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Section 1 - Introduction  
  

1.01 As a regulated Awarding Organisation, University Of Applied Research & Development must 

ensure that all qualifications issued under its brands are safe and that the assessment, training 

and internal quality assurance of their delivery is robust.  

  

1.02 University Of Applied Research & Development is committed to ensuring that quality plays an 

integral role in the development and delivery of its qualifications. For this reason, organisations 

must meet the quality assurance standards required by University Of Applied Research & 

Development to gain and retain its Centre Approval status.  

  

1.03 This document has been created to outline the requirements for the management, delivery, 

assessment and internal quality assurance of University Of Applied Research & Development 

qualifications. This document also provides support and guidance for Sites on best practice for 

implementing the required quality assurance system as well as how University Of Applied 

Research & Development will monitor compliance with its requirements.   

  

1.04 Sections 3 to 7 contain the Approval Criteria that are relevant to that section, followed by support 

and guidance for Sites in meeting the criteria. A full list of University Of Applied Research & 

Development’s Approval Criteria can be found in Appendix 1 of this document, alongside the 

indicative Sanction level for noncompliance.   

  

1.05 Approved Sites must ensure that they retain a copy of the most up to date version of this 

document to ensure that they are familiar and complaint with University Of Applied Research & 

Development’s quality assurance requirements.  

  
Scope  
  

1.06 It is important to note that this manual details general quality assurance requirements and that 

Sites must ensure that they are aware of the specific requirements of the qualifications that they 

are seeking approval for or are delivering. This includes any qualification or sector specific 

industry or regulatory requirements, such as the Construction Skills Consolidated Assessment 

Strategy for Construction and the Built Environment for the delivery of University Of Applied 

Research & Development’s construction suite of qualifications.   

  

1.07 Sites should read this manual in conjunction with the below documents, which are available on 

the University Of Applied Research & Development website:  

  

a) University Of Applied Research & Development Centre Recognition Policy.  

b) University Of Applied Research & Development Risk-Based Approach to Centre Quality 

Monitoring Policy and Procedure.  

c) University Of Applied Research & Development Direct Claims Status Policy and 

Procedure.  

d) The individual qualification specifications for all qualifications in the Centre’s provision.  

  

1.08 Sites should also refer to their signed copy of the University Of Applied Research & 

Development Centre Agreement and Terms and Conditions.   

  



 

  

1.09 Please note that the guidance in this document is specific to University Of Applied Research & 

Development Sites. If a Centre is managed by a recognised University Of Applied Research & 

Development Delivery Partner, such as One Awards or OCN Northern Ireland, the processes 

and systems may differ. Sites should contact their Delivery Partner directly for specific 

guidance.  

  

  

  

  
  



 

  

Section 2 – Centre Approval Status  
  

In order for an organisation to begin delivering University Of Applied Research & Development 

qualifications, they must first gain University Of Applied Research & Development Centre Approval. 

For full details, please refer to the University Of Applied Research & Development Centre Recognition 

Policy, which is available on our website.  
  

2.01 Organisations are not able to begin delivering, assessing or advertising University Of Applied 

Research & Development products until Centre Approval has been confirmed by University Of 

Applied Research & Development in writing.  

  

2.02 During the Centre Approval process, organisations must state which qualifications they wish to 

gain approval for. To obtain Centre Approval, an organisation must be approved to deliver at 

least one University Of Applied Research & Development qualification.  

  

2.03 By becoming an approved University Of Applied Research & Development Centre, organisations 

are accepting to operate in line with University Of Applied Research & Development’s Centre 

Approval Criteria (a full list is provided in Appendix 1). When first approved, all Sites must sign 

the University Of Applied Research & Development Centre Agreement and Terms and 

Conditions which confirms this agreement. This must be signed and returned in full before 

registration rights are granted.  

  

2.04 Centre Approval status will allow Sites to operate in England, Scotland, Wales and in Northern 

Ireland. If Sites wish to deliver qualifications outside of these territories, they must complete a 

separate approval process. Please contact the Quality Assurance Team for further details.  

  

2.05 If an organisation is not an Approved Centre, and wishes to know more about the Centre 

Approval process, they should contact University Of Applied Research & Development for 

guidance and support through the process.  

  
Additional Qualification Approval  

  

2.06 Once Centre Approval status has been granted, Sites are able to apply for additional 

qualifications to be added to their provision at any time. The process will require Sites to state 

which qualifications they wish to gain approval for, as well as the details of the staff members 

that they intend to deliver that qualification, alongside their role in the process. Sites must not 

begin delivering or assessing qualifications until approval has been confirmed by University Of 

Applied Research & Development in writing. Delivery of qualifications prior to approval may 

affect University Of Applied Research & Development’s approval decision, as well as leading 

to the application of Sanctions.   

  

2.07 Once all required information has been received, the Quality Assurance Team will contact the 

applying Centre to progress the application. There are two different routes for approval 

depending on the qualification being requested and how similar the qualification is to provision 

the centre is currently approved for. The different routes are:  

  

a) Visit Approval – allows for University Of Applied Research & Development to review a 

Centre’s systems and resources to ensure that qualification requirements are being met 

so approval can be granted. Additional qualification approval visits will be required where 



 

  

Sites are requesting high risk qualifications or qualifications in sectors where the centre 

does not currently hold University Of Applied Research & Development approvals.   

