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Presdales School

BTEC Registration & Certification Policy

Aim:

To register individual learners to the correct programme within agreed timescales.

To claim valid learner certificates within agreed timescales.

To construct a secure, accurate and accessible audit trail to ensure that individual learner
registration and certification claims can be tracked to the certificate which is issued for each
learner.

In order to do this, the centre will:

Ensure all relevant approvals are in place for programmes being offered, prior to starting delivery and
assessment

Register each learner within the awarding body requirements.

Provide a mechanism for programme teams to check the accuracy of learner registrations.

Make each learner aware of their registration status.

Inform the awarding body of withdrawals, transfers or changes to learner details.

Ensure that certificate claims are timely and based solely on internally verified assessment records.
Audit certificate claims made to the awarding body.

Audit the certificates received from the awarding body to ensure accuracy and completeness.
Keep all records safely and securely for three years post certificate

BTEC registrations made via EDI, listings to be sent to course leader for

September/October checking

14t October Deadline for QN to submit Annual Centre Quality Declaration
18t October Entry deadline January/February exams.

15t November Registration Deadline

315 December Pearson deadline for deleting learner registrations.

31t January

Deadline for Head of Centre to confirm learners certificate at end of academic

year.
21°* March Deadline to enter learners for Summer exams.
0d Ma Deadline for Head of Centre to reconfirm learners certificate at end of
y academic year.
5th Jy Final deadline for course leader to make full award claims for Summer
Y certification
August Release of results to centre

7 November Last date for Centre to receive certificates from Summer series




Learner registration — late starts
Late starts must be registered within one month of joining the school. Internal school admissions/DHT
Curriculum will notify Exams Officer of learner late starts.

Admissions secretary / Programme leaders to notify Exams Officer of all new mid-year starters. Exams
Officer to check if any BTEC registrations are needed. Exams Officer then to check all details with QN and
provide registration information to LIVs.

Learner Registration — Withdrawals and Transfers
When a learner withdraws from a programme the Programme Leader should advise the Exams Officer
promptly - if this occurs before December a refund of the registration fee can be claimed from Pearson. A
deletion of the registration should be requested from Pearson (not a withdrawal).
Learners transferring from another centre can transfer their registration with them in such a case. The
teacher should see the exams officer in person, after having collected all necessary data from the learner
or from their previous centre. If the teacher is unable to do this, they should contact the EO for support.

e Name

e Centre number

e BTEC registration number

e Programme being followed
The old centre should be contacted to confirm any unit attainment data. The withdrawals and/ or transfer
process should be completed within 4 weeks of joining the school.

Claiming awards
Programme Leaders will need to claim for awards via Edexcel Online by 5% July.

Before submitting the award claim data, the Programme Leader should ensure that the data has been
checked for accuracy & integrity by the assessor and the LIV/HOD — who should also countersign the claim
form.

This process is important to deny any opportunity for making fraudulent claims.

A sample of claims will be checked by the QN against previous versions of unit grades awarded. See below
for policy and procedure. Any irregularities will be passed to the Head of Centre who will notify Pearson.

Preventing Fraudulent claims by centre staff

All centre staff are aware of the staff code of conduct and we believe they will operate with integrity at all
times. They are also trained by the QN in all centre and Pearson procedures and rules.

In order to prevent fraudulent claims by centre staff once certification claims are passed to the exams
officer they will notify the QN who will make random spot checks on all programmes to ensure grade data
was not changed over the course lifespan. If any issues are discovered all learners will be scrutinised by the
QN.

On certification request the QN will request the programme data and audit that no data has been changed
from resubmission deadline until claim. If the data has changed, this will be investigated by the QN, who
will inform the Head of Centre of the discrepancy immediately. In any case, where misconduct is suspected
and a fraudulent or incorrect claim is attempted Pearson will be informed by the Head of Centre.

Certificates

Certificates must be checked against Edexcel Online on arrival at centre. Any discrepancies must be
reported to Pearson immediately. The check should include verifying qualification grade on certificates as
well as unit grades on the notification of performance.



BTEC Assessment and Internal Verification Policy

Aim:

To ensure that assessment methodology is valid, reliable and does not disadvantage or advantage
any group of learners or individuals

To ensure that the assessment procedure is open, fair and free from bias and to national standards
To ensure that there is accurate and detailed recording of assessment decisions.

To ensure there is an accredited Lead Internal Verifier in each principal subject area

To ensure that Internal Verification is valid, reliable and covers all Assessors and programme
activity.

To ensure that the Internal Verification procedure is open, fair and free from bias

To ensure that there is accurate and detailed recording of Internal Verification decisions.

Assessment:

The centre will:

ensure that learners are provided with assignments that are fit for purpose, to enable them to
produce appropriate evidence for assessment

produce a clear and accurate assessment plan at the start of the programme/academic year
provide clear, published dates for handout of assignments and deadlines for assessment

assess learner’s evidence using only the published assessment and grading criteria

ensure that assessment decisions are impartial, valid and reliable

not limit or ‘cap’ learner achievement if work is submitted late

develop assessment procedures that will minimise the opportunity for plagiarism & assessment
malpractice

maintain accurate and detailed records of assessment decisions

maintain a robust and rigorous internal verification procedure

provide samples for standards verification / external examinations as required by the awarding
organisation, to meet published deadlines

monitor standards verification reports / external examinations reports and undertake any remedial
action required

share good assessment practice between all BTEC programme teams

ensure that BTEC assessment methodology and the role of the assessor are understood by all BTEC
staff

provide resources to ensure that assessment can be performed accurately and appropriately.

