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Rationale 

The purpose of this document is to ensure that all BTEC programmes are appropriately implemented and meet 

the guidelines set by the examination board and JCQ assessment policies. This document is to be used in 

conjunction with the Academy’s examinations and assessment policy and a range of guidance available at the 

Edexcel website. 

 

 

 

Policy Aims 

This document contains several separate policies, all shared by Pearson, which collectively aim to ensure that 

the Academy has in place administrative systems, policies and procedures to ensure that there is effective 

management of the delivery and assessment of qualifications, ensuring that:  

● Qualification approvals are accurate and timely and reflective of a centre delivery  

● The centre continues to meet all Qualification Approval criteria for each qualification  

● Adequate records are maintained to meet Pearson requirements and made available to Pearson 

representatives, as required. 

 

 

 

Responsibilities  

Exams Officer  

Responsible for timely, accurate and valid registration, transfer, withdrawal and certificate claims for learners.  

 

Programme Leader  

Responsible for ensuring learner details held by Pearson are accurate and that an audit trail of learner 

assessment and achievement is accessible. Responsible for managing programme delivery and assessment of 

the learners, to ensure coverage of all units and grading criteria.  

 

Quality Nominee  

Responsible for coordinating and monitoring the learner details held with Pearson. The Quality Nominee 

ensures that centre internal verification and standardisation processes operate, acts as the centre coordinator 

and main point of contact for BTEC programmes. The Quality Nominee ensures Pearson quality assurance 

reports are monitored and any remedial action is carried out. Required to inform Pearson of any acts of 

malpractice.  

 

Senior Management 

Responsible for overseeing the registration, transfer, withdrawal and certificate claims for learners to ensure 

that awarding body deadlines are met. Responsible for judging whether assessment decisions are valid, fair and 

unbiased.  
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Assessor  

Responsible for carrying out assessment to national standards. The assessor provides feedback to learners; 

assures the authenticity of learner work; records and tracks achievement. Responsible for providing clear 

achievement feedback to learners. If assessment decisions are questioned, the Assessor is responsible for 

processing the learner’s appeal within the agreed time. Responsible for designing assessment opportunities 

which limit the opportunity for malpractice and for checking the validity of the learner’s work.  

 

Internal verifier  

A member of staff able to verify assessor decisions, and validate assignments. The Internal Verifier records 

findings, gives assessor feedback, and oversees remedial action. Responsible for judging whether assessment 

decisions are valid, fair and unbiased. Responsible for malpractice checks when internally verifying work.  

 

Lead Internal Verifier 

By registering with Pearson, has access to standardisation materials which may be used with assessors to 

ensure that national standards are understood. The Lead Internal Verifier must agree and sign off assessment 

and internal verification plans. A member of the programme team who oversees the implementation of an 

effective internal verification centre system in their subject area. The Lead Internal Verifier is required to 

register annually and undergoes the necessary standardisation processes. Responsible for judging whether 

assessment decisions are valid, fair and unbiased. Responsible for malpractice checks when internally verifying 

work. 

 

Learner  

Ensuring 100% attendance and punctuality to all lessons. Completing assignments with original work and 

following the guidance given by their subject teacher to the best of their ability and within given timeframes. 

Responsible for initiating the appeals procedure, in the required format, within a defined time frame, when 

she/he has reason to question an assessment decision.  

 

Head of Centre  

Responsible for submitting an appeal in writing, to Pearson if the learner remains dissatisfied with the outcome 

of the centre’s internal appeals procedures. Should seek proactive ways to promote a positive culture that 

encourages learners to take individual responsibility for their learning and respect the work of others. 

Responsible for any investigation into allegations of malpractice. 
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Internal Verification (IV) Policy 

Aim: 

1. To ensure there is an accredited Lead Internal Verifier in each principal subject area (BTEC Entry Level - 

Level 3) 

2. To ensure that Internal Verification is valid, reliable and covers all Assessors and programme activity. 

3. To ensure that the Internal Verification procedure is open, fair and free from bias 

4. To ensure that there is accurate and detailed recording of Internal Verification decisions. 

 

In order to do this, The Khalsa Academy Wolverhampton will ensure: 

● Where required by the qualification, appoint a Lead Internal Verifier is appropriately for each subject 

area, is registered with Pearson and has undergone the necessary standardisation processes 

● Each Lead Internal Verifier oversees effective Internal Verification systems in their subject area 

● Staff are briefed and trained in the requirements for current Internal Verification procedures 

● Effective Internal Verification roles are defined, maintained and supported Internal Verification is 

promoted as a developmental process between staff 

● Standardised Internal Verification documentation is provided and used 

● All centre assessment instruments are verified as fit for purpose 

● An annual Internal Verification schedule, linked to assessment plans, is in place 

● An appropriately structured sample of assessment from all programmes, units, sites and Assessors is 

Internally Verified, to ensure centre programmes conform to national standards 

● Secure records of all Internal Verification activity are maintained 

● The outcome of Internal Verification is used to enhance future assessment practice. 

