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INTRODUCTION 
 

Applecoat Ltd delivers relevant qualifications through its approved Assessment Centre. 
 

In order for Applecoat Ltd to maintain its centre’s approval(s) the awarding 
organisationundertakesyearlyexternalqualityassuranceinspections.Ensuringthatstandardsare 
maintained by all approved centre’s forms a key role of an awarding organisation’s responsibilities. 

 
Awardingorganisationsarethemselvessubjecttoregulatoryinspectionandapprovalfromthe Office of 
Qualifications and Examinations Regulation (Ofqual), which was establishedin2009 by the 
Apprenticeship, Skills, Children and Learning Act and Education Act 2011 

 
DeliveringRQFqualificationsformamajorpartoftheDevelopmentStrategyfor Applecoat Ltd, and this 
policy document is primarily aimed at supporting the operation and administration of all regulated 
qualifications. 

 

 
 

QUALIFICATION CREDIT FRAMEWORK (RCF) 
 

QualificationsthatusetheRQFrulesaremadeupofunits.Thisprovidesflexiblewaystoget 
aqualification.Eachunithasacreditvaluewhichtellsyouhowmanycreditsareawardedwhena unit is 
completed. The credit value also gives an indication of how long it will normally take you to prepare for 
a unit or qualification. One credit will usually take you 10 hours of learning. 

 
Units build up to qualifications. There are three different types of qualification in the RCF: 

 
 Award with 1to12 credits 
 Certificate you will need13–36 credits 
 Diploma you will need atleast37credits. 

 
Units and qualifications are each given a level according to their difficulty, from entry level to level 8. 
The title of a qualification will tell you its size and level. 

 
Units awarded by different awarding organisations can be combined to build up qualifications. 

 
 

MANAGERIAL SYSTEMS FOR THE ‘APPROVED ASSESSMENT CENTRE’ 
 

The approved assessment centre, is managed by the Centre Manager (Quality Nominee)who is 
responsible for managing the systems in place to ensure that quality control is maintained. The Quality 
Nominee is a qualified assessors and internal quality assurers. 

 
A network of ‘sector competent’ assessors, and internal quality assurers (IQAs) qualified to 
nationallyrecognisedstandardsareavailabletoassessandqualityassurethelevelsofknowledge 
andcompetencereachedbylearnersundertakingqualifications.AllassessorsandIQAsareissued with legally 
bindingcontractspriortoundertaking anyassessmentactivities. 

 
Thecentreemploysanexaminationinvigilatortosupportthedeliveryofonlineexaminations,the examination 
invigilatoradheresto assessmentpractice andprinciples. 

 
Theremaybeoccasionswherestaffworkingatlevelslowerthanthoseshownaboveareinvitedto undertake 
training and demonstratecompetenceas assessorsorinternalqualityassurers. 

 
Wherenew qualifications forassessmentandinternalquality assurancereplaceexistingones,there 
willnorequirementforindividualstore-qualify.However,theywillberequiredtocarryouttheir 



 

practiceinaccordancewiththecurrentstandardsforassessmentandinternalqualityassurance.



 

TheymustattendprofessionalupdatingorCPDtrainingsessionstoensurethattheymaintaintheir 
assessmentand/orinternal quality assurance practicetorequired standards. 
 

Allnewassessors,examinationinvigilators,andinternalqualityassurerswillreceiveaninduction 
whichwillcovertherequirementsoftherole,relevantpolicies,proceduresanddocumentation. 
Theywillbeformallyregisteredfortheappropriatequalificationandwillworktowardsthisunderthe direction 
andguidance oftheirappointed assessor. 

 
Allassessmentdecisionsbyunqualifiedassessorsorunqualifiedinternalqualityassurers(working 
towardstheappropriatequalification)willbechecked,authenticatedandcountersignedbya qualified 
andoccupationallycompetentassessorwhowill also actastheirmentor. 

 
ItistheresponsibilityoftheQualityNominee,forensuringthattherearesufficientcompetentand qualified 
assessors,examination administrators,and internalqualityassurerstomeetservice needs. 

 
 
 

ASSESSMENTAND EXAMINATION STRATEGY AND SECTOR COMPETENCE 
 

TheAwardingOrganisationisresponsiblefordeterminingtheassessmentstrategyforthe 
qualificationsbeingoffered.Thissetsouttheoverarchingprinciplesforassessmentandquality 
assurance.Itisincorporated within thestandardsdocumentationforeachqualificationand 
areavailablefromtheApplecoat Ltdwebsite www.applecote.co.uk.Thefollowingkeyprinciplesare 
embedded within this strategy. 

 
Requirementfor Assessors, Expert Witnesses, Internal Quality Assurers and Examination 
methods 
Thesearekeyroleswithintheprocessandessentialforensuringvalidity,fairnessandreliabilityof 
assessmentand therefore the ‘integrityand professionalism’ ofindividualsundertakingthese roles is 
of‘paramountimportance’.Theassessmentstrategyemphasisestheimportancefororganisations 
toprovidesufficienttimeforappointedassessorsandinternalqualityassurerstocarryouttheirrole effectively. 

 
i. Required competence of assessors 

 
Assessorsarerequiredtobe‘occupationallycompetent’;inotherwords,competentinthe 
functionscoveredbytheunitstheyareassessing.Occupationalcompetencewillbeidentifiedby theuse ofjob 
descriptionsandCV’s.Itisthe responsibility ofQuality Nomineeto makesurethatthe 
assessorhasthenecessaryoccupationalcompetence toundertaketheassessmentprocess. 