  

b) Desktop Approval – Allows for qualification approval to be provided without the need 

for an external quality assurance visit. This may be an option where the centre are 

requesting a qualification which is comparable to one already in their approved list, or 

where the qualification is deemed as low risk. The decision on the appropriateness of a 

desktop approval is made by the Quality Assurance Team following a review of the Sites 

compliance history with University Of Applied Research & Development, the history of 

the staff members being put forward for delivery, as well as the risk level of the 

qualification being requested.  

  

2.08 University Of Applied Research & Development will support Sites in meeting requirements to 

obtain additional qualification approvals where possible. If there are minor actions required by 

the Centre to meet the requirements, then University Of Applied Research & Development may 

make the decision to grant approval with the raising of actions. Sites must ensure that they 

complete the actions within the agreed timescales to retain the qualification approval.  

  

2.09 University Of Applied Research & Development may decline qualification approval requests if 

Sites fail to meet qualification requirements. Although this decision cannot be appealed, Sites 

are able to re-apply when they believe they meet requirements.   

  

2.10 University Of Applied Research & Development administers additional qualification requests 

through its Horizon system. The Quality Assurance Team have additional guidance available 

which can be provided to Sites to support them through the process. Sites should contact the 

Quality Assurance Team for further information. Sites of Recognised Delivery Partners have 

their own process for additional qualification approval. Sites should contact their Delivery 

Partner for further guidance.  

  
Withdrawal of Centre Approval  

  

2.11 If, at any point, a Centre wishes to terminate their University Of Applied Research & 

Development Centre Agreement and therefore end their Centre Approval, they must first 

ensure:  

  

a) University Of Applied Research & Development have been notified in writing prior to 

taking any action. The notice of termination of agreement is 30 days.   

b) All outstanding claims are submitted to University Of Applied Research & Development 

and certificates provided to learners.  

c) There are contingency arrangements for any learners still on programme, including the 

option for them to transfer to a new provider. The closing Centre will not receive any 

refunds of registration fees.  

d) There is a provision to store records in line with University Of Applied Research & 

Development requirements.  

e) University Of Applied Research & Development have completed a closure visit (where 

requested).  

  

2.12 Please note that University Of Applied Research & Development may terminate a Centre’s 

Approval at any time. Sites who do not register any learners within a two-year period will have 

their Centre Approval status removed.  



 

  

  

2.13 Further information can be found within the University Of Applied Research & Development 

Centre Withdrawal Policy.   

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  
  
  



 

  

Section 3 – Internal Management and Systems  
  

This section details the internal management and systems Approval Criteria with which Sites must 

be compliant to retain their Centre Approval status.   

  

3.01 Sites must successfully demonstrate that they have the systems, expertise, resources and 

policies and procedures in place to effectively manage the administration, assessment and 

internal quality assurance of University Of Applied Research & Development qualifications.  

  

3.02 University Of Applied Research & Development’s Approval Criteria regarding internal 

management and systems are listed below.  

  
Approval Criteria  

  

3.03 Regarding Centre management, Sites must ensure:  

A.1  An appropriate and effective management system is in place within the Centre.  

A.2  
A suitable workforce for the administration of University Of Applied Research & 

Development provision is in place.  

A.3  
All staff members are sufficiently inducted and trained in their roles and on the 

Centre’s policies, procedures and systems.  

A.4  
Roles and responsibilities are understood by all staff involved in the assessment and 

training of University Of Applied Research & Development qualifications.  

A.5  Service level agreements with partner organisations are adequate to demonstrate 

responsibilities.  

    
3.04 Regarding policies and procedures, Sites must ensure:  

  

A.6 Appropriate, up-to-date policies and procedures to effectively manage University Of 

Applied Research & Development provision are in place.  

A.7 Policies and procedures are supported by management and are effectively shared and 

understood by all delivery and administrative staff.  

A.8 The appropriate insurances to protect learners, staff and visitors are in place as 

deemed by law.  

A.9 Conflicts of interest are documented and managed appropriately.  

  



 

  

3.05 Regarding learner management, Sites must ensure:  

  

A.10 A robust induction process and registration process is in place to allow for accurate 

and timely registration of learners.  

A.11 Learners are made aware of their rights regarding appeals, equal opportunities and 

health and safety.  

A.12 Learners are made aware of how their data will be stored and shared with University 

Of Applied Research & Development.  

A.13 Equality of opportunity data of learners is collected and reported on, with appropriate 

changes made based on findings.  

A.14 Claims for certification are safe, valid and made in a timely manner.  

  
Guidance and Support  

  

Centre Management  
  

3.06 Sites must have an appropriate amount of trained and suitable staff members for both the 

training and assessment and administration and management of its University Of Applied 

Research & Development provision. This will depend on the size and structure of the Centre, 

however, the key point is to ensure that each staff member has sufficient time to perform all of 

their duties effectively.  

