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Next Review:  June 2027

1.Rationale

The purpose of this document is to ensure that all BTEC programme are appropriately implemented and meet the guidelines set by
the examination board. This document is to be used in conjunction with the Winchester school policies and a range of guidance available

at the Pearson website.
2.Aims

This document contains several separate policies, all shared by Pearson, which collectively aim to ensure that the school has in place
administrative systems, policies and procedures to ensure that there is effective management of the delivery and assessment of

qualifications, ensuring that:

e qualification approvals are accurate and timely and reflective of a centre delivery.
e the centre continues to meet all Qualification Approval criteria for each qualification.

e adequate records are maintained to meet Pearson requirements and made available to Pearson representatives, as required.

3.Key Roles and Responsibilities

The BTEC Team at Winchester

+* Head of Centre: Principal

«* Quality Nominee: Head of Secondary
« Head of Examination

% BTEC Coordinator: Head of BTEC

“* Program Leader: Subject heads for Business, Science and IT

The Head of Centre is formally responsible for ensuring that the center acts in accordance with Pearson and KHDA terms and

conditions of approval.

Quality Nominee: This person is the main point of contact for information related to quality assurance.
The Quality Nominee should ensure the effective management of all BTEC programme and actively encourage and promote good

practice within the centre.
The Quality Nominee will liaise with the centre and Pearson staff to ensure that:

e BTEC programme is approved and registrations are accurate and up-to-date.

e approval conditions and policy requirements are being implemented consistently and effectively.

o  all staff are aware of all support and guidance available and understand requirements.

e assessment and internal verification are effective on all Pearson BTEC and Pearson vocational programme.

o verify the roles of each member of staff delivering BTEC.
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o thereis a registered Lead Internal Verifier in place for each Subject Area, where required.
e ensure standards verification is completed successfully for each subject.

e liaise with the Lead Standards Verifier where necessary for all quality review processes.

Examination Officer: This is the person designated to take responsibility for the correct administration of learners. The Examination

Officer normally acts as the administrator for Pearson, which provides direct access for learner administration.
Key Responsibilities

e Liaise with programme leaders to maintain information on which programme are running and when they start and finish.

e  Register learners at the appropriate time.

e  Register learners onto the correct programme checking that these are the specific titles and versions that learners are
following.

o Check registrations carefully to ensure that all data is correct and follow correct procedures if amendments are required.

e  Give Edexcel Online access to the Quality Nominee.

e  For relevant programme, give Edexcel Online access to Lead Internal Verifiers so that they can register onto the OSCA
(Online Support for Centre Assessors) system and access standardisation materials.

e  Give Edexcel Online basic access to all other BTEC staff as necessary.
Programme Leader

A programme leader or programme manager is a person designated to take overall responsibility for the effective delivery and

assessment of BTEC qualifications. The programme leader also acts as the Lead Internal Verifier.

Key Responsibilities

Familiarize self with the latest exam board specifications, qualification handbooks, and assessment criteria for specific BTEC

program.
. Monitor the exam board website for any updates, amendments, or clarifications to the guidance documents.
e  Reach out to the exam board or other qualified professionals for any doubts or questions about the guidelines.

e Ensure that programme staff have the necessary expertise, conduct regular trainings for staff to ensure program is delivered
as per Pearson standard.

e Ensure that there are sufficient resources to deliver the programme and units.

e Liaise with programme team to confirm assessment and internal verification schedules.

e Liaise with the Quality Nominee to be aware of information updates and quality assurance requirements.

e Liaise with standard verifier from Pearson for quality assurance visit.

e  Review reports arising from quality assurance visit and ensure that appropriate actions are taken.

o Liaise effectively with the Examination Officer to ensure accuracy of registration and certification of learners.
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Lead Internal Verifier: A Lead Internal Verifier is a person designated to act as a point of sign-off for the assessment and internal

verification of programme in a subject area.
Key Responsibilities

e  Ensure that there is an assessment and verification plan for programme.

e Sign off the plan and check that it is being followed at suitable points.

e Undertake some internal verification and/or assessment for individual units within at least one of the programme.

e Ensure that assessment plans, records of assessment and samples of learner work are retained for Standards Verification.
Plan to set aside examples of work verified to different levels and grades.

e Liaise with the Standards Verifier to ensure that appropriate sampling takes place.

e  Pair potential successors with the current leader or other experienced team member for guidance and knowledge transfer

for smooth transition.

Internal Verifiers: Internal verification is the quality assurance system used to monitor assessment practice and decisions, ensuring

that:

e  assessment is consistent across the programme.
e assessment instruments are fit for purpose.

e assessment decisions accurately match learner work to assessment and grading criteria.
Key Responsibilities

e Agree an assessment and verification plan for each programme.

e Provide assessors with clear and detailed rubrics or marking schemes that outline the specific criteria for each level of
performance or achievement. This helps to ensure consistency and reduce subjectivity in assessment.

o  Check the quality of assessment instruments to ensure they are fit for purpose.

e Ensure an effective system of recording learner achievement is in place.

e Keep accurate and up-to-date records of the internal verification process.

e Advise on the appropriateness of assessment evidence with regard to level, sufficiency, authenticity, validity and consistency.

