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Rationale

To ensure that quality assurance procedures continue to meet BTEC requirements for Pearson Centre

Approval and Recognition, schools are advised to develop and maintain policies and procedures that

support:

e Operational quality systems that enable quality assurance management, review and improvement.

e Sufficient records that demonstrate the use of the quality systems and the outcomes of key
monitoring activities.

e Effective internal and external communications.

e Systems that are compliant with current BTEC and regulatory requirements.

Blackfen School’s BTEC Policy will be reviewed every |2 months by the Quality Nominee who is the
Deputy Headteacher (Curriculum).

Head of Centre
The Head of Centre at Blackfen School is the Headteacher.

The Head of Centre is responsible for the management and delivery of all BTEC qualifications. Their main
responsibility is to ensure that the centre acts in accordance with Pearson’s conditions of approval,
regulations and any other terms and conditions or policies. The Head of Centre will sign the Centre
Declaration Document prior to commencement of the annual Quality Assurance Process.

Quality Nominee (QN)

The Quality Nominee is the Deputy Headteacher (Curriculum). The Assistant Head Teacher
(Curriculum) will work with the Quality Nominee to ensure that all quality assurance processes are
conducted efficiently. The Assistant Headteacher (Curriculum) will support with putting actions into place
in response to reports on quality assurance. Senior leaders are responsible for overseeing the
registration, transfer, withdrawal and certificate claims for students to ensure that awarding body
deadlines are met.

The Quality Nominee will ensure that:

e All programmes are approved and registrations are accurate and up-to-date.

e All approval conditions and policy requirements are being implemented consistently and effectively.

o All staff are aware of all support and guidance available and understand BTEC requirements.

e Assessment and internal verification is effective on all Pearson BTEC and Pearson vocational
programmes.

e There is a registered Lead Internal Verifier in place for each Principal Subject area and that
standardisation is completed by all programmes annually prior to assessment.

e Standards Verification is completed successfully.

The Quality Nominee is responsible for the following actions:

e Ensuring that all BTEC programmes are managed effectively and actively encouraging and promoting
good practice in the centre.

e Attending BTEC termly update briefings and holding termly BTEC team meetings with Programme
Leaders and Lead Internal Verifiers to feedback on BTEC updates and all quality requirements.
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e Acting as the centre contact who will be involved with the annual Quality Assurance Process and will
liaise directly with the VQA/SSV. Following the visit, they will manage the resolution of any Essential
Actions and Recommendations.

e Being the initial point of contact for the Standards Verifier (all programmes) and working with Lead
Internal Verifiers to ensure that Standards Verification can take place.

e Carrying out an annual review of all BTEC policy documents and sharing these with all staff involved in
the delivery of BTEC Programmes.

Examinations Team
The Examinations Team is responsible for ensuring that the correct administration of all students is
undertaken with Pearson/Edexcel, to include registration, certification, withdrawal and transfer;
undertaking the necessary tasks as the administrators for Edexcel Online to facilitate direct access to
student administration.

The Examinations Team is responsible for the following actions:

e Liaising with programme leaders to maintain information on which programmes are running and when
they start and finish.

e Liaising with programme leaders to ensure the correct registrations are made for all external
assessment and external re-sit opportunities.

e Ensuring the appropriate conduct of external assessments.

e Registering students by | November (for programmes starting in September) or within one month of
enrolment (for other start times).

e Registering students for the correct programmes, checking that these are the specific titles and
versions that students are following.

e Checking registrations carefully to ensure that all data is correct and follow correct procedures if
amendments are required.

e Checking that certification details are accurate.

e Giving Edexcel Online access to Lead IVs so that they can register on to the OSCA system.

e Ensuring that the access granted is appropriate; that is, it should not normally include access to
registration or certification of students.

The Programme Leader

The Programme Leader has overall responsibility for the effective registration, certification, delivery,
assessment and internal verifications processes of BTEC programmes within their department. The
Programme Leader may also act as the Lead Internal Verifier if appropriate, in which case they will also be
required to fulfil the responsibilities of that role.

The Programme Leader is responsible for the following actions:

e Liaising with the Quality Nominee and attend all update briefings to be made aware of all current
quality assurance requirements.

e Liaising with the Lead Internal Verifier, Internal Verifiers and Assessors to ensure that all quality
assurance measures are effective within their department.

e Liaising with the Exams Officer to ensure that effective registration, withdrawal, transfer and
certification of students takes place.

e Safely storing all student work for twelve weeks after certification.
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Ensuring student details held by Edexcel are accurate and that an audit trail of student assessment and
achievement is accessible.

Ensuring assessment records and student work are retained for sampling and working with the
Standards Verifier to ensure that appropriate sampling takes place.

Knowing, understanding and providing written and verbal evidence of how centre systems and
procedures are understood and implemented at programme level during a Quality Management
Review.

The Lead Internal Verifier (Lead 1V)
The Lead Internal Verifier is responsible for verifying and signing off the assessment outcomes for the

programme; verifying the assessment and delivery of all units being assessed; coordinating internal

verification across assessors and other internal verifiers within the programme.

The Lead Internal Verifier is responsible for the following actions:

Registering via OSCA, accessed through Edexcel Online by 30th September.

Update the staff list in the LIV area in Teams for each BTEC programme by 30th September.
Reconfirming registration each year via OSCA by 30th September.

Undertaking annual Lead Internal Verifier training, available as an online presentation via OSCA and
uploading ‘LIV OSCA training Minutes’ in LIV area in Teams by 30th September.

Accessing annual standardisation training materials via OSCA and working through these materials
with the programme team by the October half term; uploading Minutes of ‘LIV October Update
meeting’ in the LIV area in Teams.

Keeping evidence of the standardisation process for the programme team in the LIV area in Teams.
Sharing information about standards with other internal verifiers and assessors to ensure that
assessment across the centre is to national standards

Agreeing and signing off an assessment and verification plan for all cohorts from the start of the
programme, which is fit for purpose and meets regulatory requirements and upload into LIV area in
Teams by 30th September.