 
Assessorsmustbefamiliarwiththequalificationunitstheyareassessing. Theymustshowthat 
theymaintaintheiroccupationalcompetencebyactivelyengagingincontinuousprofessional 
developmentactivities. 

 
ii. Required competence of examination invigilator 

 
Theinvigilatorisresponsiblefortheconductandintegrityofallexaminations,whetherwritten, onlineor 
practical. Applecoat Ltdinvigilators are responsible for familiarising themselves 
withAwardingOrganisationsrequirementsincludingtheRegulationsfortheconductof examinations. 

 
iii.   Required competence for expert witnesses 

 
Expertwitnessesmustbeoccupationallycompetent.Theymustbefamiliarwiththequalificationfor 
whichtheyareprovidingtestimonies.Expert witnesses must also maintain their occupational competence 
by actively engaging in continuous professional development activities. 



 

iv. Required competence of internal quality assurers 
 
Applecoat Ltdinternalqualityassurersmustbeoccupationallyknowledgeableaboutthe 
rangeofunitsforwhichtheyare responsible. They mustunderstandthecontent,structure 
andassessmentrequirementsforthequalificationtheyareverifying. They mustmaintain theiroccupational 
competence by actively engaging in continuous development activities. 

 
InternalqualityassurersworkingforandwithApplecoat Ltdmustoccupyapositionthat 
givesthemauthorityandresourcesto,provideauthoritativeadvice,callmeetingsas 
appropriate,visitandobserveassessmentpracticeandcarryoutalltheotherimportant rolesofinternalquality 
assurance. 

 
v. Principles of assessment 

 
Whenassessingcompetenceintheworkplace,whereverpossible,thereshouldbedirect 
observationofthecandidatebyacompetentassessorortestimonyfromanexpertwitness.This 
canbeachievedfacetofaceorutilisingcurrenttechnologysuchaswebcamorvideoconferencing (as 
longasvalidation ofidentification occurspriorto acceptanceofevidence). 

 
Wherenotpossibleorpracticabletoobtaindirectobservationalternativemethodsof 
assessmentareacceptable,suchasworkproducts,records,reflectiveaccountsandprofessional discussion. 

 
EachAwardingOrganisationassessmentstrategyalsoprovidesguidelinesandprinciplesregarding 
theuseofsimulation.Forexample,simulationisacceptableonlywhereevidenceintheworkplace 
willnotbedemonstratedwithinanacceptabletimeframeorwherethenatureoftheworkactivity 
presentshighrisk/dangertothe candidate and/orothers. 

 
Simulationsmustbeplannedandorganisedandmustmakeneithermorenorlessdemandsonthe 
candidatethanwouldbeexperiencedinarealworksituation,i.e.theymustreplicaterealistic 
scenariosthatthecandidatemayreasonablyface. 

 
Knowledge and understandingcanbeassessedutilisinga numberofmethodologiesincluding: 

 Questioning,bothwritten,oral,andonlineexamination 
 Examination ofproduct 
 Professionaldiscussionsubmitted byaudiofile,telephone,video conferencingandwebcam 

 
vi. Principles of Examination 

 
Allquestionpapers,on-lineassessmentsandcomputer-basedassessmentsformscarrycopyright. 
Theymustnotberetainedorcopiedinanyforminwholeorinpartunlessotherwisespecifiedin subject-
specificdocumentation. 

 

Online Assessment  

 
Applecoat Ltdwill ensure appropriatesecuritysystemsandproceduresare in placetopreventcandidates 
using computersin examinations,having unauthorised external communications. 

 
Foron-lineassessment,itistheresponsibilityofthecentretoensurethatboththeidentityof 
thecandidateisestablishedandthatthecandidate’snameandidentitymatchesthenameand identityontheon-
linetestscreen.Ifcandidatessitanexaminationinanothercandidate’sname (whether or not this is 
intentional), this may constitute malpractice. 

 
Priortoassessmentcandidateswillbeinformedofthedate,timeandplaceoftheexamination andthe 
conditionsunderwhich itwill be held. 



 

The invigilatorwill take all reasonable stepstomakesurethatthefollowingconditionsare met: 
 theyareabletoestablishtheidentityofallcandidatessittingonlineassessments.Thehead 

ofcentremustmakesurethatappropriatearrangementsareinplacesothatallinvigilators 
cancarryoutadequatechecksontheidentityofallcandidates.Candidatesmustshow 
documentaryevidencetoprovethathe/sheisthesamepersonwhoentered/registeredfor the 
assessmente.g.passportorphotographicdrivinglicence. 

 candidatesonlytakeintotheexaminationroomthoseinstrumentsormaterialswhichare 
clearlyallowedintheinstructionsonaquestionpaper.Unauthoriseditemswillberemoved 
beforetheassessmentstarts. 

 mobilephonesandothermeansofelectroniccommunicationarenotallowedinany 
assessment.Candidatesshouldbewarnedofthisruleinadvanceandremindedatthestart 
ofeachexamination. 

 foron-lineexaminations,thetestmustbeunlockedforthecorrectcandidate.Theinvigilator 
mustchecktheidentityofthecandidateandthenensurethatthecorrectIDandpassword 
areissued.Theinvigilatormustoverseetheinputoftheidandpasswordforeachcandidate and 
checktoseethatthe nameonthetestscreen matchesthenameofthe candidate. 