Verify assessors’ judgements, ensuring that they are consistent, fair and reliable.

Apply corrective actions fairly and consistently, avoiding favoritism or personal bias.
Assessors: An assessor is responsible for the assessment of learners.
Key Responsibilities

e  Ensure that you have read and understood the programme specifications and the requirements of all units being assessed.

e Agree an assessment and verification plan for each programme ensuring full coverage of the required units.

e  Teach learners the knowledge and skills required to achieve the qualification.

o Design assessment activities which guide learners to produce evidence that meets the targeted learning aims and assessment

criteria, using the associated assessment guidance to provide sufficient coverage of unit content.
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e Provide summative assessment of the completed work submitted by learners, checking authenticity and sufficiency of
evidence produced against the relevant learning aims, assessment criteria and unit content.
e  Accurately record all summative assessment decisions.

e  Follow up any advice from the internal verifier.

The BTEC subject teacher is responsible for:

e Map the course syllabus and learning objectives to the exam board's assessment criteria, ensuring all areas are covered
comprehensively.

e Employ teaching strategies that align with the assessment format, such as case studies, simulations, and project-based
learning for BTEC qualifications.

e  Utilize resources approved or recommended by the exam board, including textbooks, online platforms, and industry materials.

e  Utilize rubrics provided by the exam board.

e Engage in discussions with the Subject Leader to clearly understand the learning objectives, assessment criteria.

¢ Implement a robust internal verification process to ensure consistency and accuracy in assessment and feedback across the
program.

e Issuing Assignment to students after Internal Verifier adjustments.

e Analyze student performance data and identify areas for improvement in curriculum, teaching, or assessment practices.
e  Utilize student feedback and exam board reports to identify areas for continuous improvement and maintain program quality.
e Responding to Internal Verifier feedback.

e Completing Accreditation (to become a lead IV) in subject area.

The learner is responsible for:

e Actively engaging in all aspects of the program, including lectures, workshops, and practical sessions. Participation contributes
to a deeper understanding of the subject matter.

e  Take responsibility for independent learning by conducting research, reading relevant materials, and exploring topics beyond
the prescribed curriculum. Independent learning enhances knowledge and skills.

e  Effectively managing time to meet assignment deadlines, attend classes, and balance academic commitments. BTEC programs
often involve coursework and assessments that require proper time allocation.

e Completing and submitting assignments on time, ensuring they meet the specified criteria. Learners are responsible for
understanding the requirements of each assignment and producing work that aligns with the program's standards.

e Engaging in reflective practice to evaluate personal progress, identify areas for improvement, and set goals for development.
Reflective learning contributes to continuous improvement and self-awareness.

e Participating actively in collaborative projects and group activities. BTEC programs often incorporate teamwork components,
and learners are expected to contribute positively to group dynamics.

e Communicating effectively with tutors, peers, and other stakeholders. Clear communication is essential for understanding
coursework, participating in discussions, and seeking help when needed.

e Utilizing learning resources provided by Pearson and the school, including textbooks, online materials, and support services.

Learners should take advantage of available resources to enhance their understanding of the subject matter.
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e  Maintaining academic integrity by avoiding plagiarism and submitting original work. Learners must understand and adhere to
the institution's policies on academic honesty.

e Understanding the assessment criteria and actively participating in assessment processes. This includes preparing for set
assignments, completing coursework, and participating in practical assessments as required by the Pearson BTEC program.

e  Setting clear academic and personal goals and regularly monitoring progress toward achieving them. This proactive approach
to goal-setting contributes to motivation and a sense of direction.

o Demonstrating professionalism in all interactions within the learning environment. This includes punctuality, respect for

others, and adherence to the school's code of conduct.

3. Integrated Governance and Compliance Framework for BTEC Qualification Management

3.1 Reporting and Sustaining Awarding Body Approval

Winchester is dedicated to maintaining transparency and compliance with the Knowledge and Human Development Authority (KHDA)
regarding the approval status of BTEC qualifications. This policy outlines the procedures to ensure the timely notification of any
changes in conditions or approval status from the awarding/certification organization, facilitating effective communication and

regulatory adherence.

e Designated contact person: Head of Center is the point of contact responsible for communicating changes in the conditions
or approval status to KHDA.

e Identification of changes: Conduct ongoing monitoring and review of conditions or factors that may impact the school's
approval status with the awarding/certification organization. BTEC team stays informed about any changes in policies,
procedures, or other relevant aspects from the awarding/certification organization.

e Documentation and verification: Maintain up-to-date documentation related to the school's approval status with the
awarding/certification organization. Regularly verify the accuracy of information and documentation, ensuring alignment with
the latest requirements and standards set by the awarding/certification organization.

e Timely notification: Promptly notify KHDA of any changes that could impact the school's approval status. This includes
changes in leadership, curriculum modifications, or alterations in the school's operational structure. Notifications will be made
within the timeframe specified by KHDA or the awarding/certification organization, ensuring compliance with regulatory
requirements.

e  Submission of Updated Documentation: Prepare and submit any required documentation to KHDA promptly. This may include
revised policies, procedures, or any other documents requested by the regulatory authority in response to the changes in
approval status.

e Collaboration with Awarding/Certification Organization: Foster a collaborative relationship with the awarding/certification
organization, seeking guidance and clarification on any modifications required to maintain approval status. Proactively engage
in dialogue with the awarding body to address concerns and ensure alignment with their evolving standards.

e Record keeping: Maintain comprehensive records of all communications with KHDA and the awarding/certification
organization regarding changes in approval status. Document the steps taken to address any identified issues and

demonstrate the school's commitment to compliance and transparency.
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Training and awareness: Conduct regular training sessions for relevant staff members to raise awareness about the
importance of compliance with awarding/certification organization standards and the procedures for notifying KHDA of any
changes.

