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Welcome to Active IQ Guidance for Centres Portfolio

We hope you will find all the information/guidance required to operate as an Active
IQ approved centre; however, please contact us should you require further
assistance in any area. If you require full descriptors of all our qualifications,
please refer to the Active IQ Prospectus or our website.

Contact details
Active 1Q
Suite 3
Unit 4
Cromwell Business Centre
New Road
St Ives
Cambridgeshire
PE27 5BG

Customer Service Team
T: 01480 467950
F: 01480 467997

E: reqgistrations@activeig.co.uk

E: certifications@activeig.co.uk

E: examinations@activeiq.co.uk

Forms contained within this document may be photocopied. Please contact us if

you would prefer electronic copies.
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Our Mission
fProviding the Active Leisure sector with qualifications which are fit for purpose,
dynamic and supported by innovative resourceso

Our Vision
ATo be the Awarding Body efsebbbceéeofor the

Our Values

Creative i applying new ideas and concepts to push the boundaries of education
and innovation

Responsive i readily reacting to suggestions and influences
Professional i conforming to and applying technical and ethical standards
Supportive i proactively providing assistance with a positive and friendly attitude

Flexible i willing to accommodate change or modification to meet the needs of
our customers
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Communication
Customer Service Statement

Active 1Q is committed to providing customers with a high
Quiality service, thereby ensuring:

e A streamlined and supportive approval process

e Technical support available on a daily basis

e Knowledgeable and supportive External Verification team

e External Verification reports that encourage and support continued
organisational development

¢ A dynamic technical team committed to providing qualifications that are fit
for purpose and relevant to the needs of the sector

e Telephone calls and emails answered without delay in a polite, courteous
and professional manner

¢ Value for money

e Centre training days for all qualifications, with CPD points that are
recognised by REPS for attendees

o External Assessment results issued to centres within a 10-day period

e Certificates issued within a 15-day period

e High quality resources for all qualifications

o All feedback is responded to in a positive manner

e Personalised training days to meet the needs of individual centres.

We aim to develop positive working relationships with customers to achieve
customer satisfaction.

In addition to the Guidance for Centres document, information and updates are
communicated regularly to customers via the following:

Email updates

Our website

Training days for centres
Prospectus
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Compliments
It is important that you are happy with the services we provide to enable us to
learn from things that go well. Any compliments you may wish to make about
what we do or the people who do it will be passed to those concerned.

Comments
We welcome constructive comments and suggestions. Your ideas will be
listened to and given careful consideration.

Complaints
It is important to us that you let us know if you are not satisfied.
Anyone is entitled to make a complaint, express dissatisfaction or injustice
about any aspect of the service we provide.

We aim to deal with complaints as quickly as possible. This can be done
immediately in many cases and without going through a formal procedure.
Your concerns may well be resolved by talking directly to the Office Supervisor
or Lead External Verifier at Active 1Q.

If this is not possible, or you are not entirely satisfied with the outcome, you
should submit your complaint, using the appropriate form, to the Director of
Active 1Q, where you will receive a response within 5 working days. If the
nature of the complaint requires an investigation then you will receive an
explanation if deadlines are not met.

You can be assured that any financial or personal details will be treated
confidentially and there should be no fear that by making a complaint you will
be treated adversely or be subject to discrimination or retribution.

How to Compliment, Comment or Complain

By telephone (to complain, in the first instance)

Please contact Carl Bromilow (Lead External Verifier) on carl@activeig.co.uk or
telephone 07725 240 511
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In writing

Please complete the appropriate form and post or email it to the Director at the
following address: You can find the form in Appendix A

Suzy Toseland-Goakes
Director of Active 1Q
Active IQ Ltd

Suite 3, Unit 4

Cromwell Business Centre
St Ives

Cambs

PE27 5BG

Communicating in other languages
Assessment materials

Centres in Wales may request assessment specifications and assessment
materials in Welsh.

Centres in Northern Ireland may request assessment materials in Irish (Gaeilge).

In addition, for NVQs, assessment in other languages may be requested, provided
that lack of proficiency in English, Welsh or Irish does not prevent the candidate
from properly carrying out the role that is supported by the qualification.

In all cases where assessment materials are supplied in other languages, Active
IQ is committed to ensuring that assessment is comparable to that in English.

Requests for materials in other languages should be made to the Office
Supervisor, using the request for materials in other languages form in Appendix A,
at the time of registering candidates.

Other communication

Active 1Q does not communicate bilingually with centres where assessment
opportunities are offered through Welsh or Irish.
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Active IQ fees

A current list of all fees is available to all customers on our website
www.activeig.co.uk.
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Active IQ Qualifications
Regulation of Qualifications

Active 1Q is a QCA/Ofqual approved awarding body and our qualifications appear
on the National Qualifications Framework (NQF)/Qualifications Credit Framework
(QCF). Therefore, all qualifications (and units) have qualification/unit accreditation
numbers.

In addition, the 3 regulatory authorities: Ofqual (England), DELLS (Wales) and
CEA (Northern Ireland), jointly regulate the qualifications when offered in England,
Wales and Northern Ireland.

Active 1Q qualifications may be offered by centres outside England, Wales and

Northern Ireland, and the 3 regulatory auth
candi dat etesialthouglr theiqdalificatons will not be regulated by these

bodies here.

The regulatory authorities have accredited the qualifications only for England,
Wales and Northern Ireland.

Notification of Change or Withdrawal of Qualifications

Active 1Q reserves the right to withdraw or make changes to their qualifications. All
gualifications on the National Qualifications Framework (NQF)/Qualifications
Credit Framework (QCF) have an accreditation period assigned to them. This
means that they have:

e A start date
e An expiry date for the delivery/assessment of learning
e A certification end date.

In order to ensure that centres and the regulatory authorities are kept fully
informed and up-to-date, the following procedures will be followed:

e Any planned changes will be communicated immediately to
centres/regulatory authorities and a three-month period will be allowed to
effect the change

¢ Any planned withdrawals/changes will be communicated immediately to
centres/regulatory authorities, and candidates will be allowed to complete
the qualification 18 months from registration. Note: Delivery of
gualifications will not be permitted after the expiry date of the qualification.

© Active 1Q
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Centres in Wales and Northern Ireland

Centres in Wales may request assessment specifications and assessment
materials in Welsh.

Centres in Northern Ireland may request assessment materials in Irish (Gaeilge).
The request for materials in other languages form can be found in Appendix A.

Centres outside England, Wales and Northern Ireland

Use of the Regulatory Authority (QCA, DELLS and CEA) logos on Active 1Q
certificates indicates that Active IQ qualifications are accredited only for England,
Wales and Northern Ireland.

Certificates for Active 1Q qualifications can be awarded to candidates outside of
England, Wales and Northern Ireland and will still carry the logos subject to being
offered to the exact specification accredited for use in England, Wales and
Northern Ireland.

© Active 1Q
Suite 3, Unit 4, Cromwell Business Centre, St lves, Cambridgeshire, PE27 5BG

10



SCTIVE, C-,

Delivery, Assessment and Internal Verification of Active IQ Qualifications

In order to offer any of the Active IQ Vocationally Related Qualifications (VRQ)
centres will need to ensure that they have the following

e Tutor/s
e Assessor/s
e Internal Verifier/s

Requirements for Tutors

Tutors should hold, or be working towards a teaching qualification. The following
are acceptable

Preparing to Teach in the Lifelong Learning Sector (PTTLS)
Certificate in Teaching in the Lifelong Learning Sector (CTTLS)
Diploma in Teaching in the Lifelong Learning Sector (DTTLS)
Active 1Q introduction to Learning

Active 1Q will consider other teaching qualifications upon submission
Tutors must also have either of the following

e A relevant qualification alongside relevant industry experience that
demonstrates appropriate knowledge and understanding

e Abachelor6 s de gr e erelated fitness alongside a level 2/3 relevant
gualification

Requirements for assessors
Assessors should hold or be working towards either of the following

e Al (D32/33) qualification and show relevant competency in the
disciplines/units they wish to assess

e Active 1Q Certificate in Assessor Training or equivalent and show relevant
competency in the disciplines/units they wish to assess (this is appropriate
for VRQs only)

Please note T trainee assessors will require their decisions to be
countersigned by a suitably qualified assessor/internal verifier

© Active 1Q
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Requirements for Internal Verifiers
Internal Verifiers should hold or be working towards either of the following

e V1, (D34) qualification and show relevant competency in the
disciplines/units they wish to Internally verify

e Active 1Q Certificate in Internal Verification Training or equivalent and show
relevant competency in the disciplines/units they wish to Internally verify
(this is appropriate for VRQs only)

Please note i trainee internal verifiers will require their decisions to be
countersigned by a suitably qualified Internal Verifier

For centres wishing to offer NVQs Assessors and Internal Verifiers must hold or
be working towards

e Al (D32/33) qualification and show relevant competency in specific
disciplines they wish to assess

e V1, (D34) qualification and show relevant competency in specific
disciplines they wish to Internally verify

Please note i trainee Assessors/Internal Verifiers will require their
decisions to be countersigned by a suitably qualified Assessor/ Internal
Verifier

Centre Approval Overview
The Functions of an Active IQ Approved Centre
Every Centre must carry out appropriate quality assurance/control functions

e Every candidate registered on qualification must be assessed on whether he or
she has met all the criteria. Centres must appoint sufficient Assessors for the
number of candidates on programme. Assessors must meet the assessor
requirements as laid out in this document.

e There must be on-going internal quality control systems operating across all
assessment activity within a centre, and if there are several Assessors for any
gualification, their work must be co-ordinated. An Internal Verifier carries out
this function for VRQs and NVQs. Internal Verifiers must meet the Internal
Verifier requirements accordingly.

© Active 1Q
Suite 3, Unit 4, Cromwell Business Centre, St lves, Cambridgeshire, PE27 5BG

12



c‘:chvac-,

e The centre must keep comprehensive auditable records of candidates,
assessment and internal verification.

e Allcentresmustappoi ht someone to oversee the cent
operation and act as the centreds formal ¢
known as the Centre Co-ordinator

The Centre Co-ordinator must have the authority to ensure that the procedures,
resources and action points agreed with Active IQ are delivered and that all
members of the centre team carry out their responsibilities.

In some centres, usually small centres, it may be practicable to combine the
roles of Centre Co-ordinator and Internal Verifier.

e Active 1 Q is responsible for providing ext
programme delivery, assessments, internal verification and quality
management systems. This is provided through a team of External Verifiers
who hold (or are working towards) the Exte
and are supported by the Lead Verifier. Once a centre registers candidates
with Active IQ, an External Verifier will be allocated, who will visit the centre
(usually twice per year) to ensure that quality assurance/control systems are
operating to maintain the national standards. Level 1 centres will be allocated
an External Verifier who will provide desk-based verification and 1 visit per
year. Centres that register and certificate large amounts of learners on an
annual basis may be allocated more than 2 visits per annum.

During visits the External Verifier will want to talk to the assessment/internal

verification team, candidates and view samples of candidates' work. In

addition, the External Verifierwilwant t o | ook at the centrebod
documentation. The External Verifier will also provide written and verbal

guidance and support to the centre staff.

Use of the Active 1Q Name and Logo

As an approved centre you may advertise that you are approved to offer specific
Active 1Q qualifications; however, the following must be observed and adhered to

¢ Only advertise qualifications that you have been approved to deliver
The name t hat rAdiselQdb,e ruastenderi st ban any abbr
alternative
e The Active IQ logo may be obtained from our website: www.activeig.co.uk ,
alternatively, if you require a higher resolution logo please contact the Active
IQ administration team
e The Active 1Q logo must be less significant than, and placed below, the name
of the approved centre on all materials

© Active 1Q
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e Proofs of all promotional materials should be sent to Active 1Q for approval
before they are produced

Applying for Centre Approval

All applications from new centres for centre approval, and applications from
existing centres wishing to add to the Active 1Q qualifications they currently offer,
must be made using the appropriate documentation. If a centre wishes to
complete a centre approval portfolio they should contact our Business
Development Team. If a centre wishes to apply to deliver further qualifications the
Additional Approval Application form is available in Appendix A.

For existing centres wishing to deliver further qualifications, the information given
on the additional approval form may be sufficient by itself, in which case we will
inform you in writing. Otherwise, an Evaluator may arrange to visit you, incurring
an additional cost.

Provision for Candidates
Equal Opportunities Policy
Equal Opportunities Statement

Active 1Q is committed to supporting centres in providing equality of opportunity so
that all candidates can achieve their full potential. This applies to enrolment and
assessment. Centres should not discriminate or treat any individual less
favourably on the grounds of age, gender, marital status, race, disability, colour,
sexual orientation, nationality, ethnic origin, religion, social background or any
other irrelevant distinction.

Equal Opportunities and the Law

The Disability Rights Commission (DRC) is an independent body, established by
an Act of Parliament to eliminate the discrimination faced by disabled people and
promote equality of opportunity.

The current legislation covering disability is the Disability Discrimination Act (DDA)
1995.