 
Ifinspiteofthesecheckseithertheinvigilatororcandidatebecomesawarethatthecandidateis 
sittingatestinadifferentcandidate’snamethenthetestshouldbeaborted.TheAwarding Organisationshould 
benotified immediately. 

 
ROLES OF PERSONNEL WITHIN THEASSESSMENTPROCESS 

 
Role of the Candidate 

 
 Prepareforassessmentbymakingsurehe/sheisfamiliarwiththestandards,whatistobe assessed 

andhowhe/she will be assessed 
 Makesurehe/sheunderstandstheprocessofassessmentandplaysapositiveandactive role in this 
 Carryoutspecified activities 
 Gatherandpresentevidenceforassessment 
 Receive and actonfeedbackfromthe assessorand otherpeople involved in the assessment process 
 Ensurethe confidentialityand securityofevidencein accordance with legislative, 

organisational and awardingorganisationrequirements 
 

Role of the invigilator 
 

TheinvigilatorreferredtointhisdocumentisthepersonnominatedbytheCentreManagertotake 
responsibilityforthe arrangementofexaminationsortests. 

 checksonthe identityofall candidates 
 provide and inductiontotestingprocedure andanoutline ofthequalification 
 securityofquestionpaper/question bank/testdocumentation 
 examination/test condi t ions ,includingon-lineandcomputer-basedassessments,which 

ensurethattheworksubmittedisthatofthecandidatealoneusingonlytheitems/materials 
specified. 

 Ensurethatappropriatesoftware,computers,and/orotherequipmentarebeingusedfor 
candidatesregisteredforonline testwith remoteinvigilation. 

 
Arobustapproval andbookingprocedurewillexist 
foronlinetesting(SeeseparatePolicy&Procedure‘onlinetesting’.Rigorous andauditable security 
procedureswillbeputinplacetoprevent candidates,takingon-
lineexaminationshavingunauthorisedcommunicationswithotherusers.On- line examinations maybe 
takenwithin atimeperiod setwithin the systemforeach candidate. 



 

Role of the assessor 
 

Anassessorhasakeyroleinthedevelopmentofthecandidateandinensuringthatthecandidate 
isabletoperformtotherequiredstandards. Theassessorisalsoa‘guardian’ofthestandards 
whichmeansmakingsurethatassessmentjudgementsanddecisionsaresafe.Asummaryof principal 
responsibilities ofthe assessoraregiven below: 

 Provide an induction andan outline ofthequalification and whatisexpected ofthecandidate 
 Carryoutinitialassessmentofthecandidateandmakesurethatarrangementsareputin place 

tomanageany identified additionalsupportneeds 
 Consideranyapplication bythe candidateforrecognition ofpriorlearning(RPL) 
 Explain howthe assessmentprocesswill be conducted 
 Give  details  of  the  candidate’s  responsibilities  with  reference  to  the  qualification, 

developmentand collection/presentationofevidence 
 Agreeandrecord assessmentplanswith thecandidate 
 Carryoutassessmentsinaccordancewiththeawardingorganisationrequirementsand those 

ofthecentre 
 Ensurethatevidencemeetstherequirementsforvalidity,authenticity,sufficiency,fairness and 

reliability 
 Makejudgementsontheevidenceprovidedandrecordassessmentdecisionsagainstthe standards 

 Provide the candidatewith prompt,accurateandconstructivefeedback 
 Maintainaccuraterecordsofassessmentandachievementinaccordancewiththeawarding 

organisation andcentre requirements 
 Regularlyreviewthecandidate’sprogressandagreenewassessmentplanswherefurther evidence 

isrequired 
 Carryoutassessment practice in accordance with relevant regulation and organisation 

policies,such asequalityofopportunity,healthand safetyand data protection 
 Takepartinstandardisation meetingsand activities 
 Maintain occupationalcompetenceandkeeprecords ofCPD activities 
 Contributeto quality assuranceofthe qualificationinlinewiththerequirementsofthecentre, 

awardingorganisation,relevantsectorskillscouncil,Regulated QualificationsFramework 
(RQF)and OfficeoftheQualifications &Examinations Regulator(Ofqual) 

 
 
 

Role of the internal quality assurer 
 

Internalqualityassurersare responsibleformaintainingandimprovingassessment withinthe 
centre.Theymustensurethatproceduresareinplacetosupportassessorsinmakingrobustand reliable 
assessmentdecisions.A summaryofthekeyaspectsoftherole isgiven below. 