  

3.07 The Centre must have a thorough induction process for all new staff members to ensure that 

they are fully aware of all of the roles and responsibilities that are assumed under their 

involvement with University Of Applied Research & Development provision. This includes 

ensuring that all staff members are sufficiently trained on the Centre’s own policies and 

procedures and on University Of Applied Research & Development requirements. Sites are able 

to demonstrate compliance with these requirements through job descriptions, organisation 

structure charts and training records.    

  

3.08 By reviewing the Centre’s management system, University Of Applied Research & Development 

will seek confidence in the ability of the Centre to effectively and consistently deliver a robust 

and compliant quality system.   

  

3.09 Where Sites work with partner organisations, a service level agreement must be in place and 

signed by both parties. The agreement must clearly demonstrate the roles and responsibilities 

of each organisation. Sites must be aware that, as the Approved Centre with University Of 

Applied Research & Development, they are responsible for ensuring the quality and compliance 

of any administration, training or assessment activities that are carried out by partner 

organisations. The Centre will also be held responsible in any cases of non-compliance, such 

as in instances of malpractice.   

  
Policies and Procedures  

  



 

  

3.10 Sites must ensure that the policies detailed in this section are in place and are regularly 

reviewed, at least once annually, to ensure that they are up to date and fit for purpose.   

  

3.11 Sites should always ensure that their policies and procedures support and are in line with 

University Of Applied Research & Development requirements. University Of Applied Research 

& Development’s suite of Quality Assurance policies can be found on our website here: 

https://www.nocn.org.uk/support/nocn-policies/. 

  

3.12 Sites may combine or embed the policies detailed in this section; however, they must ensure 

that the requirements of all policies are sufficiently covered. The appropriateness and 

effectiveness of Centre policies and procedures will be reviewed by a University Of Applied 

Research & Development External Quality Assurer (EQA) as part of monitoring visits.  

  

3.13 Access to Fair Assessment Policy - University Of Applied Research & Development promotes 

the use of a range of methods to assess the skills and knowledge of all learners. Fair 

assessment is the process by which the assessments and assessment methods used are 

designed to give all learners appropriate opportunities to demonstrate achievement, whilst 

considering any reasonable adjustments. Sites must consider their Access to Fair Assessment 

Policy when planning assessment tasks to ensure that the assessment methods are relevant 

and meet the needs of all learners.  

  

3.14 Complaints Policy and Procedure – The complaints policy and procedure should document 

how a Centre will respond to all complaints efficiently and effectively. Timescales and 

responsibilities should be documented to ensure transparency and fairness in the complaints 

process. Learners must be aware that they should follow the Sites own complaints policy and 

procedure first before escalating to University Of Applied Research & Development.  

  

3.15 Conflicts of Interest Policy and Procedure - A conflict or perceived conflict can be defined as 

a situation in which a person has a private or personal interest in the outcome of their duties, 

including in the training, assessing and internal quality assuring of learner’s work. To maintain 

the integrity of the assessment process, Sites must have a conflicts of interest policy, which 

documents how the Centre will prevent, manage and report on conflicts of interest. Any 

perceived conflicts by the Centre must be reported to University Of Applied Research & 

Development.  

  

3.16 Contingency Plan - University Of Applied Research & Development requires all Sites to have 

a documented Contingency Plan. The plan must identify the action that the Centre will take to 

safeguard the interests of registered learners should the Centre no longer be able to maintain 

the delivery or assessment of its University Of Applied Research & Development provision. This 

may occur if a Centre is to cease trading, loses funding or has its Centre Approval withdrawn 

by University Of Applied Research & Development. The Centre should identify alternative 

arrangements where learners may be signposted to in such an event. University Of Applied 

Research & Development must be notified in the first instance if such an event is deemed likely.  

  

3.17 Data Protection Policy and Notice - Sites are required to comply with the Data Protection Act 

(2018) and have a written policy to make learners aware of how their data will be used. 

University Of Applied Research & Development requires information about the use, processing 

and sharing of personal data to be made available in the Centre’s learner registration 

documents. The Centre’s Data Protection Notice must allow personal data to be transferred to 

University Of Applied Research & Development for the following purposes:  

  



 

  

a) To undertake administration in relation to the learner’s registered qualification.  

b) To provide Sites with a certificate for the learner.  

c) To contact the learner directly regarding assessment or quality assurance purposes for 

the qualification they are registered on, or for the purpose of investigations into 

suspected malpractice. This includes the learner’s personal telephone number.  

d) To disclose to University Of Applied Research & Development’s regulators or sector 

skills bodies where so required.  

e) To administer requests for Reasonable Adjustments and Special Considerations.  

f) To carry out statistical analysis and monitor equal opportunities (anonymised).  

  
3.18 Documentation Retention and Secure Storage Policy - Sites must set out their 

arrangements for documentation retention and secure storage. Secure storage not only relates 

to learner work and records, but to any examination material and papers issued by University 

Of Applied Research & Development. The contents of all live assessment materials are 

confidential and therefore access should be restricted to the assessment itself. Sites must 

adhere to University Of Applied Research & Development’s required timeframes of document 

retention. Please refer to section 5.  

  

3.19 Enquiries and Appeals Policy and Procedure for Learners - This should document how a 

learner may challenge an assessment decision with which they disagree with, with the Centre. 

