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BTEC REGISTRATION AND CERTIFICATION POLICY AND PROCEDURES
AIM:
• To ensure that individual students are registered on the correct programme within agreed timescales.
• To ensure valid student certificates are claimed within the timescales specified by the awarding body.
• To construct a secure, accurate and accessible audit trail to ensure that student’s registration and
certification claims can be tracked to the certificate, which is issued for each student.
THE CENTRE WILL:
1. Register each student within the awarding body requirements and register each learner on the
appropriate programme code, before any assessment activity is completed.
2. Provide a mechanism for programme teams to check the accuracy of the student registration.
3. Make each student aware of their registration status.
4. Inform the awarding body of withdrawals, transfers or changes to student’s details.
5. Inform the awarding body where the school is able to apply for reasonable adjustments or special
consideration for individual students.
6. Ensure that certificate claims are timely and based solely on internally verified assessment records.
7. Audit certificate claims made to the awarding body.
8. Audit the certificates received from the awarding body to ensure accuracy and completeness.
9. Keep all records safely and securely for three years post certificate.

Individual BTEC Roles
Quality Nominee
The Quality Nominee is responsible for maintaining the quality of BTEC qualifications within the centre.
The Quality Nominee (QN) will ensure effective management takes place across all subjects through ensuring that:
 all QN details are accurate an up to date
 they lead on the annual Quality Management Review (QMR) relating to the centres’ BTEC provision and the
effectiveness of quality procedures adopted;
 this includes the completion of the Centre of Engagement Document, which will also be
shared and agreed with all Lead Internal Verifiers (LIV) prior to submission
 share all documentation relating to the QMR and oversee the areas identified for
development
 an annual review of all internal policies associated with BTEC delivery takes place and that these are shared
and understood with all relevant members of staff involved in the delivery of BTEC programmes
 all programmes being delivered are approved
 all LIVs complete the online standardisation process (CSM) for each subject area and that this process
extends internally to other staff as necessary
 all learner registrations and certifications are completed in a timely fashion
 assessment and internal verification is effective for all subjects through liaising with the LIV for each program
area
 the Standards Verification process is completed successfully for each subject area

Lead Internal Verifier
The Lead Internal Verifier (Lead IV) is the person designated by a centre to act as the point of sign-off for the
assessment and internal verification of the programme(s) in a subject area.
The Lead IV will:
 register through the online standardisation system, CSM.
 make other assessors and internal verifiers aware of the standardisation practice and lead this within their
subject area
 liaise with the Quality Nominee throughout the program and be aware of any updates to the programs of
study and/or quality assurance requirements
 review the reports from the quality assurance process and ensure that appropriate action is taken as
necessary
 ensure that there is an assessment and verification plan for the programmes in the sector which is fit for
purpose and meets all BTEC requirements
 undertake internal verification and/or assessment for individual units within the programme for their subject
area to ensure that they do not internally verify their own work
 ensure that records of assessment and samples of learner work are being retained for use with Standards
Verification if necessary.
 liaise with the Standards Verifier to ensure that appropriate sampling takes place as required
 liaise with the Examinations Officer in relation to the registration and certification of learners
 plan for the handover to a deputy or replacement if unable to carry out the role within their subject area

Internal Verifier
•

•
•
•
•
•
•
•
•

Ensure that an annual standardisation activity takes place each year, lead by the Lead Internal Verifier. This
will coincide with an assessment window and is accessed through CSM. This standardisation activity should
be recorded.
In cases whereby
Check the quality of assessment to ensure that it is consistent, fair and reliable
IV all assignment briefs prior to issue to learners
Ensure that an accurate and efficient Assessment plan is in place and that the plan is implemented
Monitor that the IV schedule covers all learners, across all units, tasks and assessors on a programme
Ensure thatiInternally assessed work consistently meets national standards and that an efficient system for
recording learner achievement is in place
Give relevant advice, support and feedback to assessors and identify action to be taken where appropriate.
Share best practice with other teams at regular intervals throughout the academic year.

Assessor
•
•
•
•
•
•
•

Set tasks which allow students to demonstrate what they know, understand and can do so that they have
opportunities to achieve the highest possible grades in their BTEC courses.
Ensure that learners are clear about the criteria that they are expected to meet in their assignments and that
they are fully briefed on the skills that need to be demonstrated in each subject area.
Provide students with detailed SUMMATIVE feedback following the completion of a unit as per Assessment
plan. Clear reference must be made to which grading criteria the candidate has achieved.
Mark and return work within approximately two weeks of submission.
Record outcomes of all assessments using appropriate documentation.
Ensure that each candidate signs to confirm that their work is their own and that it is endorsed by the
teacher after marking the work.
Provide accurate records of internally assessed marks to the Exams officer in a timely manner for transfer to
the awarding body.