 Carryoutinductionswithnewmembersoftheassessment invigilationteamandidentifyany 
training orsupportneeds 

 Makesurethatassessorsandinvigilatorshavetherightcompetenceandexpertisetocarry outtheirrole 
 Carryoutstandardisationactivitiestoensurethatthereisconsistencyofassessmentand 

thatappropriateassessmentmethodologies areused byassessors 
 Make surethatthere isan effective systemforrecordingcandidateachievement 
 Keep accurate anduptodaterecords ofinternalqualityassurance 
 Provideadviceandguidancetoassessorsandinvigilatorstoensurethatassessmentand testing 

meetstherequirementsforsufficiency,authenticity,validityand consistency 
 Takeappropriatecorrective action where necessary 
 Takepartintheformalstageofan appeal 
 Carryout samplingandmonitoring activitiestoensure that assessors’judgementsand 

decisionsareconsistent,fairandreliable 
 Observe assessors andinvigilatorscarryingouttheirpractice 



 

 Give feedbackandsupport toenablethemtomaintainthequalityofassessment and improve 
ontheirperformance 

 Make surethattherequirementsforequalityanddiversityarebeing met 
 Monitorthe impactoflegal issuesincluding healthsafetyand welfare ofothers 
 Applycentreproceduresformanaginginformationsuchasrecording,storingandreporting 

includingmaintaining confidentiality 
 Monitorandmanageowncontinuousprofessionaldevelopmentandthatoftheassessment team 
 Contributetocentremeetingsforassessorsandinternalqualityassurersandtakeanactive partin 

making surethatassessmentand internalqualityassurance is ‘fitforpurpose’ 
 Obtainfeedbackfromcandidatestoensuretheyarereceivingthesupportandaccessto assessmentto 

which theyareentitled 
 

Role of the external quality assurer 
 

 Monitorand ensurethequalityofinternalqualityassuranceacrossanumberofcentre’s 
 Plan howexternalqualityassurance will takeplace 
 Monitorandcriticallyevaluatethequalityofthecentre’sinternalqualityassurancesystems, 

administrative arrangements, staffing levels and staff expertise and competence, 
arrangementsfor assessment,themethodsusedandtheassessmentdecisionsmade, 
providingadvice and supporttocentre’s 

 Completerequired documentation asrequiredbytheawardingorganisation 
 Giving feedbackandsupporttocentre’s 

 
Role of the centre manager (quality nominee) 

 
TheCentre Managerwhoactsas theQuality Nominee,andisthe mainpointofcontactbetweenthe 
centreandawardingorganisationforinformationrelatingtoqualityassurance.Responsibilitiesare outlined 
below. 

 Make surethatall staffare awareoftheawarding organisation’srequirements 
 Manage the centrequalityassurermeetings 
 Receiveandsharewithinvigilators,assessors,internalqualityassurersandotherrelevant 

personnel,informationfromtheawardingorganisationrelatingtothedeliveryofapproved 
programmes 

 Makesurethat assessment andinternalqualityassuranceiseffectiveonallapproved programmes 
 Liaisewiththeexternalqualityassurerregardingqualityassurancepracticeandstandards verification 
 Give feedbackto seniormanagers,internal quality assurersandassessorsfollowingexternal 

qualityassurance,qualityreviewand developmentprocesses 
 Manage thetrainingandsupportofnewinvigilators,assessorsand internalqualityassurers 
 Provideopportunitiesforcontinuousprofessionaldevelopmentforassessorsandinternal 

qualityassurers 
 

Role of the support administrator 
 

Thisisthepersondesignated bythecentretoprovide administrative support totheCentre Manager (Quality 
Nominee),internalqualityassurers,assessorsand candidates.Keyresponsibilities are: 

 Ensure all recordsareup todateand accurate 
 Updatecandidaterecordstoreflectunitorqualification achievement 
 Registercandidates withrelevantawardingorganisationfollowingapprovalfromthe Quality 

Nominee 
 Preparenotificationdocumentation torelevantpersonnel on candidateachievement 



 

 Carryoutquarterlychecksontheaccuracyofinternalrecordscontaining detailsofonline 
testing,remote invigilation,traditionalinvigilation,candidates,assessorsand internalquality 
assurers 

 Keep accuraterecords ofinternalQualityAssurance meetings 
 Maintainfiles andrecordsheld bythe AssessmentCentre 
 Carryoutperiodicauditsto checkandconfirmtheaccuracyofdata heldbythecentre 

 
 
 

REASONABLE ADJUSTMENTS 
(For further information see detailed Reasonable Adjustments and Special Considerations Policy) 

 
Applecoat Ltdiscommittedtoensuringthatalllearnersaregivenequalityofopportunityand 
accesstoqualifications.Anindividualwhomayrequireareasonableadjustmenttohelpreducethe 
effectofadisabilityordifficultythatplaceshimorheratsubstantialdisadvantageintheassessment 
process.Itisstressedthatthisadjustmentwillreflectthenormalworkingpracticeofthecandidate 
withintheoccupationalareaandthespecifiedassessmentcriteriaforaparticularqualificationwill 
stillbemet.Reasonableadjustmentwillnotaffectthevalidityorreliabilityoftheassessment 
outcomeorgiveanadvantageoverothercandidates.Adaptationstobemadetothephysical 
environmentforaccesspurposesoradaptationtoequipmentwillbeacceptableas longas 
thesedonotimpactonthe standards being tested. 