The Special Educational Needs and Disability Act (SENDA) 2001 extends the
existing DDA and makes it unlawful to discriminate against students with
disabilities in the provision of education. The new duties will be introduced in 3
stages:

© Active 1Q
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1. From September 1 2002 it became unlawful to treat a disabled student less
favourably than others

2. From September 1 2003 there became a responsibility to make reasonable
adjustments that involve the provision of auxiliary aids and services i.e.
additional aids and staff such as, enlarged print for a partially sighted
candidate, extra tutoring for a dyslexic candidate, interpreters, lip speakers,
amanuenses)

3. From September 1 2005 there became a responsibility to have made
adjustments to physical features of premises

Under the Act there is a responsibility to make anticipatory adjustments.

OReasonabl ed adjustments will depend on the
and other resources, maintenance of assessment standards and the health and

safety of other people/candidates.

Definition of Disability

A person has a disability i f he/she has fda |
substantial and long-term adverse effect on his/her ability to carry out normal day-

tooday activitieso (DDA 1995)

6Physical i mpai r men tinentssucH as dsead, hearmag) s ory i mpa
mobility, AIDS, asthma, diabetes, multiple sclerosis and cancer.
6Ment al i mpairmentd includes ment al heal t h

by a respected medical body (WHO) e.g. epilepsy, learning disability, Downd s

syndrome and schizophrenia.

0 Su b st amohrinorol tdviall consideration being needed to carry out a task.

O0Lotngr mdb (where effects | ast at | east 12 mor
ONor matb-dawyactivityd (includes activities cza
fairly regular and frequent basis e.g. using the stairs).

Discrimination can take two forms

1. By treating a disabled person less favourably for a reason relating to their
disability, for example, insisting that a dyslexic applicant take a literacy test as
a condition of entry when no other applicants have to

2. By placing a disabled person at a substantial disadvantage by failing to make
reasonable adjustments, for example, not allowing extra time for an applicant
with a speech impairment to express themselves or not providing additional
support in written work for candidates with learning difficulties

© Active 1Q
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The Act does not require academic standards to be lowered. Centres will be

expected to consider what is essential to a procedure/qualification and what can

be waived or modified. The aim is to change the delivery or mode of assessment

rather than the assessment criteria.

Enrolment

Decisions on enrolment should be based solely on the suitability of each

candidate for the qualification and applications from candidates with disabilities

should be considered equally.

Assessment

Active 1Q is committed to providing/allowing reasonable adjustments, where

possible, to accommodate candidates with disabilities.

Good Practice

1. Encourage applicants to disclose their disabilities i publicly welcome
applications from disabled candidates, put a positive statement in all

literature/advertisements e.g. prospectus, website

2. Include on the enrolment form space for applicants to declare any special
needs

3. Have appropriate confidentiality policies in place

4. Suggest a visit or attendance at an open day. This provides the opportunity to
discuss informally what support might be required and what may reasonably
be given

5. Write all materials in plain English with a reasonable size font

6. Produce materials in alternative formats e.g. on disk

7. Check that enrolment criteria are relevant and do not create unnecessary
barriers to disabled people

In the Case of Discrimination

In the first instance, complaints should be made to the Centre itself, following their
Complaints Procedure.

© Active 1Q
Suite 3, Unit 4, Cromwell Business Centre, St lves, Cambridgeshire, PE27 5BG

16



c‘:chvac-,

Access to Assessment

1.

Introduction

This guidance has been written to help centres meet their obligations for
equality of access to qualifications and assessment, as required by relevant
legislation, including the Disability Discrimination Act 1995 and by the
regul atory aut horhetstamterp regilationu wfe axternal 6
gualifications in England, Wales and

The recommendations in this guidance are not exhaustive and in every case it
is for Active 1Q and their approved centres to determine on a case-by-case
basis whether reasonable adjustments are necessary and what reasonable
adjustments will be effective.

Background

Active 1Q has a duty to ensure that the integrity of its qualifications and
assessment is maintained at all times. At the same time they and their centres
have a duty to ensure that the rights of individual candidates to access
qualifications and assessment in a way most appropriate for their individual
needs are upheld. Disability and equal opportunity legislation and the
regulatory criteria give support and guidance to awarding bodies and their
centres in creating an inclusive assessment process.

Disability legislation

The Disability Discrimination Act 1995 brought in measures to prevent
discrimination against people with disabilities. The provisions of the Act have
since been widened to include training providers and awarding bodies. This
means that they are now required to make reasonable adjustments to
assessment arrangements which place disabled candidates at a substantial
disadvantage in comparison to candidates who are not disabled.

Inclusion and Reasonable Adjustment

Centres can demonstrate their commitment to ensuring that individual
candidates can access qualifications and assessment by making appropriate
reasonable adjustments to standard assessment arrangements, wherever this
is required to enable access.

Definition of Reasonable Adjustments

A reasonable adjustment is any action that helps to reduce the effect of a
disability or difficulty that places the candidate at a substantial disadvantage in
the assessment situation.

© Active 1Q
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Reasonable adjustments must not affect the reliability and validity of the
assessment outcomes, but may involve:

e changing usual assessment arrangements, for example allowing a
candidate extra time to complete the assessment activity
adapting assessment materials, such as providing materials in Braille

e providing assistance during assessment, such as a sign language
interpreter or a reader

e re-organising the assessment room, such as removing visual stimuli for an
autistic candidate

e Modifying the assessment method, for example from a written assessment
to a spoken assessment using assistive technology, such as screen
reading or voice activated software.

Reasonable adjustments are approved or set in place before the assessment
activity takes place; they constitute an arrangement to give the candidate
access to the qualification.

The work produced by the candidate will be marked in the same way as the
work of other assessed candidates.

Centres are only required by | aw to do wh
access. What is reasonable will depend on the individual circumstances, the

impact of the disability on the individual, cost implications and the practicality

and effectiveness of the adjustment. Other factors, such as the need to

maintain competence standards and health and safety, will be taken into
consideration.

4. Duties and Responsibilities of Centres

To meet their responsibilities to individual candidates and in terms of current
disability and, equal opportunity legislation and regulatory requirements, a
centre should, as far as is practicable:

e Have access to an assessment policy and communicate this to all staff and
candidates. The centre should cultivate an atmosphere in which candidates
feel free to disclose their access-related needs. It should be noted that the
duty to make reasonable adjustméists has
means that the centre should consider what adjustments future candidates
with disabilities or difficulties may need, and make appropriate provision in
advance.

¢ Identify as early as possible, preferably before registering a candidate for a
qualification, any difficulties the candidate may have in accessing
assessment. To assist with this the centre should ensure that all staff who
recruit, advise or guide potential candidates have had training to make
them aware of access-related issues. Early contact with the awarding body

© Active 1Q
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when necessary is advised, in order to determine whether reasonable
adjustments to the assessment process are possible.

e Select an appropriate qualification for the candidate, based upon his or her
particular circumstances. The centre should explain to the candidate the
assessment requirements of the qualification and the planned programme
of study. It should be made clear at the outset if the candidate will not be
able to meet all the assessment criteria. The candidate may still decide to
proceed with the qualification but enter only for part, or none, of the
assessment. In this case the centre should explain to the candidate any
restriction on progression to other qualifications as a result of not achieving
all the criteria. The centre must make the candidate aware of the possibility
of unit certification.

e Select an appropriate adjustment to make the assessment accessible to
the candidate. In order to decide whether an adjustment is appropriate, the
centre should consider the nature of the skills that are being assessed and
the 1 mplications for assessment of the c
should involve the candidate in making any decisions about appropriate
adjustments to assessment. In cases of doubt, the centre should contact
the awarding body for advice on suitable and appropriate adjustments.

e Ensure that they can resource the selected adjustment to assessment. Itis
the centreds responsibility to arrange a
as a reader, scribe, additional invigilator, British Sign Language
(BSL)/English interpreter, etc.

e Foll ow Active 1 Q6s procedures for reques:
The centre should enforce or apply for reasonable adjustments on behalf of
the candidate. All applications for adjustments to assessment must be
supported by the internal verifier or other member of staff with designated
responsibility.

e Foll ow Acti ve I Qb s procedures for i m
assessment. | t is the centreds respandidatebi | ity
only uses those adjustments agreed with the awarding body and that they
keep records of reasonable adjustments for audit purposes. If the centre
exceeds the level of assistance and type of assistance as set out in these
sections it may lead to malpractice investigations and possible sanctions.

e Ensure that they have effective internal appeals procedures so the
candidate may query any decision taken by the centre not to allow an
adjustment to assessment. These procedures should be made available to
the candidate and should include details of the grounds for appeal and the
timescales associated with investigations of appeals.

e Ensure that buildings used for assessment are accessible to all candidates,
as far as is practicable.

5. Types of Assessment and Reasonable Adjustments

© Active 1Q
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Different types of assessment make different demands on the candidate and
will influence whether reasonable adjustments will be needed and the kind of
reasonable adjustment which may be put in place.

The adjustments that are appropriate for a particular assessment will depend
upon:

o the specific assessment requirements of the qualification
e the type of assessment
¢ the particular needs and circumstances of the individual candidate

Health and safety considerations for practical assessments

There are no circumstances when the health and safety of a candidate should

be compromised in the name of assessment. In a practical activity, if there is a
concern that the effects of a persondés dis
and safety implications for him/herself and for others, a suitably qualified

person in the centre should carry out a risk assessment related to the

candidatebds particular circumstances.

The risk assessment should identify the risks associated with the particular
activity, but should also take account of any reasonable adjustments put in
place for the candidate which may remove or reduce the risk. The risk
assessment may reveal that it is not possible for the candidate to fulfil all the
requirements of the assessment. In this case it may be appropriate to
substitute another task. The centre should contact Active 1Q to discuss
individual cases where further clarification is necessary.

Assumptions should not be made about a disability or difficulty posing a health
and safety risk, but the health and safety of all candidates and others must
always be of paramount importance.

Assessments which are not taken under examination conditions

With these types of assessments the centre has greater flexibility to be
responsivetoan i ndividual candidateds needs and
activity and method that will allow the candidate to demonstrate attainment.

Assessments for NVQs

e Where there is an identified need, the candidate may present their
evidence in any format as long as it enables them to demonstrate that they
have met the specified assessment criteria. For example, a candidate may
present their evidence through the medium of Braille, on audio cassette or
on video (ensuring that video evidence adheres to Active 1Q guidelines).
Alternatively, oral questioning or witness statements may replace written
responses.

© Active 1Q
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Where evidence is produced in Braille or signed onto video, it is the
centreds responsibility to ensure
Braille or sign language is available to translate the material for the internal
and external verifiers if this is required.

Where the candidate uses alternative means of providing evidence, the
method must have equal rigour to those used for other candidates.

The candidate must fulfil the demands of the criteria consistently over a
period of time to prove sufficiency, regardless of the method used to obtain
the evidence. The assessment criteria may not be amended, re-worded or
omitted.

The candidate may use any mechanical or electronic aids which are
available in the workplace or which are commercially available in order to
demonstrate competence. For example, these may include specially
adapted equipment or assistive technology. The centre is required to
provide the necessary resources to enable a candidate with access-related
needs to produce evidence of developing the portfolio.

Al | adjustments should be consistent

working and must not give the candidate an unfair advantage over others.

The candidate must achieve all the required units to gain a full NVQ. It may
sometimes be the case that some full qualifications are inaccessible
because of a candidateds inability
the qualification. In these cases unit certification will be available. The
centre must make the candidate aware of unit certification availability.

Where reasonable adjustments are put in place for verified types of
assessments, the centre should check whether permission needs to be
obtained from Active 1Q (see Reasonable Adjustments table in Appendix A)

thecentre must ensure that they adhere

record keeping and supporting evidence.

Assessments which are taken under examination conditions

For Example: where the candidate is given set assessment material and a
fixed amount of time to complete the assessment.

Where the method of assessment is more rigidly determined, such as for
assessments taken under specified conditions, there may be a greater
need for adjustments to standard assessment arrangements in order to
give access.

Please see Appendix A (Identifying Reasonable Adjustment) for detailed
information on all types of reasonable adjustment
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About the candidate
Identifying candidates who are eligible for reasonable adjustments

Candidates will only be eligible for reasonable adjustments if their disability or
difficulty places them at a substantial disadvantage in the assessment situation, in
comparison to a person who is not disabled.

Any adjustment to assessment will be based on what the candidate needs to
access the assessment. The Reasonable Adjustment Table Appendix A lists
examples of candidate needs that may be eligible for adjustments to
assessments. This list is not exhaustive and it should be noted that some
candidate needs will fall within more than one of the categories set out. For full
details and guidance for Identifying candidates who are eligible for reasonable
adjustment see Appendix A. The appendix also gives a comprehensive list of
useful organisations for many types of reasonable adjustment.

Guidance for Accreditation of Prior Certificated Learning (APCL) and
Accreditation of Prior Experiential Learning (APEL)

Accreditation of Prior Certificated Learning (APCL)

APCL is designed in order to identify, accredit and assess specific competencies
an individual already has. The learner MUST provide evidence to the assessor to
prove they are competent in specific areas through past achievement.

