
 

 

  
 

Hampshire Achieves  
 
 

Internal Quality Assurance 
 

Policy and Procedures 

 
 
 
 
 
 
 
 
 

 
 

 

  

Date of last review/update  April 2023 

Review Frequency   Biennially 

Reviewer(s):  Kevin May & Sue 
Muldowney 

https://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=2ahUKEwih-ZD63OvkAhUR1BoKHVD-DWsQjRx6BAgBEAQ&url=https%3A%2F%2Fwww.hants.gov.uk%2F&psig=AOvVaw2m-jCy1fc0Rn7IcqNwV8lo&ust=1569492397300667


2 
 

Contents           
1.0 Purpose          3 

2.0 Scope           3 

3.0 Internal Quality Assurance        3 

4.0 Meetings and communications       6 

5.0 Frequency and volume of internal quality assurance activity   6 

6.0 New qualifications, standards, and newly appointed Tutors /IQAs  7 

7.0 Meeting external quality improvement requirements    7 

8.0 Recording quality assurance activity      7 

9.0 Evaluation of procedures        7 

10.0 Currency and security        7 

11.0 Quality Audits         8 

12.0 End Point Assessment (EPA) for Apprenticeship Standards   8 

13.0 Claiming Certification        8 

14.0 External Quality Assurance Visits       8 

15.0 Monitoring, Review & Audit       9 

Appendix 1 Accreditation Process for NCFE Accredited Courses   10 

Appendix 2 NCFE Customised, National Qualifications    11 

Appendix 3 Apprenticeship Standards       13 

Appendix 4 Learner Appeals        16 

Appendix 5 Learner Appeal Report       17 



3 
 

Internal Quality Assurance 
‘The contents of this policy are an integral part of the HA Quality Assurance Framework.’  
 
1.0 Purpose 

The purpose of internal quality assurance process is to establish and maintain the 
quality of assessment for internally assessed and externally accredited learning 
programmes across all; customised qualifications; nationally recognised 
qualifications; apprenticeship standards.   

 
The policy aims to ensure the consistency of practice by Tutors and Internal Quality 
Assurers (IQA) across all Adult and Community Learning (ACL), Young People’s 
Learning, Apprenticeship Programmes delivered by; Hampshire Achieves; other 
County Council Departments; and Sub-contracted Partner Providers. 

  
1.1 Related Policies  

This policy is developed in the context of other related policies, including: 
Teaching, Learning and Assessment Policy and Procedures   
Malpractice & Maladministration Policy and Procedures 
Conflict of Interest Policy and Procedures  
Equality, Diversity, and Inclusion 
Functional Skills Policy 
Qualifications, End Point Assessment and Exams Policy 

  
2.0 Scope 

This policy incorporates; internal quality assurance processes, procedures, and 
guidelines to support; learning funded or subsidised by the Education and Skills 
Funding Agency; delivered NCFE Customised Qualifications; for all national 
qualifications; and apprenticeships directly delivered by Hampshire Achieves.  
 
All staff are aware of the policy which is updated biennially. The successful 
implementation of this policy depends upon those responsible for being fully familiar 
with the policy and implementing the procedures set out within. 

 
This document should be used in conjunction with the specifications for each 
Customised Qualification, National Qualification, and Apprenticeship Standard 
being delivered. 

 
3.0 Internal Quality Assurance 

Internal quality assurance ensures that learners receive fair and equal access to 
assessment, which is free from discrimination and is made by well-informed and 
well-supported tutors. It also ensures that the standard of assessment remains 
consistent across time and learners with respect to individual tutors, and that there 
is consistency and standardisation between tutors. This form of standardisation is 
vital in the maintenance of a national standard of assessment. 