 
Discussionsregardingreasonableadjustmentswilltakeplacepriortotheassessmentprocess.Itis 
importantthatinvigilatorsand/orassessorsprovideopportunitiesforcandidatestoraiseany 
concernsregardingassessmentsandtomakeapplicationforreasonableadjustmentsduring 
inductionandassessmentplanningstages.Anyreasonableadjustmentswillcomplywithawarding 
organisation’spolicyandguidance.Adviceonreasonableadjustmentscanberequestedfromthe Equal 
Opportunities Adviser and Centre Manager. 

 
APPEALS PROCEDURE 
(For further information see detailed Appeals Policy) 

 
Applecoat Ltdprovideawrittenappealsprocedureforanycandidateswhoaredissatisfied 
withtheconductoroutcomesoftheirassessment.Throughouttheassessmentprocessitisinthe interest of all 
parties to ensure that the judgement of the candidates is accurate and fair. 

 
Whereassessorsareunsurewhetherthecandidatehasdemonstratedcompetence,theassessoris 
advisedtodeclarethecandidate“notyetcompetent”.Whilstthecandidatemaybelievethathe/she 
iscompetentandhasdemonstrated competence, after discussingthisconcernwithhis/ her assessor, the 
candidate may lodge an appeal if he/she still feels aggrieved. 

 
WHEN APPEALS MAY B ELODGED 
Appealsregarding theconductofanassessmentmaybemade ifthecandidatefeelsthat: 

 He/she hasnothad accesstoassessmentagainsttherelevantcriteria 

 Theconditionsofassessmentwerenotappropriate 

 Thejudgementofthe assessorconflictswith thestandards 
 

MALPRACTICE 
(Forfurtherinformation see detailedMalpractice Policy 
) 
Applecoat Ltdhasinplace a publishedcentrepolicyon malpractice.In thiscontext, 
malpracticeisdefinedasanyactwhich underminestheintegrityand validityofassessment,the certification 
ofqualificationsand/ordamagestheauthorityofthoseresponsibleforconducting 
assessmentandcertification. Itistheresponsibilityofalltraining anddevelopment stafftobe 
vigilantregarding malpractice andwhere itoccursorwhere itisattempteditmustbe dealtwith in an open 
andfairmanner. 



 

EXAMPLES OF MALPRACTICE BY THE CANDIDATE 
 Workthatdoesnotbelongtothecandidate,suchasevidencethathasbeenfalsified, plagiarised 

orcopied 
 Alteration ofanydocumentssuch aswitnesstestimonies orcertificates ofachievement 

 
 
 

PREVENTING  MALPRACTICE 
 

Thecentrewilltakeallreasonablestepstominimisethepossibilityofmalpractice. Thesewill 
include: 

 Informingcandidatesofthecentre’spolicyonmalpracticeandthepenaltiesforattempted 
andactualincidentsofmalpractice. Thisinformationshouldbegivenduringtheinduction 
period and included in written informationgiven tothecandidate 

 Checking the validityand authenticityofcandidates’ written answerstoquestions 
 Useoforalquestionswithcandidatestochecktheirknowledgeandunderstandingand 

explorehowthisisapplied in theirworkplace 
 Developinganawarenessofcandidates’writtenstyle,wayofworkingandabilitiessothata 

judgementcanbemadeontheauthenticityofevidencethathasbeenprovidedbyother 
meansthanthrough directobservation ororalquestioning 

 Ensuring the integrityofcandidate login and passwordsto computersystems. 
 

 
 

DEALING WITH MALPRACTICE 
 

Anymalpracticeorattemptedactofmalpracticewhichhasinfluencedtheassessmentoutcome, 
mustbereportedtotheQualityNomineesothatthiscanbeloggedandtheincidentcommunicated 
totheawardingorganisation.Thecentrewillberequiredtocarryoutaninvestigationandtoreport 
thefindingstotheawardingorganisation.TheCentreManagermustnotifytheindividualunder 
investigationofthenatureoftheallegedmalpracticeandofthepossibleconsequencesshould 
malpracticebeproven.Theindividualmustbegiventheopportunitytorespondinwritingtothe allegations 
made.TheCentreManagermustalsoinformtheindividualofthe avenuesforappealing should 
ajudgementbemade againsthim/her. 

 
Afullinvestigationwillthentakeplacebytheawardingorganisationandthecentrewillbeexpected 
tocooperatefullywiththis.Whereacandidatecertificatehasbeenawarded,thismayberecalled and 
declaredinvalid. 

 
REGISTRATION PROCEDURE 

 
 

Candidates will be registered bythe Assessment Centrefor therelevantqualification using the 
awardingorganisation’sonline registration process.Arecordwill be made ofthecandidate’s registration 
numberanddate ofregistration. 

 
Candidates may(ifacceptable bytheawardingorganisation)takecertaintestsonline byremote 
invigilation. 