By doing this the learner may be exempt from:

e Having to attend or fulfil all the guided learning hours of the course
e The | earner may not have to fAisito an exal

In order for a centre to establish appropriate APCL with learners the centre must
appoint an APEL/APCL assessor. The assessor must ensure that all claims for
APEL/APCL are rigorous and robust.

Accreditation of Prior Experiential Learning (APEL)

APEL is designed in order for learners who already have some of the related
skills, but without certification, to proceed directly to assessment.

The centre must be sure the learner can prove they have the necessary skill,
knowledge and understanding in order to meet the assessment criteria and
perform work-based tasks as set out in the assessment criteria.
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Claiming APEL/APCL

Centre must set up an APEL/APCL policy/procedure for learners to follow

Z

Centre must appoint an APEL/APCL assessor for claims

Z
Learner submits the Centres APEL/APCL claim form to the centre APEL/APCL
assessor

Ve

Z

Centre APEL/ APCL assessor arranges an agreeable date & time for an interview
with the learner. The learner MUST take ALL appropriate evidence to the interview
and be prepared to have a professional discussion with the assessor in order to
establish whether the evidence meets APEL/APCL criteria

Z

An action plan is agreed and recorded detailing any training needs, assessment
needs that may be required

Ve

Z

Centre should retain a record of how APEL/APCL was determined for learners

Setting up an APEL/APCL policy

Centres should advise learners of APEL/APCL prior to induction. This allows
learners to gather any evidence they may need in order to apply for APEL/APCL

Centre MUST provide learners applying for APEL/APCL with a detailed
breakdown of:

¢ The Underpinning Knowledge the learner should have (as detailed in the
Active 1Q syllabi)

e The skills that the learner needs to be able to demonstrate (as detailed in
the Active 1Q Assessment specification and observation checklists)

The centre policy should include a claim form for APEL/APCL. Centres must also
advise learners of the following:

e Claiming APEL/ APCL is not an fieasy
a money and time saving scheme. The time that may have to be spent
gathering evidence may mean it would be easier to follow the normal
training and assessment pathway.
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e Learners should not apply for APEL/APCL if they are in any doubt
regarding their skills/ competency,

e For certification learners MUST demonstrate competency in all components
of a qualification under the same conditions as other learners

Assessing APEL/APCL Evidence

When a learner supplies evidence to the APEL/APCL assessor it must meet the
following requirements:

Sufficiency

When a learner is claiming for an aspect of competency the assessor must see
sufficient evidence to cover ALL aspects of the competency being claimed.
Note T one piece of evidence is not enough to prove competency. The learner
must be able to prove competency over a period of time. This will mean
assessing more than one piece of evidence.

Authenticity
The evidence being assessed must be presented in its original format.

For example: An assessor would need to see an original certificate for a learner
claiming APEL/APCL. Any work that the learner has done, which is being
assessed, must be signed and dated and must be the learner& own work.
Fraudulent evidence MUST not be accepted and in the event of an assessor
suspecting any fraudulence, Active IQ should be contacted.

Reliability
The evidence must be reliable.

For example if a learner has provided a witness testimony from a friend stating
that they have proved competency against specific criteria the assessor would
need to judge the reliability of the friend to be able to make judgements of the
learners performance against specific performance criteria. The assessor would
need to ask fAis the friend competent

BUT

If a learner provided a witness testimony from a line manager who is technically
competent in the specific area and holds a D32/33 or Al assessor award and
provides observation checklists and video evidence of the learner performing,
this is far more reliable than the friends witness testimony.
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Managing Qualifications

Note: Candidates should be registered as soon as possible to ensure that an
External Verifier is appointed to monitor them. Ideally this should be approximately
25% into the programme in terms of time; e.g. for a 36-week programme,
registration should be before week 10 and for a 12-week programme, before week
4.

Centres will be invoiced for the registration fee for each candidate. Candidate
registration fees are non-refundable.

Upon registration the centre will be issued with a certificate claim form for each
candidate. Each candidate is given a unique identity number. It is the centres
responsibility to keep a record of every candidate and their unique identity
number. This information should be available to Active 1Q and the regulatory
authorities at any time for perusal.

Please refer to the flow chart on the next page for a detailed qualification
management pathway. All forms are available in Appendix A. If you would prefer
the forms electronically please contact our administration team who will be happy
to provide you with them.
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Managing Qualifications Flow Chart

Step 1 Upon receipt of the Programme
Notification form, Active 1Q will

send a copy to the allocated
External Verifier for that centre

Programme Notification Form
Complete the form for all proposed
programmes a minimum of 4 weeks

before the start date of the
gualification and return to Active 1Q

v

!

Step 2 l
Registering the candidates
Complete the Candidate EDI The External Verifier will
Registration Form for the group. contact the Centre Coordinator
Certificate claim forms will be to arrange verification visits

emailed to the centre. For any
requests for reasonable
adjustments/special consideration
complete the form in Appendix A

] |

Step 3 External Verifier visit
Candidates are on programme,
working towards their qualification.
Upon successful completion of the
gualification, move to step 4

Step4b
Claim for Certificates
For centres that do not hold
Direct Claims Status send the
forms to Active 1Q. The lead
External Verifier will validate the
forms, however, if you have an
External Verifier visit that
coincides with the forms
requiring External Verifier
signatures the External Verifier

Step 4 a
Claim for certificates
Complete the Certificate claim form
for each candidate. Ensure the Internal
Verifier signs the forms.
For centres that hold Direct Claims
Status send forms directly to Active 1Q

v

may sign them. The forms
should then be sent back to
Active 1Q
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Registering Learners

You will need to use the excel spreadsheet which is called the Active 1Q EDI
Candidate Registration Sheet, this can be found in Appendix A.

On the EDI sheet there are the following columns for you to fill in for each of your
learners:

Forename

Surname

Date of birth

Post Code

Gender

Ethnicity

Adjustments

ULN (Unique Learner Number)

N~ LNE

Active 1Q must have the information for Forename, Surname, Date of Birth,
Gender and Ethnicity; however we do not require the Post code, Adjustment or
ULN columns to be filled in if you do not have the information. In these instances
you can just leave the columns blank.

When filling out the ethnicity column you will need to use the national codes for
ethnicity, this can be found in Appendix A and is called the Active 1Q EDI
Ethnicity Codes. This will allow you to add the correct ethnicity code for each
learner.

When you are ready to register learners simply follow the instructions above and
email the Active 1Q EDI Candidate Registration Sheet to
registrations@activeiq.co.uk

Steps in the Certification Process i Information for Centres

1. On registration, Centres receive a certificate claim form for each candidate,
specific to the qualification they have been registered for.

2. On completion of the programme the Centre completes the certificate claim
form for each candidate. This is verified and signed by the Internal Verifier.
The Centre is advised to make copies for their own records.

3. If the Centre holds Direct Claims Status (DCS) the forms should be sent
directly to Active 1Q, where certificates will be generated.
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4. If the Centre does not hold DCS the forms should be sent to Active 1Q. Upon
receipt of the forms the Lead External Verifier may ask the Centre to provide
some candidate portfolios for desk-based verification. They will also re-visit the
Centres External Verification reports. Once the External Verifier is satisfied the
centres practise is acceptable the forms will be signed by the External Verifier.
If a Centre has Certificate Claim Forms that coincide with an external
verification visit the External Verifier will sample candidate portfolios. If the
External Verifier is satisfied that the centre practise is acceptable they will sign
the forms. The forms should then be sent directly to Active IQ, where
certificates will be generated.

5. Active 1Q will despatch certificates for successful candidates to the Centre
within 15 working days of receipt of the certificate claim forms, providing that
any external assessments have also been passed.

6.1t i s the Centreds responsibility to check
claims for corrections (e.g. spelling of name) must be made immediately using
another certificate claim form accompanied by the incorrect certificate and a
copy of the original Certificate Claim Form. Blank forms will be provided for this
purpose.

7.1t is the Centreds responsibility to forwa
candidates. If certificates are handed to candidates, signatures confirming
receipt are required and, if necessary, proof of identity. Certificates sent by
post, should be sent by special or recorded delivery.

8. Replacement certificates for candidates who have lost the original or where the
certificate was lost between Centre and candidate, may be obtained at the
current cost for that certificate according to the current Active 1Q fees list.

9. Replacement certificates are only issued after steps have been taken to
authenticate the claims.

10. Certificates are issued in the name used by the candidate at the time the
certificate is requested. Replacement certificates may be provided to
accommodate a subsequent name change, however, proof of identity must be
provided and there will be an additional fee according to the current Active IQ
fees list.

11. Certificates will not be issued to Centres with outstanding payments to Active

Q.
12. Active 1Q will keep all candidate records for a period of 5 years.

13.Centres are required to keep all candidate records for a minimum of 3 years for
NVQs and 1 year for VRQs. An audit trail must be available from registration
through to certification for every candidate.
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External Theory Assessment Procedures
Regulations for External Theory Assessment
Arrangements for the invigilation of external written assessment
Appointment and briefing of invigilators for written assessments

It is the responsibility of each centre administering external assessment to appoint
suitably trained and experienced people to act as invigilators. Centres are
responsible for briefing invigilators and for ensuring that they are familiar with the
appropriate regulations governing the conduct of external assessment. Invigilators
act for the Centre.

Although the Centre does have the discretion to decide who is appropriate to
undertake this role, relatives and friends of any candidates taking the assessment,
or tutors and verifiers who prepared the candidates for the assessment cannot act
as a sole invigilator.

Also, anyone acting as a reader, writer, interpreter or technical assistant for a
particular assessment cannot also act as invigilator for that assessment.

Number of invigilators

A sufficient number of invigilators must be appointed to ensure the proper conduct
of the assessment.

There must be at least one invigilator for every 30 candidates or parts thereof.

If there is only one invigilator, they must be able to summon for assistance easily
without leaving the examination room or disturbing the candidates.

It is essential that the number of invigilators does not fall below the prescribed
number in any circumstances and that the candidates are not left unsupervised or
unattended.

Responsibility

Invigilators have a key role in upholding the integrity of the external assessment
process. They are responsible for the proper conduct of the assessment.

Invigilators must give their whole attention to the proper conduct of the
assessment and must not undertake any other activities whilst invigilating.
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Arrival
Invigilators must arrive at the assessment location in good time.
Prior to the start of the assessment invigilators must ensure that

e they are familiar with the current regulations for assessments

e they carry out adequate checks to confirm the attendance of candidates and
are fully satisfied as to the identity of all candidates

o only the official assessment stationery and equipment are issued to
candidates: pencils, erasers, pencil sharpeners and basic calculators if
permitted for the particular assessment (not with data banks, dictionaries or
retrieval of text, etc)

e any unauthorised items, materials and equipment, including mobile phones,
are placed out of the reach of candidates e.g. at the front of the room, and at
the candidatesd6é own ri sk

¢ all mobile phones are switched off

Starting the assessment
Before candidates can begin their assessment the invigilator must

inform candidates that they are now subject to the rules of the assessment

¢ check that candidates have all the necessary materials
ensure candidates are clear as how to complete their answer sheets and what
personal details they need to enter
ask candidates to ensure that they answer all questions

e open the packets of examination papers and distribute to candidates
check that candidates have the correct papers and corresponding answer
sheets

e draw candi datesd6 attention to the instruct
and on the answer sheets i.e. to indicate a correct answer with a large tick in
pencil, and to correct using an eraser

e advise candidates of any errata notices

¢ remind candidates that they must not communicate with any other candidates,
smoke, eat or drink during the assessment period; any candidates who cause
a disturbance will be asked to leave the room

¢ instruct candidates about emergency procedures
announce clearly when candidates can begin and specify the time allowed

¢ inform candidates if and when they can leave the room before the end of the
assessment

e write start and finish times on a board which is clearly visible to all candidates

e direct candidates to raise their hand i f t
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During the assessment

Invigilators must supervise candidates throughout the whole assessment session.
They must be alert and observe candidates at all times and must not undertake
any other activities while invigilating.

The assessment arrangements in place should allow all candidates to be
observed at all times by an invigilator.

Invigilators should complete the appropriate attendance list in the invigilation
report.

Invigilators are required to move around the assessment area quietly and at
frequent intervals.

Late arrival of candidates

Candidates who arrive up to 30 minutes after the timetabled start of the
assessment may generally be allowed to enter the room to sit the paper if the
invigilation of the other candidates is not compromised. This decision is at the
discretion of the invigilator/centre. No additional time will be allowed.

Invigilators should note the circumstances of the late arrival in the invigilation
report, giving the appropriate details.

Leaving the assessment room

For assessments of less than two hours, candidates must not leave the room
before half the assessment time has passed.

Candidates who need to leave the room temporarily must be accompanied by an
invigilator or other member of staff of the same sex as themselves to ensure that
they do not speak to anyone else, make a telephone call or breach the security of
the assessment.

Note: It is essential that the number of invigilators does not drop below the
prescribed number and that candidates are not left unsupervised or unattended.

Candidates who complete their assessment early can leave the room early but
must hand in their answer sheet. They cannot be re-admitted.
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End of the assessment

Before the end of the assessment the invigilator should remind candidates of the
last 10 minutes remaining and to check that they have answered every question.