 
3.1 Role and responsibilities of the IQA   
  The IQA must: 

• understand the process of assessment and verification within the 
context of quality improvement; 

https://hants.sharepoint.com/:w:/r/sites/HampshireAchievesPerformanceManagementGroup/_layouts/15/Doc.aspx?sourcedoc=%7B1453DCA7-80E4-491B-A546-4CBEA86B698F%7D&file=Teaching%20Learning%20and%20Assessment%20Policy%20and%20Procedures%20Final%20September%2021-22.docx&action=default&mobileredirect=true&DefaultItemOpen=1
https://hants.sharepoint.com/:w:/r/sites/HampshireAchievesPerformanceManagementGroup/Shared%20Documents/General/8th%20September%20-%20Policy%20Approval/post%20approval%20changes/Malpractice%20and%20Maladministration%20Policy%20and%20Procedures%20Final%20Sept%2021-22.docx?d=w65de21b0420f4d808ff90ff6070ec1e1&csf=1&web=1&e=OcNI3b
https://hants.sharepoint.com/:w:/r/sites/HampshireAchievesPerformanceManagementGroup/Shared%20Documents/General/Policy%20Drafts%2021-22/Conflict%20of%20Interest%20Policy%20and%20Procedures%20Draft%2021-22.docx?d=wb172c46c6ffa441a843a748e0594ce39&csf=1&web=1&e=Arhslo
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• have a relevant occupational background which can be related to the 
vocational area to be verified; 

• maintain occupational competency relating to the qualificaiton and/or 
vocational area to be verified; 

• for qualifications, apprenticeship framework and standards, have gained 
the Level 4 Award in the Internal Quality Assurance of Assessment 
Processes and Practice ; 

• ensure health, safety and environmental protection procedures are 
applied within assessment arrangements; 

• apply and monitor equal opportunities and access procedures 
throughout all assessment activities; 

• have a clear understanding of the standards and their associated 
Knowledge, Skills, and Behaviours (KSB) to which the learner is being 
assessed and ensure that any queries relating to the interpretation of 
the standards are clarified with the external quality assurer; 

• work with others to ensure the standardisation of assessment practice 
and outcomes; 

• follow agreed procedures for the recording, storing, reporting and 
confidentiality of information. 

 
The IQA has responsibility for the following: 

• planning and carrying out the sampling of assessed work; 

• observing tutor performance; 

• advising, supporting, and providing developmental feedback to tutors; 

• ensuring tutors interpret, understand and consistently apply the correct 
standards and requirements; 

• identifying issues and trends, for example several learners misinterpreting 
the same thing; 

• support standardisation activities to ensure the accuracy and consistency 
of assessment decisions between tutors; 

• meeting external quality improvement requirements. 
 

A Programme Validation process has been designed to ensure that all 
programmes meet the strategic aims of the Service, and that these aims will be 
followed for all provision directly delivered by Hampshire Achieves Learns, 
Multiply, Young People’s Learning, and Apprenticeship teams. Once developed all 
new programmes are reviewed and agreed timely by the Curriculum Operations 
Group. An IQA will be appointed in discussion with the programme and/or 
curriculum lead prior to the start of each new programme of learning, where volume 
of learners will be discussed and agreed. 
 

3.3 Carrying out and evaluating internal assessment and quality assurance. 
The IQA must ensure that: 

• arrangements for carrying out internal quality assurance meets 
Hampshire Achieves requirements, and those of the external awarding 
organisation; 

•  administrative and recording arrangements meet external audit 
requirements; 
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• the eligibility of tutors to undertake assessment is checked against 
awarding organisation requirements; 

• appropriate support for tutors is available; 

• standardisation of assessments is carried out; 

• a procedure for complaints and appeals, which meets the requirements of 
awarding organisations, is followed when necessary, the Appeals 
Procedure is outlined on page 12 and a copy of the Learner Appeal 
Report pro-forma is included at appendix 3; 

• appropriate recommendations to improve internal quality assurance 
arrangements are made to Hampshire Achieves.  

 
3.4 Supporting Tutors  

The IQA must ensure that: 

• tutors have appropriate technical, and vocational experience; 

• tutors are familiar with and can carry out specific assessments and follow 
the recording and internal audit procedures; 

• the development needs of tutors are identified in relation to: principles of 
assessment; needs of learners; their technical expertise and competence; 

• tutors have the opportunity to develop their assessment experience and 
competence and their progress is monitored; 

• tutors have regular opportunities to standardise assessment decisions; 

• tutors are able to maintain quality standards. 
 