Internal Verification:
The centre will ensure that:

where required by the qualification, a Lead Internal Verifier is appropriately appointed for each
subject area, is registered with Pearson and has undergone the necessary standardisation processes
each Lead Internal Verifier oversees effective Internal Verification systems in their subject area
staff are briefed and trained in the requirements for current Internal Verification procedures
effective Internal Verification roles are defined, maintained and supported

Internal Verification is promoted as a developmental process between staff

standardised Internal Verification documentation is provided and used

all centre assessment instruments are verified as fit for purpose

an annual Internal Verification schedule, linked to assessment plans, is in place

an appropriately structured sample of assessment from all programmes, units, sites, cohorts and
Assessors is Internally Verified, to ensure centre programmes conform to national standards
secure records of all Internal Verification activity are maintained and retained

to meet Pearson requirements



e the outcome of Internal Verification is used to enhance future assessment practice.
e comply with the requirements as set out in the Pearson Centre Guides to Internal
e Verification and Standards Verification.

Guidance on activities for IV
Below is a timetable for LIVs to use to guide the stages of Internal Verification. This should be used

alongside Pearson’s Centre guide to Internal Verification available on their website.

https://qualifications.pearson.com/content/dam/pdf/Support/Quality%20Assurance/btec-centre-guide-to-internal-
verification.pdf

June and July Programme review — notes taken to feed into assignment improvements

July Assignment writing and review by teams

Assignments IV’d and actions taken following this process led by the LIV.

July-Septemb
uly->eptember Assessment plan created with all deadlines and IV dates

Learner IV schedule drawn up based on risk and coverage following group lists being
September confirmed
Standardisation completed and confirmed on Edexcel online

September - June | IV of assessment decisions in line with IV schedule and Learner IV plan

Jan-June LIV to ensure required work is sent to SV

June-July LIV to verify claims and pass to EO in line with policy

January following
Certification (At
least 12 weeks
after issue of
certificates)

IV of learner work paper copies can be destroyed. All electronic records including
criteria, assighment and component level data to be held for 3 years minimum

Guidelines:

Before starting an assessment, the assessor must ensure that each student understands the assessment
requirements — this includes having access to the content of what is required for the assessment and also
the importance of time management and submission deadlines. The students must also be aware of the
restrictions in how the assessor can provide support once the assessment has been started.

Once the assignment brief has been given out, the assessor must not provide specific assessment feedback
directly related to the achievement of specific assessment criteria. Students must use their knowledge /
notes / textbook to work independently towards the task.

Only one submission is allowed for each assignment task. This must be handed in to the assessor on the
designated deadline day outlined within the assessment plan, unless there has been an agreed extension
between the assessor and the student. The Lead IV must agree any extensions.

For each assignment task the student must submit the following:
e An assignment which consists of evidence towards the targeted assessment criteria
e Asigned and dated declaration of authenticity which confirms the evidence has been produced
independently
e Appropriate referencing
The feedback from the assessor must be completed on the Pearson approved assessment feedback form
and within the specified time allocated within the assessment plan. An appropriate number should be



handed on for internal verification. This would normally be 4 pieces from each assessment — one pass, one
merit, one distinction and one from the most common grade. Each assessment is an opportunity for the
internal verifier to check the assessment of different students. Internal verification should be within a
maximum of 10 working days of the assessor’s decision. The date for this must also be identified within the
assessment plan.

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

The Lead IV may authorise one opportunity for the student to resubmit evidence to meet assessment
criteria targeted by an assignment. This can only be authorised if the following conditions are met:
e The student has met the initial deadline set in the assignment, or has met an agreed deadline
extension.
e The assessor judges that the student will be able to provide improved evidence without further
guidance.
e The original work has been authenticated by both the student and the teacher and the submitted
work is accompanied by a signed and dated learner declaration of authenticity.

If any of the above three conditions are not met the Lead IV must not authorise a resubmission
If the Lead IV authorises a resubmission it must be:

e Recorded on the assessment feedback form

e Completed within 15 working days* of the student receiving the results of the assessment

e Undertaken by the student without any further guidance
The student and the assessor must complete the appropriate forms to confirm the authenticity of the re
submitted work
* 15 working days must be within term time, in the same academic year as the original submission and
must not fall over a holiday period.

A full paper trail of all student work from resubmissions and re takes must be kept by the assessor, as this
needs to be made available for standards verification.

The Lead IV for each programme will liaise with their allocated Standards Verifier sending them the
assessment plan and sample work as requested within the agreed timescale. The Lead IV will comply with
the SV decisions.

BTEC Plagiarism and Assessment Malpractice Policy
Any suspected malpractice will be dealt with in line with our separate Exams Malpractice Policy

BTEC Appeals

Please refer to our separate Internal Appeals Policy