 

Responsibilities: 

● Quality Nominee: ensures that centre internal verification and standardisation processes operate, acts 

as the centre coordinator and main point of contact for BTEC programmes. The Quality Nominee 

ensures Pearson quality assurance reports are monitored and any remedial action is carried out. 

● Lead Internal Verifier (BTEC Entry Level – Level 3): 

o Is usually the programme leader in the principal subject area and monitors and coordinates the 

internal verification process for each principal subject area. 

o Registers details and accesses standardisation exercises to use with the assessment team. 

o Completes and submits the standardisation exercise during a live window to gain accredited 

status, is registered through OSCA2 and confirms registration annually. 

● Internal Verifier: verifies assessor decisions and validates assignments. The Internal Verifier records 

findings, gives assessor feedback, and oversees remedial action. 

 

Procedures: 

● All Assessors, Lead Internal Verifiers and Internal Verifiers are regularly briefed on BTEC processes. 

● Verification schedules are agreed annually to cover all Assessors, units and assignments. Schedules are 

drawn up at the beginning of the programme and monitored through the year.  

● Internal Verification of assignments is carried out before use to ensure that assignments are fit for 

purpose, and that any recommendations are acted upon. Documented records of effective internal 

verification are kept. 

● The Internal Verifier verifies a sufficient sample of Assessor grading decisions to ensure accuracy. 

Assessors do not internally verify their own work. Assessor feedback and support is given. 

● Internal Verification records are correctly maintained and kept securely for 3 years after certification. 
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● Standards Verification/External Examination: monitoring and review procedures for standards 

verification and external examination outcomes is in place and deal with unsuccessful standards 

verification and external examination samples. 
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Assessment Policy 

Aim:  

1. To ensure that assessment methodology is valid, reliable and does not disadvantage or advantage any 

group of learners or individuals 

2. To ensure that the assessment procedure is open, fair and free from bias and to national standards 

3. To ensure that there is accurate and detailed recording of assessment decisions.  

 

In order to do this, The Khalsa Academy Wolverhampton will: 

● Ensure that learners are provided with assignments that are fit for purpose, to enable them to produce 

appropriate evidence for assessment 

● Produce a clear and accurate assessment plan at the start of the programme/academic year 

● Provide clear, published dates for handout of assignments and deadlines for assessment 

● Assess learner’s evidence using only the published assessment and grading criteria 

● Ensure assessment practices meet current BTEC assessment requirements and guidance 

● Ensure that assessment decisions are impartial, valid and reliable 

● not limit or ‘cap’ learner achievement if work is submitted late 

● Develop assessment procedures that will minimise the opportunity for Malpractice 

● Maintain accurate and detailed records of assessment decisions 

● Maintain a robust and rigorous internal verification procedure 

● Provide samples for standards verification/external examination as required by the awarding 

organisation 

● Monitor standards verification/external examination reports and undertake any remedial action 

required 

● Share good assessment practice between all BTEC programme teams 

● Ensure that BTEC assessment methodology and the role of the assessor are understood by all BTEC 

staff 

● Provide resources to ensure that assessment can be performed accurately and appropriately 

● Maintain and store securely all assessment and internal verification records in accordance with Pearson 

Approval Centre Agreement 

 

Responsibilities: 

● Programme Leader: responsible for managing programme delivery and assessment of the learners, to 

ensure coverage of all units and grading criteria. 

● Assessor: provides feedback to learners; assures the authenticity of learner work; records and tracks 

achievement. 

● Internal Verifier: records findings, gives assessor feedback, and oversees remedial action. 

● Lead Internal Verifier (BTEC Entry Level-Level 3): by registering with Pearson, has access to 

standardisation materials which may be used with assessors to ensure that national standards are 

understood. The Lead Internal Verifier must agree and sign off assessment and internal verification 

plans. 

 

Procedures: 

● Learner induction informs learners about all aspects of assessment and progress monitoring. Reference 

is made to national standards, assessment deadlines, the need for authentic work, and learner appeals 



8 
 

● Assignment design has a practical vocational focus and references the unit grading criteria. A variety of 

assessment methods is encouraged. A schedule of assignments and assessment dates is planned for 

and monitored during delivery of the programme. 

● At the start of the programme the assessment plan is agreed and signed off by the Lead Internal 

Verifier. 
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Learner Recruitment, Registration & Certification Policy  

Aim:  

1. Ensuring aspirations, skills and attributes of the learners in selection of the courses before registration. 

2. To register individual learners to the correct programme within agreed timescales.  

3. To claim valid learner certificates within agreed timescales.  

4. To construct a secure, accurate and accessible audit trail to ensure that individual learner registration 

and certification claims can be tracked to the certificate which is issued for each learner.  

 

In order to do this, The Khalsa Academy Wolverhampton will: 

● Register each learner within the awarding body requirements 

● Provide a mechanism for programme teams to check the accuracy of learner registrations 

● Make each learner aware of their registration status 

● Inform the awarding body of withdrawals, transfers or changes to learner details 

● Ensure that certificate claims are timely and based solely on internally verified assessment records  

● Audit certificate claims made to the awarding body 

● Audit the certificates received from the awarding body to ensure accuracy and completeness 

● Keep all records safely and securely for three years post certification. 