Links BTEC qualification specifications:
These provide guidance on assessment for each BTEC qualification.
•

All staff teaching on BTEC programmes must have access to the relevant specification. They are
published on our website: www.btec.co.uk

•

Pearson BTEC Assessment & Grading Policy: This is our policy on the application of grading criteria
when assessing BTEC programmes: www.edexcel.com/policies

•

BTEC Centre Guide to Internal Verification: A valuable resource for centres in planning, quality
assuring and delivering BTEC programmes: www.btec.co.uk/keydocuments

BTEC ASSESSMENT AND INTERNAL VERIFICATION POLICY
ASSESSMENT
Assessment is used by teachers to judge learner’s attainment. For learners, assessment indicates successful
learning and the need for further study or further evidence. Assessment can be formative and summative;
teachers will use both in assessing learners’ attainment.

NEW ASSESSMENT POLICY / PROCEDURE (APPLICABLE TO ALL REGISTRATIONS AT LEVEL 2 & 3, NQF AND QCF)

•

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 be informed of any agreed extensions.

•

For each assignment task or unit the student must submit the following >

1. An assignment which consists of evidence towards the targeted assessment criteria
2. A signed and dated declaration of authenticity which confirms the evidence has been produced
independently

3. Appropriately 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.

•

If the internal verifier questions the award of grades the ‘loop’ must be completed by the assessor before
the work is given back to the student.

•

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:

1. The student has met the initial deadline set in the assignment, or has met an agreed deadline
extension

2. The assessor judges that the student will be able to provide improved evidence without further
guidance

3. The original work has been authenticated by both the student and the teacher

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

•

If the Lead I/V authorises a resubmission it must be:

1. Recorded on the assessment feedback form
2. Completed within 15 working days of the student receiving the results of the assessment
3. 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
Conditions for retaking an assignment task (QCF courses only)
If the student has not achieved the targeted pass criteria following resubmission of the assignment the Lead IV may
authorise one retake opportunity to meet the pass criteria only. This should only be authorised in exceptional
circumstances. The following conditions apply:

1. The retake must be a new task targeted at only the pass criteria, and a merit or distinction cannot be
achieved.

2. An agreed deadline must be agreed and recorded between the assessor and the student
3. The student and the assessor must complete the appropriate forms to confirm the authenticity of the
re submitted work
A full paper trail of all student work from resubmissions and retakes must be kept by the assessor, as this
needs to be made available for standards verification.

Re-takes are not available to students on NQF programmes of study

Reference – ‘Guide to Internal Assessment for BTEC Firsts and Nationals’
This can be accessed through the Pearson web site > www.btec.co.uk > quality assurance .> key
documents.

WHAT IS BTEC ASSESSMENT?
•
•
•
•

All BTEC programmes are made up of units. Each unit is assessed and counts towards an overall
qualification.
All BTEC programmes are assessed by reference to the assessment and grading criteria published in the
programme specifications. The specifications can be downloaded from each BTEC qualification subject
page.
Units in some BTECs are graded (for example Pass, Merit, or Distinction); others are only achievable as a
Pass. The NQF units allow for a Level 1 Pass, in addition to Level 2 achievement
In NQF programmes there are units, which are externally assessed, contributing 25% of the final grade

WHY IS IT IMPORTANT?
Assessment is a crucial part of BTEC delivery because most BTEC assessment are written and developed by staff in
the centre. It is essential that the assessment and verification of learner work is accurate, rigorous and in line with
national standards promoted by the exam board
ASSESSMENT EVIDENCE

•
•
•
•

Can take many forms; written-formal essays, evaluations, notebooks; records; studio logs; timesheets;
plans; tutor observation and witness statements; photographic/digital.
Can be practical work within the specialist area of the qualification.
Should be timed carefully to reduce overload.

Course leaders and teachers should use a range of assessment strategies as this can enhance learning; improve
knowledge of the grading criteria and of how to progress to higher-grade achievement.
If group work is used, teachers must be aware of the requirement that assessment is done at individual learner
level. The use of Witness Statements, Tutor Observation sheets or other paperwork that records achievement at
criterion level against the activity that is being observed is strongly recommended. Checklists prepared against unit
grading criteria are one way of doing this.

