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All of Emerson Park Academy policiesincorporatethe BTEC qualification. This policyistobe usedin
conjunction with these policies, including appeals and complaints procedures.



1. Roles and Responsibilities

Exams Office — Mrs Whiting
» Responsible foroverseeingthe registration, transfer, withdrawal forlearners to ensure that
awarding body deadlines are met.

Programme Leaders
» Responsible forensuringlearner details held by Pearson are accurate and that an audit trail of
learnerassessment and achievementis accessible. Alsoresponsiblefor certification online.
P> Responsible for managing programme delivery and assessment of the learners, to ensure
coverage of all units and grading criteria.

Quality Nominee —Dr Crawley

» Responsible for coordinatingand 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
actionis carried out. Responsibleforjudging whetherassessment decisions are valid, fairand
unbiased.

» Requiredtoinform Pearson of any acts of malpractice.

Assessor

» Responsible forcarrying out assessmentto national standards. The assessor provides feedback
to learners; assures the authenticity of learner work; records and tracks achievement.

» Responsible for providing clear achievement feedback tolearners.

> Ifassessmentdecisions are questioned, the Assessoris responsible for processingthe learner’s
appeal withinthe agreed time.

P> Responsible fordesigning assessment opportunities which limit the opportunity for malpractice
and for checkingthe validity of the learner’s work.

» Alsoresponsible forcertification entries onto Edexcelonline.

Internal verifier
» A memberof staffable to verify assessor decisions, and validate assignments. The Internal
Verifierrecordsfindings, gives assessor feedback, and oversees remedial action.
» Responsible for judging whetherassessment decisions are valid, fairand 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
assessorsto ensure that national standards are understood. The Lead Internal Verifier must
agree and sign off assessment and internal verification plans.

» A memberofthe programmeteamwho overseesthe implementation of an effectiveinternal
verification centresystemin theirsubjectarea. The Lead Internal Verifieris required to register
annuallyand undergoesthe necessary standardisation processes.

» Responsible forjudging whether assessment decisions are valid, fairand unbiased. Responsible
for malpractice checks wheninternally verifying work.

Learner - Pupil
» Responsible forinitiatingthe appeals procedure, in the required format, within adefined time

frame, when s/he has reason to question an assessment decision

Head of Centre — Head Teacher



> Responsible forsubmittingan appeal in writing, to Pearsonif the learner remains dissatisfied
with the outcome of the centre’sinternal appeals procedures.

» Shouldseek proactive ways to promote a positive culture that encourages learners to take
individual responsibility fortheirlearningand respect the work of others.

> Responsible foranyinvestigationinto allegations of malpractice.

2. Succession planning for BTEC subjects.

In the event of the main Subject Leader unable toteach the BTEC course they are specialisedin, there
are contingencies and processin place to allow the teaching of BTECs to continue withoutinterruption.
The employment of asuitable replacement would be the Academies main responsibility. Until new
employmentis putin place the following subject areas will be addressed as follows:

Construction BTEC

In the absence of Mr Delahunty the Subjectleadin Construction. Miss Boyce the head of the designand
Technology faculty willtake responsibility for the delivery and assessment of the Course. Thisis due to
priorexperienceintechnology BTEC qualifications.

MediaBTEC

In the absence of Kirsty Morris the Subjectlead in Media. Ms Heatley the Lead practitioner forteacher
training will take responsibility forthe delivery and assessment of the Course. Thisis due to prior
experience in Media BTEC qualifications. Allassessments and briefs are stored on the intranet for
teachersto view and use.

Health and Social Care BTEC

In the absence of Dr Crawley the Subjectlead in Health and Social Care. Mrs Hampton teacherand
careers officeratthe school will take responsibility for the delivery and assessment of the Course. This is
due to priorexperiencein Health and Social Care BTEC qualifications. Allassessments and briefs are
stored on the intranetforteacherstoview and use.

3. Registration and Certification Policy

Aim:

» To registerindividual learners to the correct programme within agreed timescales. To claim valid
learner certificates within agreed timescales.

» To construct a secure, accurate and accessible audittrail to ensure thatindividual learner
registration and certification claims can be tracked to the certificate whichisissued foreach learner.

In order to do this, the Exams Office within our centre will:

v

Registereach learnerwithin the awarding body requirements, takinginto account ULN
Inform the awarding body of withdrawals, transfers or changesto learner details ensure that
certificate claims are timely and based solely oninternally 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 forthree years post certification.

v
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Links



Information manual: thisis published by Pearson each yearand provides detailed information for Exams
Officersaboutregistration and certification procedures forall Pearson programmes:
www.edexcel.com/infomanual

4. Assessment Policy

Aims:
» To ensure thatassessment methodologyisvalid, reliable and does not disadvantage or
advantage any group of learners orindividuals
» To ensure thatthe assessment procedure isopen, fairand free from bias and to national
standards
» Toensurethatthereisaccurate and detailed recording of assessment decisions.