 

Responsibilities: 

● Exams Officer: responsible for timely, accurate and valid registration, transfer, withdrawal and 

certificate claims for learners. 

● Programme Leader: responsible for ensuring learner details held by Pearson are accurate and that an 

audit trail of learner assessment and achievement is accessible. 

● Quality Nominee: responsible for coordinating and monitoring the learner details held with Pearson. 

● Senior Management: responsible for overseeing the registration, transfer, withdrawal and certificate 

claims for learners to ensure that awarding body deadlines are met. 
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Recognition of Prior Learning (RPL) including exemptions Policy 

Aims 
1. Recognition of Prior Learning (RPL) offers learners the opportunity to demonstrate that they can meet 

the assessment requirements for a unit through knowledge, understanding or skills they already 

possess and so not need to develop through a course of learning. 

2. To ensure that assessment methodology is valid, reliable and does not disadvantage or advantage any 

group of learners or individuals. 

3. Provided that the assessment requirements of a given unit or qualification have been met, the use of 

RPL is acceptable for accrediting a unit or a whole qualification. Evidence of learning must be valid and 

reliable 

 

Scope of Policy 

This policy applies to all Awarding Organisations where qualifications accept the use of Recognised Prior 

Learning, including those on the Regulated Qualifications Framework, Self-Regulated Framework (SRF) and 

other national frameworks in Wales, Scotland and Northern Ireland. However, not all qualifications allow the 

use of Recognition of Prior Learning (RPL). Where the use of RPL is permitted, this will be stated within the 

qualification specification. 

 

Policy Statement 

This policy seeks to enable students to avoid duplication of learning and assessment for the purposes of 

awarding credit. There are three ways that this can be managed: 

 

● Exemption 

● Equivalency 

● Recognition of prior learning. 

 

Procedures 

The RPL Process  

● Stage 1 – Awareness, Information and Guidance 

Ahead of enrolling a potential learner, the possibility that they may be able to claim credit for some of 

their previous learning should be raised with them by the assessor and raised with the Lead IQA or 

Lead IV. If the learner is interested in this, they will need to know the: 

o Process of claiming achievement by using RPL 

o Sources of support and guidance available to them 

o Timelines, appeals processes and any fees involved 

 

● Stage 2 – Pre –assessment, gathering evidence and giving information 

At this stage the learner will carry out the process of collecting evidence against the requirements of 

the relevant unit(s) as agreed with the assessor and Lead IQA or Lead IV. In some cases the 

development of an assessment plan and tracking document or similar may be required, to support the 

learner through the process. The evidence gathered will need to meet the standards of the unit, or part 

of a unit, that the evidence is being used for. 

 

● Stage 3 – Assessment/documentation of evidence 

Assessment as part of RPL is a structured process for gathering and reviewing evidence and making 

judgments about a learner’s prior learning and experience in relation to unit standards. The assessor 

may be looking at work experience records, validated by managers; previous portfolios of evidence put 

together by the learner or essays and reports validated as being the learner’s own unaided work. 

Assessment must be valid, current and reliable to ensure the integrity of the award of credit and, as 
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above, the evidence gathered needs to meet the standards of the unit, or part of a unit, that the 

evidence is being used for. The assessment process will be subject to the Sixth Form’s quality assurance 

procedures, for example internal standardisation and internal verification as well as the awarding 

organisation’s quality assurance procedures. Evidenced gathered through RPL should be clearly 

referenced and signposted to aid internal assessment and internal and external verification. 

● Stage 4 – Claiming Certification 

Once the internal and external quality assurance procedures have been successfully completed, 

certification claims can be made. Assessment and internal verification records, along with any 

additional RPL records completed, should be retained for the standard three year period following 

certification.  

o The assessor must ensure that all learning outcomes and assessment criteria being claimed for 

each unit are achieved and that the records of assessment are maintained in the usual way. 

 

● Stage 5 – Appeal  

As with any assessment decision on procedural grounds, if a learner wishes to appeal against a decision 

made about their assessment they need to follow the Sixth Form’s policy and procedures and then the 

awarding organisation’s Enquiries and Appeals procedures. 

 

Application of RPL  

Exemption is the recognition of certificated, non-QCF achievement; for example, certificated NQF achievement. 

Exemptions are not recognised by the award of credit and appear on certificates without a credit value.  

Equivalency is the transfer of credit from a unit, or units, from within the QCF. To be counted as an 

equivalency, a unit must have the same credit value or greater and be at the same level or higher than the unit, 

or units to be claimed. Equivalencies are not recognised by the award of credit and appear on certificates 

without a credit value.  

Acceptable exemptions and equivalencies will be included in the rules of combination of a qualification. 

Recognition of Prior Learning (RPL) is the recognition of non-certificated learning towards a full not partial unit 

or qualification. The RPL process must be negotiated with the centre and must be claimed as part of the course. 

The centre is responsible for assessment and claiming credit. There is no difference between achievement of 

the required standards by RPL and achievement through a formal programme of study; therefore, RPL appears 

on certificates as credit-bearing.  