Supporting assessment and internal verification within the centre throughout the programme with the
aid of the internal verification plan.

Overseeing internal verification activity for the programme, ensuring that it is consistently applied and
that Minutes of each verification activity are uploaded into the LIV area in Teams.

Sampling verification and assessment across the qualifications and ensure that there is a suitable plan
of activity.

Where requested, authorising a maximum of one opportunity for any student to resubmit work for
internally assessed units following summative assessment, if requested.

Ensuring that assessment and verification plans are made available to the Standards Verifier on
request.

Ensuring that records of assessment and verification and current student work are available for
scrutiny by Pearson on request.

Liaising with the Standards Verifier to ensure that appropriate samples of assessed and internally
verified student work are available for sampling.

Signing the Lead Internal Verifier Declaration to confirm that samples sent for standards verification

are complete, accurate and authentic.


https://www.google.co.uk/url?sa=t&rct=j&q=&esrc=s&source=web&cd=&cad=rja&uact=8&ved=2ahUKEwjXwKDAy5fyAhUZQkEAHVYAAXYQFnoECAYQAw&url=https%3A%2F%2Fqualifications.pearson.com%2Fcontent%2Fdam%2Fpdf%2FSupport%2FBTEC-assessment-and-verification-forms%2FBTEC%2520Lead%2520Internal%2520Verifier%2520Declaration.doc&usg=AOvVaw2SH0e1EJTSAx2eLn2fy3Rp
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Other Lead Internal Verifier Centre responsibilities

Completing specific activities requested by the Quality Nominee in the ‘BTEC Lead Internal Verifier
Activity Log: 2023 - 2024’

Uploading to the Lead IV area in Teams all documents requested by the Quality Nominee.

Saving Minutes from the termly Lead IV meetings; distributing information the Subject team and
completing Lead IV actions by the deadlines set.

Ensuring that the school’s BTEC procedures for managing assessment deadlines are followed:
assessment deadlines avoid weekend, bank holiday and school holiday dates.

Ensuring that letters recording late submission are saved in the Quality Nominee folder in TEAMS.
Quality assuring the accuracy and timely completion of tracking documents in the school shared area
to show grade and unit achievement.

The Internal Verifier

The Internal Verifier is responsible for ensuring that assessment decisions are consistent across the

programme by checking that assignments are fit for purpose, standardising assessors and sampling
assessment decisions.

The Internal Verifier is responsible for taking the following actions:

Completing annual standardisation training overseen by the Lead Internal Verifier.

Contributing to programme planning by becoming familiar with the qualification specification and
updates where appropriate.

Being familiar with the requirements of both internal and external assessment.

Attending any relevant training or update events.

Completing Internal Verification of assessment decisions.

Completing Internal Verification of Assignment Briefs.

Following the requirements of the Assessment Plan.

The Assessor

The Assessor is responsible for carrying out assessment to national standards; providing feedback to

students; assuring the authenticity of student work; maintaining accurate records and tracking

achievement in line with Programme and school requirements.

The Assessor is responsible for taking the following actions:

Knowing, understanding and implementing centre systems and procedures at programme level
including requirements of internal assessment.

Completing annual standardisation training overseen by the Lead IV.

Deciding when students have been sufficiently prepared to take their assignment.

Assessing student work and providing assessment records and student work for both Internal
Verification and Standards Verification.

Following the requirements of the Assessment Plan.

Completing tracking documents in the school shared area to show grade and unit achievement.

Blackfen School is committed to adopting the Quality Assurance practice as set out on the

Pearson webpage and its associated links: Quality Assurance handbook | Pearson qualifications



https://qualifications.pearson.com/en/support/support-topics/quality-assurance/btec-quality-assurance-handbook.html

Blackfen School for Girls

2 - BTEC Policy: Registration and certification of students

Aims:

I. To register individual students to the correct programme within agreed timescales.

2. To claim valid student certificates within agreed timescales.

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

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

In order to do this, Blackfen School will:

Register each student within the awarding body requirements. This task is undertaken by the
Examinations Team.

The Examinations Team ensures that each student is registered on the appropriate programme
code before any assessment activity is completed by emailing all Programme Leaders before the
end of September to request student registration information and BTEC Course details including
Programme Title and Course Code.

Provide a mechanism for programme teams to check the accuracy of student registrations, prior to
the final registration date (I November). The Examinations Team generates student registration
lists for checking by Programme Leaders to confirm accuracy of registrations to allow for
amendments to be actioned. A final check is made prior to | November when paper records are
cross checked between the Examinations Team and the Programme Leader.

The Examinations Team complete the registration for each student and provide confirmation of
registration to Programme Leaders.

Inform the awarding body of withdrawals, transfers or changes to student details. The Examinations
Team is responsible for liaising with Programme Leaders, checking registrations and acting on
information which requires withdrawal, transfer or a change of student details by informing the
awarding body and making amendments to the student registration.

Ensure that certificate claims are timely and based on accurate internal and external assessment
outcomes. Prior to certification deadlines, the Programme Leader will ask Lead Internal
Verifiers to provide spreadsheet tracking date of student achievement in internally assessed units
together with all student work for approval of grades prior to submission to the Examinations
Team, which is responsible for data entry.

Following data entry, the Examinations Team audit certificate claims made to the awarding body to
ensure that there is a grade for each unit required for each student’s claim.

Audit the certificates received from the awarding body to ensure accuracy and completeness. The
Examinations Team audits the certificates against programme spreadsheet data prior to
distribution to students on results day. The Examinations Team will raise any queries directly with
the awarding body.

Keep all records safely and securely for three years post certification. The Lead Internal Verifier
will keep tracking, assessment and internal verification records for a minimum of three years post
certification. The Examinations Team will keep records of all certification claims for a minimum of
three years post certification. Programme Leaders will keep student coursework for a minimum of
twelve weeks after certification.