Continuous monitoring and review: Implement a continuous monitoring and review process to stay proactive in identifying

and addressing any potential changes that could impact approval status.

3.2 Implementation of KHDA Directives upon Withdrawal of BTEC Qualification Approval

In the event of the Knowledge and Human Development Authority (KHDA) issuing directives for the withdrawal of approval for BTEC

qualifications, Winchester is committed to executing swift and comprehensive actions in adherence to regulatory guidelines. This policy

outlines the procedures and steps to be followed to ensure the immediate implementation of all directives provided by KHDA,

maintaining transparency, and safeguarding the interests of our students and stakeholders.

Notification and Acknowledgment: Immediately upon receiving directives from KHDA regarding the withdrawal of BTEC
qualification approval, the Head of Center will acknowledge receipt of the directives.

BTEC Team will be responsible for overseeing the implementation process.

Review of directives: Conduct a thorough review of the directives issued by KHDA, ensuring a clear understanding of the
specific actions and timelines outlined.

Communication Plan: Develop a comprehensive communication plan to inform all stakeholders, including students, parents,
staff, and relevant external entities, about the withdrawal of approval and the ensuing actions.

Student support and transition: Implement support mechanisms for affected students, providing guidance on alternative
educational pathways, transfer options, and necessary counseling services.

Documentation and Record keeping: Maintain meticulous records of all communications, directives, and actions taken in
response to the withdrawal of BTEC qualification approval. This documentation will be crucial for compliance, audit purposes,
and potential future reviews.

Collaboration with KHDA: Establish open lines of communication with KHDA throughout the implementation process. Seek
clarification, guidance, and approval for any proposed actions or alternatives in response to the withdrawal.

Financial and administrative adjustments: Undertake necessary financial and administrative adjustments after GEMS and
KHDA approval. This includes modifications to budget allocations, fee structures, and any other financial considerations
implicated by the withdrawal.

Staff training and support: Provide necessary training and support to staff members affected by the withdrawal, ensuring
they are equipped to manage changes and contribute to a smooth transition for students.

Continuous monitoring and reporting: Implement a continuous monitoring system to track the progress of the implementation
plan. Regularly report to KHDA on the status of compliance with the issued directives.

Post implementation review: Conduct a comprehensive review after the completion of the implementation process. Evaluate

the effectiveness of actions taken, identify lessons learned, and implement improvements for future scenarios.
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3.3 Renewal of BTEC Qualification Approval Policy

In commitment to regulatory compliance and the continuous enhancement of educational standards, Winchester has established a
comprehensive policy outlining procedures for the timely renewal of Knowledge and Human Development Authority (KHDA) approval

for BTEC qualifications.

e  Early Initiation of Renewal Process: Implement procedures to initiate the renewal process for KHDA approval well in advance
of the expiry date of the BTEC qualification.

e Review of Approval Criteria: Regularly review and stay abreast of the criteria and standards set by KHDA for BTEC
qualification approval. Ensure that the institution's practices align with the evolving regulatory requirements.

e Documentation and Record Keeping: Maintain up-to-date documentation related to the BTEC qualification approval. This
includes documentation of compliance with KHDA standards, assessment methods, and any changes made to the qualification.

e  Establish clear and direct communication channels with KHDA for the renewal process.

e Timely Submission of Renewal Documents: Develop a timeline for the timely submission of all required renewal documents to
KHDA. Ensure that the submission is comprehensive, including any necessary updates or changes made to the BTEC
qualification.

e Proactive Engagement with KHDA: Proactively engage with KHDA throughout the renewal process. Seek guidance,
clarification, and approval for any proposed changes or adjustments to the BTEC qualification that may impact the renewal.

e  Continuous Compliance Verification: Periodically verify the institution's compliance with KHDA standards and requirements.