3.5 Monitoring the quality of tutors’ performance 

The IQA must ensure that tutors: 

• plan and prepare for assessment opportunities effectively; 

• have effective processes for making assessment decisions; 

• apply valid, authentic, current, sufficient and reliable methods of 
assessing learners’ competence in the learning outcomes of Customised 
Qualifications, National Qualifications; 

• ensure that KSBs for apprenticeship standards are embedded well within 
the apprenticeship programme ; 

• set up and maintain effective working relationships with learners at all 
stages of the assessment process; 

• apply relevant health, safety, and environmental protection procedures;  

• meet equality and access criteria; 

• give timely and effective feedback to learners; 

• maintain accurate and secure records; 

• receive accurate and helpful feedback on their assessment decisions. 
 

3.6 Sampling assessments 
The IQA must ensure that the sampling strategy: 

• meets awarding organisation requirements; 

• covers all tutors, learners, units, assessment methods and locations for 
each programme; 

• is an on-going process; 

• includes an increased ratio of assessment decisions made by new or 
inexperienced tutors e.g., 100%;  

https://www.hampshirefutures.co.uk/course/view.php?id=356
https://www.hampshirefutures.co.uk/course/view.php?id=356
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• checks that evidence is valid, sufficient, authentic, current, reliable, and 
consistent; 

• guarantees that IQAs do not verify evidence that they have assessed. 
 

3.7 Formative and summative sampling 
Sampling assessments should involve reviewing the quality of Tutors’ judgements 
at both formative and summative stages. 

 

• Formative sampling:   
▪ It is important the IQA samples assessment activity at 

different stages of the assessment process.   
 

• Summative sampling: 
▪ The IQA should review the quality of the final assessment 

decision by evaluating how the tutor has reached that 
decision. 

 
3.8  Sampling across tutors  

For customised qualifications, national qualification and apprenticeship standards 
the IQA should sample at least one complete portfolio as well as comparing 
evidence across units, elements, performance criteria or KSBs across tutors to 
ensure consistency between tutors over time and with different learners. This 
process also assists in identifying the most appropriate forms of evidence that can 
cover the requirements of the qualification/scheme. 

 
For apprenticeship standards the IQA will also ensure that apprentices have met all 
the criteria for entering Gateway using and completing the Apprenticeship 
Learner Quality Assurance Checklist (QD41) for the specific standard. 

 
3.9 Observation of assessment practice 

By observing the tutor at work, a greater understanding of the assessment process 
is gained, particularly in the area of decision making; the IQA also achieves a 
greater understanding of how the diverse needs of learners are met.  

 
3.10 Standardising assessment judgements 

The IQA must ensure that: 

• consistency and reliability of assessment is maintained; 

• records of standardisation meetings/exercises are kept; 

• feedback is provided to tutors;  

• problems encountered with individual learners are discussed and 
appropriate action taken. 

 
An overview of the assessment and internal quality assurance processes for; 
customised qualifications; national qualifications; and apprenticeship standards are 
provided in Appendix 1 and 2. 

 
4.0 Meetings and communications 

It is important that the outcomes of the above process, as well as feedback from the 
moderator; the external quality assurer; and awarding organisation issues etc are 
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disseminated and discussed at regular meetings with the assessment team, in 
order to continually improve the assessment process. 
 

5.0 Frequency and volume of internal quality assurance activity 
IQAs should ensure that Hampshire Achieves and the Awarding Organisation 
and/or End Point Assessment organisation requirements are met. The frequency 
and volume of internal quality assurance activity is dependent upon the duration 
and intensity of the course, as well as the number of learners being assessed. As a 
guide, the sample of assessment decisions which are internally verified is usually 
between 20 and 40%. For NCFE Customised Qualifications and national 
qualifications. The IQA should sample at least one complete portfolio, as well as 
comparing evidence across units, elements, or performance criteria across tutors to 
ensure consistency between tutors over time and with different learners. For 
apprenticeship standards the above sampling ratio will be the same but will 
compare evidence across KSBs for each standard. 

 
6.0 New qualifications, standards, and newly appointed Tutors /IQAs 

When undertaking a new qualification, standard, or where tutors are newly 
appointed, IQAs should quality assure 100% of assessment decisions, in order to 
have confidence that judgements are consistent, and assessments are appropriate. 
Where an IQA is newly qualified, they will be mentored by an experienced IQA and 
100% of their work will be countersigned for an agreed minimum period of not less 
than 3 months. 