This policy should be read together with the Exams Officers ‘Entries & information manual’ which is

published annually and links to BTEC Registration and certification of students.


https://qualifications.pearson.com/en/support/support-topics/centre-administration/information-manual.html
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3 - BTEC Policy: Assessment

Aims:

|. To ensure that assessment methodology is valid, reliable and does not disadvantage or advantage any
group of students 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, Blackfen School will:

e Ensure that students are provided with assignments that are fit for purpose, to enable them to
produce appropriate evidence for assessment. The Centre promotes the use of Pearson designed
Assignment Briefs for all programmes to ensure that assignments are fit for purpose and will allow
students to generate appropriate evidence for assessment. In the event that any Assignment is
amended or any scenario within the Assignment is changed, the Lead Internal Verifier will use the
BTEC assignment checking service to confirm the Assignment remains fit for purpose before any
teaching commences. All Assignment Briefs are internally verified annually, prior to teaching by the
Lead Internal Verifier. Before commencing an assessment, the Assessor will ensure that students
understand the assessment requirements, the nature of the evidence they need to produce and the
importance of time management and meeting deadlines.

e Produce a clear and accurate assessment plan at the start of the programme/academic year. The Lead
Internal Verifier is responsible for producing the assessment plan. The assessment plan is a working
document and as a minimum requirement the assessment plan will include:

o Names of all Assessors and Internal Verifiers.

o Scheduling for assignment hand out and submission.

o Deadlines for assessment which avoid weekend, bank holiday and school holiday dates.
o Scheduling for internal verification and the opportunity for resubmission.

The assessment plan will be saved in the shared subject area and will be monitored by the Lead Internal

Verifier.

e Provide clear, published dates for handout of assignments and deadlines for assessment. The Lead
Internal Verifier will record dates for handout of assignments and deadlines on the assessment plan
and the dates will be clearly displayed on each Assignment. Deadlines will avoid weekend, bank holiday
and school holiday dates. The Assessor will decide when students have been suitably prepared and
are ready to take the assignment.

e Assess student evidence using only the published assessment and grading criteria. Assessors will be
required to use professional judgement; however, the following principles apply to all BTEC
programmes:

o It is not a requirement that all of the content is assessed unless specifically directed by the
assessment criteria and associated assessment guidance in the unit specification.

o The centre will teach the unit content fully.
The student is not required to provide evidence for all the unit content but is required to provide
sufficient evidence to address the assessment and grading criteria in order to successfully pass the
unit.

The Assessor will refer to the grading criteria, unit content and the assessment guidance published in the

specification when assessing the student work.

e Ensure assessment practices meet current BTEC assessment requirements and guidance. The Quality
Nominee will update Programme Leaders and Lead Internal Verifiers on BTEC updates to
assessment. The Quality Nominee will monitor assessment practice against Pearson requirements via
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documentation in the Lead IV area in Teams. It is the responsibility of Programme Leaders and
Lead Internal Verifiers to attend all update briefings in school and on-line, as provided by Pearson.
Ensure that assessment decisions are impartial, valid and reliable. The Assessor will have been
involved in the standardisation process and will be familiar with impartial, valid and reliable
assessment. Following assessment, the internal verification process will begin — refer to the Internal
Verification Policy — and the Internal Verifier will ensure that the assessment decisions in the
selected sample are impartial, valid and reliable. Any concerns will be discussed and recorded between
the Internal Verifier and Assessor and any actions required will be documented. The Lead
Internal Verifier will be advised and will be responsible for informing the Quality Nominee of any
concerns in the assessment process. Programme Leaders/Lead Internal Verifiers will initially
offer a period of support and guidance (six months) and an action plan will be put into place. If a
student submits an assignment late, BTEC guidelines must be adhered to, as well as the school’s
agreed procedures (see BTEC Centre Guide to Assessment). Lead Internal Verifiers must set out
a clear and reliable process for all Assessors to follow which records a student’s work submitted on
time or after the deadline set. Assessors must explain the submission process to students verbally
and in writing via the student ‘Memo of understanding’ which they should ensure is signed by every
student at the beginning of the academic year. The Lead Internal Verifier will not authorise a
resubmission for any student who submits an assignment late unless an extension for genuine reasons
has been granted by the Assessor.

Not limit or ‘cap’ student achievement if work is submitted late. The Assessor will not limit or cap
work which is submitted late and the Assessor will record the grade the student has achieved.
However, the Lead Internal Verifier will not authorise a resubmission in any circumstances
following late submission unless an agreed extension has been granted by the Assessor for genuine
reasons supported with evidence.

Develop assessment procedures that will minimise the opportunity for Malpractice. The Assessor
will only accept authentic evidence. Students are asked to authenticate the evidence that they provide
for assessment by signing a declaration stating that the work is their own. When setting assignments
Assessors will remind students of the serious nature of plagiarism and, where possible, adopt
methods which will reduce opportunities for collaboration or copying. The Assessor will use Google
or other search engines if authenticity is in doubt and if through the assessment process it is found
that some or all of the evidence is not authentic, then the Assessor will take appropriate action
including invoking the malpractice policy. The use of any form of Al to complete assessments or any
other work in the BTEC programme is counted as malpractice and will be treated as such.