 
 
 

CANDIDATE PORTFOLIOS 
 

ELECTRONIC PORTFOLIO SYSTEMS 
Evidence ofcandidates’competence canbesaved electronically. 
An electronic portfoliosystemhasanumberofadvantagesoverapaper-based 
system.Candidates,assessors,internalqualityassurersandcentrestaffhaveaccesstothe 
portfoliowheneverneeded. Thesystemremovestheneedtotransportcandidateportfolios 
fromonelocationtoanotherandthereisnophysicalstorageneeded.  



 

Thesystemissecureandisbackedupevery15minutessothereisnoriskoflosingtheportfolioascouldoccurwi
tha paper-baseddocument.Candidates’progresscanbeeasilytrackedandthereareusefulreports 
availabletolearners,assessors,internalqualityassurersandcentrestaff.Thesystemsupportsthe uploading 
of a range of different media such as audio, video and photographs. 

 
PORTFOLIO CONTROL AND SECURITY 
Portfolios arethecollectiveevidencerequiredtodemonstratethatacandidatehasmetthe 
standardsnecessarytoachieve thequalification. 

 
The integrityand safekeepingofan electronicportfolio is easilyensured through therequirementfor 
aloginandpassword.Usersmustnotdivulgetheirpasswordstoanotherperson.Ifauserfeels 
thattheintegrityandconfidentialityoftheiraccounthasbeencompromisedthepasswordshouldbe 
resetimmediately. 

 
RETENTION OF CANDIDATE  PORTFOLIOS 
Theawardingorganisationrequiresthatassessmentrecordsareretainedforaminimumofthree 
yearsfollowingcertification.Electronicportfoliosare heldforfiveyearsand, after thisperiod, notification 
issenttothecentreaskingifthe portfolio can nowbe destroyed. 

 
 
 

REVIEWING AND TRACKING CANDIDATE PROGRESS 
 

Thepurposeoftrackingacandidateistoensuretimelyachievementandalsotoalerttheassessor, 
internalqualityandQuality Nominee tothe potentialneedforadditionalhelp and advice,guidance when 
progressis slow. ‘Tracking’ isthemonitoringof a candidate’sprogressionthroughthe 
qualificationprocess,fromthetimeoftheinitialapplicationthroughtocompletionandachievement 
ofthequalification.Progresswillbemonitoredbytheassessor,internalqualityassurerandQuality 
Nomineeusingthereportingmechanismswithinthesystem.Recordsheldonthesystem will showcompletion 
andcertification ofallqualifications. 

 
EVALUATION OF STANDARDSAND PROCEDURES 

 
TheQuality Nomineeshall arrangequarterlyQualityAssurancemeetings.The purpose ofthe 
meetingswill be to ensure effective communication within theAssessment team,andaddressthe 
followingissues:- 

 Theprovision ofinformation,advice andguidancetocandidatesand prospectivecandidates 

 Reviewsofcurrentlearning resourcesandthose in developmentinrelation toprovision of 
‘underpinning knowledge’ requirementsofregulatedqualifications 

 Reviewsofthequalityandfairnessofthe assessmentproceduresandtheprovision of 
resources requiredforcandidates with additionallearning needs 

 Theeffectiveness oftheappealsprocedure andpolicyon malpractice 

 Theappropriatenessandrangeoftheassessmentmethods/resourcesused 

 Theeffectiveness ofqualityassurance procedures 

 Theeffectiveness ofassessmentand internalqualityassurancerecords 

 Health and safetyandany issuesrelating to equalityofopportunity 

 Reviewofassessmentand internalqualityassurance practice anddiscussionsof 
recommendationsforfurtherimprovementsand developments 

 Sharing ofgood practice 

 Updatesfromthe awarding organisation,externalqualityassurer,sectorskillscouncil and 
otherstakeholders 

 Discussion and implementation ofnewstandards 



 

DOCUMENT CONTROL PROCEDURES
 

All ‘active ‘documents use bypersonnelfortheimplementation,monitoring,assessmentand control 
ofqualificationswill bekeptwithin 
documentswill be reviewed annuallyorasrequired bychangeinregulation orgood practice.

 
Each documentwill carrya uniquereferencenumberanddateofissue and reviewdate.

 
EXTERNAL QUALITYASSURANCE

 
External QualityAssurancevisitsarecarriedout
byrepresentativesfromtheawardingorganisation.

 
The Quality Nominee will be the contract point for communications between
Ltdandtheawardingorganisationandwillberesponsibleforfacilitatingthesevisits.However,as 
wellasmeetingwiththeQualityNominee,AwardingOrganisationrepresentative
speaktoprogrammeleaders,assessors,
alsowishtoconsultwithseniormanagerstoexaminetheService’soverallstrategyfor
developmentanddelivery.Allpers
available and to support and cooperate fully with these visits, if requested.
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CONTROL PROCEDURES 

bypersonnelfortheimplementation,monitoring,assessmentand control 
within Applecoat Ltddocumentlibrary.  Policies,procedures and 

documentswill be reviewed annuallyorasrequired bychangeinregulation orgood practice.

Each documentwill carrya uniquereferencenumberanddateofissue and reviewdate.

EXTERNAL QUALITYASSURANCE 

Assurancevisitsarecarriedouton anannualbasisandare conducted 
byrepresentativesfromtheawardingorganisation. 

