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	  Person Responsible
	Miss S Wood (Quality Nominee)

	Review Frequency
	Every year in September or every ½ term in a pandemic, subject to changes in statutory guidelines or legislation

	Policy First Issued
	July 2017

	Last Reviewed
	  September 2026

	Approved by Head of School C. Tranter   
	  September 2026

	This Policy is communicated by the following means
	Academy website and Staff Handbook
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The Head of Centre will:

· Be formally responsible for ensuring that the Academy acts in accordance with Edexcel’s terms and conditions of approval 
· Deal with appeals from learners that have not been resolved through the programme team 
· Liaise with Edexcel where any serious breach of approval conditions have occurred 
· Lead on any aspect of Quality Assurance which relates to the overall integrity and security of the BTEC programme 
· Ensure there is support for the QN and a Deputy QN is in place
· Support the QN with the DTR

Headteacher – Mrs C Tranter 
 
The Headteacher will support in the absence of the Executive Principle.

· Be responsible in the Executive Principles absence, for ensuring that the Academy acts in accordance with Edexcel’s terms and conditions of approval 
· Deal with appeals from learners that have not been resolved through the programme team 
· Liaise with Edexcel where any serious breach of approval conditions has occurred 
· Lead on any aspect of Quality Assurance which relates to the overall integrity and security of the BTEC programme 
· Ensure there is support for the QN and a Deputy QN is in place in the absence of the QN
· Support the QN with the AQD
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The Quality Nominee will ensure that:
 
· All programmes are approved, registrations are accurate and up to date  
· All staff are aware of Edexcel requirements 
· There is an accredited Lead Internal Verifier in place for each Principal Subject Area 
· Assessment and internal verification processes are effective on all Edexcel BTEC programmes 
· Standards Verification is completed successfully  
· Edexcel’s approval conditions and policy requirements are being implemented consistently and effectively
· All BTEC staff are annually trained
· Give all BTEC staff the opportunity to participate in CPD 
· Check results
· Support Internal Verification
· Adhere to the Malpractice Policy
· Meet with students and parents regarding appeals
· All documentation is up-to-date
· Liaise with LSV and Regional Support Manager, Helen Elshaw 
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The Programme Leader/Lead Internal Verifier will: 

· Take overall responsibility for the effective delivery, assessment and internal verification of the BTEC programmes 
· Liaise with the Quality Nominee and to be aware of the Quality Assurance requirements.
· Ensure that there are sufficient resources to deliver the programmes and units, this includes ensuring that staff have the necessary expertise and relevant qualifications 
· Review the reports arising from the quality assurance and ensure that the appropriate actions are taken 
· Liaise with the Exams Officer regarding the registration and certification of learners 
· Register with Edexcel through OSCA and confirm registration every year 
· Complete the accreditation process: practice exercise and assessment exercise 
· Ensure that there is an assessment and verification plan for the programme which is fit for purpose and meets Edexcel’s requirements 
· Undertake internal verification and/or assessment  
· Ensure that the records of assessment and samples of learner work are retained for use for Standards Verification 
· Check registrations and withdrawals
· Ensure that the appropriate sampling takes place every year before the delivery of BTEC subjects
 
 
[bookmark: _Toc55425663]Programme Leaders/Assessors and Internal Verifiers: SDW, RBB, SDW, NCC, DTT, JPS, DRR, SMM
 
All team members should: 

· Read and understand the specification 
· Understand the construction of the units 
· Identify opportunities to generate evidence 
· Create and agree a plan of assessment activities, with timescales 
· Ensure the assessment plan, assignments and assessment decisions are internally verified and appropriate action is taken 
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The Exams Officer will: 

· Act as the administrator for Edexcel online 
· Liaise with programme leaders to maintain information on which programmes are running and when they start and finish 
· Register learners onto the correct programme by 1st November 
· Check the registrations to ensure that all the data is correct 
· Give access to Lead IV’s so that they can access OSCA system 
· Input grading for each unit onto Edexcel online 
· Claim full award for each subject and level
· Check certification is received for each learner and that the certification is correct
· Inform students on Results Day of their achieved qualification.


Clear guidance is in the reviewed staff handbook.
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· Assessment Internal Verification Moderation Policy
· BTEC Internal Verification Policy
· Assessment Malpractice Policy
· BTEC Appeals Procedure Policy
· BTEC Learner Recruitment Policy
· Recognition of Prior Learning Policy
· Registration & Certification Policy
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