Maintain accurate and detailed records of assessment decisions. Assessors will be required to record
assessment decisions on programme unit tracking sheets saved in department shared areas that are
secure and not accessible to students. Following internal verification, the Internal Verifier will
record which students have been included in the sample for internal verification. All late submissions
will be recorded on the tracking data by the Assessor. The Lead Internal Verifier will quality
assure the tracking data to ensure it is kept up to date and is accurate. Following certification, the
Lead Internal Verifier will keep all assessment records (feedback sheets) and all associated internal
verification documentation for a minimum period of 3 years. Original student evidence will be kept
secure for a period of 12 weeks. The Lead Internal Verifier will ensure that assessed work for
current students is kept securely in the Centre and will only be made accessible to relevant staff.
Maintain a robust and rigorous internal verification procedure. The Centre maintains a robust and
rigorous internal verification procedure which fully supports BTEC quality measures. All details of
internal verification procedures are recorded within the Internal Verification Policy.
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Provide samples for standards verification/external examination as required by the awarding
organisation. It is the responsibility of the Lead Internal Verifier to liaise with the Standards
Verifier to ensure that appropriate samples of assessed and internally verified student work are
available for sampling. The Lead Internal Verifier will also sign the Lead Internal Verifier
Declaration to confirm that samples sent for standards verification are complete, accurate and
authentic. The Quality Nominee will oversee this process to ensure successful sampling outcomes.
Monitor standards verification/external examination reports and undertake any remedial action
required. The Quality Nominee will circulate standards verification reports to Lead Internal
Verifiers who will share these with Assessors and Internal Verifiers. The Lead Internal
Verifier will be responsible for undertaking any remedial actions and arranging for a second sample of
student work where required. The Quality Nominee will oversee this process. Any required
actions will be discussed and shared with programme teams to improve future practice. The Quality
Nominee will ensure that an Improvement Plan is completed by all Lead Internal Verifiers
following the verification of grades by the Standards Verifier.

Share good assessment practice between all BTEC programme teams. The Quality Nominee will
co-ordinate this activity and share good assessment practice with Lead Internal Verifiers and
Programme Leaders at termly BTEC meetings. This will allow for reflection and evaluation to
improve practice within the Centre.

Ensure that BTEC assessment methodology and the role of the Assessor are understood by all BTEC
staff. All BTEC staff will be briefed at induction and annually on the roles and responsibilities of all
members of the BTEC team. At the same time the Quality Nominee will lead training for all BTEC
staff to ensure that BTEC assessment methodology and the role of the Assessor are fully understood
and will share the Centre Assessment Procedures documented below. All Assessors must use BTEC
assessment templates.

Provide resources to ensure that assessment can be performed accurately and appropriately. The
Quality Nominee is responsible for ensuring that all assessment documentation, unit specifications
and assessment guidance procedures can be accessed from the Lead IV area in Teams.

Maintain and store securely all assessment and internal verification records in accordance with
Pearson Approval Centre Agreement. Programme Leaders and Lead Internal Verifiers are
responsible for maintaining and saving assessment and verification records in department shared areas
that are secure and not accessible to students.

BTEC Assessment procedures
Meeting deadlines

All students will be informed during the induction process of the importance of meeting deadlines for
assessment and will sign a ‘Memo of understanding’. The submission of incomplete work on the
deadline date does not count as meeting the deadline. In this case, the usual procedures for late
submission of coursework will be applied. Work that is handed in late for assessment will be marked
by the Assessor and returned to students with feedback in line with BTEC guidelines. Students will
not be capped for submitting work late but must expect school sanctions to be applied and
parents/carers to be informed, so that further action can be taken.

If an extension is to be granted, students must provide a genuine reason supported with evidence
before the Assessor will agree an extended date.

Authenticity and authentication: Assessors will only accept work for assessment that is
authentic. All student work must have a signed and dated declaration of authenticity attached.
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Submission of Evidence and Retakes: Before starting an assessment, the Assessor will ensure
that each student understands the assessment requirements — this includes having access to the
content of what is required for the assessment and also the importance of time management and
submission deadlines. The students will also be aware of the restrictions in how the Assessor can
provide support once the assessment has been started.

Assessment Feedback

Once the assignment has been handed out, the Assessor will not provide specific assessment feedback

directly related to the achievement of specific assessment criteria. Students must use their knowledge /
notes / textbook to work independently towards the task. During the assessment, general feedback and

support can be given around knowledge, understanding and skills. Feedback can include:

Guidance on how to improve knowledge skills and understanding

Guidance on appropriate behaviour and approach

Confirmation of which criteria are being targeted

Clarification of what the assignment brief requires

Only one submission is allowed for each assignment task. This must be handed in to the Assessor on

the designated deadline day outlined within the assessment plan unless there has been an agreed

extension between the Assessor and the student. The Lead Internal Verifier must be informed of

any agreed extensions.

For each assignment task the student must submit the following:

o An assignment which consists of evidence towards the targeted assessment criteria.

o A signed and dated declaration of authenticity which confirms the evidence has been produced
independently.

o Appropriately referenced work.

The feedback from the Assessor must be completed on the Pearson approved assessment feedback

form and within the specified time allocated within the assessment plan.

Marking and Grading

o Pass, Merit or Distinction grades are only awarded in relation to the whole unit performance:
o Pass - all the pass criteria achieved.

o Merit - all the pass and merit criteria achieved.

o Distinction - all the pass, merit and distinction criteria achieved.

Pass, Merit and Distinction grades must not be awarded for individual assighments as they may not cover
all the criteria.

The Assessor will formally record and confirm the achievement of specific assessment criteria on the
assessment feedback form. They will also complete a confirmation that the evidence they have
assessed is authentic and is the student’s own work. Feedback confirms which assessment criteria
have been achieved. The Assessor must not provide feedback on how to improve the work to
achieve higher grading criteria.

Taking a risk based approach, the Lead Internal Verifier will decide on the sample to be selected
for internal verification. The sample will cover all grades - pass, merit, and distinction - and sample
sizes may vary between Assessors.

The Internal Verifier will complete the internal verification process within the timescale shown on
the assessment plan.
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e Following internal verification, the Lead Internal Verifier may authorise one resubmission of
evidence for each assignment submitted. This can only be authorised if the following conditions are
met:

o The student has met the initial deadline set in the assignment or has met an agreed deadline
extension.

o The Assessor judges that the student will be able to provide improved evidence without further
guidance.

o The original work has been authenticated by both the student and Assessor and a signed and
dated student declaration of authenticity is attached.

e |[f the Lead Internal Verifier does authorise a resubmission, it must be:

o Recorded on the assessment record giving a deadline for resubmission within 15 working days of
the student receiving the results of the assessment.
o Undertaken by the student with no further support or guidance.

e The Centre does not promote the practice of re-submissions and all students must be encouraged to
complete their assignment to maximise achievement by the first submission.

e [f the student has not achieved the targeted pass criteria following resubmission of the assignment, the
Lead Internal Verifier may authorise one retake opportunity to meet the pass criteria only. This
should only be authorised in exceptional circumstances. The following conditions apply:

o The retake must be a new task targeted at only the pass criteria.

o The Assessor must agree and record a clear deadline before the student starts the retake.

o The student and the Assessor must sign the appropriate forms to confirm the authenticity of the
re-submitted work.

o The student will not be allowed any further retakes.