Address any identified issues promptly to ensure ongoing alignment with regulatory expectations.
3.4 Financial Resources and Reporting Policy for BTEC Delivery and Assessment

In adherence to financial transparency and commitment to the successful delivery and assessment of BTEC qualifications, Winchester
has instituted a comprehensive policy ensuring the availability of adequate financial resources. This policy further mandates timely
notifications to the Knowledge and Human Development Authority (KHDA) concerning any alterations in the institution's financial

status that might impact the delivery and assessment of BTEC qualifications,
The school will:

e  Establish robust financial planning procedures to ensure the availability of adequate resources for the successful delivery and
assessment of BTEC qualifications.

e Allocate a dedicated budget for the delivery and assessment of BTEC qualifications, taking into account factors such as staff
training, technological requirements, and assessment materials.

e Develop contingency plans to address unforeseen financial challenges that may impact the institution's ability to deliver and
assess BTEC qualifications effectively.

e  Conduct regular reviews of the institution's financial status to proactively identify any potential challenges or changes that
could affect the delivery and assessment of BTEC qualifications.

e Establish a protocol for timely reporting to KHDA in the event of any changes to the institution's financial status that may

have implications for the delivery and assessment of BTEC qualifications.
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e  Maintain clear and direct communication channels with KHDA.

4. Registration and Certification

Aims:

e To timely register individual learners to the correct programme within agreed timeline with awarding body and KHDA.
e To claim valid learner certificates within agreed timelines.
e 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 school will:

e register each learner within the awarding body and KHDA

e  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

e  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 certification.

5. Assessment Policy

Aims:

e To ensure that assessment methodology is valid, reliable and does not disadvantage or advantage any group of learners or
individuals.
e To ensure that the assessment procedure is open, fair and free from bias and to national standards.

e To ensure that there is accurate and detailed recording of assessment decisions.
In order to do this, the school will:

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

e 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;

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

ensure that assessment decisions are impartial, valid and reliable.

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

develop assessment procedures that will minimise the opportunity for malpractice.

° maintain accurate and detailed records of assessment decisions.
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maintain a robust and rigorous internal verification procedure.

provide samples for standards verification/external examination as required by the awarding organization
monitor standards verification/external examination 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.

Procedures:

Learner induction and handbook informs learners about all aspects of assessment and progress monitoring. Reference is made
to standards, assessment deadlines, the need for authentic work, academic integrity, consequences of plagiarism and learner

appeals.

Assignment design has a practical vocational focus and references the unit grading criteria. A variety of assessment methods
is encouraged. A well-defined schedule for assignments and assessments is planned, spreads out throughout the program to
avoid over-burdening learners. Regularly monitor progress to ensure timely completion and provide support as needed.
At the start of the programme the assessment plan is agreed and signed off by the Lead Internal Verifier.
Moderation is necessary to ensure accuracy and consistency of teachers’ judgements about standards. It is important to agree
judgements if our decisions are to be given credence. Teachers will often share opinions informally with subject leaders and
other colleagues to clarify ‘best fit’ judgements or for statutory teacher assessments. Professional Development Meetings
and Teacher Development days are arranged for teachers to compare judgements and agree standards. Winchester also works
with colleagues in our cluster to ensure that our judgements are accurate and consistent.
o Meeting to discuss the mark scheme and assessment criteria for the papers in detail. The experienced subject
teachers mark three papers of different ability and shared with the team as exemplar.
o All the markers read the assignment and assessment paper to understand the demands of each question and have
an opportunity to ask questions and resolve any doubts.
o They work through the mark scheme together, making sure teachers understand the marking criteria and how to
apply them. The generic marking principles were also reviewed closely by the teachers.
o Each teacher marks the papers/assignments independently, before comparing and discussing their marking with the
rest of the group. The markers reach a consensus on the appropriate mark for each response to ensure the correct

application of the mark scheme/assessment criteria.
The moderation takes place at various levels:

o After the completion of marking for all students by teachers, Program leader share random sample of papers to be
remarked by different teacher.

o  Next, the Program leader moderates a random selection of papers from each teacher to check on the accuracy of
marking.

o The Internal Verifier conducts the final moderation to ensure the authenticity of standardization, marking and

moderation process.
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o Lastly, Quality Nominee takes random samples to check.

o  Once moderation is completed grade is assigned to each individual based on Assessment criteria.
Internal Verification
Aims

e Toensure there is an accredited lead internal verifier in each subject area.
e To ensure that internal verification is valid, reliable and covers all assessors and programme activity.
e To ensure that the internal verification procedure is open, fair and free from bias.

e To ensure that there is accurate and detailed recording of internal verification decisions.
In order to do this, the school will ensure that:

e alead internal verifier for each subject area is accredited by Edexcel via the successful completion of an online standardisation

exercise.

each lead internal verifier oversees effective internal verification systems within each subject area.

staff are briefed and trained in the requirements for current internal verification procedures.

effective internal verification roles are defined, maintained and supported.

e  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.

e an annual internal verification schedule, linked to assessment plans, is in place.

e anappropriately structured sample of assessment from all programme, sites and teams are internally verified, to ensure centre
programme confirm to standards verification requirements.

e secure records of all internal verification activity are maintained.

the outcome of internal verification is used to enhance future assessment practice.
Procedures:

e All Assessors, Lead Internal Verifiers and Internal Verifiers are regularly briefed on BTEC processes.

e Verification schedules are agreed annually to cover all units and assignments. Schedules are drawn up at the beginning of
the programme and monitored through the year.

e Internal Verification of assignments is carried out before use to ensure that assignments are fit for purpose, and that any
recommendations are acted upon. Documented records of effective internal verification are kept.

e The Internal Verifier verifies a sufficient sample of Assessor grading decisions to ensure accuracy. Assessors do not
internally verify their own work. Feedback and support are given to Assessor.

e Internal Verification records are correctly maintained and kept securely for 3 years after certification.

e Standards Verification/External Examination: Monitoring and review procedures for standards verification and external
examination outcomes is in place and deal with unsuccessful standards verification and external examination samples.

e Action taken based on the feedback from Internal Verifier and Standard Verifier.

