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	Centre Engagement Document



Quality Review & Development 2011-12
This document is for you to use to help you prepare for the Quality Review & Development visit. It contains the following:

The Centre Engagement Document, which you should complete and send to your Centre Quality Reviewer before the visit.
The Quality Objectives and Measures used by the Centre Quality Reviewer to make judgements. You may also use this to make notes.
Centre Engagement Document 
	Centre Details

	Centre Name
	Centre Number

	     
	     

	Quality Nominee Name
	Email Address

	     
	     

	I have checked that my contact details are correct on Edexcel Online*
	 FORMDROPDOWN 



*To update Quality Nominee details, log into Edexcel Online, go to “Edit My Account”, tick the box “I am the Quality Nominee for this centre” and “Submit”.

A. Essential Actions and Recommendations review and Centre Systems update 

Please refer to any Essential Actions and Recommendations identified in your last Quality Review & Development report. In the Progress Made box, give a brief summary of what action you have taken to address them. At the visit, the Centre Quality Reviewer will sign off the actions and recommendations.

Use the Changes to Centre Systems to tell us about any significant changes at your centre since the last Quality Review & Development visit. If you are undertaking Quality Review & Development for the first time, you don’t need to fill in this part.
	Essential Actions and Recommendations Review

	Managing Assessment 

Actions & Recommendations
	Progress Made

	     
	     

	Managing Learning 

Actions & Recommendations
	Progress Made

	     
	     

	Managing Resources 

Actions & Recommendations
	Progress Made

	     
	     


	Changes to Centre Systems

	     


B. Strengths and Weaknesses Statement

Please indicate what level of controls you feel you have in place for each objective. Depending on the programmes you run, place a cross in the appropriate box for Vocational and/or NVQ/SVQ programmes. The Centre Quality Reviewer will take your rating into account, but will make judgements based on the evidence at the visit.
	ASSESSMENT OBJECTIVES

	Quality Objective
	Review Area
	Adequacy of Measures

	
	
	All quality processes are in place and effective
	All quality processes are in place but some/all are not effective
	There is insufficient evidence that effective quality processes exist

	A.1.

Verification of Assessment Outcomes
	Vocational Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	NVQ/SVQ 
Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	A.2.

Assessment

Practice
	Vocational Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	NVQ/SVQ 
Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	A.3.

Assessment Recording
	Vocational Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	NVQ/SVQ 
Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	A.4.

Assessment Malpractice & Appeals
	Vocational Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	NVQ/SVQ 
Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	A.5.

Registration & Certification
	Vocational Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	NVQ/SVQ 
Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	LEARNING OBJECTIVES

	Quality Objective
	Review Area
	Adequacy of Measures

	
	
	All quality processes are in place and effective
	All quality processes are in place but some/all are not effective
	There is insufficient evidence that effective quality processes exist

	L.1. 

Maintaining Quality
	Vocational Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	NVQ/SVQ 
Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	L.2. 

Roles & Team Working
	Vocational Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	NVQ/SVQ 
Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	L.3.

Programme Review
	Vocational Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	NVQ/SVQ 
Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	L.4. 

Learner Recruitment
	Vocational Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	NVQ/SVQ 
Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	L.5. 

Learner Support 

& Review
	Vocational Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	NVQ/SVQ 
Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	RESOURCE OBJECTIVES

	Quality Objective
	Review Area
	Adequacy of Measures

	
	
	All quality processes are in place and effective
	All quality processes are in place but some/all are not effective
	There is insufficient evidence that effective quality processes exist

	R.1. 

Staff 

Resources
	Vocational Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	NVQ/SVQ 
Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	R.2. 

Staff Induction 

& Development
	Vocational Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	NVQ/SVQ 
Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	R.3. 

Physical 

Resources
	Vocational Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	NVQ/SVQ 
Programmes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Quality Review & Development
Objectives and Measures 2011-12
This guide provides a summary of the Quality Objectives and Measures that the Centre Quality Reviewer will apply when making judgements. Each table refers to a specific section of the Quality Review & Development report. 
If you wish, you may use the Comments column to reference evidence sources or make comments relating to the Quality Objectives and Measures.
Assessment Objectives
	Quality Objective
	Quality Measures
	Comments

	A.1

Verification of Assessment Outcomes


	There is a robust, consistent and transparent approach to verification that: 

enables internal verification to drive and maintain assessment standards. 

utilises the outcomes of Edexcel Standards Verification and Quality Review and Development to inform and enhance internal verification. 
	In order to do this, you will need to:

A.1.1 have identified an appropriate Lead Internal Verifier for each Principal Subject Area who is trained and accredited or seeking accreditation within a defined time scale, where this is required by the qualification.

A.1.2 deliver an internal verification process that is compliant with awarding body and regulatory requirements.

A.1.3 ensure that each Lead Internal Verifier is appropriately prepared and clear about their responsibilities in relation to the standardisation of assessment across a Principal Subject Area; incorporating both pre-assessment standardisation activities and the standardisation of assessed learner work.