The document should include a staged approach to the appeals process and include 

appropriate timescales. The document must mention that, once the internal appeals process 

has been exhausted, learners have the right to appeal to University Of Applied Research & 

Development. All appeals must be formally acknowledged upon receipt by the Centre and 

conclusions formally communicated at the close of the appeal to all those involved.  

  

3.20 Equal Opportunities Policy - Diversity, equality, and inclusion are central to University Of 

Applied Research & Development’s policies and beliefs. Sites must have an Equality 

Opportunities Policy that clearly details how it will protect the interests of all learners. The policy 

should reflect the most current legislation in relation to access to equal opportunities.  

  

3.21 Examination and Invigilation Policy and Procedure (if relevant to provision) - Where the 

Centre delivers externally set examinations, these must be administered securely, using 

appropriately trained Invigilators. The Centre are responsible for training Invigilators and 

ensuring that they are fully aware of their roles and responsibilities in assuring the validity of 

the qualification. An Examination and Invigilation Policy must document the Centre’s Policy and 

Procedure for the administration of examinations.  

  

3.22 Health and Safety Policy - Sites must have a documented policy stating its commitment for 

the protection of health and safety of employees and learners. The Centre’s practice must be 

in line with the most up to date health and safety legislation and guidance generally and in 

relation to their provision.  

  

3.23 Internal Quality Assurance Policy/Strategy - Sites must have a written policy or strategy that 

sets out its commitment and methodology regarding the Internal Quality Assurance of all 

University Of Applied Research & Development provision. Please refer to section 6 for further 

guidance.  

  

3.24 Learner Identification Policy and Procedure - Sites must be assured that the person taking 

an assessment is who they say they are and as such, there must be a policy and procedure in 



 

  

place for checking learner identification prior to assessment. There must also be a way of 

recording these checks. University Of Applied Research & Development may request such 

information in order to carry out quality assurance activities.  

  

3.25 Malpractice and Maladministration Policy and Procedure - Sites must have their own policy 

and procedure regarding malpractice and maladministration. The policy and procedure must 

be comprehensive and have as a minimum:  

  

a) Definitions and examples of incidents or actions that constitute as malpractice and 

maladministration by both learners and Centre staff.  

b) How the Centre ensures learners are aware of malpractice and maladministration both 

before and during their assessments.   

c) References to the Awarding Organisation’s malpractice and maladministration policy 

and how the Centre ensures that staff are sufficiently trained in identifying and 

preventing incidents of malpractice and maladministration.   

d) The process for how incidents of malpractice and maladministration should be reported 

within the Centre when identified.   

e) The process for how University Of Applied Research & Development is informed of 

suspected or proven cases of malpractice or maladministration as soon as they are 

identified.  

f) The Centre’s process for how they will ensure that incidents of malpractice and 

maladministration are investigated thoroughly, when requested to do so by University 

Of Applied Research & Development.   

g) Details of the Sanctions/actions that University Of Applied Research & Development 

may apply to a staff member if, following an investigation, evidence of malpractice or 

maladministration is found.  

h) Reference to the right of appeal against a learner/staff member who has a Sanction 

imposed on them by University Of Applied Research & Development.  

  
3.26 Reasonable Adjustment and Special Consideration Policy and Procedure - Sites should 

have a documented policy and procedure in place for how they will consider, seek approval for 

and apply reasonable adjustments and special considerations. Please refer to section 5.  

  

3.27 Recognition of Prior Learning (RPL) Policy and Procedure - RPL is an assessment process 

that makes use of evidence of a learner’s previous non-certificated achievements to 

demonstrate competence or achievement within a unit or qualification. Sites should seek 

assistance from University Of Applied Research & Development if they are unsure if RPL is a 

valid assessment method for a particular qualification.  

  
Learner Management  
  

3.28 Once approval has been given, Sites are able to promote and begin delivering University Of 

Applied Research & Development qualifications and units. No assessment or examination(s) of 

learners can take place until registrations have been submitted to University Of Applied 

Research & Development through University Of Applied Research & Development’s 

Registration and Awards portal, Quartzweb.  

  

3.29 Learners are recruited by the Centre and not by University Of Applied Research & Development, 

and, therefore, Sites have a responsibility to ensure that they protect the interests of their 

learners through registration.  



 

  

University Of Applied Research & Development can only protect the interests of learners who 

have had their details registered with University Of Applied Research & Development.   

  

3.30 Learners must be registered with University Of Applied Research & Development within 60 

working days of their induction onto their qualification.  For courses which are less than 15 

weeks in duration, learners must be registered within 25 working days. Certain qualifications 

may have specific registration timescale requirements and these must be adhered to.  

  

3.31 University Of Applied Research & Development reserves the right to charge Sites late 

registration fees, as well as fees for incorrect registrations, as detailed within the University Of 

Applied Research & Development Tariff.  

  

3.32 In line with the Sites’ Equal Opportunities Policy, Sites should aim to collect and analyse equality 

of opportunity data from their learners. Sites should try to make positive changes based on their 

findings to ensure that their services are inclusive and do not discriminate against any specific 

group.  