At the end of the assessment candidates should be instructed to stop working.
The invigilator must then

¢ remind candidates to check that they have entered all the required information
onto their answer sheets e.g. their full name

e collect all answer sheets and papers before candidates leave the room

e check all details have been entered correctly and that there is an answer sheet
for each candidate

e ensure the scripts are secure and hand them to the appropriate centre contact
complete and sign the invigilation report

Misconduct/irregularities
If an invigilator observes any inappropriate behaviour they must take steps to stop
it and inform the appropriate centre staff. If the incident is serious enough then the

candidate should be instructed to leave and their answer sheet collected.

The invigilator should note the time and nature of any incidents and record in the
invigilation report.

Any disturbance to the conduct of the assessment must be recorded in the
invigilation report so that special consideration may be given to affected
candidates.

Emergencies

If an emergency occurs during the assessment, e.g. fire alarm, then the room
must be evacuated in accordance with the instructions of the appropriate
authority.

Candidates must leave examination materials on their desks.

As far as possible, candidates should not be allowed to talk to each other.

A record detailing the date and time of the incident must be noted in the
invigilation report.

If the candidates have been closely supervised and the invigilator can be assured
that there has been no breach of examination security, i.e. candidates did not
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communicate with each other, nor any other person, nor consult any books or
notes whilst they were out of the room, then the assessment may be resumed and
the full time given.

If the security of the examination has been compromised please contact Active 1Q.

Reasonable Adjustments and Special Consideration

The invigilator should ensure that any reasonable adjustments are made in
accordance with the guidelines stated in the Guidance for Centres.

Any reasonable adjustments given should be recorded in the invigilation report.

For any candidates who are eligible for special consideration post assessment,
please refer to the Special Considerations Form in Appendix A.

Assessment Accommodation and Equipment
Room specifications

Any room allocated for an assessment should provide an appropriate level of
comfort for candidates. The levels of heating, lighting and ventilation and the type
of seating should be appropriate to both the length and the timing of the
examination.

All assessment rooms should be as quiet as possible.

Access to the assessment room

Only candidates and assessment personnel are permitted to enter the room.
Assessment personnel may include those responsible for individual candidates in
specified circumstances (prison officers, carers, etc.)

Candidates should be seated 5 minutes prior to, but should not enter the room
more than 15 minutes prior to, the start time of the assessment.

Desk specifications

Wherever possible and appropriate, candidates should be seated at separate
desks. If separate desks are not available, the desks used should be of a size
which is sufficient to prevent contact between candidates. Individual desks should
normally be placed at a distance not less than 1.25 metres apart (measured from
the centre of the desk). In circumstances where candidates share a large desk,
there should be a distance of at least one metre between seats.

Individual desks or desk space should be large enough to accommodate all
necessary examination materials.
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All seating should be arranged to prevent
work. Individual desks/seats should be arranged to ensure that all candidates face
in the same direction.

Equipment

The use of the following equipment is not permitted except where specified in the
assessment requirements of the relevant qualification or when applying
reasonable adjustments:

dictionaries (including electronic dictionaries)

computers

calculators

additional books and papers 1 candidates may make notes on a blank piece of
paper if necessary

Visible information

Rooms being used for assessments must be identified by an appropriate sign
outside the room.

The assessment room must not contain displays of material which could be
deemed to be of assistance to candidates in their completion of the assessment.

The following must be visible to all candidates at all times during the exam:

e a clock showing the accurate (local) time
e the start and finish times of the assessment

Additional guidance

In cases where an assessment requires the use of technical equipment, a
technical assistant must be present in addition to the appointed invigilator(s).

Candidates requiring the assistance of a reader, writer or interpreter should be
accommodated in a separate room with an invigilator also present.
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Procedures for Examination Papers
Receipt of Assessment Materials
Each Centre designates a specific contact for receipt of emailed materials.

¢ Once a centre has become approved, an email will be sent to the centre
contact containing Active 1Q external theory papers, exam answer sheets
and an invigilation report for each of the qualifications they are approved to
deliver.

e The centre is responsible for printing exam papers, invigilation reports and
marking sheets as and when required for candidates sitting Active 1Q
external theory assessments. At all times it is the centres responsibility to
ensure that exam papers are kept under secure conditions when not in use
(locked cabinet/area/secure electronic password). Please see the step by
step guide below.

e Stepl - Centre Prints off an Invigilators report and as many exam papers
and marking sheets as they need for their candidates sitting the proposed
exam. Exam papers must be held securely by the centre until the exam is
being sat. Please make sure that you use the correct marking sheet that
matches the correct paper number. So, for example, a theory paper 1
should be used with marking sheet number 1. The number for the marking
sheet can be found in the top right-hand corner of the marking sheet
underneath the barcode, for example 2FIG1 marking sheet will match 2FIG
paper 1.

e Step 21 When the exam has been sat, all marking sheets and the
invigilators report should be sent back to Active IQ for marking. We strongly
recommend that you photocopy the marking sheets prior to sending them
to us. All theory papers can be saved and re-used providing they have not
been written on by candidates and are still of good quality.

e Step 31 Active IQ mark the exam papers, file the papers, update our data
base and send the results back to the centre.
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Storage of assessment materials
The centre must be able to satisfy Active IQ of the security of the arrangement.

All assessment materials must be securely locked away, preferably in a strong
fireproof safe. If a safe is not available or is not of sufficient capacity, a non-
portable, lockable, reinforced steel or metal cabinet or other similar storage
system must be used. The storage system must be within a secure room with
restricted access.

For assessment materials that are held electronically there must be secure
password protection.

Despatch of assessment materials

The person responsible must collect all assessment materials before candidates
leave the examination room, and ensure that all are accounted for.

Candidate answer sheets are confidential between the candidate and Active IQ.

However, centres may choose to photocopy answer sheets and the invigilation
report in the event that the originals are lost in transit. In this case, these copies
must be kept in locked storage under the same conditions as all other assessment
materials until Active 1Q has confirmed receipt of the originals, when the copies
must be destroyed. Active 1Q reserves the right to refuse these copies as
evidence if their authenticity is in question or they are in poor condition.
Assessment materials are the property of Active 1Q. Centres must comply with
Active 1Q regulations concerning the control of the assessment materials after the
assessment.

All assessment materials must be returned to Active IQ on the day of the
assessment whenever possible. If this is not possible, then they must be kept in
locked storage under the same conditions as all other assessment materials. If
scripts have to be retained overnight they must be kept under secure conditions.

Active 1Q reserves the right not to process any assessment documentation which
has been retained by the centre for more than 3 days.

Centres must be responsible for ensuring the safe and timely receipt of
assessment documentation to Active 1Q.

Active 1Q cannot be held responsible for any loss or damage of assessment
materials during transit.
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Compliance with Regulations

Active 1Q reserve the right to carry out unannounced visits to centres to verify that
these regulations are being adhered to.

Centres found in breach of these regulations may be subject to sanctions or
penalties imposed by Active 1Q.

Online Theory Assessment
Guidance for Training Providers

Active 1Q offers an online assessment facility for the external assessment
component of some of its qualifications. This facility is available to all Active 1Q
approved Centres following successful application.

Centres wishing to offer this facility to their students should contact Active 1Q
direct.

System Requirements

The online theory assessment is conducted using an application accessed from
the Active 1Q web site. You will be required to book you assessment date and
register all students with Active 1Q at least two weeks prior to the assessment
date.

For the application to run you must be using Windows 2000™ or later, which
includes Window XP™: You must have the .NET 2.0 Framework from
Microsoft™ installed. (This can be downloaded free of charge from the
Microsoft website). If you do not, the application will not run. This software
needs to be installed onto every PC which will be used by students during the
assessment. NB: The Online Theory Assessment Application WILL NOT work on
Apple Mac computers.

We highly recommend you install the required software at least two weeks prior to
your first assessment date. You will also be given the opportunity to test the
application on each PC. This should also be done as early as possible. If you
experience any difficulty with the installation, please contact ALTeRD on 0870 606
1321.
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Student Requirements

Each student should have an individual PC, Laptop or networked PC connected to
the internet for the purpose of the online assessment. Online theory assessments
must be conducted under wusual fcl osed
should not be allowed to take anything other than a calculator, pen/pencil and a
blank piece of paper into the assessment with them. Books and/or handwritten
notes are not allowed. Assessments can be conducted in a computer suite or on
an individual basis.

Students are required to bring a form of photo identification with them. This
includes passport or driver's license. The invigilator will record the type of
identification used and the id number in the system prior to the assessment.

Invigilation and Security

Centres must nominate an appropriate person as Invigilator for the online
assessment who will conduct the examination along the same lines as any other
external assessment. The computers must be positioned in a manner which

di scourages students from being able
are randomly selected from a bank of questions and no two students will see the
same set of questions.

We recommend all computers be positioned in a circle facing outwards with the
invigilator sitting in the centre. In cases where all computers are facing the front of
the room, we recommend the invigilator sit at the back of the room.

The room should be quiet and free from interruptions.

Upon booking the assessment, the invigilator will be emailed a Unique
Assessment Identifier (UAI). The invigilator will be required to enter the UAI prior
to starting the assessment.

The invigilator MUST have their own computer to log in and start the assessment.

Half an hour before the assessment is to begin, the invigilator must go to
http://www.activeig.co.uk/OTAlnvigilator/tabid/3142/Default.aspx. They will enter
the UAI and click continue. Please supply a valid email address for the invigilator
when booking each assessment.

On the next page they will be presented with the Active IQ Invigilation Guidelines
to which they must agree to adhere to.

After clicking Al Agreeo they wil/l be
the assessment. The invigilator must ask each student to present their
photographic identification which they will record in the system.
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Student shouldthenr et ur n to their PCOs where they mu

http://www.activeiq.co.uk > then go to Student Desktop > My Courses > click on

the ALived |Ilink > read the Acti gkentheQ Asses s

box stating they agree to abide by them

button > wait for the application to load > paste the UAI into the window and click
ADownl oad Questionso,

Once all students are seated and have downloaded their questions, the invigilator

clicks the fArefresh pageo button. A ti

once all questions have been downloaded.

Only once al

I
Assessment 0 bu on

NB: Once the assessment has been started a referral will be recorded for any
student who is not in attendance.

Registering Students for Active IQ Online Assessment

Centres must allow students to register themselves onto the Active IQ website in
readiness for online assessment.

Go to www.activeiq.co.uk

Click on Register on the top right-hand corner of the screen.
Student to enter their own profile into the appropriate fields.

Students should choose their own unique user name and password (6 to 9
characters).

(Please note CVs and photographs are not required for online assessment)

Booking an Assessment

Centres will need to book an online assessment by completing the spreadsheet
provided. Entering the student details, date of assessment, nominated invigilator,
place of assessment and the examination required.

This document is then sent to the Examinations Administrator at Active 1Q who will
set up the assessment online.

Confirmation of Booking

Students will receive email confirmation of their assessment booking and will now
be able to log onto the system for the practice assessment.
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Allowing Students to Access the Practice Assessment

Each assessment module contains a short theory module which explains to the

students how the online assessment works and a practice assessment is also

provide for students to test their existing levels of knowledge to prepare them for

the ALived assessment . Practice assessment.
hours bef ene aslse slmewnt .

Go to www.activeiq.co.uk

Students to click Login in the top right hand corner of the screen and enter their
own unique user name and password.

Click on Student Desktop
Click on My Courses
Students will then see two modules:

Introduction to Online Theory Assessment Lesson Structure

Level 2 Gym Online Theory Assessment Practice View Booking

Students should click on Lesson Structure and read through the introductory
module. At the end of the module, students will be asked to complete a worksheet
to check their understanding of the online assessment process.

Students may then access the Practice paper by clicking on Practice and read
through the guidelines on screen. Students shouldthenti ck t he Al have re
accept the guidelineso box.

Reasonable Adjustments

At this point, students who require reasonable adjustments (for example,
additional time, a scribe or a reader during the assessments) should click on
Reasonable Adjustment form and apply online.

Students should then highlight the Unique Assessment Identifier (UAI) and press
CTRL + C to copy and then click on the Sit Exam button.

The application will lock down the computer preventing the students from
accessing any resources on it. To close the application, students must submit the
answers for marking. Should the computer freeze during the assessment or
internet connection is lost, the progress will be saved and the invigilator will need
to contact Active 1Q to request a restart. Once this has been approved by Active
IQ, the student may restart the assessment from where they finished.
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Navigating through the Assessment

Once the application starts, students may navigate through the assessment by
either clicking on the sections and questions in the pane on the left or using the
navigation arrows in the bottom right hand corner of the screen.

Changing text colour, font, size and background colour

Students can choose to change any of the above by clicking on the colour palette.
This facility is particularly useful for those students who have dyslexia or are
visually impaired.

Help

To access help on the system, click the help button. If a question has media in it,

a button will appear. Click this button to view the media for that question. Once

you have finished with the media click the x in the top right-hand corner to view

the media again, simply click the fAview med:]
bottom right hand corner of the screen.

Bookmaking a question

Students may bookmark a question and refer back to it before submitting answers
for making, right click on the question in the left-hand pane and click bookmark. A
yellow flag will then appear next to the question once it has been answered.