In order to do this, the Exams Officer and relevant Heads of Departments within our centre will:
» Verifyandauthenticate learneridentification during the assessment process
» Ensurethatlearnersare provided with assignments that are fitfor purpose, to enable themto
produce appropriate evidence forassessment
» Produce a clearand accurate assessment plan at the start of the programme/academicyear
» Provide clear, published dates for handout of assignments and deadlines for summative
assessment
> Assesslearner’sevidence using only the published assessment and grading criteria ensure that
assessmentdecisions are impartial, valid and reliable
» Notlimitor ‘cap’ learnerachievementif workis submitted late
» Developassessment proceduresthat will minimise the opportunity for malpractice maintain
accurate and detailed records of assessment decisions
» Maintainarobust and rigorousinternal verification procedure
» Provide samplesforstandards verification as required by the awarding organisation monitor
standards verification reports and undertake any remedial action required share good
assessment practice between all BTEC programme teams
» TheSubject Teacherwill decide whenthe learneris fully prepared to undertake the assessment.
Once learners are working on assignments which will be submitted forassessment, they will
workindependently to produce and prepare evidence for assessment.
> Before startinganassessment, the Subject Teacher will ensure that each learnerunderstands
the:
e assessmentrequirements
e nature of the evidence they need to produce
e importance of time managementand meeting deadlines.
» Oncethelearnerbegins workforthe assessment, the Subject Teacher will not:
e Provide specificassessment feedback on the evidence produced by the learner before it
issubmitted forassessment
e Confirmachievement of specificassessment criteria untilthe assessment stage.
» Onlyonesubmissionwill be allowed foreach assignment. The assessor willformally record the
assessmentresult and confirm the achievement of specificassessment criteria.
» Each learner must submit:
e anassignmentforassessment which consists of evidence towards the targeted
assessmentcriteria
e asigned-and-dated declaration of authenticity with each assignment which confirms
they have produced the evidence themselves.
e formallyrecord and confirmthe achievement of specificassessment criteria
e complete aconfirmationthatthe evidence they have assessed is authenticandisthe
learner's own work.


http://www.edexcel.com/infomanual

» The assessorwill not:
e provide feedback orguidance on how to improve the evidence to achieve highergrades.
» It may be appropriate forthe Lead Internal Verifierto authorise one opportunity foralearnerto
resubmitevidence to meetassessmentcriteriatargeted by anassignment.
» TheLead Internal Verifier will only authorise aresubmission if all of the following conditions are
met:
e thelearnerhasmetinitial deadlinessetinthe assignment, orhas metan agreed
deadline extension
e theSubjectTeacherjudgesthatthe learnerwill be able to provide improved evidence
withoutfurtherguidance
e theassessorhasauthenticated the evidence submitted forassessmentand the evidence
isaccompanied by a signed- and-dated declaration of authenticity by the learner.
» Ifalearnerhasnot metthe conditionslisted above, the Lead Internal Verifier willnot authorise a
resubmission.
» Ifthe Lead Internal Verifierdoes authorise aresubmission, it must be:
e recordedonthe assessmentform
e givenadeadlineforresubmission within 10working days* of the learnerreceivingthe
results of the assessment [* the 10 working days will be withinterm time, in the same
academicyearas the original submission.
e undertakenbythelearnerwithout furtherguidance.
> Retakesofinternally assessed units are therefore not available to | earners studying BTEC Firsts
and Nationals onthe NQF.
> Ensure that BTEC assessment methodology and the role of the assessorare understood by all
BTEC staff
» Provide resourcestoensure thatassessment can be performed accurately and appropriately.

Links

BTEC Qualification Specifications: these provide guidance on assessment for each BTEC qualification. All
staff teaching on BTEC programmes should have access to the relevant specification. They are published
on our website: www.btec.co.uk

Pearson BTEC Assessment & Grading Policy: thisis our policy on the application of grading criteriawhen
assessing BTEC programmes: www.edexcel.com/policies

BTEC Centre Guides to Assessment: A valuable resource for centresin planning, quality assuringand
delivering BTEC programmes: www.btec.co.uk/keydocuments

5. Internal Verification Policy

Aims:
» Toensurethereisan accredited Lead Internal Verifierin each principal subject area
» To ensure thatInternal Verificationisvalid, reliable and covers all Assessors and programme
activity.
» To ensurethatthe Internal Verification procedure isopen, fairand free from bias
» Toensurethatthereisaccurate and detailed recording of Internal Verification decisions.