 
7.0 Meeting external quality improvement requirements 
 The IQA must: 

• identify how internal assessments will be checked externally and the 
information needed for this purpose; 

• plan, collect and analyse information on internal assessment decisions; 

• agree the timing and nature of external verification arrangements; 

• give supporting background information to external quality assurers about 
the assessment process; 

• explain any issues raised by external quality assurers and give them 
supporting information as necessary; 

• raise concerns and disagreements about external audit decisions in a clear 
and constructive way; 

• refer any questions or concerns, which could not be dealt with internally, to 
the Quality Team Coordinator to raise with the awarding organisation; 

• give tutors feedback on external verification decisions; 

• ensure external verification decisions are included in internal reviews of 
procedures. 

 
8.0 Recording quality assurance activity 

Recording mechanisms/documentation should provide evidence that internal quality 
assurance has been carried out regularly and systematically and should show that it 
has occurred across learners, units, and tutors.  
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9.0 Evaluation of procedures 
It is good practice to evaluate the reporting procedures regularly to ensure that the 
recording mechanisms are fit for their purpose and that the information recorded is 
appropriate and useful.  

 
10.0 Currency and security 

Records of all assessment and verification activity must be kept both 
current and secure and be made available only to appropriate personnel 
and for external verification purposes. The IQA will check as part of their 
quality assurance process that the learner has signed and dated their 
Learner declaration of authenticity / portfolio availability statement 
(QD/HL40) to confirm the work is that of the learners. 

 
11.0 Quality Audits 

Quality audits are an integral part of the Service’s robust and effective quality 
assurance framework. The regularity of each quality audit activity is agreed annually 
with the senior management team and are used to quality assure and support 
improvement across all aspects of service delivery including Apprenticeships, Adult 
and Community, and Young People’s Learning. Outcomes of the audits will 
recognise areas of strengths and highlight good practice to be shared, as well as to 
identify those areas of weakness that require improvement. Actions developed to 
address any areas requiring improvement will feed into the ongoing quality 
improvement plan which is tracked and monitored through the performance 
management group.  

  
12.0 End Point Assessment (EPA) for Apprenticeship Standards 

When an apprentice reaches the end of their practical period, it is the employer 
(supported by the training provider’s tutor and IQA) who will make the decision on 
whether the apprentice is ready to enter the “Gateway” and to undertake their EPA.   

 
To be eligible to pass through the Gateway an apprentice must have achieved all 
the criteria as described in the relevant assessment plan, and all internal quality 
assurance activity must have been completed and recorded on QD41/QD42 
checklist and audit reports. This will ensure apprentices are put forward only when 
they are ready for the assessment. 

 
13.0 Claiming Certification  

• For Customised Qualifications and National Qualifications: Following the final 
verification activity, it is the responsibility of the IQA to liaise with Hampshire 
Achieves Development Team Co-ordinator (Quality, Accreditation & 
Assessment) 

• To ensure that all learner certification claim forms are completed accurately 
and signed. The Quality Team Development Officer and the Development 
Team Co-ordinator (Quality, Accreditation & Assessment) will claim the 
certificate/s according to the awarding organisation’s procedures. 

• For Standards: The EPAO will dispatch the apprentice’s certificate on 
completion of the apprenticeship to Hampshire Achieves exams Office. The 
curriculum managers are alerted to their arrival. Certificates are scanned to 
the SharePoint folder and original certificates are sent to learner’s home 
address via Business Support Team.  

https://www.skillsandparticipation.co.uk/mod/resource/view.php?id=12246
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• The packing list is sent to Development Manager (Funding & Information) for 
recording achievement on the ILR and EBS  
 

14.0 External Quality Assurance Visits  
 

14.1 Liaison with external quality assurer 
The IQA should liaise with the curriculum lead at Hampshire Achieves. The Quality 
team will maintain contact with the External Quality Assurer (EQA) appointed by the 
awarding organisation to arrange an appropriate number of visits to the Centre.   
 

14.2 Awarding organisation requirements 
All necessary information, portfolios of evidence, learner records, and internal 
quality assurance records must be made available to the EQA, and awarding 
organisation requirements must be met before, during and after the visit.   