  

3.33 An effective induction process must be in place to ensure that learners understand the training 

and assessment requirements of their registered qualification. The induction process also 

allows Sites to inform learners of:  

  

a) Their right to appeal assessment decisions.  

b) How their data will be shared with University Of Applied Research & Development and 

what this will be used for.  

c) An explanation of what constitutes of malpractice and maladministration and the 

consequences of committing such acts.   

  
Learner Achievement and Certification  

  

3.34 Sites must ensure a timely and accurate upload of learner achievements to University Of Applied 

Research & Development. Certificates must only be claimed for when a learner has successfully 

met all of the requirements of the qualification. Claims for certification must be authenticated by 

the Centre’s quality system, which must meet University Of Applied Research & Development 

requirements.   

  

3.35 Sites must ensure that any issued certificates by University Of Applied Research & Development 

are distributed to learners in a timely manner. The certificate is the property of the learner and 

must not be withheld by the Centre.  

3.36 If at any point Sites identify that incorrect achievements have been submitted, they must 

promptly notify University Of Applied Research & Development through a University Of Applied 

Research & Development Incorrect Claim for the Award of Credit form, available here: 

https://www.nocn.org.uk/support/quality-assurance/.  

  

3.37 Sites must return incorrect claims to University Of Applied Research & Development, or Delivery 

Partner, alongside any incorrect certificates issued. Incorrect certificates must not be distributed 

to learners. Repeated incorrect claims will result in the application of Sanctions against a 

Centre.  

  

  

https://www.nocn.org.uk/support/quality-assurance/


 

  

  
  
  
  
  
  
  
  
  
  
  



 

  

Section 4 – Delivery Staff, Resources and Equipment  
  

This section provides the requirements Sites must meet regarding their physical resources. Sites 

should always ensure that they refer to the individual qualification specifications for the qualifications 

(available on the University Of Applied Research & Development website) within their provision, to 

ensure that they meet any specific requirements. Requirements detailed in this section are general 

requirements across all University Of Applied Research & Development qualifications.   

  

4.01 Sites must ensure that they have sufficient and appropriate physical resources to support their 

delivery of University Of Applied Research & Development provision. University Of Applied 

Research & Development’s Approval Criteria regarding delivery staff, resources and equipment 

are listed below.  

  

  



 

  

 

Approval Criteria  
  

4.02 Regarding delivery staff, Sites must ensure:  

  

  

B.1  A suitably experienced and qualified workforce for the training, assessment and 

quality assurance of University Of Applied Research & Development provision is in 

place.  

B.2  
CVs and certificates for all staff members are available and securely stored at the 

Centre.  

B.3  Sufficient provision of staff training and development is provided to allow Continuous 

Personal Development of delivery staff.   

  

  
4.03 Regarding resources and equipment, Sites must ensure:  

  

B.4  

Physical resources to support assessment and training are both adequate and 

comply with health and safety legislations and directives.  

B.5  
All delivery sites are appropriate and have been identified to University Of Applied 

Research & Development.  

B.6  
Changes to personnel involved in assessment, training and internal quality 

assurance are notified to University Of Applied Research & Development.  

B.7  Appropriate delivery tools (lesson plans, handouts, schemes of work) are used 

effectively for delivery of University Of Applied Research & Development products.  

  
Guidance and Support  

  

4.04 Sites must ensure that they are aware of, and understand, the Tutor/Trainer, Assessor and 

Internal Quality Assurer (IQA) requirements for each qualification they have in their provision to 

ensure that they meet all requirements. Sites are responsible for demonstrating through written 

evidence how they have made decisions to appoint and register their Tutors/Trainers, Assessors 

and IQAs. The use of staff members who are not appropriate will lead to the application of 

Sanctions against the Centre.  

  



 

  

4.05 Staff members who are repeatedly found to be demonstrating unacceptable and poor quality 

assurance or record keeping practices, with no acceptable signs of improvement, may be 

suspended or their approval removed by University Of Applied Research & Development. 

Please refer to the University Of Applied Research & Development Risk-Based Approach to 

Centre Quality Monitoring Policy and Procedure.  

  
Tutors/Trainer and Assessor Requirements  
  

4.06 Sites must use occupationally competent and qualified Tutor/Trainers and Assessors for the 

qualification being delivered. Sites should refer to the individual qualification specifications for 

further details.  

  

4.07 In the case of certain competence-based1 qualifications, where the focus is on assessment rather 

than training (e.g. NVQs), a Tutor/Trainer is not required. For knowledge-based 2 qualifications, 

an individual may perform the role as both Tutor/Trainer and Assessor, where they meet the 

requirements of both roles in respect of the qualification. Tutors, Trainers and Assessors must 

not perform the role of the IQA for cohorts where they have delivered training or assessment.  

  

4.08 As a minimum, Tutors/Trainers and Assessors must:  

  

a) Hold verifiable knowledge of the occupational standards at or above the level being 

taught or assessed.  

b) Keep up to date with industry best practice for the duration of their role.  

c) Meet any specified industry requirements or training/assessment strategies in relation to 

the qualification.  

d) Maintain a record of Continuous Professional Development (CPD).  

e) Hold an up to date CV.  