Filtering questions

To filter questions, use the buttons at the bottom of the left-hand pane. Students
may view all questions, broken down into their sections, bookmarked questions or
unanswered questions.

Submitting Answers for Marking

Once students have answered all questions, they should click the red submit
guestions button in the top right-hand corner of the application. They will be
asked twice to confirm if they are ready to submit the questions.

Answers are then marked and students will immediately receive a score.

Practice assessments may be sat as many times as it takes to achieve a pass
mark. Students are able to review the results from the practice assessment,
including the questions and responses by clicking on the practice link net to the
assessment module in My Courses.
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If students click on View Booking they will see the time they are due to sit the
ALIi veo assessment .

Live Assessment Procedure

Step 1 Students and invigilator should arrive 30 minutes prior to booked
assessment time. Students to be seated at computer.

Step 2 Students access the Active 1Q website www.activeiq.co.uk

Step 3 Students login using their own unique user name and Password
Step 4 Students should click on My Courses and Live Assessment

Step 5 Invigilator to check all photographic identifications and enter details

onto the computer
Application for Online Assessment

We confirm we have read the Active IQ Guidance to Online Assessment
document and fully understand and agree to abide by the Invigilation and Security
Procedures outlined in that document.

We will ensure that .Net Framework is installed onto the Computers to enable the
online assessment application to run.
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External theory assessment flow chart for hard copy exam papers

This is the procedure to be followed for external theory assessments set and
marked by Active 1Q:

Step 1
Active 1Q Centre prints off the exam papers
and marking sheets ensuring they are stored
securely prior to the assessment.

A 4

Step 2
Once exam has been sat, the papers,
answer sheets and invigilation report
are sent to Active 1Q

A 4

Step 3
Active IQ marks papers and
email results to the centre
within 10 working days of
receiving them

Candidate passes and Candidate is referred and
results entered into must re-sit the exam. AlQ
Active 1Q database do not charge for re-

assessment
© Active 1Q
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Candidate Deferrals
A candidate may defer assessment for any of the following reasons:

1. They have a medical condition or accident during the programme/on the
assessment day which prevents them from taking the assessment.

2. They have a personal crisis, such as bereavement.

3. They are affected by an event totally out of their control which prevents them
attending the assessment day.

For external assessment, Active IQ require that the medical certificate, or signed
witness statement from the centre to corroborate the extenuating circumstance, be
sent to them with the Candidate Deferral form within 2 weeks of the assessment
date. The candidate Deferral Form can be found in Appendix A.

Malpractice Procedures

It is the responsibility of the Director of Active 1Q to investigate all instances of
malpractice involving registered candidates and to determine the most suitable
form of corrective action. The Director of Active IQ takes overall responsibility for
allegations of malpractice and for protecting the integrity of Active 1Q
gualifications.

As soon as suspected, malpractice is reported to Active IQ and whilst
investigations are ongoing, Active 1Q will withhold assessment results/certificates
and may choose not to accept further registrations.

Depending on the risk and scope of a malpractice investigation Active 1Q will notify
the Regulatory Authorities when commencing an investigation and provide an
estimated timescale for its completion.

The Director of Active 1Q will determine the severity of the malpractice allegation
and, as appropriate, will decide whether they themselves should carry out the
investigation or the Head of Centre. It is likely in the first instance, the Head of
Centre will investigate allegations of malpractice concerning candidates and the
Director of Active 1Q for those concerning centres.

Note: Additional to any investigations carried out by the Head of Centre, Active IQ

will carry out its own investigations before deciding on the most appropriate

course of corrective action. Where it is not completely satisfedwi t h t he centr e
suggested outcome, it will impose its own additional sanctions.

Active 1Q must prepare a final report of its investigation to the Regulatory
Authorities where appropriate.
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Malpractice can be consideredas;it hose actions and practices
integrity of public examinations and certification, and/or damage the authority of
those responsible for conducting themo.

Centre Staff Malpractice

Following is a list of examples. Note that Active IQ may consider other instances
of malpractice according to its own judgement:

o Failing to seek and/or gain approval for alternative assessment
arrangements

¢ Failing to keep assessment papers secure and unseen prior to the
assessment

¢ Failing to maintain the security of the assessment papers after the
assessment has taken place

o Failing to keep student data secure
Failing to ensure the work submitted on behalf of the candidate is their work
and was unaided

¢ Failing to ensure that all certificates claimed for and issued to candidates
are valid

The Regulatory Authorities will be informed immediately of any of the above.
Candidate Malpractice

Following is a list of examples. Note that Active IQ may consider other instances
of malpractice according to its own judgement:

Failing to turn off a mobile phone during assessments
e Having unauthorised material in their immediate possession e.g. mobile
phone, notes, study guides, calculators (unless specified in assessment
criteria), dictionaries, personal organisers
Obtaining/receiving/passing on information on assessment papers
Copying from another candidate
Collusion with other candidates
Pl agiarism: presenting another personodos
Disruptive behaviour/offensive language during assessments
Failing to follow invigilatords instruct:
Impersonation: pretending to be someone else/arranging for someone else
to replace you in assessments
Deli berately damaging anotherds worKk
e Altering result records/certificates

The Regulatory Authorities will be made aware of any of the above through Active
| Q06 s-assessmént mechanism.
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Reporting

Where Heads of Centre are appointed by Active 1Q to carry out initial
investigations, they should conduct a thorough investigation into the potential
malpractice and complete the appropriate form. The form should be sent to the
Director of Active 1Q. If the nature of the investigation leads to the final report
being too large for the form, then the head of centre should send their full report to
the director of Active 1Q.

Failing to co-operate with Active 1Q may result in certificates not being issued and
future registrations not being accepted.

Completion of the form
Please see malpractice report forms in Appendix A.
1. Centre Staff Malpractice

The form should be completed as fully as possible, including the
sanctions/penalties to be imposed by the centre.

2. Candidate Malpractice
The form should be completed as fully as possible:

Candidates should be interviewed by appropriate staff and given the
opportunity to provide a written statement

For written assessments, the invigilator should provide a written statement
Seating plans should be enclosed where appropriate

The centre should add the sanctions/penalties they aim to impose
Sanctions and Penalties
1. Centres and Centre staff

Where malpractice by a member of staff is established, any disciplinary action is
the responsibility of the employer. However:

e Active 1Q may take action to protect the integrity of its qualifications in the
future

e Active 1Q has the right to impose special conditions on the future involvement
of such individuals in its qualifications. Other Awarding Bodies will be informed
of these special conditions

e Active 1Q may refuse to accept certification claims from centres where
malpractice is established
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e Active IQ may withdraw centre approval to offer specific/all qualifications where
it believes there to be sufficient evidence of serious malpractice

2. Candidates

Where malpractice by a candidate is established, one of the following sanctions
and penalties will be imposed as previously described by the reporting and
investigation procedures:

The candidate is issued a warning

The candidate loses all marks gained for a single piece of work/unit

The candidate is disqualified from the unit

The candidate loses all marks gained for a qualification

The candidate Is disqualified from the qualification

The candidate is barred from entering assessment(s) for a set period of time

Active 1Q reserves the right to impose further/additional sanctions/penalties if

considered appropriate. For i nf ormati on on the ATari ff of
NVQ Code of Practise 2006. If a centre requires a copy of the code of practise

please contact the Active 1Q administration team

Enquiry Procedures

1. Enquiries about external theory results

Both candidates and centres can enquire about Active 1Q assessment
deci sions affecting canditheaytpapsré. resul ts e.

The procedure for marking external theory papers

e Active IQ issues results for external theory papers to the centre co-
ordinator within 10 working days of receiving the completed scripts from
the centre, subject to the centre having followed the appropriate
procedures correctly and fully.

e The centre is responsible for informing candidates of their results.

e Active 1Q has procedures in place to select, train and verify the work of
all examiners.
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The procedure for candidates who wish to enquire about external theory
results

What is my result?

Where appropriate/beneficial the candidate will be referred back to their centre
co-ordinator.

Where this would not be appropriate or beneficial, and where the 10-day turn-
around for marking has been allowed, Active IQ may answer the enquiry
directly.

Enquiries of this nature will be accepted over the phone, or via email, subject
to the candidate being able to provide the following information:

their full name

their date of birth

their candidate number
their centre name

the qualification title or code
the date of the assessment

Can you check my result?

Active 1Q will be happy to check a result (by remarking the paper) should the
candidate feel that it may be incorrect i.e. it does not reflect their perceived
ability.

Enquiries of this nature will only be accepted in writing, using the Candidate
Enquiry Form. This can be found In Appendix A.

Enquiries from centres
What are the results for my group of candidates?

Active 1Q will accept this enquiry over the phone or via email, subject to the
following:

Active 1Q failing to follow the procedures above

the enquirer being the named point of contact for external theory results
the centre being able to provide the following information:

the centre name

the centre number

an appropriate method of identifying the group
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Can you check the result(s) for this candidate/group?

Active 1Q will be happy to check the result(s) should the centre feel that it/they
may be incorrect i.e. it/they does/do not reflect the perceived ability of the
candidate(s).

Enquiries of this nature will only be accepted in writing, using the Centre
Enquiry Form. This can be found In Appendix A.

Enquiries about other decisions affecting candidates

Both candidates and centres may enquire about Active 1Q decisions affecting
candidates e.g. decisions about:

accreditation for prior learning/achievement
reasonable adjustments

special consideration

certification

Enquiries of this nature will only be accepted in writing, using the Centre Enquiry
Form. This can be found in Appendix A.

Enquiries about decisions affecting centres

Centres may enquire about Active 1Q decisions affecting themselves e.g.
decisions about:

the evaluation of their centre approval application, reported in the Evaluation
Report
the performance of their centre, reported in the External Verification Report

Enquiries of this nature will only be accepted in writing, using the Centre Enquiry
Form. This can be found in Appendix A

In the event that candidates or centres are unhappy with the outcome of the
enquiry, the Appeals Procedure should be followed.
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Appeals Procedure

Described below is the complete procedure; please refer to the following sections
for details on which stages of the procedure to follow in particular circumstances:

Stage 1

All appeals are to be addressed to the centre, who will attempt to resolve the
issue.
If the candidate is unhappy with the outcome offered, stage 2 must be followed

Stage 2

A formal appeal must be submitted in writing to Active 1Q. The candidate must
complete the Candidate Appeals Application Form giving the following details:

name and contact details (address and telephone numbers)

date appeal first reported to centre

grounds for appeal

factual details including dates, what was assessed and what action has been
taken so far

e desired outcome

The form should be sent, together with all the written documentation from the
assessment. Video/DVD evidence will significantly strengthen the appeal.

Within 5 working days of receipt of the written appeal, the Lead Verifier must
acknowledge receipt of the appeal by either:

e producing a written solution to the candidate, or
e producing a holding reply and a final reply within an additional 5 working days

In the event that the candidate is unhappy with the response from the Lead
Verifier, the appeal will be passed on to stage 3 of the procedure.

Stage 3

All the evidence and the written appeal will be referred to the Director of Active 1Q
and must reach them within 5 working days o
decision.

The Director must acknowledge receipt of the appeal within 5 working days by
offering a formal Appeals Hearing conducted by the Appeals Panel, comprising:
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e The Director of Active IQ
e The Lead Verifier of Active IQ
e An Independent Member

The Independent Member of the panel must meet the following criteria:
e They are totally independent of Active 1Q
e They have not been, at any time in the past 7 years,amemberof Acti ve | Q0s

board or committees or an employee of or examiner for Active 1Q

The candidate will receive a written outcome within 10 working days of the
hearing.

In the event that the candidate is unhappy with the response from the Panel, the
appeal will be passed on to stage 4 of the procedure

Stage 4

All the evidence and the written appeal will be referred to an Independent
Reviewer within 5 working days of receipt o

The Independent Reviewer must acknowledge receipt of the appeal by responding
within 5 working days. Their decision will be final.

The Independent Reviewer must meet the following criteria:

e They are totally independent of Active 1Q and have no links with it
They have not been, at any time in the past 7 years,ame mber of Acti ve |
board or committees or an employee of or examiner for Active 1Q

Fees

A nominal fee of £50 will be charged for handling appeals which progress beyond
stage 1 of the procedure; but will be waived if the appeal is upheld.

In the case of group appeals, the fee per candidate will be reduced, depending on
the number of candidates; and if the appeal is upheld, the fee waived. Where such
appeals are partially upheld, the fee will be proportionately waived
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Monitoring

All appeals will be monitored by the Director of Active 1Q, who will check that
Active 1Q conducted the appeals in line with the procedure and consistent with the
regulatory criteria. The Director will also check that the procedures have been
applied properly and fairly in arriving at judgements.

Candidate Appeals

Internal assessment decisions

If the candidate has grounds for appeal against an internal assessment decision
i.e. a decision made by the centre, supported by evidence, the procedure above
should be followed from stage 1.

Should an appeal become successful and the accuracy of candidate results have
been jeopardized, Active 1Q will ensure that all related candidate results will be
reviewed and altered accordingly.