DEADLINES
Deadlines for assessment are an important part of these vocational qualifications. Learners must be encouraged to
develop good habits that will stand them in good stead in the future.
However, once evidence is accepted for assessment, learners cannot be penalised for work submitted after the
deadline. Criterion referenced qualifications demand that only the grading criteria for the units can be used for

assessment decisions. The Lead IV can only authorise a resubmission if the agreed deadline date has been met by
the student

RECORDS
• Teachers must keep records of learners and their assessed work.
• Teacher records must be monitored and sampled by the Lead Internal Verifier and
Programme Manager

• Learner assessments and verification records must be stored securely by the Programme Manager until all the
final grades have been submitted; certification has been received by the school and handed out to the learners.
In the event of an appeal against a grade then the evidence of the assessments should be kept until the appeal
has been concluded
• Learner grades must be kept in a secure location for three years after certification.

WEAKNESSES IN ASSESSMENT
Where there is an identified weakness in the assessment process the following will happen:

•

Programme Manager’s / Lead Internal Verifier’s will initially offer support and guidance. This will include
setting actions as per Edexcel / school documentation and making sure the actions are followed up.
•
If necessary, the Quality Nominee and senior staff will become part of the support and guidance process.

INTERNAL VERIFICATION
Internal verification is a requirement of BTEC delivery. It is carried out on two levels in subject areas:

1. Internal verification of assignment briefs.
2. Internal verification of assessment decisions.
It is the responsibility of the Lead IV to ensure all of this has been completed within the agreed time frame on the
assessment plan

WHAT IS INTERNAL VERIFICATION?
Internal Verification (IV) is a system of quality checks made by someone in the centre to ensure that assignments
have been written correctly and that assessment decisions are accurate.
It is a recorded discussion between two professionals to ensure accuracy, fairness, consistency and quality of
assessment. It does not involve the learner.
The Lead I/V will produce an I/V schedule as part of the annual assessment plan and will keep a record of which
learner work has been sampled, and in which units. The amount of work to be I/V’d will be determined by the Lead
I/V – but this should be a minimum of 4 pieces of work for each assessment. This should be made up wherever
possible of a piece of work at all three levels of achievement (P, M & D) and one more of the most common grade.
It is recommended that this number is increased for either new assessors to BTEC (> to 50% for first assessed piece
of work) or for programmes with large cohorts of students (>20)

WHY IS IT IMPORTANT?
Assessment is a crucial part of BTEC delivery because most BTEC assessment are written and developed by staff in
the centre. It is essential that the assessment and verification of learner work is accurate, rigorous and in line with
national standards promoted by the exam board
Assessment decisions of internally assessed units are totally in the hands of centre staff. Internal Verification
checks that the standards set by the awarding body are being maintained.
Further guidance can be found in the Centre Guide to Managing Quality on the Key Documents page of the BTEC
website:
www.edexcel.com/quals/BTEC/quality/Pages/documents.aspx

STANDARDS VERIFICATION
When a Principal Subject Area is going through standards verification the following will apply:

• The Quality Nominee will initially take the lead in liaising with Edexcel re SV.
• After the initial contact either the Quality Nominee or Programme Manager will liaise with the allocated
standards verifier re the sample requested.
• If there is an unsuccessful outcome from the 1st sample, there will be a 2nd sample.
• It is essential at this stage that the Programme Manager consults with the Quality Nominee to ensure that the
second sample is checked thoroughly and that the advice and guidance given by the Standards Verifier is applied
to this sample.
• If the second sample has an unsuccessful outcome the Regional Quality Manager will set up a remedial action
plan.
Before the agreed sample date, the standards verifier will need the following:

• A list of all completed mandatory units.
• A list of anticipated learner grades.
• A list of which learner work has been Internally Verified.
The Standards verifier will then select a sample from the list and for the sample they will require:

• The assignment brief(s) for the whole unit with evidence of internal verification • For each learner sampled, a
portfolio of work for the complete unit with, evidence of assessment and internal verification
• For graded qualifications, learner work at all grades.

BTEC External Assessment Policy 2020 – 2021
PROVISION
BTECs are currently provided in the following subjects at Wyvern St Edmund’s Learning Campus
-

Level 1/2 Tech Award in Performing Arts
Level 1/2 First Award in Travel and Tourism

AIM
•
•
•
•

This policy ensures that staff, students and parents are aware of the external examination and various BTEC
levels.
This policy is to ensure the correct storage and administration of the external examinations.
All matters relating to external examinations come under the jurisdiction of the Exams Officer.
Teachers must ensure that the Exams Officer is aware of any new BTEC courses and they have been agreed by
SLT before the course commences.