There are three ways of recognising prior learning which may be open to the student: 

● Route 1 – Submit a portfolio of evidence based on previous relevant knowledge, skills and 

competencies which must be assessed against the assessment criteria of the unit/s for which RPL is 

being sought to ensure that all learning outcomes have been achieved. 

● Route 2 – Undertake the same assessments as students following a formal course of learning and 

assessment that lead to award of the unit or qualification. The assessment may be undertaken without 

attending teaching sessions. 

● Route 3 – Assessment through a summative assessment against a unit or full qualification. 

 

It is important to note that RPL is an alternative route to achievement and is not an easy option or shortcut. 

However, career breaks will be considered and students will be supported to return to Sixth Form. Evidence 

must be produced for RPL which is subject to the same assessment and quality assurance requirements as 

applied to evidence produced as part of a course. 

 

Currency 

Prior learning and achievement must be current to be used by the student, which will normally be within the 
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last three years. For exemptions and equivalencies, this means three years start from the date of the original 

award to the point at which the student registers with the centre on the course for which the claim will be 

made. Credit awarded as part of exemption, equivalency or RPL cannot be carried forward beyond three years 

from the original award. 

 

Restrictions on Recognition 

Restrictions will vary according to the Awarding Organisation RPL policy and processes. The awarding 

organisations aim to ensure that certificates are meaningful and valuable for students and other stakeholders. 

To support this aim, the following guidelines will be applied to the rules of combination for a qualification to 

restrict recognition of prior learning and achievement. 

 

Exemption and equivalency  

A maximum of 70% of a qualification can normally be achieved through exemption or equivalency. At least 30% 

should be gained through new learning. 60% of credit within a qualification will normally be achieved at the 

level of the qualification. 

RPL can be used to claim full units and qualifications. However, awarding organisations can reserve the right to 

exclude the use of RPL in cases such as: 

 Licence to practice 

 Health and safety requirements 

 Regulated professions and work placements. 

Additionally, RPL cannot be used where units and qualifications are subject to external assessment. 
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Special Considerations and Reasonable Adjustments Policy  

This policy relates to the delivery of qualifications undertaken at The Khalsa Academy Wolverhampton. 

This policy details the adjustments that can be made to reduce the effect of a disability or difficulty that places 

the student at a substantial disadvantage in the assessment situation. 

Definition of reasonable adjustments 

A reasonable adjustment is any action that helps to reduce the effect of a disability or difficulty that places the 

student at a substantial disadvantage in the assessment situation. It is made to an assessment for a 

qualification to enable a disadvantaged student to demonstrate his or her knowledge, skills and understanding 

of the levels of attainment required by the specification for that qualification. 

Reasonable adjustments must not affect the integrity of what needs to be assessed, but may involve: 

● Changing usual assessment arrangements, for example allowing a student extra time to complete the 

assessment activity 

● Adapting assessment materials, such as providing materials in Braille 

● Providing assistance during assessment, such as a reader and/or scribe 

● Changing the assessment method, for example from a written assessment to a spoken assessment 

● Providing different colour backgrounds to screens for onscreen assessments or seeking permission for 

copying paper-based assessments onto different coloured paper for paper-based assessments 

● Allowing, and providing if necessary, different coloured transparencies with which to view assessment 

papers 

● Setting in place approved reasonable adjustments before the assessment activity takes place, to allow 

student access to the programme. The use of a reasonable adjustment will not be taken into 

consideration during the assessment of a student’s work. 

Definition of special consideration  

Special consideration can be applied after an assessment if there is a reason why the student may have been 

disadvantaged during the assessment.  

For example, special consideration could apply to a student who has temporarily experienced:  

● An illness or injury  

● Some other event outside of their control  

and which has had, or is likely to have had, an adverse effect on the student’s ability to take an assessment or 

demonstrate his or her level of attainment in an assessment.  

Special consideration, if successful, may result in a small post-assessment adjustment to the mark of the 

student. The size of the adjustment will depend on the circumstances and reflect the difficulty faced by the 

student.  

Students should note that  

● Where an assessment requires the learner to demonstrate practical competence or where criteria have 

to be met fully, it may not be possible to apply special consideration  

● In some circumstances, eg for on-demand assessments, it may be more appropriate to offer the 

student an opportunity to take the assessment at a later date.  

Principles of making reasonable adjustments  

These principles should be followed when making decisions about a student’s need for adjustments to 

assessment and:  
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● Should not invalidate the assessment requirements of the qualification  

● Should not give the learner an unfair advantage  

● Should reflect the learner’s normal way of working  

● Should be based on the individual need of the learner  

Copies of supporting evidence will be retained securely by The Khalsa Academy Wolverhampton until the 

student completes the qualification or leaves the school. An External Verifier may request to see the evidence 

(with the student’s permission) as part of the Audit.  

Applications for reasonable adjustment and special consideration will be made by the Exams Officer and/or 

SENCO.  

The Khalsa Academy Wolverhampton will follow the policies and guidance on 

qualifications.pearson.com/policies. The Khalsa Academy Wolverhampton understands that Pearson reserves 

the right to request further clarification or information in relation to any proposed arrangements.  