10
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6. Plagiarism and Assessment Malpractice Policy

Aim

e To identify and minimise the risk of malpractice by staff or learners.

e To respond to any incident of alleged malpractice promptly and objectively.

e To standardise and record any investigation of malpractice to ensure openness and fairness.

e Toimpose appropriate penalties and/or sanctions on learners or staff where incidents (or attempted incidents) of malpractice
are proven.

e To protect the integrity of this centre and BTEC qualifications.
In order to do this, the school will:

e During the induction, hold a specific session or integrate information into a relevant existing session to discuss academic
integrity and the center's malpractice policy.

e Use Learners handbook to inform them of the centre’s policy on malpractice and the penalties for attempted and actual
incidents of malpractice.

e show learners the appropriate formats to record cited texts and other materials or information sources.

e ask learners to declare that their work is their own.

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

e 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 / Principal and all personnel linked to the allegation. It will proceed according to the
examinations appeal policy.

e 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.

e give the individual the opportunity to respond to the allegations made.

e inform the individual of the avenues for appealing against any judgment made.

e document all stages of any investigation.
Procedures:

e  Addressing learner malpractice:
= All staff promote positive and honest study practices.
= Learners are required to declare that work is their own; staff check the validity of learner’s work.
= Learner induction and handbook is used to inform about malpractice and outcomes.
=  Teachers ensure that learners use appropriate citations and referencing for research sources.
= Assessment procedures in place to help reduce and identify malpractice.
e  Addressing staff malpractice:

= Staff BTEC induction and updating includes BTEC requirements.

11
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= Robust Internal Verification and audited record keeping.
=  Audit of learner records, assessment tracking records and certification claims.
Dealing with malpractice:

=  The individual is informed of the issues and of the possible consequences as well as of the process and
appeals rights.

=  The individual is provided with the opportunity to respond.

=  Any investigation is carried in a fair and equitable manner.

= The awarding body is informed of any malpractice or attempted acts of malpractice, which have
compromised assessment; the advice of the awarding body for any further action is sought.

= Any penalties are appropriate to the nature of the malpractice under review.

= Should gross misconduct is identified, it will be dealt with in accordance with learner and staff disciplinary

procedures.

7. BTEC Appeals Policy

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 school will:

Inform the learner during induction, of the Examination 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

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

Keep appeals records for inspection by the awarding body for a minimum of 18 months

Have a staged appeals procedure

Monitor appeals to inform quality improvement

Procedures:

The learner induction informs the learner of the appeals procedure.
The learner appeals procedures are staged procedures to determine whether the assessor:
= Used procedures that are consistent with the awarding body’s requirements.

= Applied the procedures properly and fairly when arriving at judgements.

12
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= Made a correct judgement about the learner’s work.
e  Appeals procedure stages:
= Stage 1 — Informal: Learner consults with Assessor within a defined period of time following the assessment
decision, to discuss an assessment decision. If unresolved, then the issues are documented before moving
to stage 2.
*  Stage 2 — Review: Review of assessment decisions by Internal Verifier/Lead Internal Verifier. Learner
notified of findings and agrees or disagrees, in writing, with outcome. If unresolved, move to stage 3.
= Stage 3 —Appeal hearing: Head of Centre hears the appeal: last stage by
the centre. If unresolved, move to stage 4.
= Stage 4 —External appeal: The grounds for appeal and any supporting documentation must be submitted
by the centre to Pearson within 14 days of the completion of Stage 4: a fee is levied.
e  Recording appeals: Each stage will be recorded, dated and show either agreement or disagreement with decisions. Documents
will be kept for a minimum of 18 months.
e  Monitoring of appeals: Undertaken by Head of Centre to inform development and

quality improvement.

8.Teaching and learning Policy

This policy outlines the principles and strategies guiding the delivery and reception of education within BTEC programs at Winchester.

The aim is to ensure a high-quality, student-centered learning experience consistent with the BTEC framework.
Pedagogical Approach

BTEC programs at Winchester emphasizes a learner-centered approach, incorporating active and experiential learning methods.

Teaching strategies focus on real-world applications, industry relevance, and the development of practical skills.
Curriculum alignment

Our teaching and learning practices align with the BTEC curriculum, ensuring that delivery meets the standards set by the
awarding/certification organization and KHDA expectations. Regular reviews and updates are conducted to align with industry

requirements.
Assessment Practices

Assessment methods are designed to be fair, transparent, and authentic, in accordance with BTEC principles and Winchester
assessment policy. Assessments include a mix of formative and summative methods, allowing students to demonstrate their knowledge

and skills effectively.