In order to do this, the BTEC lead will ensure that:

» Where required by the qualification, a Lead Internal Verifieris appropriately appointed foreach
subjectarea, isregistered with Pearson and has undergone the necessary standardisation processes

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

» Staffare briefed andtrainedinthe requirements for current Internal Verification procedures


http://www.btec.co.uk/
http://www.edexcel.com/policies
http://www.btec.co.uk/keydocuments

» Effective InternalVerification roles are defined, maintained and supported

» Internal Verification is promoted as a developmental process between staff standardised

» Internal Verification documentationis provided and used

» All centre assessmentinstruments are verified as fit for purpose

» Anannual Internal Verification schedule, linked to assessment plans, isin place

» Anappropriately structured sample of assessment from all programmes, units, sites and Assessors s
Internally Verified, to ensure centre programmes conform to national standards

» Secure records of all Internal Verification activity are maintained

» The outcome of Internal Verificationis used to enhance future assessment practice.

Links

BTEC qualification specifications: These provide guidance on assessmentforeach BTEC qualification. All
staff teaching on BTEC programmes must have access to the relevant specification. They are published
on our website: www.btec.co.uk

Pearson BTEC Assessment & Grading Policy: Thisis our policy onthe application of grading criteria when
assessing BTEC programmes: www.edexcel.com/policies

BTEC Centre Guide to Internal Verification: A valuable resource for center’sin planning, quality assuring
and delivering BTEC programmes: www.btec.co.uk/keydocuments

6. Appeals Policy

Aims:
» Toenablethelearnertoenquire, question orappeal againstan assessmentdecision
» To attemptto reach agreementbetweenthe learnerand the Assessoratthe earliest opportunity
» To standardise and record any appeal to ensure openness and fairness
» To facilitate alearner’s ultimateright of appeal to the Awarding Body, where appropriate
» To protectthe interests of all learners and the integrity of the qualification.

In order to do this, the BTEC lead will:

» Informthelearneratinduction, of the Appeals Policy and procedure record, track and validate
any appeal

» Forwardthe appeal tothe Awarding Body when a learner considers thatadecision continues to
disadvantage her/him afterthe internal appeals process has been exhausted

> Keepappealsrecordsforinspection by the Awarding Body fora minimum of 18 months

» Have a staged appeals procedure

» Will take appropriate action to protect the interests of otherlearnersand the integrity of the
qualification, when the outcome of an appeal questions the validity of otherresults

» Monitorappealsto inform quality improvement.

Links

BTEC qualification specifications: These provide guidance on assessment for each BTEC qualification. All
staff teaching on BTEC programmes should have access to the relevant specification. They are published
on our website: www.btec.co.uk

Policy on Appeals Concerning BTEC & Pearson NVQ Qualifications: Thisis Pearson’s policy onlearner
appeals. Please note, this does not apply until internal centre processes have been exhausted:
www.edexcel.com/policies


http://www.btec.co.uk/
http://www.edexcel.com/policies
http://www.btec.co.uk/keydocuments
http://www.btec.co.uk/
http://www.edexcel.com/policies

7. Assessment Malpractice Policy

Aims:
» Toidentifyand minimisethe risk of malpractice by staff orlearners
» To respondto anyincident of alleged malpractice promptly and objectively
» To standardise and record any investigation of malpractice to ensure openness and fairness
» Toimpose appropriate penalties and/orsanctions onlearners orstaff where incidents (or
attemptedincidents) of malpracticeare proven
» To protectthe integrity of this centre and BTEC qualifications.

In order to do this, the Assessor/Subject Teacher and Head of Centre (Head Teacher) will:

» Asklearnerstodeclare thattheirworkis theirown
> Asklearnersto provide evidence that they have interpreted and synthesised appropriate
information and acknowledged any sources used
» Conductan investigationinaform commensurate with the nature of the malpractice allegation.
Such an investigation will be supported by the Head of Centre and all personnel linked to the
allegation. It will proceed through the following stages:
e make theindividual fully aware atthe earliest opportunity of the nature of the alleged
malpractice and of the possible consequences should malpractice be proven
e givetheindividual the opportunity torespondto the allegations made
e informtheindividual of the avenuesforappealingagainstany judgment made
e documentall stages of any investigation.
» Where malpracticeis proven, this centre may apply the following penalties / sanctions:
e Withdrawal from all examinations
e Withdrawal fromthe Named BTEC Examination
e Cancelation of the Unit
e Cancelation of the Assignment
e Repeatofthe assighment

Definition of Malpractice by Learners
Thislistis not exhaustiveand otherinstances of malpractice may be considered by this centre atits
discretion:

» Plagiarism of any nature

» Collusion by working collaboratively with otherlearners to produce work that is submitted as
individuallearner work
Copying (including the use of ICTto aid copying)
Deliberate destruction of another’s work
Fabrication of resultsorevidence
False declaration of authenticity in relation to the contents of a portfolio or coursework
Impersonation by pretendingto be someone elsein orderto produce the work for anotheror
arranging for anotherto take one’s place in an assessment/examination/test.
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Definition of Malpractice by Centre Staff
Thislistis not exhaustiveand otherinstances of malpractice may be considered by this centre atits
discretion:
» Improperassistance tocandidates
» Inventingorchanging marksfor internally assessed work (coursework or portfolio evidence)
where there isinsufficient evidence of the candidates’ achievement to justify the marks given or
assessment decisions made



» Failure tokeep candidate coursework/portfolios of evidence secure fraudulent claims for
certificates
» Inappropriate retention of certificates
P> Assistinglearnersinthe production of work forassessment, where the support has the potential
to influencethe outcomes of assessment, for example wherethe assistance involves centre staff
producing work forthe learner
» Producingfalsified witness statements, for example forevidence the learnerhas notgenerated
» Allowingevidence, whichisknown by the staff membernottobe the learner’sown, tobe
includedinalearner’s assignment/task/portfolio/coursework
» Facilitatingand allowing impersonation
» Misusingthe conditionsforspecial learnerrequirements, forexample where learners are
permitted support, such asan amanuensis, thisis permissible up to the point where the support
has the potential to influence the outcome of the assessment
» Falsifyingrecords/certificates, forexample by alteration, substitution, or by fraud fraudulent
certificate claims, thatis claimingfora certificate priorto the learner
» Completingall the requirements of assessment.
Links
Pearson BTEC Assessment Malpractice Policy: Thisis Pearson’s policy on assessment malpractice
relating to BTEC programmes: www.edexcel.com/policies

8. Centre Contingency and Adverse Effects

The centre contingency and adverse effects policy is designed to ensure a consistentand effective
response in the event of majordisruption to the centre system. The policy will be implemented in the
eventof majordisruption tothe system, such as widespread illness, travel disruption, bad weather,
natural calamity or power failures. Implementing the policy will safeguard the interests of candidates
while maintaining the integrity of the examination system and safeguarding qualification standards.

In the event of major disruption, communicationisakey factorin ensuring an effective and co nsistent
response Emerson Park Academy is committed to:

» Sharingtimely and accurate information to stakeholders so they are aware of disruption, the
contingency measures beingimplemented and any actions required of them
» Ensuringthat any messagestothe learnersare clearand accurate.

In the eventthat Emerson Park Academy has its centre approval withdrawn, we will work with local BTEC
providerstoensure thatthose on BTEC course are given appropriate supportand opportunities to
continue theirstudies at otherinstitutions. Emerson Park Academy will seek towork withinthese
institutions’ RPLpolicies to ensure timely transfer of credit.

9. Recognition of Prior Learning (RPL) including exemptions

Recognition of Prior Learning (RPL) offers learners the opportunity to demonstrate that they can meet
the assessment requirements fora unitthrough knowledge, understanding or skills they already possess
and so not needto develop through acourse of learning.

The Equality Act 2010 appliestothe operation of this policy.

RPLisa valid method of enablingindividuals to claim credit for units, irrespective of how theirlearning

took place. There is no difference between the achievement of the learning outcomes and assessment
criteriaof a unitthrough priorlearning orthrough a formal programme of study.


http://www.edexcel.com/policies

RPL processes, procedures, practices and decisions should be transparent, rigorous, reliable, fairand
accessible toindividuals and stakeholdersto ensure that users can be confident of the decisionsand
outcomes of RPL.

RPLisa learner-centre, voluntary (forthe learner) process. The individual should be offered advice on
the nature and range of evidence considered appropriate, to supportaclaimfor creditthrough RPL, and
be given guidance and supportto make a claim.

The process of assessment for RPLis subject to the same quality assurance and monitoring standards as
any otherform of assessment. The award of credit through RPLwill not be distinguished from any other
credits awarded.

Assessment methods for RPLmust be of equal rigourto other assessment methods, be fit for purpose
and relate tothe evidence of learning. Credit may be claimed for any unitthrough RPLunless the
assessmentrequirements of the unit do notallow this, based on a rationale consistent with the aims and
regulations of the framework.

The prior learning that would provide evidence of current knowledge, understanding and skills will vary
from sector to sector. It will depend on the extent of the experience, technological changes and the
nature of the outcome claimed. If the currency of any evidenceisin doubt, the assessor may use
guestionsto check understanding, and for competence.