The Khalsa Academy Wolverhampton will follow the regulations and guidance in the JCQ document 

‘Adjustments for candidates with disabilities and learning difficulties access arrangements and reasonable 

adjustments general and vocational qualifications’ and apply reasonable adjustments to internal assessments.  

For qualifications which are internally assessed, The Khalsa Academy Wolverhampton does not need to apply 

to Pearson. However, the centre will make reasonable adjustments that are in line with Pearson’s policies.  

All reasonable adjustments made in relation to internal assessments will be recorded by the centre on Form 

VQ/IA and held on file within the centre for inspection purposes.  

Form VQ/IA is available electronically at: http://www.jcq.org.uk/exams-office/access-arrangements-and-

special-consideration/forms.  

Where The Khalsa Academy Wolverhampton is unsure if the reasonable adjustment proposed is in line with 

this guidance, The Khalsa Academy Wolverhampton will contact Pearson for advice. 

  

http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/forms
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/forms
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Equal Opportunities Policy 

Definition of Equal Opportunities 

Equal opportunities is defined as:- The granting of equal rights, privileges, & status regardless of gender, age, 
race, religion, sexuality, specific background, ability, disability, or social background.  

Aims:  

To ensure that standards relating to equal opportunities are consistent, transparent and in line with the 
requirements of Pearson and the Academy.  

To ensure there are no artificial barriers to any BTEC programmes the academy offers and that BTEC 
qualifications are, at all stages within the planning, delivery and assessment of learner work:  

 available to everyone who can achieve the required standard  

 free from barriers which restrict access to progression  

 free from overt or covert discriminatory practices with regard to age, colour, creed, religion, ethnic 
origin, race, gender, nationality, sexual orientation, specific background, social background, ability or 
disability  

 observant of the particular requirements of individuals, including those who may require support to 
undertake learning and assessment  

 free from any restrictions that are not legally required 

 

Equal Opportunities in Terms of Learner Recruitment  

a) BTEC Level 1 and 2 Courses Year 10 - 11  

Access to the course will be allowed to any learner up to the maximum agreed number of learners per group. 
Student ability will be assessed using data from KS2/3 and appropriate school held data to ensure learners are 
accepted on to the course appropriate to their needs.  

b) BTEC Level 3 Year 12 on  

Access to the course will be allowed to learners who have shown through their previous studies and/or 
experience that they are capable of sustaining study at this level, up to the agreed maximum number of 
learners per group irrespective of gender, ethnicity or disability and that learners have fulfilled the minimum 
course access qualification requirement set by each BTEC subject area. 

Responsibility 

 Responsible for Policy: Quality Nominee 

 Responsible for implementation: Quality Nominee and Programme Managers.  

a) Responsibility of Quality Nominee  

To ensure all Curriculum Leaders and Lead Internal Verifiers are conversant with the recruitment requirements 

of the respective courses and to ensure recruitment is carried out in line with the requirements of this policy  

b) Responsibility of Curriculum Leader/Programme Manager  

 Treat all learners with equal respect regardless gender, age, race, religion, sexuality, specific 

background, ability, disability, or social background 

 Enable all learners equal access to all areas of the BTEC curriculum appropriate to the course 

undertaken 

 Combat any form of prejudice and / or discrimination within The Academy  
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Learner/Staff Malpractice and/or Maladministration Policy  

Aim:  

1. To identify and minimise the risk of malpractice by staff, learners for both internally and externally 

assessed units and maladministration by centre staff 

2. To respond to any incident of alleged malpractice promptly and objectively  

3. To standardise and record any investigation of malpractice to ensure openness and fairness  

4. To impose appropriate penalties and/or sanctions on learners or staff where incidents (or attempted 

incidents) of malpractice are proven 

5. To protect the integrity of this centre and BTEC qualifications.  

 

In order to do this, The Khalsa Academy Wolverhampton will: 

● Increasing awareness and understanding of the actions that constitute malpractice and/or 

maladministration by learners, teachers, trainers, and other staff 

● Seek to avoid potential malpractice by using the induction period and the learner handbook to inform 

learners of the centre’s policy on malpractice and the penalties for attempted and actual incidents of 

malpractice  

● Show learners the appropriate formats to record cited texts and other materials or information sources 

● Ask learners to declare that their work is their own 

● Ask learners to provide evidence that they have interpreted and synthesised appropriate information 

and acknowledged any sources used 

● Conduct an investigation in a form commensurate with the nature of the malpractice allegation. Such 

an investigation will be supported by the Head of Centre / Principal / CEO and all personnel linked to 

the allegation. It will proceed through the following stages:  

● Make the individual fully aware at the earliest opportunity of the nature of the alleged malpractice and 

of the possible consequences should malpractice be proven  

● Give the individual the opportunity to respond to the allegations made 

● Inform the individual of the avenues for appealing against any judgment made 

● Document all stages of any investigation.  

 

Responsibilities:  

● Centre: seeks proactive ways to promote a positive culture that encourages learners to take individual 
responsibility for their learning and respect the work of others.  

● Assessor: responsible for designing assessment opportunities which limit the opportunity for 
malpractice and for checking the validity of the learner’s work.  