Addressing concerns about the quality of assessment

Lead Internal Verifiers and Internal Verifiers will check the accuracy of assessment decisions of all
Assessors through the Internal Verification process and will report any persistent weaknesses in the
quality of assessment to the Quality Nominee. Programme Leaders/Lead Internal Verifiers will
initially offer a period of support and guidance (six months) and an action plan will be put into place. If
accuracy of assessment remains a concern, then the Quality Nominee will be informed, who will take
further action in accordance with school policy on Teaching and Learning.

This policy should be read together with the following Pearson documents which link to the Assessment
process:
e Pearson Qualification Subject pages

e BTEC Centre Guide to Internal Assessment

e Quality Assurance templates
4 - BTEC Policy: Internal Verification

Aims:

|. 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.


https://qualifications.pearson.com/en/subjects.html
https://qualifications.pearson.com/en/support/support-for-you/quality-nominees/btec-entry-level-3.html
https://qualifications.pearson.com/en/support/support-topics/delivering-our-qualifications/delivering-btec-qualifications/btec-forms-and-guides.html
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In order to do this, Blackfen School will ensure:

A Lead Internal Verifier is appropriately appointed for each subject area, is registered with
Pearson and has downloaded and undertaken the necessary standardisation materials and processes.
In September, the Quality Nominee will monitor all Lead IV registrations and re-registrations via
OSCA to ensure that each programme has a registered Lead |V before 30 September-.

Lead Internal Verifiers must update their staff list in the Quality Nominee folder in the Lead IV
area in Teams for each BTEC programme by 30th September.

Each Lead Internal Verifier oversees effective Internal Verification systems in their subject area.
The Quality Nominee will monitor standardisation to ensure that all Lead Internal Verifiers
hold a standardisation meeting with their teams by the October half term and prior to any formal
assessments. The Minutes of the ‘Lead IV October Update meeting’ must be saved in the Lead IV area
in Teams. The Quality Nominee will also ensure that all Lead IVs have ticked the box on Edexcel
Online to confirm that the standardisation meeting has taken place. The Lead Internal Verifier for
each programme is responsible for keeping evidence of the standardisation process for their team in
the Lead IV area in Teams and for producing an Assessment and Internal Verification Schedule which
will also be saved in the Lead |V area in Teams and monitored by the Quality Nominee.

Staff are briefed and trained in the requirements for current Internal Verification procedures. The
Quality Nominee will brief all Lead Internal Verifiers/Programme Leaders annually at the
beginning of each academic year to confirm current IV procedures and documentation. The Lead
Internal Verifier will train and standardise their Programme Assessors and Internal Verifiers to
ensure that they understand national standards and are familiar with all current requirements and
Internal Verification procedures. This process takes places in scheduled team or department meetings.
Effective Internal Verification roles are defined, maintained and supported. The Quality Nominee
defines and confirms the role of the Assessor, Internal Verifier and Lead Internal Verifier in
accordance with BTEC requirements annually. It is the responsibility of the Lead Internal Verifier
to maintain and support staff in these roles on their programme.

Internal Verification is promoted as a developmental process between staff. The Lead Internal
Verifier promotes internal verification as a developmental process through the standardisation
exercises and the standardising of internal verification processes within their programme. Records are
kept and shared at department meetings. The outcome of internal verification processes also forms
part of programme self-evaluation and is discussed at team briefings led by the Lead Internal
Verifier and shared with all Assessors.

Standardised Internal Verification documentation is provided and used by all programmes. The
Quality Nominee is responsible for briefing Lead Internal Verifiers annually of the BTEC
documentation and templates to be used to support assessment and internal verification and their
availability on the Pearson website.

All centre assessment instruments are verified as fit for purpose. The Lead Internal Verifier is
responsible for the internal verification of all Assignment Briefs to be fit for purpose. The Quality
Nominee oversees this process. The Internal Verifier will check that the assignment brief:

Has accurate unit and programme details.

Has clear deadlines and an appropriate timeframe for assessment.

Has a suitable vocational scenario or context.

Shows all relevant assessment criteria for the unit(s) covered in the assignment.

Indicates relevant assessment criteria targeted against each task.

Clearly states what evidence the student needs to provide.

0O O O O O O O

Is likely to generate evidence which is appropriate and sufficient.
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o Has been approved by the assignment checking service

If an assignment from the previous academic year is to be re-used, the Internal Verifier will check

that dates and deadlines are updated to avoid weekend, bank holiday and school holiday dates and

that the assignment is appropriate for the new group of students.

If the Authorised Assignment Brief is being used ‘off the shelf and is a Pearson Authorised Assignment

Brief, then the Internal Verifier will internally verify it to check the dates and deadlines are

appropriate only. If any changes have been made to the scenario or the tasks, then these will also be

internally verified and the Assignment will be sent to the assignment checking service for approval.

An annual Internal Verification schedule, linked to assessment plans, is in place. The Lead Internal

Verifier will keep an annual verification schedule which is linked to the assessment plan and monitor

it within the department. The schedule is stored in the Lead IV area in Teams and is monitored by the

Quality Nominee.

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

Internally Verified, to ensure centre programmes conform to national standards. During the course of

the programme, sampling from Assessors will cover every assessor, every unit, and work from every

assighment. The Lead Internal Verifier will take into consideration the following points when

structuring the sample for internal verification assessment:

o The full range of assessment decisions made: pass, merit, distinction criteria, and not yet achieved,
will all be included in the sample if possible.

o The experience of the Assessor: new or inexperienced Assessors will have more work internally
verified than an experienced Assessor.

o New BTEC programmes: when a unit or programme is first introduced, the sample will be
increased.

o The size of the group of students.

o Known issues with internal verification: these may have been identified previously.