PROCEDURE
•
•

•
•
•
•
•

September/October: The Exams Office requests list of entrants from teaching staff. This information is entered
onto Edexcel online.
Any new courses must have SLT approval before registrations can be made. Mark sheets/system printouts of
registration entries are printed, and entrants re-checked by teaching staff. The Exams Office will confirm when
any external assessment exams will be sat and ensure the deadline is met for processing such entries.
January: Any students registered in the current academic year who have left the course since
September/October are removed in order to receive a refund.
February onwards: Depending on the results date for any external exams taken in January,
ensure receipt of results and action any re-sit entries if required.
Easter: Exams Officer sends an entry file to Edexcel in order to receive results electronically.
May/June: Teaching staff to arrange with the Exams Office the inputting of assessment grades. Exams Officer
inputs the unit data alongside the subject teacher and claims for certificates. Exam certificates arrive – grades
and spelling of names are checked carefully by Exams Office. Certificates are filed until all other certificates
received and distributed in November/December.

CONDUCT OF WRITTEN EXAMINATIONS
•
•
•
•
•

All exams will be stored securely, in the onsite exam storage facility.
All exams will follow the JCQ exam instructions and will take place on the dates and times specified.
All candidates are given written and verbal instructions on all matters relating to their conduct in external
exams before they sit the exams by the invigilators.
If a candidate is absent from an examination due to illness, then evidence to validate the absence must be
obtained by the candidate and given to the Exams Officer within 7 days of the absence.
If a student is feeling unwell on the day of the exam, special consideration may be applied for when the above
is received.

CONDUCT OF ONLINE TESTING
•

All online examinations will follow the instructions laid down by the appropriate exam board and will take
place on the dates and times specified.

•
•
•
•

All candidates are given written and verbal instructions on all matters relating to their conduct in external
exams before they sit the online exams.
If a candidate is absent from an examination due to illness, then evidence to validate the absence must be
obtained by the candidate and given to the Exams Officer within 7 days of the absence.
If a student is feeling unwell on the day of the exam, special consideration may be applied for when the above
is received.
Online exams will be held under exam conditions and students will be provided with access arrangements if
applicable.

CONDUCT FOR EXTERNALLY ASSESSED TASKS
•
•
•
•
•
•

All externally assessed tasks follow the instructions laid down by the appropriate exam board and will take
place on the dates and times specified.
All candidates are given written and verbal instructions on all matters relating to their conduct in external
exams before they sit the externally assessed tasks.
If a candidate is absent from an examination due to illness, then evidence to validate the absence must be
obtained by the candidate and given to the Exams Officer within 7 days of the absence.
If a student is feeling unwell on the day of the exam, special consideration may be applied for when the above
is received.
Externally assessed tasks will be returned as defined by the board in the correct time scale.
Externally assessed tasks have restricted access which will be controlled by the Exams Officer and a signature
received on release.

APPEALS PROCEDURE
• Any appeals relating to internal assessment decisions will follow the procedures outlined in the Appeals
policy.

ASSESSMENT MALPRACTICE POLICY
AIM
To identify and minimise the risk of malpractice by learners.

•
•
•
•

To respond to any incident of alleged malpractice promptly and objectively.
To standardise and record any investigation of malpractice to ensure openness and fairness.
To impose appropriate penalties and/or sanctions on learners where incidents (or attempted incidents) of
malpractice are proven.
To protect the integrity of this centre and BTEC qualifications.

In order to do this, the centre will:

• Seek to avoid potential malpractice by informing learners of the centre’s policy on malpractice and the penalties
for attempted and actual incidents of malpractice.

• Show learners the appropriate formats to record cited texts and other materials or information sources.
• Ask learners to declare that their work is their own.

• Ask learners to provide evidence that they have interpreted and synthesised appropriate information and
acknowledged any sources used.

• Conduct an investigation in a form commensurate with the nature of the malpractice allegation. Such an
investigation will be supported by the HEAD OF CENTRE and all personnel linked to the allegation. It will
proceed through the following stages:

1. Suspected malpractice must be reported immediately to BTEC
MANAGER/EXAMINATIONS OFFICER with written report and accompanying evidence.

2. BTEC MANAGER/EXAMINATIONS OFFICER or other nominated member of staff
will interview individual, who will invited to respond to the accusation in writing.