External assessment decisions and other decisions affecting candidates

If the candidate has grounds for appeal against a decision made by Active |1Q, the
procedure above, commencing at stage 2, should be followed e.g. decisions made
on:

e external theory results

accreditation for prior learning/achievement

reasonable adjustments

special consideration

certification

Centre Appeals

Centres may wish to appeal against a decision made by Active 1Q in any of the
following areas:

External assessment decisions and other decisions affecting candidates

If the centre has grounds for appeal against a decision made by Active 1Q
affecting candidates, the procedure above, commencing at stage 2, should be
followed e.g. decisions made on:

external theory results

accreditation for prior learning/achievement
reasonable adjustments

special consideration

certification
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Decisions made about the centreds approval

If approval has been refused or withdrawn, and the centre has grounds for appeal,
the centre should complete the Centre Appeals Application Form and direct it to
the Lead Verifier at Active 1Q.

The centre will receive a written outcome from the Lead Verifier within 10 working
days.

Comments or decisions made in an external verification report

If the centre has grounds for appeal against the content of an external verification
report, they should complete the Centre Appeals Application Form and direct it to
the Lead Verifier at Active 1Q.

The centre will receive a written outcome from the Lead Verifier within 10 working
days.

Note: In the event that the Lead Verifier is the subject of the appeal, the matter will
be dealt with by the Director of Active 1Q.
Candidate and Centre Appeals forms can be found in Appendix A.

Quality Assurance
Guidance for Centres

e Centres will ensure that new assessors and tutors have relevant industry
experience and relevant qualifications specific to the qualifications they will be
delivering /assessing.

e Centres will ensure that assessors receive assessor training within 3 months of
centre approval. Achievement of the Assessor Award (Al or equivalent) is
essential for assessment of NVQs; however for VRQs an Active 1Q assessor
award or equivalent is acceptable.

e Tutors must hold or be working towards an appropriate teaching qualification.

e Tutors and assessors must keep up-to-date/current in their subject area and
assessment/ verification practice (as appropriate). Those working at levels 2
and 3 are required to achieve 16 hours of CPD per year.

e Centres will provide support and monitor assessors and tutors through their

own internal verificati on p Reguirenestsfor Se e
Ce nt doeunént.
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e Centres should operate mentor systems for new tutors and assessors.
The Provision of Guidance and Support
Active 1Q will provide approved centres with the following

e Lesson plans, detailed syllabi, example programmes and assessment
materials. These are available for purchase from Active 1Q.

e Access to course manuals/workbooks for all units. These are available for
purchase from Active 1Q.

e Regular training days to update all personnel who deliver programmes, Note:
These will also be open to internal verifiers. Training days are available upon
request and a list of additional training days is available on our website.

e Bespoke training where necessaryt o address individual tuto
needs.

e External verification via External Verifiers. Centres should refer to the
document O0ExteiAdVi Yeri bobi Cani oasob.

e Written and verbal feedback and advice from External Verifiers via External
Verification visitsandt he &6 Ext ernal Verifiers Report F

e Regular updates to all centres

Monitoring and Evaluation

Active 1Q monitors and evaluates all its systems, policies and procedures for the
delivery of accredited qualifications to check that they are in line with the
requirements of the statutory regulations and the NVQ Code of Practice, where

applicable.

Through monitoring there is promotion of continuous improvement and public
confidence inthe qualtyof Acti ve |1 Qb6s qualifications.

Prompt action is taken to address any weakness identified.
This monitoring forms part of Active | Q0s a

Monitoring and evaluation activity, itself, must meet regulatory criteria, for example
the regulatory authorities will consider the extent to which:
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1) there are systematic arrangements for monitoring and reporting on all
aspects of Active IQ work in respect of accredited qualifications

2) rigorous self-assessment leads to identified priorities and challenging
targets for improvement

3) prompt and decisive action is taken to maintain quality and standards

4) appropriate, prompt action is taken where monitoring of centres reveals
critical weaknesses in processes or procedures

Active 1Q will monitor and evaluate the following:
Malpractice

Information about significant cases of malpractice are automatically reported to
the regulatory authorities, including details of how investigations are carried out
and reported on, and how information is shared with other awarding bodies and
agencies as necessary.

Reasonable adjustments and special consideration

Centres and candidates are provided with relevant information to identify when
reasonable adjustments and/or special consideration are appropriate.

Where appropriate the reasonable adjustments reflect the needs of the candidate,
their usual method of working and the specified assessment requirements.

Candidates who are assessed under reasonable adjustments are not given an
unfair advantage.

The arrangements in place acknowledge that reasonable adjustments are
generally not appropriate where the candi da
performance in the actual attributes that are the focus off assessment.

Reasonable adjustments preserve the validity, reliability and integrity of the
assessment and certificates accurately reflect candidate achievement.

The use of reasonable adjustments and special consideration is monitored,
evaluated and reported on annually. The outcome is provided to the regulatory
authorities on request.

Appropriate records of reasonable adjustment and special considerations are kept
by both Active 1Q and the centre.
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Customer Service

The quality of service customers can expect in relation to qualifications provision,
information and guidance is clearly specified.

Challenging and realistic targets relating to customer service targets are set and
met. Effective monitoring procedures are in place.

Sufficient information is provided to centres to identify appropriate points of
contact and communication channels.

Procedures ensure that complaints are responded to impartially and within a
specified timescale.

Enquiries and appeals

Adequate information on the enquiry service enables centres to seek a check on
assessment decisionsaf f ect i ng candi dates6é results.

The appeals arrangements permit appeals to be made against assessment
decisions and, where appropriate, against other decisions affecting centres and
individual candidates.

The published information explains how an unresolved appeal can be put to
independent review.

Procedures are consistent with codes of practice, include at least one independent
member, and are properly and fairly applied in arriving at judgements.

The use of fees does not deter individual candidates or groups of candidates with
reasonable grounds from submitting an appeal. Where a result improves following
an appeal a full refund is made, or in the case of a group appeal a full refund or a
proportion appropriate to the outcome is made.

Communication with the candidate and/or centre throughout the process is
effective, including written acknowledgements that include timescales for dealing
with the complaint and a record of the outcome.

The outcomes from enquiries and appeals are used to evaluate the accuracy of
results for the other candidates in the same assessment and, where appropriate,
steps are taken to protect the interests of all candidates and the integrity of the
qualifications.

Records are kept which specify the number and nature of enquiries and appeals
submitted.
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The outcomes of enquiries and appeals are used to monitor, evaluate and report
at least annually on the operation of the enquiry service and appeals
arrangements. Relevant data is shared with the regulatory authorities on request.

Guidance for Trainers and Assessors
Guided learning hours (GLH)

The guided learning hours figure gives the minimum amount of time required to
6deliverd the programme, and includes all t|
to give specific guidance towards learning aims/outcomes, as well as other

structured learning time such as directed assignments, supported individual study

or practice and assessments.

It does not include time spent on candidate-initiated work; or time spent by tutors

marking assignments where the candidate is not present.

Assessment

Assessment must meet fully all criteria as described in the Qualification

Specificaton/ assessment strategy and ACandi dates
documents; although the method of assessment may sometimes be adjusted to

cater for candidates requiring alternative assessment methods. The qualification

assessment strategy provides detailed assessment and evidence requirements.

Consistency of assessment decisions

The consistency of assessment decisions, across candidates, sites and
assessors, is of primary importance in assuring the quality of assessment within a
centre. Active 1Q ensures that the following mechanisms are in place to assist this:

e Assessors are qualified or working towards Alstandards for NVQs,
Recognised assessor award for VRQs. Note: D32/33 is also acceptable.

e Assessors have relevant subject competency in the units that they wish to
assess

e Centres are issued with assessment documentation and materials for all
internal assessments, together with model answers, mark schemes and
example oral questions where appropriate

e Assessors are observed assessing by trained Internal Verifiers at least once

per year
Standardisation exercises are carried out within the centre
Active | Q sissteelnd GAIssdeanced documentation f ¢

Centre training days run by Active IQ include standardisation of assessment
External verification is carried out at least twice per year in each centre
delivering Level 2 /3 qualifications by trained External Verifiers
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Judging authenticity

Assessors must ensure that the evidence provided by candidates is valid, current,
sufficient, reliable and authentic.

Trainers/assessors should ensure that candidates sign a declaration that

their work is authenti ¢ i . e. their 6own unaided

A

wor k

and Summary of Achievementinthecandi dat es® Achi)evement

By 6signing offdé candidatesd6 evidence 1in

of Achievement, assessors and Internal Verifiers are confirming that the
assessment evidence submitted by the candidate is authentic and their own
unaided work (see Assessment Plan and Summary of Achievement in the
candi datesd Achi)evement Record

Where there is suspicion that the work may not be authentic, the assessor
should carry out checks to ascertain its authenticity or not. For example,
oral questioning to check that the
evidence provided.

Evidence which is deemed to be inauthentic should not be accepted.

Resubmitting, redrafting and limits of assistance

There is no limit to the number of times that work may be resubmitted by
the candidate for assessment, or theory papers taken.

However, centres may wish to operate their own systems and policies for
additional support/advice which may be given to candidates who have been
unsuccessful on a number of occasions.

There is no limit to the number of times that non-exam-condition
assessments may be redrafted by the candidate prior to assessment.

Assessors/tutors may offer some assistance to candidates in completing
written work for non-exam-condition assessments, such as explaining what
the questions mean or offering additional guidance when they have
previously answered questions incorrectly.

However, assessors/tutors must not give candidates, or lead them to, the
correct answers.

Assessors/tutors should not add to
where they do not fully meet the required standard. Rather the candidate
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should be asked to add to their answers themselves until they demonstrate
competence.

Support materials for trainers and assessors
Active 1Q provides centres with the following materials free of charge:

Qualification Specification

Candidate Achievement Record (CAR)

Guidance for Assessors

All assessment materials: internal theory papers, worksheets and case
studies; all with model answers/mark schemes

¢ Internal verification forms

Active IQ can also supply the following, which are available to purchase:

e Candidate manuals
e Tutor lecture packs, containing schemes of work, lesson plans and power
point lectures

Retention of Candidate Evidence
Records to retain

All of the following records must be retained by centres for a minimum period of 3
years for NVQs and 1 year for VRQs:

Candidate details
Records of candidate details should contain all of the following:

name
address

age

gender

ethnic origin

any disabilities or learning difficulties

Unique candidate number allocated by Active I1Q

Thesedetalss houl d be recorded on the centreds ow
centres to monitor achievement against their equal opportunities policy.
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Achievements

Records of achievement should include all of the following for each piece of
evidence judged as meeting national standards:

assessor name

date of assessment

internal verifier name (if applicable)
location of assessment

These details should be recorded on a tracking form. Centres may either use or
modify the one provided by Active 1Q.

Appeals, enquiries and internal verification

Centres should keep records of all appeals, enquiries and internal verification
activity relating to candidates.

Candidate portfolios

For centres delivering Vocationally Related Qualifications (VRQs)
Candidate portfolios do not need to be held by the centre after the completion of
the qualification. Throughout the year the centres External Verifier will sample a
suitable proportion of candidate portfolios.

For centres offering Nation Vocational qualifications (NVQs)

Candidate portfolios must be held by the centre until the External Verifier visit. On
the visit the External Verifier will sample the portfolios. If the portfolios are of an
acceptable standard they may then be returned to the candidates after the
External Verifier visit.

Conditions of retention

All records should be readily available for external verification and auditing.

All records and candidate evidence must be kept under secure conditions.
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Internal Verification T Requirements for Centres

The Internal Verifier must have relevant subject/unit competencies supported by
evidence of CPD and have received internal verifier training:

For NVQs they must hold or be working towards D34/ V1
For VRQs, they must hold or be working towards D34/V1/Active 1Q Internal
Verifier Award or equivalent.

The role of the Internal Verifier

The Internal Verifier is at the heart of Quality Assurance.

The Internal Verifieré s rol e i s t o m,a both gfegmatises ané s s me n t

summative so that it consistently meets national standards, thus maintaining

public confidence in every qualification awarded.

Verifying assessment

The aims are to:

e ensure consistent and reliable assessment and internal verification decisions
for all candidates

e monitor the quality of assessment and highlight problems, trends and
development needs of assessors

This can be done by:

Sampling assessments

This should involve reviewing the qualityof assessorsd judgements
stages of the programme.

Beginning - Mid-programme (interim)

The Internal Verifers houl d é6dip intod the assessment p
This should include:

¢ looking at portfolios that are, at that time incomplete

© Active 1Q
Suite 3, Unit 4, Cromwell Business Centre, St lves, Cambridgeshire, PE27 5BG

61



SCTIVE, C-,

¢ checking the feedback and advice given to candidates by assessors on
complete/incomplete evidence e.g. action plans, formative assessment
checking that results are up-to-date e.g. summary of achievement
monitoring programme delivery of the qualification/s and formative assessment
ensuring additional learning needs of candidates are being catered for
appropriately

this may involve:

e picking up problems at an early stage and so avoid the situation of turning
down final decisions
highlighting individual assessor needs e.g. support or training

¢ identifying and sharing good practice within the Centre

End of programme (summative)

This entails reviewing the quality of the assessment decision by evaluating how
the assessor has reached the decision, through review of assessor feedback and
comments to the candidates in relation to the assessment specifications/criteria.
This should be sufficiently detailed for the Internal Verifier to feel confident that
they can judge whether the correct decision was made alongside appropriate
guestioning being utilised, appropriate feedback being given and whether the
assessor is familiar with the standards required for the qualification/s.