The Quality Nominee will be the contract point for communications betweenApplecoat 
andtheawardingorganisationandwillberesponsibleforfacilitatingthesevisits.However,as 

tyNominee,AwardingOrganisationrepresentativewill 
speaktoprogrammeleaders,assessors,invigilators andinternalqualityassurers.Theymay 

consultwithseniormanagerstoexaminetheService’soverallstrategyfor
developmentanddelivery.Allpersonnelinvolvedintheprocessareexpectedtomakeeveryeffort to be 
available and to support and cooperate fully with these visits, if requested. 
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GLOSSARYOF TERMS 
 

ACCREDITATION 
Theprocessthroughwhichthequalificationsregulatorsconfirmthataqualificationconformstothe 
requirementsoftheRQF (Regulated QualificationsFramework)arrangements. 

 
APPEAL 
Theprocessthroughwhichachallengeismadeontheoutcomeofanenquiryaboutaresult, 
conditionsofassessmentsorproceduraldecision affecting acentreoran individualcandidate. 

 
APPROVEDASSESSMENT CENTRE 
‘ApprovedAssessmentCentres’thathavebeen approvedbytheAwardingOrganisation(e.g. 
RSPH).ThisapprovalisgivenwhentheCentre’sdemonstratetheyhaveinplacespecificcriteria essential 
totheconsistent,fairandreliable assessmentofcandidates. 

 
ASSESSMENT 
The processof makingjudgements about theextenttowhichacandidate’sworkmeetsthe 
assessmentcriteriaforaunit,oranyadditionalassessmentrequirementsofaqualification. 

 
ASSESSMENT CRITERIA 
Descriptionsoftherequirementsacandidateisexpectedtomeettodemonstratethatalearning 
outcomehasbeen achieved. 

 
ASSESSMENTSTANDARD 
Thestandardthatacandidateisexpectedtoreachinordertoachievecreditforaunit,expressed througha 
combination ofthe learning outcomesand assessmentcriteria ofthatunit. 

 
ASSESSOR 
Assessorsareresponsibleforexplainingtheassessmentprocesstocandidates.Theyworkwith 
candidatestodrawupAssessmentPlansandtoensurethatcandidatesarepreparedfor 
assessment.Theyjudgecandidates’evidenceandmakedecisionsonacandidate’scompetence 
againstthenationalstandards. 

 
AWARD (UNDER RQF) 
A qualification with creditvaluesbetween 1and 12. 

 
AWARD OF CREDITS ORQUALIFICATIONS 
A certificate issuedto an individual thatrecognisesan achievement. 

 
AWARDING 
Theprocessbywhichcandidates’resultsaredeterminedonthebasisoftheevidenceproduced 
throughtheirassessment. 

 
AWARDINGORGANISATION 
A bodyrecognised bythe qualifications regulatorsagainstthe requirementssetoutin the regulatory 
arrangementstoawardcreditsandqualifications. 

 
CENTRE 
Anorganisationaccountabletoanawardingorganisationforassessmentarrangementsleadingto the 
awardofcreditorqualifications. 

 
CENTRE RECOGNITION 
Aprocess throughwhichacentrewishingtoofferanawardorawardsisconfirmedasbeingable to 
maintaintherequired quality andconsistency ofassessmentandcomplywithotherrequirementsof the 
awarding organisation. 



 

CERTIFICATEFORAUNITORQUALIFICATION 
Arecordof attainmentof creditor aqualificationunitorqualificationissuedbyanawarding organisation. 

 
CERTIFICATE(UNDER RQF) 
A qualification with acreditvalue between 13 and36. 

 
COMPETENCE 
Theabilitytoconsistentlyachievethestatedoutcomesofworkplaceperformancewithinan individual’srole.In 
order to do thisthe individualwill needto demonstrateboth skillsand knowledge in the area 
ofworkundertaken. 

 
CREDIT 
Anaward madetoacandidateinrecognitionof theachievementofthedesignatedlearning outcomesofaunit. 

 
CREDITACCUMULATION 
Theprocessofputtingtogetheracombinationofcreditstomeettheachievementrequirements ofa 
qualification. 

 
DIPLOMA(UNDER RQF) 
A qualification with acreditvalue of37orabove. 

 
EVIDENCE 
Abodyofassessedmaterial,generatedinthelearningprocess,whichdemonstratesachievement ofthe learning 
outcomes. 

 
EXEMPTION 
Thefacilityforacandidatetoclaimexemptionfromsomeoftheachievementrequirementsofa RQF 
qualification,using evidence ofcertificated,non-RQF achievementdeemed to be ofequivalent value. 

 
EXTERNAL VERIFIER 
ExternalVerifiersareutilisedtoaudittheassessmentproceduresbeingcarriedoutbythe 
‘ApprovedCentres’.TheseexternalverifiersareindependentoftheApprovedCentreandare appointed bythe 
Awarding Body.Theyarean essentialpartofthequalityassurance system,which ensuresthatstandardsare 
being maintained. 

 
INTERNAL VERIFIER 
InternalVerifierssampletheevidencegatheredinacandidate’sportfoliotocheckthatitmeetsthe 
requiredstandardsfortheawardbeingundertaken.Additionally,theymoderatetheassessment 
processtoensurethatitisreliableandfairinordertoensurethequalityandconsistencyof 
assessmentdecisions. 