13
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Differentiation and Inclusivity

Teaching strategies incorporate differentiation and personalisation to meet the diverse learning needs of students. Inclusivity is

prioritized, ensuring that all groups of learners, regardless of ability, have equal access to educational opportunities.
Use of Technology

Winchester integrates technology to enhance the teaching and learning experience. This includes the use of educational software,

online resources, and interactive platforms to support both in-class and remote learning.
Professional Development

Continuous professional development opportunities are provided to teachers to ensure they remain updated with current BTEC
methodologies, industry trends, and pedagogical best practices. This includes workshops, training, and collaboration with industry

experts.
Student Engagement and Support

Winchester actively promotes student engagement through participation in class activities, projects, and extracurricular opportunities.

A support system is in place to address the academic, emotional, and career development needs of students.
Feedback Mechanism

Regular feedback is sought from students and parents through surveys, focus groups, and individual consultations. This feedback is

used to improve teaching practices, identify areas for enhancement, and inform curriculum reviews.
Quality Assurance

Winchester maintains robust quality assurance processes to monitor and evaluate the effectiveness of teaching and learning practices.

This includes periodic reviews, internal and external audits, and adherence to BTEC standards.
Communication

Clear and open communication channels are maintained between educators, students, parents, and relevant stakeholders. This includes

regular updates on curriculum changes, assessment criteria, and any other pertinent information.

9. Equal Opportunities Policy

Winchester is committed to ensuring that standards relating to equal opportunities are consistent, transparent and in line with the
requirements of our awarding bodies. At all stages within the planning, delivery and evaluation of project work we attempt to ensure

that the needs of the learners are met, irrespective of the age, gender, ethnic origin, religion, disabilities, specific ability or social barrier.

14
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Objectives:

Equality of opportunity is a tenet of our provision and is embedded in our policies. There are to be no artificial barriers to any BTEC

programme and awards the school offers, which are:

a) available to everyone who can achieve the required standard.

b) free from barriers which restrict access to progression.

c) free from overt or covert discriminatory practices with regard to age, colour, creed, ethnic origin, gender, nationality.

d) observant of the particular requirements of individuals, including those who may require support to undertake learning and

assessment.

The range of the policy covers all BTEC courses offered at Winchester but may well apply to other assignment-based courses should

they become a part of the curriculum in future. This policy should be read in conjunction with the Inclusion Policy.

10. Empowerment of Trainers, Assessors, and Internal Verifiers Policy

In adherence to our commitment to excellence in education, Winchester has established a comprehensive policy ensuring that Trainers,

Assessors, and Internal Verifiers receive ample time, resources, and authority to effectively carry out their roles and responsibilities.
The school will

e  Conduct a yearly comprehensive needs assessment to identify the specific requirements of Trainers, Assessors, and Internal
Verifiers in terms of technology, educational materials, and facilities.

e Allocate a dedicated budget for the acquisition and maintenance of necessary resources and training for Assessors and
Internal Verifiers ensuring that it aligns with the identified needs and supports the effective performance of roles.

e Regularly assess and update technological requirements for Trainers, Assessors, and Internal Verifiers. Provide access to up-
to-date hardware, software, and communication tools to facilitate efficient role execution.

e Establish a system for the procurement, distribution, and maintenance of educational materials required by Trainers,
Assessors, and Internal Verifiers. Ensure that these materials align with curriculum standards and are readily available.

e  Evaluate existing facilities and make necessary enhancements to create conducive environments for training, assessment, and
internal verification activities. Consider factors such as classroom space, laboratories, and technology-equipped areas.

e Implement a transparent and streamlined process for Trainers, Assessors, and Internal Verifiers to request additional
resources as needed. This system includes clear channels for communication and approval.

e Establish a schedule for regular updates and maintenance of technological resources. This includes software updates,
equipment servicing, and ensuring compatibility with evolving educational technologies.

e Foster collaboration with relevant stakeholders, including educational technology experts, curriculum developers, and

department heads, to ensure that resource allocations align with industry standards and best practices.
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e Allocate resources for the continuous professional development of Trainers, Assessors, and Internal Verifiers, including
workshops, training programs, and conferences that enhance their proficiency in utilizing educational technologies and
materials.

e  Establish a feedback mechanism to gather insights from Trainers, Assessors, and Internal Verifiers regarding the adequacy
and effectiveness of allocated resources. Use this feedback to inform future resource allocation decisions.

e Conduct periodic reviews of resource allocations based on evolving needs, technological advancements, and changes in

educational requirements. Adjust resource allocations accordingly to maintain relevance and effectiveness.