3. BTEC MANAGER/EXAMINATIONS OFFICER or other nominated member of staff to
investigate if malpractice has occurred. Will advise and/ or seek advice from
Edexcel as appropriate.

4. If malpractice is found, all work by individual to be reassessed, and work of other individuals if required.
In cases of alleged/suspected Malpractice, the following will be done:

• Make the individual fully aware at the earliest opportunity of the nature of the alleged malpractice and of the
possible consequences should malpractice be proven.

• Give the individual the opportunity to respond to the allegations made.
• Inform the individual of the avenues for appealing against any judgment made.
• Document all stages of any investigation.
Where malpractice is proven, this centre will apply the following penalties / sanctions:

1. Any mark/grade awarded for work in question will be withdrawn. Work will need to be redone with
supervision.

2. In cases of severe and deliberate malpractice, the individual will be withdrawn from the course and
Edexcel advised.

3. Individual has right of appeal. Circumstances will be investigated by BTEC MANAGER/EXAMINATIONS
OFFICER plus SCHOOL GOVERNOR.

DEFIINITION OF MALPRACTICE BY LEARNERS
This list is not exhaustive and other instances of malpractice may be considered by this centre at its discretion:

• Plagiarism of any nature.
• Collusion by working collaboratively with other learners to produce work that is submitted as individual learner
work.

•
•
•
•
•

Copying (including the use of ICT to aid copying).
Deliberate destruction of another’s work.
Fabrication of results or evidence.
False declaration of authenticity in relation to the contents of a portfolio or coursework.
Impersonation by pretending to be someone else in order to produce the work for another or arranging for
another to take one’s place in an assessment/examination/test.

DEFINITION OF MALPRACTICE BY CENTRE STAFF
This list is not exhaustive and other instances of malpractice may be considered by this centre at its discretion:

• Improper assistance to candidates.
• Inventing or changing marks for internally assessed work (coursework or portfolio evidence) where there is
•
•
•
•
•
•
•
•
•

insufficient evidence of the candidates’ achievement to justify the marks given or assessment decisions made.
Failure to keep candidate coursework/portfolios of evidence secure.
Fraudulent claims for certificates.
Inappropriate retention of certificates.
Assisting learners in the production of work for assessment, where the support has the potential to influence the
outcomes of assessment, for example where the assistance involves centre staff producing work for the learner.
Producing falsified witness statements, for example for evidence the learner has not generated.
Allowing evidence, which is known by the staff member not to be the learner’s own, to be included in a learner’s
assignment/task/portfolio/coursework.
Facilitating and allowing impersonation.
Misusing the conditions for special learner requirements, for example where learners are permitted support,
such as an amanuensis, this is permissible up to the point where the support has the potential to influence the
outcome of the assessment.
Falsifying records/certificates, for example by alteration, substitution, or by fraud. • Fraudulent certificate claims
that is claiming for a certificate prior to the learner completing all the requirements of assessment.

APPEALS POLICY
All learners are able to formally challenge an assessment mark or grade awarded. In the first instance they should
discuss this with their BTEC teacher / assessor. If they are still dissatisfied, they should discuss with the BTEC
Programme Manager and/or Quality Nominee (S Green). If still unresolved then they should refer to the centre
appeals policy for internally assessed work for external qualifications displayed on the school website.
AIMS:

•
•
•
•
•

To enable the learner to enquire, question or appeal against an assessment decision.
To attempt to reach agreement between the learner and the assessor at the earliest opportunity.
To standardise and record any appeal to ensure openness and fairness.
To facilitate a learner’s ultimate right of appeal to the awarding body, where appropriate.
To protect the interests of all learners and the integrity of the qualification.

In order to do this, the centre will:

• Inform the learner at induction, of the Appeals Policy and procedure.
• Record, track and validate any appeal.

• Forward the appeal to the awarding body when a learner considers that a decision continues to disadvantage
•
•
•
•

her/him after the internal appeals process has been exhausted.
Keep appeals records for inspection by the awarding body for a minimum of 18 months.
Have a staged appeals procedure.
Will take appropriate action to protect the interests of other learners and the integrity of the qualification, when
the outcome of an appeal questions the validity of other results.
Monitor appeals to inform quality improvement.

APPEALS PROCEDURE
If students have any concerns with regards to their individual assignments, then the following procedure should
be followed:

•

Stage One. Speak to the teacher / assessor who has set and marked the assignment, explaining the reason
for your concerns. The tutor, after considering your explanation, will provide a response with a clear
explanation of the decision taken. If the student still remains unhappy with the outcome they should proceed
to the next stage.