  

4.09 For most qualifications, individuals are required to hold (working towards is acceptable for some 

qualifications) a recognised teaching and/or assessing qualification dependent on their role in 

the delivery process. For examples of recognised teaching and assessing qualifications, please 

see appendix 2.  

  

4.10 Where staff members are permitted to be working towards their Assessor qualification, Sites 

must ensure that their assessment decisions are checked and countersigned by an 

appropriately qualified and competent Assessor. It is important to note the qualified Assessor is 

active in the assessment decision and is not only signing the evidence. Sites must ensure that 

there is a plan in place for unqualified Assessors to achieve their qualification within 12 months 

of qualification registration.   
Internal Quality Assurer (IQA) Requirements  
  

4.11 Sites must use occupationally competent and qualified IQAs for the qualification being delivered. 

Sites should refer to the individual qualification specifications for further details.  

  

4.12 As a minimum, IQAs must:  

 
1 Competency qualifications include NVQs and other qualifications where the focus of the qualification is on assessing 

learner ability rather than training.  
2 Knowledge-based qualifications, such as training diplomas, and University Of Applied Research & Development skills for 

life qualifications, where a focus is on both training and assessment of learners.  



 

  

  

a) Hold verifiable knowledge of the occupational standards at or above the level being 

quality assured.  

b) Have experience relevant to the qualification(s) for which they are quality assuring.  

c) understand the content, structure, assessments and training/testing requirements of the 

units they are quality assuring. This includes understanding of the Rules of Combination 

(RoC) and exemptions that apply.  

d) Keep up to date with industry best practice for the duration of their role.  

e) Maintain a record of Continuous Professional Development (CPD).  

f) Hold an up to date CV.  

  
4.13 For certain qualifications, individuals are required to hold (working towards is acceptable for 

some qualifications) a recognised internal quality assurance qualification. For examples of 

recognised internal quality assurance qualifications, please see appendix 2.  

  

4.14 Where IQAs are working towards their IQA qualification, Sites must ensure that their IQA 

decisions are checked and countersigned by an appropriately qualified and competent IQA. It is 

important to note the qualified IQA is making the decision, not just signing the evidence. Sites 

must ensure that there is a plan in place for unqualified IQAs to achieve their qualification within 

12 months of qualification registration.  

  

4.15 To maintain the integrity of the assessment process, IQAs must prevent any conflicts of interest 

with their Assessors. Assessment practices and decisions of any Tutor/Assessor who may have 

a conflict of interest, such as assessing a family member or friend, must be carefully scrutinised 

before awards are made. Equally, an IQA must declare any similar conflict of interest to an EQA.  

  
Resources and Equipment  
  

4.16 Prior to delivering any training or assessment, Sites must ensure that they have sufficient 

resources and equipment in place to support their delivery of University Of Applied Research & 

Development qualifications. This includes the creation of lesson plans and learning and 

assessment materials. Sites should ensure that all resources created are in line with qualification 

requirements and University Of Applied Research & Development quality standards.  

  

4.17 Certain vocational qualifications require Sites to have access to certain resources and 

equipment. Sites should refer to the individual qualification specifications for further guidance.   

  

4.18 Sites must identify all of their delivery sites. For University Of Applied Research & Development 

Sites, the details of delivery sites must be logged on our Horizon system. For guidance on how 

to do this, please refer to Appendix  

3.   

  

4.19 Risk assessments should be carried out for all delivery sites where training or assessment will 

be taking place. Records of these risk assessments should be kept and shared with University 

Of Applied Research & Development upon request.   

  
  
  
  



 

  

  
  
  

Section 5 – Training and Assessment of University Of Applied 

Research & Development Qualifications  
  

This section details the training and assessment requirements of University Of Applied Research & 

Development qualifications. The requirements and guidance detailed within this section are general 

for all qualifications. Sites should refer to the relevant qualification specifications for specific 

requirements.   

  

5.01 Sites must ensure that they have a delivery system which contains the robust and compliant 

training and assessment of learners. University Of Applied Research & Development’s Approval 

Criteria regarding training and assessment are detailed below:  

  

  



 

  

 

Approval Criteria  
  

5.02 Regarding assessment practice, Sites must ensure:  

  

  

C.1 Assessors are aware, and make use of, valid and reliable assessment methods.  

C.2 Assessment methods utilised are in line with qualification requirements and are 

inclusive.  

C.3 Assessment and training delivered meet qualification requirements, including those of 

GLH and TQT.  

C.4 Recognition of Prior Learning is used appropriately.  

C.5 Reasonable Adjustments are considered, applied and recorded appropriately.  

C.6 Claims for exemption identified by learners are considered and recorded by the centre.  

C.7 Assessment decisions are supported by valid, authentic, sufficient and reliable 

evidence.  

C.8 Assessment and records are sufficient, auditable and are appropriate for the qualification 

being delivered.  

All records for internally marked assessments are auditable and marking is consistent  

C.9 and accurate across learners.   

  

  

5.03 Regarding learner tracking and progression, Sites must ensure:  

  

C.10 Initial assessment of learners is carried out to confirm the correct level/mode of 

product and remove barriers to entry.  

C.11 Planned programmes of deliveries have been put in place and have been agreed by 

learners.   