11. Procedure for Issuing Learner Certificates from Pearson BTEC Organisation

In adherence to our commitment to quality education and compliance with Pearson BTEC standards, Winchester has established a
comprehensive procedure for the issuance of learner certificates. This procedure ensures that learners' certificates are processed and
issued in strict accordance with the protocols specified by Pearson BTEC, maintaining the integrity and credibility of the certification

process.
Steps and protocols:

e  Verification of completion: The school will verify that learners have successfully fulfilled all requirements for the Pearson
BTEC qualification, encompassing assessments, coursework, and practical elements.

e Internal Quality assurance: Conduct thorough internal quality assurance checks to confirm the accuracy and completeness of
learner records and assessments before submission to Pearson BTEC for certification.

e Submission of Learner data: Compile and submit precise learner data, encompassing assessment results and learner
particulars, to Pearson BTEC through the specified submission channels.

e Adherence to Pearson BTEC policies: Adhere strictly to all policies and guidelines established by Pearson BTEC regarding the
issuance of learner certificates. Ensure that institutional processes align seamlessly with Pearson BTEC's certification
protocols.

e Timely submission: Ensure the timely submission of learner data to Pearson BTEC, meeting the stipulated timelines to
facilitate prompt processing and issuance of certificates.

e Data Accuracy and Integrity: Implement measures to guarantee the accuracy and integrity of learner data submitted to
Pearson BTEC, including meticulous validation of learner information, assessment scores, and supporting documentation.

o  Effective Communication with Pearson BTEC: Establish transparent and efficient communication channels with Pearson BTEC
to address queries, seek clarifications, or provide any additional information required during the certification process.

e  Fulfillment of Financial Obligations: Fulfill all financial obligations, including the payment of certification fees, as per Pearson
BTEC guidelines. Ensure that financial transactions are conducted promptly to prevent delays in certification issuance.

e  Secure Certificate Distribution: Establish secure and streamlined processes for the distribution of certificates to learners upon
receipt from Pearson BTEC. Coordinate with relevant departments to ensure efficient certificate distribution.

e Record keeping: Maintain meticulous records of all communication, transactions, and processes related to certification

issuance from Pearson BTEC. This documentation serves as an audit trail, promoting transparency in the certification process.
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12.Systematic Monitoring and Review Procedure for Qualification Delivery

Winchester ensures the ongoing alignment of qualification delivery with the standards outlined by the Knowledge and Human

Development Authority (KHDA) and the relevant awarding/certification organization, as well as meeting industry requirements.
The school:

e Has a systematic schedule for the regular review of qualification delivery processes, incorporating timelines that align with
KHDA and awarding/ certification organisation requirements.

e Maintains comprehensive documentation related to qualification delivery, including curriculum materials, assessment
strategies, and any changes made to meet evolving standards or industry demands.

e Implements internal quality assurance measures to monitor the effectiveness and consistency of qualification delivery. This
includes regular audits and assessments of teaching methods, assessments, and learning outcomes.

e Establishes a feedback mechanism involving students, educators, and relevant stakeholders to gather insights on the
strengths and areas for improvement in qualification delivery. Uses this feedback to inform the review process.

e Regularly reviews KHDA standards and guidelines to ensure ongoing compliance. Identifies any changes in KHDA
requirements and promptly align qualification delivery processes accordingly.

e Stays abreast of any updates or modifications to standards set by the awarding/certification organisation. Implements
changes promptly to maintain alignment with external accrediting bodies.

e Benchmarks qualification delivery against industry requirements and best practices. Ensures that the curriculum,
assessments, and learning outcomes are relevant and reflective of current industry needs.

e Provides ongoing professional development opportunities for educators, keeping them informed about changes in standards,
teaching methodologies, and industry trends. This ensures that they remain equipped to deliver high-quality education.

e Utilizes data analytics and metrics to assess the effectiveness of qualification delivery. Analyzes student performance,
feedback, and other relevant data to identify areas for improvement and enhancement.

e Develops strategic plans for continuous improvement based on the findings from monitoring and reviews. Outlines actionable

steps to address identified areas of enhancement and ensures ongoing compliance with standards.

13. Financial Integrity and Sustainability Policy

The Winchester School follows GEMS policies which act as a framework for effective financial management to ensure the institution's

financial integrity, compliance, and sustainability, thereby providing robust support for its operations.

14. HR Policy

The hiring process is carried out transparently, adhering to established protocols. Job openings are publicized both within the
organization and externally, and selections are made considering qualifications, experience, and alignment with the school’s mission. A
thorough professional development initiative is available for all staff, encompassing educators and administrative personnel engaged
in BTEC programs. Training opportunities are designed to improve skills, encourage ongoing learning, and align with BTEC

methodologies. Prospective educators are identified and nurtured through peer mentoring, coaching, team teaching, modelling and
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learning from expert individuals, ensuring effective succession planning and a seamless transition during periods of potential staff

turnover.

15. Compliance with Health and Safety Regulations in BTEC Delivery

Winchester affirms its unwavering commitment to maintaining full compliance with all pertinent Health and Safety regulations

associated with the delivery of BTEC qualifications. This commitment extends to creating a secure and conducive environment that

prioritizes the well-being and safety of all students, staff, and stakeholders involved in the BTEC educational processes.

Refer to the Health and Safety policy of the school.

16. Risk Assessment Policy

16.1 Teaching and Learning Risks

a. Closure or suspension of an individual qualification: Refer to section 3.2

b. Lack of applications and enrolments in the qualifications:

o

o

Provide comprehensive career guidance and counselling services to assist prospective students in understanding the
benefits and potential career pathways associated with the qualifications.
Develop targeted workshops to raise awareness of the qualifications, its equivalency and highlighting the unique

features, benefits, and relevance in the market. Utilize various channels such as social media and websites.

c. Major changes to the qualification content, delivery mode, or regulations and policies:

o

o

o

Regular update by program leader on the curriculum content.