A.1.4 have processes for dealing with weaknesses in assessment, whether highlighted internally or externally. 
A.1.5 collate sufficient evidence of assessment and verification activities to demonstrate that, over time, both processes are effective in upholding national standards.  
A.1.6 have cover for absence and succession plans in place for Lead Internal Verifiers.
A.1.7 maintain accurate and up to date records of learner progression and achievement in order to support the accurate sign off of learner achievement and certification claims. 

A.1.8 utilise the outcomes of our external monitoring to improve internal systems, processes and assessment outcomes.
	     

	A.2

Assessment

Practice


	Assessment strategy, processes and management underpin an assessment system that: 

delivers valid and reliable outcomes. 

reflects national standards. 

leads to the safe certification of learner achievement.
	In order to achieve this, you will need to: 

A.2.1 have clearly defined assessment roles and personnel. 

A.2.2 have clearly defined assessment procedures that are operational at all assessment locations and across all assessors, units and learners. 

A.2.3 have assessment recording documentation that is clearly understood by assessors and learners and is utilised consistently across the centre. 

A.2.4 use assessment methodology that leads to valid and reliable assessment outcomes, which are in line with regulatory and standards setting body requirements.

A.2.5 provide equal access to assessment for all learners.

A.2.6 have adequate support mechanisms for assessors.

A.2.7 comply with our testing requirements as appropriate.
	     

	A.3

Assessment Recording


	All assessment must be recorded in such a way that:

assessment evidence is clearly measured against national standards.

learner progress can be accurately tracked. 

the assessment process can be reliably verified. 

there is clear evidence of the safety of certification.
	In order to achieve this, you will need to: 

A.3.1 store assessment records securely and safely. 

A.3.2 maintain records of learner achievements that are up to date, regularly reviewed and tracked accurately against national standards.

A.3.3 retain assessment records for centre and awarding body scrutiny for a minimum of three years following certification. 

A.3.4 have current learner evidence available for centre and awarding body verification processes. 

	     

	A.4

Assessment Malpractice & Appeals


	Learner appeals and learner/staff assessment malpractice: 

polices and procedures are sufficiently rigorous to meet awarding body and regulatory requirements. 

investigations are robust, free from bias, conducted in line with policy and accurately documented. 

outcomes are fair, consistent, in line with policy and accurately recorded/communicated to all stake-holders.
	In order to achieve this, you will need to: 

A.4.1 have policies and procedures for dealing with learner appeals and learner/staff malpractice that are in line with our guidance and operational requirements.

A.4.2 have a means for ensuring all learners and staff are aware of: 

what constitutes an appeal and what is considered assessment malpractice. 

the related processes for instigating an appeal or investigating malpractice.

the possible outcomes that may be reached. 

the consequences of outcomes. 

A.4.3 demonstrate how the potential for assessment malpractice informs programme planning and delivery. 

A.4.4 have robust systems for recording and managing all assessment appeals and malpractice. 

A.4.5 have a process for reporting serious assessment malpractice to us.
	     

	A.5

Registration & Certification


	Administrative processes and procedures must ensure that all registrations and certificate claims:

are accurate and timely.

reflect a learner’s course of study and level of achievement.

are reported to us where they are inaccurate or unsafe.
	In order to achieve this, you will need to: 

A.5.1 have a procedure for the timely and accurate registration of learners that is operational and monitored. 

A.5.2 have a mechanism for the checking of the accuracy of learner registrations. 

A.5.3 follow a procedure which ensures timely and accurate certification claims that are checked and verified against assessment records.

A.5.4 have a procedure for checking certificates received against assessment records, prior to issue.

A.5.5 investigate and report all inaccurate, early/late and fraudulent registrations or certification claims, via internal senior management, to us. 

A.5.6 provide unit certification claims for learners where appropriate. 
	     


Learning Objectives
	Quality Objective
	Quality Measures
	Comments

	L.1

Maintaining

Quality
	There are effective systems and procedures developed and agreed by managers, which are: 

regularly reviewed and updated. 

readily available to all staff and learners. 

operational throughout the organisation. 


	In order to achieve this, you will need to: 

L.1.1 identify a range of key quality systems that are: 

supported by policy. 

appropriate to centre size and the qualification requirements. 

supported by senior managers. 

implemented by assessment and delivery teams. 

L.1.2 have policies and procedures for managing:
equality and diversity. 

health & safety. 

special consideration & reasonable adjustment. 

recognition of prior learning

L.1.3 regularly review and evaluate centre policies. 

L.1.4 effectively manage accurate and consistent internal and external communications that ensure the accurate and timely dissemination of key messages to all stake-holders. 

L.1.5 have continuous compliance with our published policies, procedures and regulatory requirements. 

L.1.6 assure us that BTEC and NVQ/SVQ qualifications on the NQF or QCF are not delivered outside of the UK without our approval.
	     

	L.2

Roles & Team Working


	Roles are clearly identified and appropriate people appointed in order to ensure: 

effective centre management. 

accurate administration of learner activity. 

high quality teaching and delivery. 

valid assessment and consistent verification. 
	In order to achieve this, you will need to: 

L.2.1 identify an individual with overarching organisational responsibility for quality to act as our contact (Quality Nominee). 