● Internal Verifier/Lead Internal Verifier: responsible for malpractice checks when internally verifying 
work.  

● Quality Nominee: required to inform Pearson of any acts of malpractice.  

● Heads of Centre or their nominees: responsible for any investigation into allegations of malpractice.  
 

Procedures:  

● Addressing learner malpractice: 

o All staff promote positive and honest study practices.  

o Learners are required to declare that work is their own; staff check the validity of learner’s 
work.  

o Learner induction and handbook is used to inform about malpractice and outcomes.  

o Teachers ensure that learners use appropriate citations and referencing for research sources.  

o Assessment procedures in place to help reduce and identify malpractice.  
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● Addressing staff malpractice: 
o Staff BTEC induction and updating includes BTEC requirements.  
o Robust Internal Verification and audited record keeping.  

o Audit of learner records, assessment tracking records and certification claims.  
● Dealing with malpractice: 

o The individual is informed of the issues and of the possible consequences as well as of the 
process and appeals rights.  

o The individual is provided with the opportunity to respond.  

o Any investigation is carried in a fair and equitable manner.  

o The awarding body is informed of any malpractice or attempted acts of malpractice, which 
have compromised assessment; the advice of the awarding body for any further action is 
sought.  

o Any penalties are appropriate to the nature of the malpractice under review.  
o Should gross misconduct is identified, it will be dealt with in accordance with learner and staff 

disciplinary procedures.  
● Where malpractice is proven, this centre will apply the following penalties / sanctions:  

o Resubmission of all work within the assignment and where necessary the use of a modified 

assignment brief 

o Automatic failure of the unit 

o Removal from the qualification 

 

Definition of Malpractice by Learners  

The following are examples of malpractice by the students. This list is not exhaustive and other instances of 

malpractice may be considered by this centre at its discretion:  

● Plagiarism of any nature.  

● Collusion by working collaboratively with other learners to produce work that is submitted as individual 

learner work.  

● Cheating to gain an unfair advantage  

● Copying (including the use of ICT to aid copying).  

● Deliberate destruction of another’s work.  

● Fabrication of results or evidence.  

● The alteration of any results document, including certificates  

● False declaration of authenticity in relation to the contents of a portfolio or coursework.  

● Impersonation by pretending to be someone else in order to produce the work for another or 

arranging for another to take one’s place in an assessment/examination/test. 

 

Definition of Malpractice by Centre Staff  

The following are examples of malpractice by centre staff. This list is not exhaustive and other instances of 

malpractice may be considered by this centre at its discretion:  

● failing to keep any Edexcel mark schemes secure alteration of any Edexcel mark schemes  

● alteration of Edexcel’s assessment and grading criteria  

● assisting learners in the production of work for assessment, where the support has the potential to 

influence the outcomes of assessment, for example where the assistance involves centre staff 

producing work for the learner  

● producing falsified witness statements, for example for evidence the learner has not generated  

● allowing evidence, which is known by the staff member not to be the learner’s own, to be included in a 

learner’s assignment/task/portfolio/ coursework  

● facilitating and allowing impersonation  
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● misusing the conditions for special learner requirements, for example where learners are permitted 

support, such as an amanuensis, this is permissible up to the point where the support has the potential 

to influence the outcome of the assessment  

● failing to keep learner computer files secure  

● falsifying records/certificates, for example by alteration, substitution, or by fraud  

● fraudulent certificate claims, that is claiming for a certificate prior to the learner completing all the 

requirements of assessment  

● failing to keep assessment/examination/test papers secure prior to the assessment/examination/test 

 

Where staff malpractice is suspected, you must: 

● Inform the staff member’s SLT line manager, the centre QN and the Principal. 

● The alleged malpractice will then follow the school procedure. 

● Any malpractice or attempted malpractice must be recorded and Edexcel must be informed. 

 

Other useful documents: 

● Pearson Centre Guidance on Dealing with Malpractice and Maladministration in Vocational 

Qualifications  

● Centre Guide to Quality Management Review  

● Centre Guidance Malpractice Maladministration Guide 

 

 

  



19 
 

Appeals Policy 

Aims: 

● To enable the learner to enquire, question or appeal against an assessment decision 

● To attempt to reach agreement between the learner and the assessor at the earliest opportunity 

● To standardize and record any appeal to ensure openness and fairness 

● To facilitate a learner’s ultimate right of appeal to the awarding body, where appropriate 

● To protect the interests of all learners and the integrity of the qualification 

 

Student appeals may be made under the following circumstances: 

● If the student is dissatisfied with individual assessment outcomes for a unit element or individual 

performance criteria. 

● If the student is dissatisfied with their assessment outcome at the end of the course. 

● If the student has any personal circumstances which may have affected his / her ability to complete 

assignments and meet deadlines. 

 

To meet the above aims and facilitate appeals, The Khalsa Academy Wolverhampton will: 

● Inform the learner at induction, and through the student handbook of the Appeals Policy and 

procedure 

● Have a staged appeals procedure (see below) 

● Record, track and validate any appeal. 

● Should the student still be dissatisfied with any internal decisions they may request that their appeal be 

forwarded to the External Verifier of the awarding body. 