Secure records of all Internal Verification activity are maintained. The Lead Internal Verifier is

responsible for maintaining internal verification records within the department together with the

assessment tracking documents which are stored securely in the department shared area which is not

accessible to students. The Lead Internal Verifier will ensure that all internal verification records

are stored securely for a minimum of three years after the date of certification. Student work will be

retained for 12 weeks after the date of certification.

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

Internal Verifier will review the outcome of Internal Verification and share this with the

programme team to inform the self-evaluation process and identify ways of enhancing/improving

future practice.

The Lead Internal Verifier is responsible for working with the Standards Verifier and ensuring

that assessment and verification plans are made available on request. The Lead Internal Verifier

will liaise with the Standards Verifier to ensure that the appropriate sample of assessed and

internally verified work is available for sampling. The Lead Internal Verifier will sign the

Declaration to confirm that the samples sent for standards verification are complete, accurate and

authentic. The Quality Nominee will oversee this process.



Blackfen School for Girls

This policy should be read together with the following Pearson documents which link to the Internal
Verification process:

e BTEC Centre Guide to Internal Verification

e BTEC Centre Guide to Standards Verification

e Quality Assurance templates

5 - BTEC Policy: Appeals

Aims:

|. To enable the student to enquire, question or appeal against an assessment decision.

2. To attempt to reach agreement between the student and the Assessor at the earliest opportunity.

3. To standardise and record any appeal to ensure openness and fairness.

4. To facilitate a student’s ultimate right of appeal to the Awarding Body and the Office of the
Independent Adjudicator (BTEC Level 4-Level 7), where appropriate.

5. To protect the interests of all students and the integrity of the qualification.

In order to do this, Blackfen School will:

Inform students at induction, of the Appeals Policy and procedure. Students will be informed about the

appeals procedure via their introduction to the course by the Assessor. The Quality Nominee will be

responsible for the management of internal appeals.

e Record, track and validate any appeal.

e Forward the appeal to the Awarding Body when a student considers that a decision continues to
disadvantage her/him after the internal appeals process has been exhausted.

e Keep appeals records for inspection by the Awarding Body for a minimum of 18 months.

e Have a staged appeals procedure.

e Will take appropriate action to protect the interests of other students and the integrity of the
qualification when the outcome of an appeal questions the validity of other results.

e Monitor appeals to inform quality improvement.

Student Appeals Procedure

Appeals Procedure Stages

Informal: The Student should consult the Assessor within | week of the assessment decision to discuss
the assessment outcome. If unresolved then the issues are documented by the Assessor and the
Quality Nominee will be informed.

Review: The Quality Nominee will nominate the Lead Internal Verifier to lead the review together
with the Internal Verifier and an Assessor who has appropriate competence but no previous
involvement in the assessment of that student and has no personal interest in the outcome of the review.
The Lead Internal Verifier will inform the student in writing of the findings of the review within a
period of 3 days.

Appeal Hearing: Blackfen School Leaders, including the Head of Centre, will hear any appeal
following review. Students may be allowed representation by a parent/carer if requested. This is the last
stage by the Centre.
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External Appeal: The grounds for appeal and any supporting documentation must be submitted by the
Centre to Pearson within |4 days following the appeal hearing. The student is required to contact
Pearson at vocationalqualitystandards@pearson.com .

Recording Appeals: Each stage will be recorded, dated and will show the final outcome. All documents
must be kept for a minimum of eighteen months and made available to Pearson on request.

Monitoring of Appeals: Undertaken by members of Blackfen School Senior Leadership Team to
inform development and quality improvement in the Centre. Appropriate action will be taken if the
outcome of an appeal questions the validity of other results, and the Lead Internal Verifier will be
instructed to review the assessment and internal verification procedures of the unit in question.

Students can only appeal on the following grounds:

o [f they feel the grading criteria is being met.

e |If they feel that they have not been supported during the assessment of the unit.

o [f the teacher is not willing to accept alternative evidence as meeting the evidence requirement

This policy should be read together with the following Pearson documents which link to the Appeals
process:
e BTEC qualification specifications: These pages provide guidance on assessment for each BTEC

qualification.

e Enquiries and appeals about Pearson vocational qualifications and End Point Assessment Policy: This is

Pearson’s policy on student appeals. Please note, this does not apply until internal centre processes
have been exhausted.
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6 - BTEC Policy: Assessment Malpractice

Aims:

|.To identify and minimise the risk of malpractice by staff or students.

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 students 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, Blackfen School will:

Seek to avoid potential malpractice by using the induction period to inform students of the centre’s
policy on malpractice and the penalties for attempted and actual incidents of malpractice. As part of
the induction process, Programme Leaders will make all students aware of what constitutes
malpractice, the different types of plagiarism and the consequences associated with it. Students will be
referred to the policy regarding malpractice in the student ‘Memo of understanding’ and to the
definition of plagiarism contained within it. All students are required to sign a declaration confirming
that they understand what constitutes plagiarism, the consequences of it and the procedure which will
be followed in the event of plagiarism being detected. The signed declarations are retained by the
Programme Leader.
Show students the appropriate formats to record cited texts and other materials or information
sources. As part of induction, students will receive study skills training which introduces them to
legitimate ways of recording information through the referencing of cited texts and the use of
bibliographies. These strategies are also incorporated into teaching and learning and are revisited
prior to the issue of assignments.
Ask students to declare that their work is their own. All students are asked to accompany every
completed assignment with a signed declaration form confirming that their work is their own.
Students will use the BTEC/Pearson template for this purpose. Assessors are responsible for
checking the validity and authenticity of the students’ work and the Lead Internal Verifier will
oversee this. The use of any form of Al by students to complete assessments or any other work in
the BTEC programme is counted as malpractice and will be treated as such.
Ask students to provide evidence that they have interpreted and synthesised appropriate information
and acknowledged any sources used. All students are taught to include a full bibliography with each
assighment to confirm that they have acknowledged all sources of information which have been
interpreted and synthesised within their assignment.
Conduct an investigation in a form commensurate with the nature of the malpractice allegation. Such
an investigation will be led by the Programme Leader and the Head of Department, in the first
instance and all personnel linked to the allegation. The Faculty Leader should be informed. It will
proceed through the three stages detailed below in the Student Malpractice policy.
o 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.
o Give the individual the opportunity to respond to the allegations made.
o Inform the individual of the avenues for appealing against any judgment made.
All stages of any investigation will be documented.
Seek to avoid the risk of staff malpractice. The Centre will ensure that all staff are recruited with
integrity and are suitably qualified to teach on the assigned programmes of study.
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e Assessors will be expected to undertake BTEC CPD to become fully conversant with the
specifications and the requirements of BTEC methodology for each programme as set down by the
Quality Nominee and checked by the Lead Internal Verifier. All BTEC staff will be fully informed
of the seriousness of staff malpractice through induction and annually by the Quality Nominee at
BTEC scheduled meetings. The information concerning staff malpractice is also contained within the
BTEC Staff handbook.