Notify stakeholders well in advance of any changes to the qualification.

Provide training and professional development opportunities for staff to ensure they are well-equipped to implement
and manage the changes effectively. The training includes new content, delivery methods, and compliance with
updated regulations.

Implement support such as additional academic advising, counselling, and guidance, to assist students in navigating
the changes.

Ensure that resources are available to address the changes and challenges.

d. Loss of expertise to teach a qualification.

o

Developed a comprehensive succession plan to identify and nurture potential educators who can step into roles
where expertise might be at risk. This involves identifying key faculty members and implementing mentoring
programs.

Opportunities of team teaching to potential educators with expert teachers.

Developed structured knowledge transfer programs to ensure a smooth transition when experienced faculty
members decide to retire or move on. This involves documenting institutional knowledge and providing mentorship

to new educators.
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e. The Institution is unable to effectively resource the qualification in terms of staffing or availability of specialist equipment.

o Ensure adequate budgetary allocations for the qualification, taking into account staffing needs, equipment
maintenance, and upgrades.

o Regularly review and accommodate changes in resource requirements. Foster collaboration between departments
within the institution to share resources and expertise. This optimizes resource utilization and ensure that specialist
equipment is accessible to multiple programs, reducing the risk of shortages.

f. Health and safety issues with the learners and staff.

o Conduct regular health and safety training sessions for both learners and staff to increase awareness of potential
risks and the proper procedures for mitigating them. This includes training on emergency response, first aid, fire
safety, lock down, hazard identification and child safeguarding.

o Regular routine safety inspections and audits of facilities, equipment, and learning environments. This proactive
approach helps identify and address potential hazards before they escalate into safety issues.

o Robust incident reporting system that allows for the documentation and analysis of safety incidents. Use this

information to identify trends, root causes, and areas for improvement.
16.2 Regulatory Risks

a. Loss of approval by the awarding body: Refer to section 3.1 and 3.2.
b. Restrictions or loss of accreditation/ approval by the regulatory/ accreditation organization.
o Conduct periodic internal audits focusing on adherence to regulatory/accreditation requirements. Identify and rectify
any non-compliance issues promptly.
o Establish a line of regular communication with representatives from regulatory/accreditation bodies.
o Share updates on institutional activities, changes, and improvements to maintain transparency.
16.3Infrastructure and Facility Risks
a. Institutional closure due to financial reasons: Refer to section 3.4.
b. Premises closure due to external events (beyond the institution control (‘Force Majeure’).
o Conduct regular drills and training sessions to prepare students and staff for the possibility of premises closure.
o Educate them on remote learning tools, communication channels, and emergency protocols to minimize disruptions.
c. Change in institution premises/location.
o Provide sufficient advance notice to all stakeholders regarding the planned change.
o  Establish a transition period during which students and staff can gradually adapt to the new premises,
minimizing disruptions to academic activities.
o  Conduct orientation programs for both students and staff in the new premises.
o  Familiarize them with the layout, facilities, and support services available.

o Address any concerns or queries to ensure a positive adjustment period.
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d. Closure of a teaching facility.
o Explore the use of alternative learning platforms, such as online education, to continue delivering
educational content in the event of a facility closure.

o Ensure that students have access to necessary resources for remote learning.
17. Progression Policy for BTEC

While The Winchester School does not offer higher education programs, the institution is committed to providing guidance and
support to learners seeking higher education opportunities externally. This may include information on universities, application

processes, and academic counseling.

18. Advertising Policy:

All advertising materials will be created and disseminated in strict accordance with KHDA and GEMS advertising procedures.
19. BTEC Certificate Approval by KHDA:

As part of our commitment to upholding the highest standards in education, we have implemented a rigorous process to ensure that
any institution-owned certificate, particularly those related to BTEC qualifications, is pre-approved by the Knowledge and Human
Development Authority (KHDA) before distribution to the learners. We maintain ongoing compliance with KHDA regulations and

standards to ensure that our certification procedures remain in accordance with the requirements set forth by the regulatory authority.
Key Steps in the Approval Process:

1.Prior to distribution, all certificates will undergo KHDA attestation to validate their authenticity.

2.Learners' achievements are formally recognized through transcripts issued at consistent intervals.

3.Upon successful completion of vocational qualification requirements, learners will promptly receive their certificates without

unnecessary delay.

4. The school will maintain an archive of learners’ certificates indefinitely to ensure a permanent record of academic accomplishment.
5.In cases where there are valid reasons, the school is prepared to issue replacement certificates to learners.

6.Vocational certificates are exclusively issued to learners who satisfy the pre-determined awarding criteria set forth by the institution.

7.Any certificate that fails to receive KHDA approval will not be issued or distributed to learners to maintain compliance with regulatory

standards.
8.The school ensures that copies of all issued certificates are systematically forwarded to KHDA for record-keeping purposes.

9.The integrity of certificate content and details is strictly safeguarded, with no changes or tampering permitted post-issuance by the

awarding or certification body.

Signed: /q'(;'):‘J'.J*A’!”; : Date: June 2026
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