● Keep appeals records (see Appeals Record Form in appendices) for inspection by the awarding body for 

a minimum of 3 years 

● The Quality Nominee will take appropriate action to protect the interests of other learners and the 

integrity of the qualification, when the outcome of an appeal questions the validity of other results. 

● Monitor appeals to inform quality improvement. 

 

Appeals Procedure 

If a student has any concerns with regards to their individual assignments, the following procedure should be 

followed: 

Stage One 

● The student will complete the written request in relation to their appeal and will pass this and speak to 

the teacher / assessor who has set and marked the assignment, explaining the reason for their 

concerns within two weeks of receiving their grade 

● The teacher/assessor, after considering the explanation, will provide a response with a clear 

explanation of the decision taken within 3 working days 

● If the student remains unhappy with the outcome they should proceed to the next stage 

Special Cases for Stage One: 

1. If cases whereby a student does not wish to speak directly to the subject teacher, the student may 

speak directly to the Head of Department who in turn can take the concern to the subject teacher on 

behalf of the student and report back to the student. 
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2. In cases whereby, the Head of Department is the student’s teacher / assessor, the student may speak 

directly to the Quality Nominee (QN) who in turn can take the concern to the subject teacher on behalf 

of the student and report back to the student. 

Stage Two 

● Speak to the Head of Department who will address the issue by considering the reason for the appeal 

from the student and the response of the teacher / assessor 

● It will be arranged for the student work to be re-marked by the Lead Internal Verifier or Internal 

Verifier who will complete this along with their findings to the student alongside the Head of 

Department within five working days 

● If the student remains unhappy they may proceed to the next stage of the appeal 

Special Case for Stage 2: In cases whereby, the Head of Department is the student’s teacher/assessor the 

matter should be raised with the Quality Nominee (QN) who will ensure the above process is undertaken. 

Stage Three 

● The Head of Department will forward relevant details to the Quality Nominee who must convene, 

within 10 working days, a panel comprising; the student, a parent / carer, the subject teacher/assessor, 

Head of Department, Head of Centre and the him/her self as Quality Nominee. 

● The Quality Nominee alongside the Head of Centre will make a decision relating to the appeal and 

inform all parties within five working days of the Appeals Panel meeting. This decision is final. 

Stage Four 

● The Quality Nominee will forward the appeal to the awarding body when a learner considers that a 

decision continues to disadvantage her/him after the internal appeals process has been exhausted 

● A record of the appeals process above will be made available to the examination board as necessary 

 

Vocational qualifications at the Academy are with Pearson. The exam board’s specific policy for appeals for all 

Pearson Vocational qualifications can be viewed at: 

https://qualifications.pearson.com/content/dam/pdf/Support/policies-for-centres-learners-and-

employees/Enquiries_and_Appeals_on_Pearson_Vocational_Qualifications.pdf 

 

  

https://qualifications.pearson.com/content/dam/pdf/Support/policies-for-centres-learners-and-employees/Enquiries_and_Appeals_on_Pearson_Vocational_Qualifications.pdf
https://qualifications.pearson.com/content/dam/pdf/Support/policies-for-centres-learners-and-employees/Enquiries_and_Appeals_on_Pearson_Vocational_Qualifications.pdf
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Complaint Policy 

  

https://khalsatrust.s3.amazonaws.com/uploads/document/KAT-Complaints-policy-V1.1-June-2019.pdf?t=1564061703
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Health and Safety Policy 

 

 

  

https://khalsatrust.s3.amazonaws.com/uploads/document/KAT-Health-and-Safety-Policy-Approved.pdf?t=1597314754
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Conflict of Interest Policy  

  

https://khalsatrust.s3.amazonaws.com/uploads/document/KAT-Conflicts-of-Interest-policy.pdf?t=1578404377
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Learner Support Policy (to be read in conjunction with the EAL and SEND Policy) 

Aims: 

To provide a learner support service involving initial and on-going guidance and support for individual learners 

to enable them to successfully participate and complete their learning programs. 

In order to achieve the aims, the Centre will make sure: 

● Learners are cared for and supported to achieve their learning goals. 

● Procedures to monitor learners’ participation, progress and attendance lead to prompt action to 

address identified problems. 

● Staff use resources effectively and creatively, including accommodation, equipment and technology, 

and specialist advice and guidance, to promote and support learning. 

● Learning is effectively monitored during sessions, including where learners are receiving additional 

learning support. 

● Learners’ additional support needs are identified quickly and accurately early in their program through 

effective initial assessment, leading to appropriate planning and support throughout the duration of 

their programs. 

● Effective timely information, advice and guidance is provided to learners on their next steps in training, 

education and employment. 

● Pre-course information and advice is effective. 

● Effective guidance and induction to introduce learners to the structure and demands of their program, 

and their rights and responsibilities as a learner. 

● Dynamic approaches to learning are employed to enable learners to achieve and overcome difficulties. 
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Examination Contingency Plan 

1. Aims 

The aims of this plan are: 

 To examine potential risks and issues that could cause disruption to the management and 
administration of exams 

 To mitigate the impact of disruptions by providing actions or procedures to follow 

2. Legislation and guidance 

This plan complies with the Joint Council for Qualifications (JCQ) General Regulations for Approved 

Centres, which require all exam centres to have a written examination contingency 

plan/examinations policy. 