In addition, the Internal Verifier should comment on:

e assessment records in candidaaneosé6 portf ol
achievement and candidate declaration of authenticity) and tracking forms, etc

e the overall presentation of the portfolio

o whether VARS has been utilised successfully

The Internal Verifier should record comments to assessors on approved Internal
Verification documentation

Sampling strategy

100% sampling is rarely a good use of Internal Verifier resources, implies a lack of
confidence in both assessor practice and Internal Verifier strategy and is difficult to
maintain.

The sampling strategy will vary according to the needs of the Centre, the
experience of tutors/assessors and the particular programme(s); but must always
be agreed with the External Verifier.
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In defining the strategy the following should be taken into account
Size of sample

The sample should present a sufficiently accurate picture of the quality of
assessment in the Centre to be confident that those decisions not sampled also
meet national standards. Internal Verifiers should also consider the experience
and skill level of the tutors/assessors that they are verifying. For example, an
assessor who is working towards their assessor award may need more guidance
and support than a widely experienced assessor who has an excellent record of
internal verification. The same analysis of experience and skill would be
appropriate for tutors.

Assessment methods

The Internal Verifier must, over time, sample the full range of assessment
methods e.g. APCL/APEL, observation of performance, theory papers,
worksheets, session plans, self evaluations, case studies, oral questioning. For
NVQs the following should also be sampled over time if they have been utilised:
witness statements, story boards, reflective diaries/accounts, Simulations, log
books, Underpinning Knowledge, Professional discussions and Work products.

ASsessors

All assessors should be included in the sample. Take into account experience and
workload (candidate numbers):

Newly qualified assessors and assessors working towards their assessor
gualification

Qualified and experienced assessors may not need to have more than 1 or 2
decisions per candidate and only 1 or 2 candidates (depending on candidate
numbers) sampled.

The greater the workload, the larger the sample per assessor should be.
Increased ratios of candidates to assessors may indicate assessment problems
e.g. diminished quality of assessment. Hence, sampling should be increased.

Note that Internal Verifiers also working as assessors cannot internally verify their
own assessment decisions.
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Units and qualifications
All units for all qualifications for all cohorts should be sampled.

Internal Verifiers can only verify assessment decisions in the areas in which they
have relevant subject competency and currency.

Where potential problems in interpreting/understanding standards exist, the
sample should take these into account. For example, when standards are revised,
particularly where both sets of standards are being used simultaneously, there is
potential for confusion.

Assessment sites/satellite centres
The strategy should be repeated for all assessment sites/satellite centres.

Peripatetic assessors, who visit across a number of assessment sites, must be
included in the sampling strategy.

Monitoring assessment practice
The aims are to

e ensure that national standards of assessment (as defined in A1) are adhered
to by all assessors
identify problems or areas where assessors require advice/development

e ensure that candidates are aware of and satisfied with the assessment process

This can be done by
Observing assessors in action and giving them feedback on their performance

The Internal Verifier should aim to monitor all assessors within 6 T 12 months,
depending on the size and level of activity of the assessment team.

The assessment method chosen will be observation of performance followed by
oral questioning and feedback; but where this occurs in different contexts in the
same qualification, the Internal Verifier should cover them all e.g. performance of
static tests (health checks), performance of a physical activity session.

The quality and accuracy of all assessor records and reports should be included in
the review, as well as the assessorsao

The Internal Verifier should note any advice or training needed by assessors and
any areas within the qualifications which could create difficulties for other
assessors.
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Feedback to assessors should be given in private and be constructive and
positive, including praise.

The Internal Verifier to record comments and development points to assessors on
approved documentation

For large centres operating from multiple sites, or with satellite centres, it may be
necessary to have a Lead or Co-ordinating Internal Verifier with overall
responsibility for the assessment and verification team. This helps to ensure that
decisions made in one site/satellite centre are consistent with those made in
others.

In this case the routine of observing assessment practice must be extended to
include observation of Internal Verifiers.

Interviewing candidates
The Internal Verifier should check with candidates that they are able to:

state which qualification/s they are working towards

describe the assessment process

describe what progress they have made towards achievement
have confidence in their assessor

describe the appeals procedure

agree all their learning needs are being met

The Internal Verifier to record answers from candidates on approved
documentation

Standardising assessment judgements
The aims are to

ensure that each assessor consistently makes valid decisions

¢ make sure that all assessors make the same decision on the same evidence
base

e ensure that all candidates are assessed fairly

This can be done by carrying out standardisation exercises.

It is critical that standardisation exercises are undertaken with all assessors on a
regular basis, particularly where peripatetic or inexperienced assessors exist, or
where centres operate from different sites/satellite centres.
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The simplest method is to make copies of a piece of evidence (e.g. internal theory
paper, worksheet, session plan or recorded performance of a task) and ask each
assessor to make a decision based on what is in front of them.

The Internal Verifier is checking that the process of assessment, as well as the
judgement, is sound; by looking at whether each assessor:

e reaches the same decision

e wants to ask the same questions in order to authenticate the evidence or make
a decision

e gives the same feedback

Examples of ideas for standardisation exercises:

A O6problemé unit/evidence type

Ask each assessor to bring along 2 examples of completed evidence that they
have signed off. Each assessor completes an assessment feedback form as if
they were assessing and feeding back to the candidate, for each piece of
evidence.

Discussion follows as a group and, if necessary, feedback is given to assessors in
confidence at a later date.

The Internal Verifier to record feedback to assessors on approved documentation
New standards

Where a unit/evidence in an old qualification appears similar to that in a new
gualification, evaluate evidence presented for the old standards against the new
standards. Aim to highlight the different requirements between old and new
standards.

Alternative forms of evidence

Enable assessors to share with colleagues an alternative form of evidence,
perhaps resulting from applying reasonable adjustments for a candidate with
special needs. Form a consensus view of its acceptability or otherwise against the
standards.

Where a centre has a Lead or Co-ordinating Internal Verifier, standardisation
exercises must be extended to include Internal Verifiers so that consistency of
verification judgements is monitored across all teams.
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Developing and supporting assessors

The Internal Verifier aims to guide, support and ensure the continuing professional
development (CPD) of assessors/ tutors in their team.

This is exacerbated when there are new assessors/tutors, when standards change
or following an External Verifier visit or other inspection.

All new assessors/tutors should receive an appropriate level of induction.

Internal Verifiers should ensure that all assessors/tutors in their team have access
to

¢ national standards/Qualification Specification for the qualification(s) they are to
assess

e all assessment materials and documents as provided by Active IQ

e the Centrebds Appeals Procedur e, Equal Oppo
e the Centrebds Health and Safety Policy

e Active I Q 6Guidance for Centresd and ot her

Internal Verifiers should ensure that all assessors/tutors are aware of

verification procedures

¢ information about Active 1Q and their external verifier
the Active 1Q Access to Assessment Policy and how to deal with any
candidates with special needs

e assessors should be aware of the appeals procedure and equal opportunities

The Internal Verifier should also check and hold on file the following information
for each assessor/tutor

personal profile or CV

relevant competency

validated copy of their assessor award certificate

relevant certificates to demonstrate subject competence(s)
CPD for each assessor

In the event of assessors and internal verifiers working towards Al/Assessor
award or V1/Internal Verifier award their decisions must be countersigned by a
gualified assessor or internal verifier. Please note, an assessor who does not
hold an internal verifier qualification cannot countersign for an internal verifier who
is working towards their qualification.
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The external verifier will expect to see evidence that the Internal Verifier has
identified and addressed learning and development needs for each assessor. A
system of CPD must be in place and maintained. This may include:

training in Access to Assessment and Reasonable Adjustments
updating on Active IQ requirements

updating on vocational skills and/or knowledge

updating on national standards for assessment

Where a centre has a Lead or Co-ordinating Internal Verifier, this model must be
extended to include other Internal Verifiers.

Managing the quality of the programme

The aim is to

e ensure assessment resources, including personnel, are effectively managed
and planned

e provide a quality assurance role

This can be done by managing

assessors and their workloads

e equipment and materials for access to assessment
candidate needs and support i the Internal Verifier should monitor the
progress within the qualification of any candidates with special or additional
learning needs.

In addition, the Internal Verifier should be in a position to report directly to the
senior management of the organisation on all aspects of the programme.

The Internal Verifier should also have an explicit responsibility to carry out self-
assessment of the Centr evoes |pQdrsf ol rnnaenrcnea | a gvaeir
Requirements of Centres.

Acting as a link between External Verifiers/Active 1Q and the Centre

The aims are to

e provide a link and good relations with Active 1Q
e improve the quality of programme delivery assessment
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This can this be done by

¢ liaising with the External Verifier and providing them with access to the
following

Note:

assessor details
numbers of candidates registered with Active 1Q for each qualification
enrolment details/forms

records of candi dat eistiackiagcfdrmm eve ment s

any reasonable adjustments required/applied

the Internal Verifier sampling strategy

Internal Verifier records 1 feedback to assessors, candidate interviews
candidate portfolios i note that the External Verifier is at liberty to request
some portfolios without prior knowledge

certification claims

acting on development points agreed with the External Verifier during their
visit

ensuring the Centre has up-to-date information from Active 1Q and that this
is passed on to all assessors/tutors

It is important that development points are acted upon within the specified

timescales. Failure to do so will result in a quality issue being noted on the Centre
files and may lead to a sanction as set out in the NVQ code of Practise 2006.

External Verification/Moderation - Advice to Centres

1. The Role of the External Verifier

External verifiers are appointed by Active 1Q. They have a crucial role in the

Quality Assurance system. That 1s, t
assurance systems are being implemented effectively to maintain National
Standards; by:

e providing information, advice and support to centres

¢ verifying delivery/ assessment practice and centre procedures

e maintaining records of visits and providing feedback to Active 1Q

The External Verifier will ensure that the assessment decisions are
consistent with National Standards by

e monitoring and sampling candidatesé®o

e monitoring internal quality assurance systems
e observing formative and summative assessment
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observing programme delivery

The External Verifier will also

sign certification claim forms, when necessary, if they are satisfied with the
centrebds performance

provide feedback to Active IQ on the operation of the qualifications in the
centre

give centres accurate advice regarding best practice

ensure that the policy of Equal Opportunities and open access is adhered to
act as a source of advice for centres and for Active IQ

attend External Verifier training days arranged by Active 1Q

All External Verifiers are trained in the practice of external verification. External
Verifiers must hold or be working towards their V2 (D35).

2. The External Verifier Visit

External Verifiers should liaise with the Internal Verifier/centre co-ordinator prior to
the visit to ensure that the requested portfolios, candidates, assessors, Internal
Verifiers and locations will all be available.

At each visit, the External Verifier will expect to see

the centre co-ordinator, the Internal Verifier, some of the tutors/assessors,
depending on the nature of the visit

a sample of candidate portfolios to include different types of evidence/methods
of assessment

candidate and assessor records, including tracking forms

evidence of candidate registration with Active 1Q

a profile of the candidates and any special needs

evidence that the Programme team has met to standardise assessment
decisions and that internal verification has taken place

evidence that candidates have been inducted into the programme

a sample of candidates i to interview

evidence that new assessors have been inducted and supported

a list of assessors and verifiers with subject competencies and A, V , D units or
awards as appropriate

CVs and sample signatures for assessors and Internal Verifiers

a list of assessment/training sites

completed certification claim forms and summary sheet when applicable

The External Verifier may request to see additional portfolios/evidence further to
the portfolios requested prior to the External Verifier visit.
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The External Verifier is responsible for ensuring that evidence is re-assessed
where sampling determines that internal assessment decisions are inconsistent.

External Verifiers have the right to demand additional evidence to be produced by
the candidate where they deem it to be below the standard required or insufficient.
Under these circumstances the External Verifier may refuse to accept certification
claims temporarily.

Where DCS (direct claims status) has been awarded, it may be withdrawn until all
development points are addressed.

The External Verifier has the right to recommend to Active 1Q that centre approval
be withdrawn for a specific qualification or all qualifications if there is evidence of
irretrievable breakdown in management and quality assurance

3. External Verifier Reports and the Frequency of Visits
The External Verifier report focuses on key areas

Section A, Quality Management Systems

Section B, Physical Resources and Centre Performance
Section C, Staff Competency and Assessment

Section D, Internal Verification

A copy of each report will be forwarded by the External Verifier to:

e the centre co-ordinator, within 5 working days of the visit
e Active IQ
e Lead External Verifier who will sample the External Verifier report upon receipt

The number of visits per year will be calculated according to 2 systems:

1. Performance. The External Verifier will carry out a risk assessment during
their first visit, which will determine the number of visits required for that
year. This assessment is based on how well a centre meets the criteria
within the External Verifier report. The number of visits will normally be 2
per year, with centres incurring a fee for any additional visits over 2. For
large centres with greater needs additional External Verifier visits may be
allocated.