 
INVIGILATOR 
An invigilatorsupervisesand monitorscandidatesthroughouttheprocessofexamination. 

 
KNOWLEDGE 
Understanding possessedbythecandidatewhichmaybeexpressedthroughperformanceof activities 
orthroughexplanation ofa processorreasoningbehindan action. 

 
LEARNER/CANDIDATE 
A learner/candidate isthe personundertakingaqualification. 

 
LEVEL 
An indicationoftherelativedemand,complexityand/ordepthofanachievementand/orthe autonomyofthe 
candidate in demonstrating thatachievement. 



 

MALPRACTICE 
ThedeliberateorwilfulcontraventionorignoringoftheregulatoryrequirementsoftheRQFbyan 
organisationrecognisedto operatewithin theframework. 

 
MANDATORY UNITS 
Unitsin asetofrulesofcombinationthatmustbe achievedforthequalification tobeawarded. 

 
OFQUAL 
OfficeofQualificationsandExaminationsRegulation.Itisresponsibleforregulatinggeneraland 
vocationalqualifications in Englandand vocational qualifications in Northern Ireland. 

 
OPTIONAL UNIT 
Aunitnamedinasetofrulesofcombinationthatacandidatemaychoosetocompletetoachieve therequired 
numberofunits/creditsforawardofthequalification. 

 
QUALIFICATION 
Anawardmadetoacandidatefortheachievementofthespecifiedcombinationofcredits,or creditsand 
exemptions,requiredforthataward. 

 
QUALIFICATION LEVEL 
Anindicationoftherelativedemand,complexityand/ordepthofachievementand/ortheautonomy ofthe 
candidate,represented byaqualification. 

 
RQF 
Regulation Qualifications Framework.Thisframeworkisdesignedtoprovidecandidates, 
learningprovidersandemployerswithaninclusiveandflexibleregulatedqualificationsframework 
containingunitsandqualificationsthatrecognisethewidestpossiblerangeofqualityassured 
learningachievements.Attheheartofthisstructureistherecognitionofcandidateachievement 
throughtheawardofcredits. 

 
REASONABLEADJUSTMENTS 
DefinedintheDisabilityDiscriminationActasreasonablestepstoensuredisabledpeoplearenot 
placedatasubstantialdisadvantageincomparisonwithnon-disabledpeople,‘substantial’being 
morethanminorortrivial. 

 
RECOGNITIONOFPRIOR LEARNING(RPL) 
A method ofassessmentthatconsiderswhethera candidate can demonstrate thathe/she canmeet 
theassessmentrequirementsforaunitthroughknowledge,understandingorskillstheyalready possess 
anddo notneed todevelop througha course oflearning. 

 
RELIABILITY OFASSESSMENT 
Theextenttowhichassessmentresultsareanaccuratemeasurementofacandidate’s 
achievementagainsttherequirementsofaunit–reliableassessmentrepeatedlyproducesthe sameoutcome 
withoutinherentbias orvariabilityin theassessmentinstrument. 

 
SAMPLING 
Samplinginvolvesidentifyingareasofriskwherethequalityofassessmentcouldbecompromise 
theintegrityofaqualification.Itisinvolvesidentifyingareasofgoodpracticeandsharingthese 
amongtheteam.Internalqualityassurersshouldcarryoutregularchecksonthequalityand effectiveness ofall 
aspectsofassessmentpractice. 

 
SECTOR COMPETENCE 
Sectorcompetenceinthisprocedureappliestoassessorsandinternalqualityassurers.Inthis 
context,itrequiresanassessorandinternalqualityassurertobecompetentintheareaofwork 
(task)thattheyareassessing orinternallyqualityassuring. 



 

SECTOR SKILLS COUNCIL (SSC) 
Abodyresponsibleforformulatingandreviewingoccupationalstandardsforaspecificsector 
acrosstheUKandforsupportingthedevelopmentofunitsandqualificationsbasedonthese 
standards.EachSSC isan employer-led,independentorganisation andislicensed bygovernment. 

 
SKILL 
Therelevant knowledgeandexperienceneededtoperformaspecifictask orjoband/ortheproduct 
ofeducation,trainingandexperiencewhich,togetherwithrelevantknow-how,isthecharacteristic 
oftechnicalknowledge. 

 
STANDARDS OF COMPETENCE 
These ‘standards’ areanationallyproduced‘benchmark’toreflecttheapplication ofskills, knowledge 
andunderstanding required intheworkingenvironment 

 
SPECIAL CONSIDERATION 
Aprocessthatallowscandidatesthatsufferfromtemporaryillness,injuryorindispositionatthe 
timeofanassessmenttodemonstratetheachievementtheyarecapableoffortheunitsthatare subjectto 
specialconsideration. 

 
STANDARDISATION OFASSESSMENT 
Aprocesstoensurethatassessmentleadingtotheawardofcreditsandqualificationsisapplied consistentlyby 
individuals,Centre’sandawarding organisations. 

 
UNIT 
Acoherentandexplicitsetoflearningoutcomesandassessmentcriteriawithatitle,creditvalue and level. 

 
 


