyun eLI9}1ID JUDWISSISSY sawoo3no Huluiea]




Unit 3: Plan, Allocate and
Monitor Work in Own
Area of Responsibility

Unit reference number: H/600/9674
QCEF 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.
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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:
e FEquality Policy
e Information Manual (updated annually)

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

e Recognition of Prior Learning Policy
e 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

e planning for assessment and grading

e developing effective assignments

e building your team and teamwork skills

e developing student-centred learning and teaching approaches
e building functional skills into your programme

e 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:

e is practical - ideas are developed and applied

e s designed to be supportive and thought provoking

e builds on best practice.
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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:

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

e 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

e 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
- Al 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

e 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:

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

e 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
- A1l Assess candidate performance using a range of methods, or

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

e 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

e 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

e 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
- Al 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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e hold, or be working towards, one of the following external quality assurance
qualifications or their recognised equivalent:

or

and

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,

D35 Externally verify the assessment process.

e 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
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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.
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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:

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

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

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

e 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:

e arrangements for information collection

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

e administrative arrangements

e requirements for resources (including using technology)

e arrangements for communicating with others

e 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:

e observation of practice
e examination of products of work
e 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:

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

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

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

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

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

e external quality assurance planning documents
e 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

e frequency and timing

e health and safety, equality and diversity (including bilingualism where relevant)
e data protection/confidentiality

e 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 @ 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 humber 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:
e produce a work plan

¢ allocate and agree responsibilities with team members

e monitor the progress and quality of work and provide feedback
e 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.

BA033614 - Specification - Edexcel Level 3 Awards and Certificate in Assuring the Quality of Assessment (QCF) - 73
Issue 3 — November 2012 © Pearson Education Limited 2012



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:

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

e quality assurance policy, documents, procedures and legal requirements

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

e 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

e 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

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

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

e minutes from team meetings/standardisation meetings
e external quality assurance reports

e 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:
e individual areas of responsibility
e the context, organisation policies and procedures

e identification and prioritising of relevant occupational standards and success
criteria

e awarding organisation requirements - prioritised along with success criteria
e 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:

e identified criteria and planning objectives

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

e a range of opportunities and methods to monitor quality assurance activities
o timescales for achievement of each identified objective
e appropriate methods for evaluating and reviewing progress

e opportunities for providing feedback to team members - individually or in
groups

e measures to review the need to amend plans of work
e 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:

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

e 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

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

e organisation quality assurance plan indicating how is involved

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

e 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:

e arrangements for the collection and management of information - including
standardisation procedures, techniques for sampling

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

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

e administration arrangements with individuals within the organisation

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

e 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 skKills,
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:

e key documentation eg awarding organisation documentation, quality assurance
policy

e 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

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

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

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

e 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:

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

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

e specific units/modules required for examining products of work

e 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
e 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:

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

e 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

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

e 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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