3. Responsibilities 

3.1 Head of centre 

The head of centre will ensure that a written examination contingency plan/examinations policy is 

in place which covers all aspects of examination administration. 

3.2 Staff and invigilators 

Staff and invigilators involved in the centre’s exam process are responsible for reading, understanding and 
implementing the contingency plan. 

4. Monitoring arrangements 

This policy will be reviewed by SLT every year in the autumn term, or well in advance of each exam series. At 

every review, the policy will be shared with the governing board. 

 

Scenario Actions Person 
Responsible 

Notes 

Disruption of teaching 
time – centre is closed 
for an extended period 

Seek advice from awarding 
organisations and JCQ 
 
Communicate with parents, 
carers and students about 
the potential for disruption 
to teaching time 
 
Facilitate alternative 
methods of learning, 
alternative venues or both 
 
Prioritise candidates who 
will be facing examinations 
shortly 
 
Advise candidates, where 
appropriate, to sit 
examinations in the next 
available series 

EO/RS 
 
 
EO 
 
 
 
 
RS 
 
 
 
AN/RS 
 
 
 
EO 

 

Candidates unable to 
take examinations 

Communicate with relevant awarding 
organisations at the outset to make 

EO/RS 
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because of a crisis – 
centre remains open 

them aware of the issue. Also 
communicate with parents, carers and 
candidates regarding solutions to the 
issue 
 
Liaise with candidates to identify 
whether the examination can be sat at 
an alternative venue in agreement 
with relevant awarding organisations 
 
Offer candidates an opportunity to 
sit any examinations missed at the 
next available series 

 
Apply to awarding organisations for 
special consideration for candidates 
where they have met the minimum 
requirements 

 
 
 
 
 
EO 
 
 
 
 
EO 
 
 
 
EO 

Centre is unable to open 
as normal during the 
examination period 

Inform relevant awarding 
organisations as soon as possible 
 
Refer to emergency plans and/or 
health and safety policy, where 
appropriate 
 
Open for examinations and 
examination candidates only, if 
possible 
 
Use alternative venues in agreement 
with relevant awarding organisations 
 
Apply to awarding organisations for 
special consideration for candidates 
where they have met the minimum 
requirements 

EO 
 
 
SLT 
 
 
 
AN 
 
 
 
AN/RS 
 
 
EO/RS 

 

Disruption in the 
distribution of 
examination papers 

Communicate with awarding 
organisations to organise alternative 
delivery of papers 
 
Arrange with exam boards for 
alternative means of receiving papers, 
e.g. electronically 

EO 
 
 
 
EO 

 

Disruption to the 
transportation of 
completed examination 
scripts 

Communicate with awarding 
organisations to organise alternative 
delivery of papers  
 
Arrange with exam boards for 
alternative means of receiving papers, 
e.g. electronically or 
alternative courier 

EO 
 
 
 
EO 

 

Assessment evidence is 
not available to be 
marked (Damage/ 
Destruction/Fire) 

Communicate this immediately to the 
relevant awarding organisation(s), 
candidates and 
their parents or carers 

EO  
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Centre is unable to 
distribute results as 
normal 

Contact awarding organisations about 
alternative options 
 
Make arrangements to access results 
at an alternative site 

EO 
 
 
 
AN/RS 

 

EO Absence SLT Link and Central office to 
support in role 

RS  

Invigilator Absence EO/Cover Supervisor/Admin Team 
to step in 

EO Cover 
Supervisor/Admin 
Team to 
complete 
invigilator 
training 

Fire Alarm Ensure invigilators are aware of policy 
 
On call staff to assist evacuation and 
escort to separate area 

EO 
 
SLT 

Second MUGA to 
be used 
Exam conditions 
to be maintained 
throughout 

Candidate Absence Exam registers to be completed prior 
to entry. Pastoral lead to 
contact home 

EO  

Candidate illness during 
exam 

Invigilators to alert First Aid. 
 
Special Consideration to be requested 
where appropriate 

EO 
 
EO 

 

Malpractice/Disruption 
in exam 
room 

Invigilators and EO to complete JCQ 
paperwork. SLT on call 

EO 
SLT 

 

Withdrawal of Centre 
Approval Status 

In all cases where centre or 
programme approval is suspended or 
removed, Pearson will do everything 
possible to help affected learners. This 
is likely to include:  
 
- retrieval of portfolios and assessment 
records;  
 
- retrieval of certificates;  
 
- standards verification of existing 
portfolios;   
 
- certification at a unit or qualification 
level wherever appropriate;  
 
- support in locating a suitable 
alternative provider.  
 
- reviewing existing quality assurance 
information to determine which 
certificates may be invalid;  
 
- undertaking further verification of 
learner work;  
 

EO/SLT  
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- taking additional steps to verify the 
authenticity of learner work;  
 
- obtaining contact details for affected 
learners from the centre;  
 
- contacting affected learners;   
 
- arranging the re-assessment of 
learners. 

 

 