L.2.2 identify an individual or team with overarching responsibility for the: 

enrolment and registration of learners. 

tracking of learner achievement. 

administration of controlled assessments (where appropriate). 

safe claiming and distribution of learner certificates. 

L.2.3 give delegated authority to programme teams to plan and manage the quality of programme delivery and assessment across all delivery sites. 

L.2.4 set aside time, on a regular basis, for programme teams to have formal minuted meetings to discuss teaching, assessment and verification activities and strategies. 

L.2.5 ensure that the organisational structure reflects a culture of quality assurance and improvement. 
	     

	L.3

Programme Review, Evaluation & Improvement


	Effective continuous improvement systems are in place and operational for the cyclical review, evaluation and improvement of programme delivery and assessment that involves: 

delivery and assessment staff. 

senior management. 

learners. 
	In order to achieve this, you will need to: 

L.3.1 identify senior staff to lead on quality review and improvement processes. 

L.3.2 have a cycle of programme review and evaluation to assure the quality of the learning experience. 

L.3.3 consult with learners, staff and other stakeholders as part of all programme review processes. 

L.3.4 demonstrate that the outcomes of review process: 

inform change. 

drive continuous improvement. 

ensure that all learning and assessment provision remains effective and fit for purpose. 

L.3.5 demonstrate continuous compliance with our centre and qualification approval criteria and quality requirements.
	     

	L.4

Learner Recruitment


	Learners are recruited with integrity onto appropriate programmes that will: 

meet their needs. 

enable and facilitate learning and achievement. 

enable progression. 


	In order to achieve this, you will need to: 

L.4.1 provide relevant programme information, guidance and advice, to enable informed learner choice. 

L.4.2 publish entry and selection criteria. 

L.4.3 demonstrate that learners are recruited with integrity. 

L.4.4 carry out comprehensive learner induction that: 

addresses programme and organisational requirements. 

explains learner facilities. 

identifies learners’ development needs. 

develops an individual learning plan. 


	     

	L.5

Learner Support & Review


	Learners are supported, monitored and their progress continually reviewed in order to: 

provide constructive feedback. 

enhance progression. 

maximise achievement. 

identify progression. 


	In order to achieve this, you will need to: 

L.5.1 publish a learner review process that is clear, equitable and open equally to all learners. 

L.5.2 identify learner development needs and provide appropriate support to assist progression and achievement. 

L.5.3 engage learners through effective teaching and assessment methodology that fosters a sense of individual responsibility. 

L.5.4 review learner progress and develop agreed action plans through a process of constructive feedback and dialogue. 
	     


Resources Objectives
	Quality Objective
	Quality Measures
	Comments

	R.1

Staff Resources

	The delivery and assessment of our programmes is enhanced by an appropriate programme team that is: 

appropriately qualified in the art of teaching and assessment. 

vocationally competent to teach and assess the subject. 

given sufficient time to effectively fulfil all aspects of the role. 

effectively engaged in quality improvement. 
	In order to achieve this, you will need to: 

R.1.1 demonstrate that staffing on programmes is continuously monitored in order to maintain adequate numbers of appropriately qualified and vocationally experienced personnel. 

R.1.2 have an effective recruitment and selection process which ensures the maintenance of adequate and appropriate staffing. 

R.1.3 give teaching and assessing staff sufficient time for programme planning, delivery, assessment, verification and evaluation activities. 

R.1.4 ensure that external experts who deliver and assess on programmes are familiar with the specification and assessment requirements. 
	     

	R.2

Staff Induction & Development


	Induction and continuous professional development ensures the staff is: 

up to date with national trends and standards in teaching and assessment. 

aware of industrial trends and developments. 

conversant with all organisational procedures and policy. 
	In order to achieve this, you will need to: 

R.2.1 induct all staff new to the centre and/or programmes in: 

local educational policies and procedures. 

team and programme management structures and accountabilities. 

vocational assessment philosophy. 

regulatory and awarding body requirements. 

R.2.2 ensure ongoing staff development that meets the needs of the organisation and the delivery and assessment of our programmes. 

R.2.3 evaluate staff induction and development provision to ensure: 

equal access for all staff. 

that it remains fit for purpose. 

that it delivers against its outcomes.
	     

	R.3

Physical Resources


	There is adequate provision of physical resources that will: 

support general learning and assessment. 

enhance subject specific and technical learning and assessment. 

ensure learner and staff safety. 
	In order to achieve this, you will need to: 

R.3.1 have specialist and general resources available that are sufficient for learner volumes.

R.3.2 have appropriate and fair access arrangements for all students regardless of ability or disability. 

R.3.3 monitor all resources regularly to ensure they are fit for purpose and safe to use. 

R.3.4 consider the provision of general and subject specific resources when planning the introduction of new programmes. 

R.3.5 ensure that, when used, external resources are fit for purpose, appropriate and safe.
	     
































1
Quality Review & Development 2011-12

2
Quality Review & Development 2011-12

[image: image1.jpg]