Definition of Malpractice by Students

This list is not exhaustive and other instances of malpractice may be considered by this centre at its

discretion:

e Plagiarism of any nature.

e The use of any form of Al to complete assessments or any other work in the BTEC programme.

e Collusion by working collaboratively with other students to produce work that is submitted as
individual student work.

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

e Deliberate destruction of another’s work.

e Fabrication of results or evidence.

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

e 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.

Procedures for dealing with Student Plagiarism and Malpractice - Internally Assessed Units
Stage One

The Quality Nominee and Head of Department must be informed of the malpractice with
accompanying evidence. A thorough investigation will be undertaken by the Programme Leader and
the Head of Department will speak to the student (s) giving the opportunity to respond to the
allegations made. The student will also be advised of the appeals process if the allegation is proven.

In cases where plagiarism is proven the Head of Department and Programme Leader will give the
student a verbal warning. The submitted work will be cancelled and the student will be given the
opportunity to amend the work and re-submit it within a given timescale. A signed student declaration
form must be attached to the re-submitted work. Details of the meeting and the sanctions applied will be
formally recorded and a copy stored on the student record. Parents/Guardians will be informed.

In cases of serious malpractice which is proven, and where the breach is of a serious magnitude,
parents/carers will be invited to a meeting with the Quality Nominee and Head of Department to
discuss the seriousness of the offence, and the student will be given a verbal warning. The submitted work
will be cancelled and the student will be given the opportunity to amend the work and re-submit it within
a given timescale. Details of the meeting and the sanctions applied will be formally recorded and a copy
stored on the student record. If malpractice or serious malpractice is proven the student will receive a
school sanction to be decided by the Head of Centre which can include internal suspension. The
process will be documented by the Head of Department.
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Stage Two

If the student fails to remove the plagiarised material or re-submits work which contains further
plagiarised content which is proven following investigation by the Head of Department and
Programme Leader, then parents will be invited to the school and the student will be given a final
warning. The Faculty Leader and Quality Nominee will also attend this meeting. The student will also
be given one final opportunity to re-submit the work. A signed student declaration must be attached to
the re-submitted work. The student will receive a further period of internal suspension.

The process will be documented by the Head of Department and a copy recorded on the student
record.

Stage Three

Should the situation remain unresolved, the Quality Nominee will inform the Head of Centre and a
further investigation will follow. Consequences will depend on the outcome of the investigation but if the
malpractice is proven and the student has failed to remove the plagiarised content then this may result in
the student being withdrawn from the course and the malpractice being reported to the exam board.

All stages of the Investigation will be documented and the student will be advised of the appeals
procedure. Parents/Carers will be informed.

Procedures for dealing with Student Plagiarism and Malpractice — Externally Assessed Units
Where a student is suspected of malpractice in relation to externally assessed units, the Head of
Centre will inform the exam board immediately by completing the appropriate JCQ Form and submitting
this and all supporting documentation to the Pearson’s Investigations Team. Parents/Carers will be
informed.

Procedures for dealing with Suspected Centre Staff Malpractice

Where there is suspicion of staff malpractice the Deputy Headteacher (Curriculum) will inform the
Head of Centre. Blackfen School’s HR process for investigating alleged or suspected malpractice will be
instigated. If malpractice is identified, the Deputy Headteacher (Curriculum) will follow the procedures
for contacting the Pearson’s Investigations Team by submitting the appropriate JCQ Form. The Head of
Centre will inform the suspected member of staff of their responsibilities and rights. Following the
outcome of the Pearson investigation, and if malpractice is confirmed, the Head of Centre will follow
the school’s Staff Disciplinary procedures.

Definition of Malpractice by Centre Staff

This list is not exhaustive and other instances of malpractice may be considered by this centre at its

discretion:

e Improper assistance to candidates.

¢ Inventing or changing marks for internally assessed work (coursework or portfolio evidence) where
there is insufficient evidence of the candidates’ achievement to justify the marks given or assessment
decisions made.

e Failure to keep candidate coursework/portfolios of evidence secure.

e Fraudulent claims for certificates.

e Inappropriate retention of certificates.
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e Assisting students 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 student.

e Producing falsified witness statements, for example for evidence the student has not generated.

e Allowing evidence, which is known by the staff member not to be the student’s own, to be included in
a student’s assignment/task/portfolio/ coursework.

e Facilitating and allowing impersonation.

e Misusing the conditions for special student requirements, for example where students 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.

o Falsifying records/certificates, for example by alteration, substitution, or by fraud.

e Fraudulent certificate claims, that is claiming for a certificate prior to the student completing all the
requirements of assessment.