 
14.3 Issues and concerns 

Any issues or concerns that have been raised by learners, tutors or other centre 
staff that have not been satisfactorily resolved, should be raised with the EQA prior 
to the meeting, in order that these can be accommodated into the visit plan. 
 

14.4  Sources of support 
Support for IQAs is available from the following: 

• Hampshire County Council’s Hampshire Achieves Service 

• Awarding Organisation centre staff via Development Team Co-ordinator 
(Quality, Accreditation & Assessment) 

• External Quality Assurers (via Development Team Co-ordinator (Quality, 
Accreditation & Assessment) 

 
15.0 Monitoring, Review & Audit 
The contents of all policy and procedures will be monitored regularly by Hampshire 
Achieves Performance Management Group (PMG). Policies and procedures will be kept 
updated in accordance with any mid-year changes in the law, regulations, or changes to 
the Services’ provision, with updates approved by PMG. In addition, a cycle of internal 
policy compliance/audits defined by Senior Managers will provide the assurance of the 
overall effectiveness of the Services ethos, policies, and procedures, and will confirm 
operational effectiveness, and compliance with our own quality assurance framework and 
any relevant laws or regulations. HA will conduct comprehensive and effective monitoring 
of its policies, procedures, plans and practices through the collection and analysis of data.  
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Appendix 1 Accreditation Process for NCFE Accredited Courses    
The flow chart below shows the learner accreditation process for NCFE qualifications. If at any 
stage you have any queries or may be unable to meet a deadline, please contact the 
Development Officer (Teaching & Learning), Email: Katherine.flack@hants.gov.uk or telephone 
0370 779 3868. 

NCFE Course Starts

Within two weeks of the course start date, the Programme Manager sends email notification to the 

Team Coordinator (Quality, Accreditation and Assessment), of the start of the accredited course 

This must include: the course level, title and product code, course start and end dates. 

A copy of the tutor s staff profile and Scheme of Work should also be sent. The programme lead will 

provide the data programme manager with the learner enrolments and this will be transferred to a 

CSV file and sent to the DO (T&L) and TC QAA to register learners.

Learners must be registered within 3 weeks of the start of the course.

Once registered the Team Coordinator (QAA) or the Development Officer (T&L) will 

share the following documents with the IQA and programme lead/ Coordinator.   

Once registered the Team 

Coordinator (QAA) or the 

Development Officer (T&L) will 

share the following documents 

with the IQA and programme 

lead/ Coordinator.   

Please note No registrations will 

be made unless all requests are 

sent on a CSV file and details 

checked by the sender for errors. 

IQA to set up sampling plan 

on OneFile.

During the course, Formative and Summative Internal Quality Assurance is carried 

out by the programme s IQA through the OneFile portal.

IQA activity needs to be carried out before the course finishing, confirming portfolios 

are of the required standard.  

2nd EQA visit takes place. For qualifications without DCS learners are signed off.

Programme IQA completes Form C with a member of accreditation team and returns 

to Team Coordinator (QAA) / Development Officer (T&L) to claim certificates.  

Moderator report completed on selected learner files and if approved the cohort can 

be processed for claiming.

Certificates received by Development Officer (T&L) and achievement recorded on 

EBS.  Certificates despatched within one month by Business support officer.

1st External Quality Assurer (EQA) visit takes place.

 



11 
 

Appendix 2 NCFE Customised, Regulated and National Qualifications 
 

Timing What Happens? Who is Involved? 
Prior to the start 
of a course 

To develop a new accredited programme the 
Curriculum manager completes a Customised 
Qualifications New  
Course proposal form. 
The Quality Coordinator submits the 
proposed qualification to NCFE to gain 
approved status once approved the Quality 
Coordinator submits request for the new 
approved qual to be added to HA portfolio 

Curriculum Manager 
Development Officer 
(Teaching and Learning) 
HA Team Co-ordinator 
(Quality, Accreditation & 
Assessment) 
 

Prior to the start 
of the course 

Curriculum team manager ensures that 
course and learners are set up on the EBS 
and Onefile and identified as an NCFE 
accredited qualification or programme. 
Quality team register learners with the 
relevant awarding oganisation/EPAO portal 