2. Volume. Here the number of visits is influenced by the number of
candidates on each programme, with the number of visits per programme
being assigned as follows:
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Number of Candidates on Programme Number of visits

Up to 200

201171 500

501171 800

801171 1100

11017 1400

14017 1700

170171 2000

| O O | W N N[N

More than 2000 -7

Considering both performance and volume, the Lead Verifier of Active 1Q will
determine the total number of External Verifier visits required and any cost to be
incurred.

Claims for certification

Where the centre meets all the criteria for DCS (Direct Claims Status) this will be
awarded; and reviewed at each visit. DCS cannot be achieved in the first year of
operation of any qualification.

If there is a time lapse of more than 12 months between visits due to lack of
assessment activity, it may be necessary to conduct another approval visit

Overturning an Assessment Decision

The role of the External Verifier ensures that assessment decisions are accurate,
consistent and measured against awarding body criteria. In some instances there
may be times when an assessment decision made by an assessor may be
inaccurate and/or inconsistent. In these instances an External Verifier has the
power to interject and reverse an assessment decision.

An adjustment to the assessment outcome may be made by the External Verifier
at an appropriate stage. This may be before or after assessment.

In order to avoid difficult situations wherever possible the External Verifier will try
to interject the assessment process prior to the final assessment decision being
awarded to the candidate. In exceptional circumstances, if the External Verifier
feels that previous decisions made by the assessor or assessor team will also
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have been affected then the External Verifier may request that relevant
assessment procedures are reviewed and all relevant work re-assessed

If the External Verifier does have to interject the assessment process, they may
need to discuss issues with the Internal Verifier, Assessor or Candidate. In these
situations the centre must organise an opportunity for discussion to take place
with the relevant individuals.

The following areas of poor assessment practise will allow for External Verifier
Interjection

o Assessment of knowledge and skills that does not reflect the Active 1Q
syllabus and or meet national standards
The assessment process disadvantages candidates
Candidates work is not authentic

e Health & Safety requirements for the environment and physical resources
are not adhered to

¢ Insufficient qualified assessors to ensure assessment decisions cover
VARCS

e Assessors decisions are inconsistent across the sample of candidates and
range of evidence monitored by the External Verifier

e No evidence of Internal Verification by a qualified Internal Verifier
Insufficient records for audit of assessment to take place

e Claims for certification are made prior to all assessment requirements being
achieved in full

The following page indicates the level of risk for a Reversal of Assessment
Decisions
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Level of Risk for a Reversal of Assessment Decisions

Poor Assessment Practise

External Verifier Report Criteria

Development Points/Sanctions

Assessment of knowledge and skills that does
not reflect the Active IQ syllabus and or meet
national standards

6¢. Centre ensures that assessors conduct
assessments appropriately utilising VARCS

Close scrutiny of assessment decisions
Removal Of DCS

Reassessment of candidates
Suspension of Approval

The assessment process disadvantages
candidates

Observation of Assessment Form
6¢. Centre ensures that assessors conduct
assessments appropriately utilising VARCS

Assessment decisions have lost their integrity
leading to possible certification that is invalid
Suspension of registration and certification

Candidates work is not authentic

6¢. Centre ensures that assessors conduct
assessments appropriately utilising VARCS

Assessment decision have lost their integrity
leading to possible certification that is invalid
Suspension of registration and certification

Health & Safety requirements for the
environment and physical resources are not
adhered to

1b.Centre has a current written H&S policy in
place that is adhered to

Development plan from Active IQ to ensure
all future assessments meet the requirements

Insufficient qualified assessors to ensure
assessment decisions cover VARCS

Observation of Assessment Form
1c. Centre employs appropriately qualified
staff for Active 1Q programmes

Assessment decisions have lost their integrity
leading to possible certification that is invalid
Suspension of registration and certification
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Level of Risk for a Reversal of Assessment Decisions continued

Poor Assessment Practise

External Verifier Report Criteria

Development Points/Sanctions

Assessors decisions are inconsistent across
the sample of candidates and range of
evidence monitored by the External Verifier

Observation of Assessment Form

1c. Centre employs appropriately qualified
staff for Active IQ programmes

6c¢. Centre ensures that assessors conduct
assessments appropriately utilising VARCS

¢ Close scrutiny of assessment decisions

e Removal Of DCS

e Reassessment of candidates where
necessary

Assessment methods
enough to allow full achievement of the
gualification

ar

€

Observation of Assessment Form
6¢. Centre ensures that assessors conduct
assessments appropriately utilising VARCS

Development plan from Active IQ to ensure all future
assessments meet the requirements

No evidence of Internal Verification by a
gualified Internal Verifier

Observation of Assessment Form

2d. Internal Verifier ensures standardisation is
ongoing

1d.Centre provides Internal Verifier strategy
and sampling plan

e Assessment decisions have lost their integrity
leading to possible certification that is invalid
e Suspension of registration and certification

Insufficient records for audit of assessment to
take place

Observation of Assessment Form
7c. Centre is able to track learners at all
stages of their programme

Development plan from Active IQ to ensure all future
assessments meet the requirements
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Claims for certification are made prior to all
assessment requirements being achieved in
full

Observation of Assessment Form

7c. Centre is able to track learners at all
stages of their programme

9a. Centre has a clear record of learner
registration/certification

Assessment decisions have lost their integrity
leading to possible certification that is invalid
Suspension of registration and certification

Suite 3, Unit 4, Cromwell Business Centre, St lves, Cambridgeshire, PE27 5BG

© Active 1Q

76




active, C..,

Appendix A

© Active 1Q
Suite 3, Unit 4, Cromwell Business Centre, St lves, Cambridgeshire, PE27 5BG

77



SCTiIVE, C-,

Compliments, Comments, & Complaints Form

At Active IQ we welcome your views. Please use this form in the appropriate
section for your Compliment, Comment or complaint.

Centre Name Centre Number

Centre Contact Date

Compliments: Detail below your compliment and any (known) people involved

Customer Comments: We welcome your feedback at regular intervals

Value for Money 1 detail below
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How well do we respond to your requests, queries and complaints?

How fieasy to followo do you find our

proced:{

How do you rate our customer service generally? Use a tick (V)

Excellent

Good

Satisfactory

Poor

Suggest ways in which we could improve our services
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Customer Complaints

Date the complaint was first reported to Active 1Q?

Factual details of the complaint. Include relevant dates, times and details of any finance involved
and what action has been taken or solutions offered so far?

What is your desired outcome/solution?

Name

Signed

Date
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Application for additional qualification/s Approval Form

Centre Name Centre Number

Centre Address

Centre Contact

Date

Below, list the additional qualifications you would like to offer

Qualification Code | Qualification Title Active 1Q use only
Approval granted Yes/No

Will the qualifications be offered at any sites other than the address above? Yes No
Tick (V) yes or No. If you have ticked yes please attach an Active 1Q Physical

Resource checklist

In order to deliver the additional qualification/s you have applied for will you be | Yes No

working in partnership with another organisation? If you tick yes you will need
to provide a partnership policy that clearly outlines the roles, responsibilities
and accountabilities of each party

When would you like to commence the qualification/s?

List who will be delivering, assessing and Internally verifying the qualification/s
Staff Member Role
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Please remember if you are applying for staff members that have not been approved by Active
IQ you will need to send in copies of their CV, specimen signatures and certificates along with
this application

Application for additional qualification/s Approval Form Continued

Briefly outline how Internal Verification of the additional qualification/s will alter you Internal
Verifier plan

Use a tick (V) to explain whether you will be using Active IQ materials | Yes No

for delivery of the qualification/s. If you tick No, then you must submit
the materials you wish to use for approval.

| accept that the information given in this additional approval application by this organisation to
Active 1Q will be the basis of any approval to become an Active 1Q approved centre and that
significant inaccuracy in that information or failure to carry out reasonable action specified by
Active I1Q may result in withholding or withdrawing centre approval.

This organisationods Ce n tnreaetalsofarn, has the autnoatyremdl |
management support to carry out the functions of that role.

| confirm that this organisation is a financially viable company, able to support
candidates/learners through training and assessment processes and meets the criteria of Active

Q.

This organisation agrees to provide Active 1Q and the regulatory authorities with access to
premises, people and records: and to cooperate with Active 1Qs monitoring activities.

This section must be completed by Chief Executive, Principal, or other person of appropriate
authority within the organisation

Position
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Name: (in capitals)

Signature

Date

Please return your form with all the appropriate attachments and your cheque for £50 (made
payable to Active 1Q) to the address below.

For Active 1Q use only Yes No

Do all staff members hold appropriate qualifications/experience to perform
their role in the delivery, assessment and Internal verification for the
gualification?

Has the centre provided a list of specimen signatures for
tutors/assessors/internal verifiers?

Does the centre have appropriate physical resources to deliver and assess
the qualification?

Has the centre adequately outlined their Internal Verification of the
qualification/s?

If the Centre has not provided all of the information required detail below any development
points for the centre
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Is additional qualification approval granted? List all qualifications granted

Yes

No

below:
[ )

Is an evaluation visit necessary for the additional qualification approval? If
yes, detail the date of the arranged visit:

Name of the Active IQ
Evaluator:

Date:
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Reasonable Adjustments/Special Considerations Form

This form may be used for more than one candidate

Reasonable Adjustment

Centre Name

Centre Number

Date of the assessment

Candidate Name

Quialification Title Quialification
Code

Quialification
Level

Unit &
assessment

Reasonable Adjustments required i please be specific for each candidate

Candidate Name

Specific reasonable adjustment required

Some reasonable adjustments will require supporting evidence. Tick (V) in the appropriate
boxes if you have included any supporting evidence:
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Reasonable Adjustments/Special Considerations Form Continued

Candidate Name Medical Psychological or Centre History of
Certificate | Professional assessment provision
assessment Of candidate in the
Report needs centre
Special considerations
Centre Name
Centre Number
Date of the assessment
Candidate Name Qualification | Qualification | Unit & Did Attended but
Title and Code assessment | not disadvantaged
level attend

Summary of adverse circumstances that affected the candidate/s

Candidate Name

Specific circumstances

Suite 3, Unit 4, Cromwell Business Centre, St lves, Cambridgeshire, PE27 5BG
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| confirm that information provided in this form is accurate

Name Signature

Position in Centre Date

Active IQ use only

Request for reasonable adjustment/special consideration accepted (tick Y/N) Yes
Outcome
Signed Date
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Reasonable Adjustments

The table on the next page is a guideline for centres and may be used by centres
when considering whether a candidate is eligible for reasonable adjustment.
Some areas of reasonable adjustment may be made by the Centre without
having to apply to Active IQ for permission.

If as a centre you decide a candidate is eligible for reasonable adjustment check
the table on the following page to see whether you are able to make this decision
without applying to Active IQ. Some decisions that a centre is able to make will
still involve the centre having to make contact with Active IQ for specific
resources, however, guidance is given in the table for those areas.

Please note: Any decision that you make as a Centre must be recorded for each
candidate and available at any time for External Verifier perusal. Centres should
record the following information for candidates where a reasonable adjustment
has been made:

Name of the candidate

Qualification title and code

Type of assessment and date of assessment

Reasonable adjustment decision made and implemented (be specific)
Name and signature of assessor/internal verifier/invigilator involved
Signature of the candidate (candidate must agree to the reasonable
adjustment)

Centres may only make their own decisions on reasonable adjustments in the
clearly defined areas within the table, however, should a centre exceed the
defined area; a notification of malpractice will be issued.

The table below is by no means a finite list for reasonable adjustment and
Centres are advised to contact Active IQ for further support where necessary
when making decisions. If as a centre you feel that you do not hold the relevant
expertise to make a reasonable adjustment decision you must contact Active I1Q
for support and guidance.

Centres will still be required to implement the adjustment to the assessment in
accordance with Active IQ standard guidance.
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Listening to your views

If you feel there is an area of reasonable adjustment that is not included in the
table that would be beneficial please contact our Lead External Verifier on:
carl@activeiq.co.uk
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Reasonable Adjustments Table Who may | Does Active IQ need to

Reasonable Adjustment is make the | be contacted to supply
decision? | specific resources?

Extra time (up to 25% of full exam time) Centre No

Extra time (above 25% of full exam time) Active 1Q No

Supervised rest breaks Centre No

Any assessment/s being taken at an alternative venue that is not the Active 1Q approved Active 1Q No

venue for that Centre

Separate areas for assessment in the centre Centre No

Changes in the assessment room organisation/layout Centre No

Use of aids to assist impaired vision - tinted spectacles, coloured overlays, OCR scanners, Centre No

CCTV and amplification equipment

Assessment resources in an enlarged format/larger font/Braille Centre Yes

Assessment resources printed on colour shaded paper Centre Yes

Assessment resources in British Sign Language (BSL) Centre Yes

Assess resources in audio format Active IQ Yes

Use of any assistive software Active 1Q Yes

Use of translation dictionaries if English is not the candidates first language Centre No

Assessment resources with language modifications Active 1Q Yes

Reader or Prompter Centre No

Scribe Centre No

BSL/English interpreter Centre No

Candidate responses in BSL Active 1Q Yes

Candidate responses on audio equipment Active 1Q No

Transcribers Centre No

Use of ICT Active 1Q No

Practical Assistant Centre No
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