This policy should be read together with the following Pearson documents which link to Assessment
Malpractice:
e ‘Pearson Centre Guidance on dealing with malpractice and maladministration in vocational

qualifications’
e Plagiarism Factsheet

7 - BTEC Policy: Distance and / or Blended Learning

Blended Learning is defined by Pearson as follows:

Blended learning is a formal approach to education that creates an integrated learning environment where
face-to-face and online teaching and learning become complementary, with the purpose of giving learners
a more diverse and engaging learning experience.

Distance Learning is defined in Pearson’s ‘Distance Learning and Assessment Policy’ as follows:
Learners recruited and enrolled online and study independently using virtual learning environments - for
example via online courses, posted resources, and telephone support. Please note that prior approval is
needed from Pearson prior to distance learning delivery.

Distance Assessment is defined by Pearson as follows:

Distance Assessment is a method of assessment where the assessment is designed to be carried out
remotely. Distance Assessment enables learners to be assessed even if they are in situations/settings
where traditional methods of assessment may be difficult or impossible to operate.

Blackfen School does not operate any BTEC courses via the Blended or Distance Learning approaches as
described above, nor has Distance Assessment been adopted by the school.

The temporary provisions in the Coronavirus Act 2020 expired on 24 March 2022. As a result, the
Remote Education (England) Temporary Continuity (No.2) direction
(https://www.thegazette.co.uk/notice/3872468) no longer has effect. Remote education should only ever
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be considered as a short-term measure and as a last resort where in person attendance is not possible.
This guidance is effective from 29 March 2022.

Aims:
|. To ensure that distance and / or blended learning delivery meets the guidelines set by the awarding

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

individual students.

In order to deliver BTEC qualifications in line with the principles and practice of the Remote
Learning Policy, Blackfen School will:

Ensure that teaching/delivery/assessment staff are timetabled to support blended learning when
students are working remotely. Assessors are expected to deliver ‘live’ teaching for at least 90% of
the usual lesson time which may also be blended with other activities and tasks which do not require
on-line learning. Lessons take place at the same time as shown on the school timetable. Assessors
will make reasonable adjustments to their planning to ensure that all students have access to the
resources needed for effective remote learning and will check that programmes chosen for online
learning have accessibility features to support students with SEND. Assessors will liaise with the
SENCO team and its specialist staff to ensure students with SEND remain supported for the
duration of the remote learning period. The SENCO team and its specialist staff may arrange
additional support for these students which will be unique to the individual’s needs. Assessors will
continue to monitor the academic progress of students and provide feedback to Lead Internal
Verifiers, Programme Leaders and the Leadership Team, in the normal manner. They will
continue to monitor the academic progress of students with SEND and discuss additional support or
provision with the SENDCO as required. Assessors will contact parents if their child is not attending
live lessons or their standard of work has noticeably decreased. They will notify their Lead Internal
Verifier and Programme Leader who will contact parents and carers to offer support in managing
their child’s remote learning. If necessary, the Faculty Leader will work with the Leadership
Team line manager to contact the student’s family in order to resolve outstanding issues and to
ensure that further interruption to the student’s progress does not occur.
Ensure there is a process to manage feedback on assignments, questions are constructively answered,
and feedback is provided in a timely manner. Providing timely and helpful feedback is the cornerstone
of good teaching and learning and whilst this may be more challenging with remote learning,
Assessors will endeavour to provide regular feedback to students on pieces of work that they are
required to submit whilst following Pearson guidelines for assessment.
In order for Assessors to offer effective feedback, all remote work completed by students must be:

o Finished when returned to the Assessor.

o Returned on or before the deadline set.

o Completed to the best of the student’s ability.

o The student’s own work and not copied from other sources.
Possible feedback methods from Assessors to students may include but are not limited to:

o Providing whole class feedback via live lessons.

o Using the “Comments” function on online documents on Microsoft Teams.

o Providing feedback directly in the ‘Posts’ function.

o Sending a direct email to students with specific feedback / targets
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Ensure the setting of assignments is undertaken in the face-to-face sessions and that deadlines are
clear. Microsoft Teams is the school’s digital platform for all Remote Learning interactions and it is the
responsibility of parents, students and teachers to ensure they know how to use its functionality
effectively. Assessors will ensure that all students can access Assignment Briefs and their associated
resources in MS Teams and know how to upload assignments for assessment. Assignments will be set
during live teaching sessions and/or when lessons are recorded and can be accessed via MS Teams.
The assignment will also be produced in written format and posted to students in MS Teams with the
required resources via the ‘Assignment’ function.

Ensure that when students submit work measures are taken to ensure the work is authentic and has
been completed by the student. Assessors and Lead Internal Verifiers will continue to meet
virtually to review students’ work and completion of assessments, including checking for instances of
malpractice through use of plagiarism checking websites and ensuring the work is authentic and
completed by the student. E-signatures should be used as a declaration of authenticity of student
work. All students will continue to be reminded of the need to ensure they avoid any forms of
malpractice, and the consequences should they commit it.

Maintain and store securely all assessment and internal verification records in accordance with
Pearson Centre Agreement. The Programme Leader will ensure that all assignments, assessments,
and internal verification documents and records are electronically stored by the Assessor and
Internal Verifier in accordance with Pearson Centre Agreement.

This document should be read together with the following Pearson documents which link to Distance and

/ or Blended Learning:

8-

BTEC qualification specifications: These pages provide guidance on assessment for each BTEC
qualification. All staff teaching on BTEC programmes should check the relevant specification, as

published on the Pearson website.
Pearson guidance for Distance Learning and Blended Learning:

Distance learning and assessment policy

Non BTEC policies and procedures that apply to BTEC teachers and students

All BTEC staff at Blackfen School are committed to adhering to the following school policies in the
management and delivery of BTEC programmes: Equal Opportunities (202 1), Equalities Duties for
Schools Policy (2021) and Safeguarding and Child Protection (2021).

All BTEC staff follow school protocols on ensuring appropriate action is taken regarding the

application of Special Consideration and Reasonable Adjustment for BTEC candidates.
The Examinations Team manage the Examinations Policy: Contingency Plan and Contingency day.
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