C.12 Learners are supported, monitored and receive regular reviews to their progress whilst 

on programme.  

  C.13 Information, advice and guidance is provided to learners regarding training and  
 assessment.  

  C.14 Learners receive adequate and appropriate verbal and written feedback after each  
 assessment activity.  



 

  

  
C.15 Assessment records show accurate assessment tracking, progress and achievement.   

  

  



 

  

 

Support and Guidance  
  

Assessment Practice  
  

5.04 All training and assessment of University Of Applied Research & Development qualifications 

must be conducted in English, Welsh or Irish (Gaeilge). Learners must have an appropriate 

level of understanding of these languages to be registered on the qualification. This must be 

established by the initial assessment process. Interpreters and translators are not acceptable 

for any part of the qualification or examination, except for Welsh or Irish, where the Centre can 

provide an interpreter. If a learner is assessed in Welsh or Gaeilge, University Of Applied 

Research & Development must be notified prior to commencement to ensure certificates are 

endorsed with the assessment language.  

  

5.05 Sites have a responsibility to ensure that their assessment methodologies are inclusive, ethical 

and appropriate regarding the learner being assessed. Any derived assessment tasks should 

also be pre-verified and standardised to ensure that by completing them, learners are able to 

successfully meet all of the required assessment criteria.  

  

5.06 Sites should ensure that the assessment process for all cohorts is sufficiently planned to ensure 

a positive learner experience and to ensure timely and complete qualification achievement. The 

planning of assessment should be tailored to the Centre’s own delivery system.  

  

5.07 Assessors should ensure that initial assessments take place at the beginning of their course.  

The initial assessment process should be used to ascertain a learner’s previous knowledge and 

experience relevant to their registered qualification. The outcomes of the initial assessment 

should confirm qualification entry requirements, support or reasonable adjustment requirements 

and the consideration of Recognition of Prior Learning (RPL). For further guidance on RPL, 

please refer to the University Of Applied Research & Development Recognition of Prior Learning 

Policy.    
Consideration of Reasonable Adjustments and Special Considerations  
  

5.08 Sites must ensure that they consider the application of reasonable adjustments for each learner. 

Depending on the reasonable adjustment required, Sites may need to apply for the adjustment 

from University Of Applied Research & Development. All special considerations must be applied 

for to University Of Applied Research & Development.  

  

5.09 Where University Of Applied Research & Development policy states that a reasonable 

adjustment must be applied for, Sites must complete and return the University Of Applied 

Research & Development Reasonable Adjustment and Special Considerations Application 

Form, found on our website here: https://www.nocn.org.uk/support/quality-assurance/. 

  

5.10 Sites must ensure that they apply for the relevant adjustments within the stated timescales of 

University Of Applied Research & Development’s policy and must not perform adjustments until 

approval has been granted by University Of Applied Research & Development.  

For further guidance regarding Reasonable Adjustments, please refer to the University Of 

Applied Research & Development Reasonable Adjustments and Special Considerations Policy 

and Procedure.  

  



 

  

Assessment Evidence  
  

5.11 Following each assessment activity, a judgement should be made regarding whether the learner 

has met the relevant assessment criteria. Judgements must be based on gathered evidence 

and recorded. Learners should be provided with written feedback following each assessment 

activity.  

  

5.12 Assessors should ensure that all of their assessment decisions are made based on evidence 

which is valid, authentic, current, sufficient and reliable regarding the assessment taking place.  

  

5.13 Following each assessment activity, Assessors and learners must provide a signed written 

declaration to confirm authenticity and validity of the provided evidence. This declaration must 

include:  

  

a) Name of learner.  

b) Name of Assessor.  

c) Qualification title (including level).  

d) Unit/assessment criteria/Learning outcome references covered and achieved during the 

assessment.  

e) Details of endorsements achieved (if applicable).  

f) Date assessment confirmed achievement.  

g) Signatures of both learners and their Assessor.  

  

5.14 Records of every assessment activity must be sufficient and auditable, as well as being kept in 

line with University Of Applied Research & Development requirements.   

  

5.15 Tutors/Trainers or Assessors who are repeatedly found to be demonstrating unacceptable and 

poor training/assessment or record keeping practices, with no acceptable signs of improvement, 

may be suspended or their approval removed by University Of Applied Research & 

Development. Further information is available in the University Of Applied Research & 

Development Risk-Based Approach to Centre Quality Monitoring Policy and Procedure.   
Learner Tracking and Progression   

  

5.16 Prior to any assessment activities, the Centre’s IQA should ensure that there are adequate and 

appropriate physical resources in place within the Centre to support all elements of the delivery 

and assessment for its approved University Of Applied Research & Development qualifications.  

  

5.17 It is essential that assessment is carried out in a structured way, both for the benefit of the 

learners and to enable effective internal quality assurance to take place. The IQA will therefore 

need to work with Tutors/Assessors to ensure that:  

  

a) A sufficient and auditable system is in place for the documentation and tracking of learner 

progress whilst on programme, including the planning of assessment, recording of 

assessment decisions and documentation of feedback.  

b) An effective initial assessment is in place and is followed consistently.  

c) Assessment tasks are pre-verified to ensure appropriateness for learners, allowing 

achievement of the assessment criteria. Sites should retain evidence of this.  

d) A range of assessment methods are always considered.  

e) Where more than one Tutor/Assessor works with a learner group the assessment tasks 

form a coherent whole across the course in terms of content, style and timescale.  