Curriculum Team 
Manager Development 
Officer (Teaching and 
Learning) 
HA Team Co-ordinator 
(Quality, Accreditation 
& Assessment) 

Prior to the start 
of the course 

Curriculum team manager appoints qualified 
Tutor  
Quality team coordinator appoints Internal 
Quality Assurer (IQA) 

Curriculum Manager 
HA Team Co -
ordinator (Quality, 
Accreditation & 
Assessment) 

At the start of the 
course 

Tutor and IQA meet to plan assessment 
plan and sampling stages 

IQA 
Tutor 

During the course Assessment of learners’ work. IQA monitors 
quality of provision and provides support and 
guidance to Tutors. 

Tutor  
IQA 

During the course Portfolio of evidence compiled, paper-based or 
e-portfolio. Feedback to Tutor/Learner. 

Learners 
Tutor/IQA 

During the course Record of Achievement /  
Evidence Log maintained. 

Learners 
Tutor/IQA 

During the course Mid-course evaluation  
Learner voice activity  

Quality Team 
Tutor 
Learner 

During the course Formative sampling. 
Feedback to Tutor.  
Standardisation meeting 

IQA 
Tutor 

At end of the 
course 

Portfolios completed. Learners 

complete Learner declaration of 
authenticity / portfolio availability 
statement  and place in portfolio 
within OneFile. Where OneFile is not 
used a word version will be included 
within the paper-based portfolio. 

Learners 
Tutor 
 
 
 
 
 

End of the course Final assessment of learners’ work 
Learner /Tutor feedback. 

Tutor 

https://www.ncfe.org.uk/media/1951/writing-units-guide-cq-ncfe-11032019.pdf
https://www.ncfe.org.uk/media/1951/writing-units-guide-cq-ncfe-11032019.pdf
https://www.ncfe.org.uk/media/1951/writing-units-guide-cq-ncfe-11032019.pdf
https://www.skillsandparticipation.co.uk/mod/resource/view.php?id=12246
https://www.skillsandparticipation.co.uk/mod/resource/view.php?id=12246
https://www.skillsandparticipation.co.uk/mod/resource/view.php?id=12246
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Timing What Happens? Who is Involved? 
Within 2 weeks of 
end of course 

Summative sampling carried out. 
Feedback to Tutor. 

IQA 
Tutor 

Within 2 weeks of 
end of course 

Learner achievement recorded on register.  
IQA will request NCFE Certificate Claim Form 
(Form C) from the Quality Team. 
Development Officer to send the Certificate 
Claim Form (Form C to the IQA, IQA 
completes the claim form and returns to the 
Quality Team to process the claim. 
Quality Team claims the certificates.  
 

Tutor 
IQA, 
Curriculum team coordinator  
Development Officer 
(Teaching and Learning) 
Team Co-ordinator (Quality, 
Accreditation & Assessment) 
Development Officer 
(Teaching and Learning) 

 

End of course Learner evaluation, end of course review 
carried out. 

Tutor  
Curriculum Manager 
Quality Team 

Quarterly 
Standardisation 
meetings 

For Customised qualifications, moderation of 
portfolios and quality assurance of the 
standard of IQA activity will be carried out 
during planned standardisation meetings 
throughout the year.  

Development Team Co-
ordinator (Quality, 
Accreditation & Assessment) 
Development Officer 
(Teaching and Learning) 
 
 

Within 8 weeks of 
end of course 

Certificates issued by NCFE are received by 
the exam’s office. The curriculum managers 
are alerted to their arrival. Certificates are 
scanned to the SharePoint folder and original 
certificates are sent to learner’s home 
address via Business Support Team.  
The packing list is scanned to SharePoint and 
sent to Development Manager (Funding & 
Information) for recording achievement on the 
ILR and EBS. 
 

NCFE 
Development Officer 
(Teaching and Learning) 
Development Manager 
(Funding & Information) 
Curriculum Co-ordinator 
Business Support Team 
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Appendix 3 Apprenticeship Standards        
 
Timing 
# 

What Happens? Who is Involved? 