•

Stage Two. Speak to the Programme manager who will address the issue. He/she will consider the reason
for the appeal and the response of the teacher / assessor. A decision will be given to the student within 5
working days of the concern being received. If the student remains unhappy and wishes to proceed to the
next stage the Programme Manager must record the appeal.

•

Stage Three. The Programme manager will forward relevant details to the Head of Sixth Form who must
convene, within 10 working days, a panel comprising him/herself, the Programme Manager, student, the
teacher/assessor and a parent or a friend of the student (if requested). The Head of Sixth Form must make
a decision and inform all parties within five working days of the Appeals Panel meeting. This decision is final.
Records of all appeals are to be kept and made available to the examination board.

•

If at stage two the teacher / assessor disagrees with the decision, then he/she has the right to appeal and
stage three occurs
If you are appealing against an assessment decision made by the Programme Manager stage 2 is missed out.

BTEC Distance and/or Blended learning Policy 2020 – 2021
The approach to Distance Assessment in the event of a required situation will see practitioners and learners engage
in a method of assessment that is designed to be carried out remotely ensuring that learners are supported as well
as they would be in a traditional classroom setting.
Distance Assessment enables learners to be assessed even if they are in situations/settings where traditional
methods of assessment delivery may be difficult or impossible to operate.
The primary method of E-assessment will be through the use of an e-portfolio which can take the form of an online
PowerPoint or word document, a google slides document or google doc. Assessments will be set and completed
using our class charts Virtual Learning Environment.
Learners are home based. Programme may be delivered and assessed by:
• Learners working from their computers at home
• Video conferencing
• Videos and CDs are provided
• Online learning materials are provided
• Electronic chat forums and virtual classrooms
• Tutor marked assignments by post or email
• Learners come into the centre for supervised assessment
• Use of a cloud-based E-portfolio such as Google drive/Google docs
Distance learning and assessment are not appropriate where:
• Practical skills and/or interaction with individuals/equipment need to be demonstrated and assessed.
• The assessment methods chosen by the centre to meet the requirements of distance learning are not the most
appropriate to assess learners' achievement of the learning outcomes.
• There are group work situations/units where collaboration with others is needed.
• There is a requirement for learners to be overseen in person by centre staff at a specific physical location, under
controlled conditions, this includes observations of performance in SVQ/NVQ type competency-based qualifications
and Pearson externally set and marked examinations and controlled tasks.

Centre governance of distance learning
At Wyvern St Edmund’s Learning Campus we have an appropriate governance structure to guide and enable
effective planning, decision making and continuous improvement relating to distance learning programmes.
• All GLH towards unit completion can be completed by learners remotely, but clear time frames for activities and
assignment work must be outlined explicitly as part of the distribution of internally assessed briefs. For example, if
an assignment has a set task, a recommended around of guided learning hours will clearly be stated as part of the
distributed brief, and learners will have to dedicate a set amount of time on this assignment. If required this can be
monitored via the use of google drive as a learning and submission platform, in which a timeline of activity can be
seen on a specific piece of work and time dedicated to an assignment can be checked.
• Governance structures are in place to ensure that all learners on BTEC qualifications have access to required
materials, briefs and assessment feedback through the use of the shadow curriculum portal on the school website,
and the class charts submission VLE.
• Course review documents are organised using cloud storage and the internal verification process can be approved
remotely via online collaboration. Online materials are checked by the centre QN and the deputy head.
Distance learning programmes are fully integrated into our policies, processes and structures at Wyvern St Edmund’s
Learning Campus, all materials are provided to staff teaching on BTEC courses using a combination of Microsoft
teams, and google drive cloud storage. Each subject has its own IV folder which is centrally managed by the centre
QN, and important documents and policies are shared under the “files” section of a Microsoft team, these include
the following • Assessment policies
• Internal verification policies
• Course handbooks
• Prospectus

BTEC Collaboration arrangements policy 2020 – 2021
This policy covers information relating to working with other centres in formal, informal and exceptional
Collaborative arrangements to deliver Pearson vocational qualifications.
As part of the Magna Learning Partnership, Wyvern St Edmund’s Learning Campus operates within the Informal
collaborative arrangement tier (Appendix 3.1 of collaborative and consortium arrangements policy)
Two or more approved centres, each with their own centre number and qualification approval, work together to
share information, assignments, staff and physical resources. There is no shared assessment between Wyvern St
Edmund’s Learning Campus and other institutions in the MAT and each centre has total ownership of its own quality
assurance.