Prior to the start of an 
Apprenticeship 

Request to offer an Apprenticeship 
Standard are raised and approved at the 
Performance Management Group Meeting 
(PMG)  
EPAOs are identified and a procurement 
exercise is completed.  
Once EPAO has been approved, the 
Quality team will register apprentices on 
the approved EPAO platform and assign 
an IQA to the apprentice(s) 

PMG 
Development Team Co-
ordinator (Quality, 
Accreditation & 
Assessment)  
Development Officer 
(Teaching and 
Learning) 

At the start of the course Development Team Co-ordinator (Quality, 
Accreditation & Assessment)  
appoints IQA and advises curriculum 
team. 

Uploads apprentice details to the EPA 
portal from the CSV received from the 
Planning Development Manager 
Functional skills certificates / evidence 
uploaded to EPA portal 

Development Team Co-
ordinator (Quality, 
Accreditation & 
Assessment)  
Development Officer 
(Teaching and 
Learning) 

At the start of the course IQA and tutor will meet to plan milestones 
for completion of apprenticeship 
assignments, projects including 
observations, to meet the Standards 
KSB’s and plan mock interviews 

Tutor, (IQA) 

During the course 
 
 

Assessment of learners’ work. 
IQA monitors quality of provision and 
provides support and guidance to tutors. 

Tutor 
(IQA)  

During the course Portfolio of Evidence compiled. 
Feedback to learners. 

Learners  
Tutor 

During the course Record of Achievement / 
Evidence Log maintained.  
Observations carried out 

Learners 
Tutor 
(IQA) 

During the course Formative sampling.   
Feedback to tutor. 
Uploading apprentices work to OneFile 
and EPAO portal 
Recording evidence seen on the QD41 

IQA Checklist for the specific standard 

(IQA) 
Tutor 
Development Officer 
(Teaching and 
Learning) 

At end of the course 
Gateway 

All evidence for Gateway is quality 
assured, QD41 checklist completed 
and sent to Quality team for uploading 
to the EPA Portal 

Tutor 
Team coordinator 
Curriculum 
Development Officer 
(Teaching and 
Learning) 

End of the course 
Gateway Triggered 

Once apprentice is ready, agreement 
between the employer, the training 
provider curriculum coordinator and the 
IQA, Gateway is triggered by Quality team 
 

Employer, apprentice, 
Team coordinator 
Curriculum 
Development Team Co-
ordinator (Quality, 
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Accreditation & 
Assessment)  
Development Officer 
(Teaching and 
Learning) 
 

EPA Assessments Once triggered the EPAO will contact the 
Apprentice, the tutor, and the Team Co-
ordinator (Quality, Accreditation & 
Assessment) offering dates for 
assessments. The tutor will discuss the 
dates offered with the apprentice and 
respond to the EPAO and the Team Co-
ordinator (Quality, Accreditation & 
Assessment) confirming agreement and 
booking dates for assessments to take 
place. 

Team coordinator 
Curriculum 
Development Team Co-
ordinator (Quality, 
Accreditation & 
Assessment)  
Development Officer 
(Teaching and 
Learning) 

Assessment activity 
MCQ/Situational 
Judgement tests 
Presentation 
Project Report 

Depending upon the standard the 
assessment process will take place on the 
prearranged dates with the EPA and the 
Apprentice.   
MCQ’s and Situational judgement Test 
(SJT) 
Digital EPA will be conducted through the 
use of Microsoft Teams for presentations, 
professional discussions, and project. 
Face to face will be arranged only for 
apprentices who require face to face this 
will be arranged by requesting face to face 
delivery on the booking form with the EPA 
after agreement with the Curriculum Team 
coordinator.  
 

Apprentice  
EPA 
Development Officer 
(Teaching and 
Learning)  
Team coordinator 
Curriculum 

Completion of EPA 
Assessments 

Once all elements of the EPA have been 
completed and the apprentice has 
achieved, the EPAO will dispatch the 
apprentice’s certificate to Hampshire 
Achieves for recording completion and 
sending on to the apprentice. 
Where an apprentice does not achieve a 
minimum pass for any element of their 
EPA, further training will be provided by 
the curriculum team and then a request to 
the Development Team Co-ordinator 
(Quality, Accreditation & Assessment)  
to re book the assessment will be made 
following the EPA guidance for resits, 
retakes. 
 

EPAO  
Development Officer 
(Teaching and 
Learning) 
 

Completion of EPA 
Assessments 

On receipt of results the Development 
Team Co-ordinator (Quality, Accreditation 
& Assessment) will share the results and 
the final feedback report with the 

Development Team Co-
ordinator (Quality, 
Accreditation & 
Assessment) 
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Curriculum Team to share with the wider 
team. 
The apprentice will be sent an email along 
with a wall of fame template requesting 
them to complete for the VLE by the Tutor. 
OTJ hours will be shared with the 
Development Manager (Funding & 
Information) for recording achievement. 
 

Development 
Manager (Funding & 
Information)  
Curriculum Team 
Manager 
Tutor 

End of course Learner evaluation and end of course 
review carried out. 

Team coordinator 
Curriculum 
 

 

  



16 
 

Appendix 4 Appeals Procedure 
 
If a learner is dissatisfied with an assessment decision made by a tutor, they have the right 
of appeal. The main reasons for an appeal are likely to be: 
 

• the learner does not understand why the assessment decision has been 
made because of lack of, or unclear, feedback from the tutor 

• the learner believes the tutor has missed, misjudged, or misinterpreted some 
of the evidence put forward for assessment. 

 
Where the learner does not agree with the assessment decision, the learner should 
advise the Centre indicating the points of disagreement with reasons and reference 
to the evidence in the portfolio. 

 
There are 3 stages in the appeals procedure and each stage must be completed 
before proceeding to the next one. All learners who register an appeal will receive a 
formal reply (see appendix 7 for template). 

 
Stage 1 
The learner appeals directly to the tutor who has carried out the assessment by 
completing the Learner Appeal Report. The tutor will advise the learner of the 
decision in writing within 10 working days. 

 
Stage 2 
If the learner is not satisfied with the decision made in Stage 1, they can proceed to 
Stage 2 by appealing to the IQA. All learner appeals will be acknowledged and 
investigated to establish facts and evidence supporting the appeal. If an appeal is 
considered to be justified, remedial action will be taken.  The IQA will discuss the 
appeal with the Moderator/Hampshire Achieves lead who will respond within 10 
working days of receiving the learner’s appeal. 

 
Stage 3 
Learners who have exhausted Stage 1 and Stage 2 and are still not satisfied with 
the decision may proceed to Stage 3. This appeal must be in writing to the 
Awarding Organisation and must be accompanied by copies of all the 
documentation used in Stage 1 and Stage 2. The Awarding Organisation decision 
will be final.  
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Appendix 5 Appeals Report 
 

Learner Name: 
 

Tutor Name:  IQA Name: 
 
 

 
Stage 1 Tutor Decision 
 

Assessment Details 
 
Course: 
 
Unit / Learning Outcome: 
 
Assessment Method: 
 
Original Assessment Decision: 
 

Learner’s Reason for Appeal: 
 
 
 
 

Learner’s Signature: 
 
Date:      

 

 This column to be completed by Centre staff 

Tutor’s Decision: 
 
 
 
Signature: 
 
Date: 

Date Appeal received: 
 
Date replied to Learner: 
 
Signature: 
 
Date: 

 
 

Learner’s Decision 
 
I accept the tutor’s decision  

I wish to proceed to Stage 2  
 
Signature: 
 
Date: 

Date reply received: 
 
Date forwarded to IQA: 
 
 
 
Signature: 
 
Date: 
 

 
Stage 2 IQA Decision 
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IQA Comments: 
 
 
 

IQA/Moderator Decision: 
 
 
Signature: 
 
Date: 

Date Learner informed: 
 
Signature: 
 
Date: 

Learner Decision 
 
I accept the IQA decision    

 
I wish to proceed to Stage 3  

Date reply received: 
 
Date forwarded to Awarding Organisation: 
 
Signature: 

 
Stage 3 Awarding Organisation Decision 
 

Awarding Organisation Decision 
 
 
 
 

Date Appeal Decision received: 
 
 
Date Learner informed: 

Name: 
 
Signature: 
 
Date: 
 

Learner Response 
 
I have received the decision of the 
Awarding Organisation. 
 
Signature: 
 
Date: 

Date reply received: 
 
 
Signature: 
 
Date: 
 
 

 