 

  

f) Where more than one learner group is following the same course, the assessment tasks 

are either the same for each group or, if the diversity of the groups requires differing 

tasks, are consistent with each other in terms of fairness to the learners.  

g) An effective induction process is in place that allows learners to understand what the 

assessment requirements of their registered qualification is.  

h) Learners are made aware of malpractice and appeals processes and procedures.  

i) A process is in place that incorporates constructive individual feedback to learners on 

their assessed work, which is documented.  

j) Ensuring that any use of Recognition of Prior Learning (RPL) can demonstrably identify 

how the assessment criteria has been met.  

k) Accurate and audible records of learner registration and achievement are kept and 

securely stored.  

  
5.18 An individual learning and assessment plan should be created to provide the learner with 

reasonable guidelines of when assessment activities will take place and a target for qualification 

completion. There should be planned reviews of learner progress to address any concerns and 

ensure timely qualification achievement.     
Records and Data Retention  

  

5.19 Sites must have and maintain a reliable and auditable system for recording training, assessment 

and internal quality assurance of its University Of Applied Research & Development provision. 

Information must be securely stored and be shared in case of learner appeals, malpractice 

investigations or information requests from University Of Applied Research & Development or 

regulatory bodies.    

  

5.20 The below information must be kept for a period of at least seven years from the date of 

certification to ensure that any claims for certification can be substantiated, to support any 

malpractice claims and to respond to information requests from University Of Applied Research 

& Development or regulatory bodies:   

  

a) Learner name.  

b) University Of Applied Research & Development learner number or ULN.  

c) Learner contact address and telephone number.  

d) Regulator reference and title of the qualification the learner was registered on.  

e) Date of the qualification achievement.  

f) Grade of the qualification (if applicable)  

  

Details of unit achievement including:  

  

a) The name and regulator reference number of the unit achieved.  

b) The name of the Tutor/Trainer and Assessor for the unit.  

c) The name of the IQA (if sampled).  

d) The date the unit was judged as achieved within the Centre.  

e) Grade of the unit (if applicable)  

  

5.21 In addition to the above, the below must be kept for a minimum of three years and should be 

made available to University Of Applied Research & Development upon request:  

  

a) Records of the assessment plan and assessment decisions for each learner, including 

the details of who assessed, what was assessed (learning outcome reference and 



 

  

assessment criteria), where it was assessed and the date the assessment decision was 

made.  

b) Details of all examinations conducted and their results.  

c) Synoptic Practical Assignments completed including any evidence generated.  

d) Records of progress/assessment criteria measured in guided learning hours (GLH) and 

total qualification time (TQT).  

e) A record of any exemption/Recognition of Prior Learning (RPL) used.  

f) The assessment methods used for each unit/component.  

g) Locations of where supporting evidence was gathered and stored at the time of 

assessment.  

h) Assessment reviews.  

  
Records of internal quality assurance activity including:  

  

a) Details of the sample selected and internal quality assurance strategy.  

b) Internal quality assurance details including the assessment decisions verified, the name 

of the IQA and the date the verification took place.  

c) Records of internal quality assurance standardisation meetings.  

d) Records of Assessor support meetings and/or query resolution records.  

e) All completed declaration of authenticities.  

  
E-Portfolio Systems  

  

5.22 Sites who utilise e-portfolio systems must be able to demonstrate how their system meets 

Ofqual’s Regulatory Principles of e-assessment (2007)3. Sites must also have the necessary 

safeguards in place to ensure that assessment evidence meets the same principles as 

paperbased portfolios. Centre assessment strategies must detail how e-portfolio systems are 

used and quality assured.   

  

5.23 To enquire about University Of Applied Research & Development’s e-portfolio system Skillsfile, 

which meets the regulatory requirements for e-assessment, please contact University Of Applied 

Research & Development on 0300 999 1177 or visit the Skillsfile website here:  

www.skillsfile.org.  

  
  
  
  
  
  
  
  
  
  
  
  
  
  

 
3 http://www.e-assessment.com/resources/principles-of-e-assessment/  

http://www.skillsfile.org/
http://www.skillsfile.org/
http://www.e-assessment.com/resources/principles-of-e-assessment/
http://www.e-assessment.com/resources/principles-of-e-assessment/
http://www.e-assessment.com/resources/principles-of-e-assessment/
http://www.e-assessment.com/resources/principles-of-e-assessment/
http://www.e-assessment.com/resources/principles-of-e-assessment/
http://www.e-assessment.com/resources/principles-of-e-assessment/
http://www.e-assessment.com/resources/principles-of-e-assessment/
http://www.e-assessment.com/resources/principles-of-e-assessment/
http://www.e-assessment.com/resources/principles-of-e-assessment/


 

  

  
Section 6 – Internal Quality Assurance of University Of Applied 

Research & Development Qualifications  
  

This section details the internal quality assurance requirements of University Of Applied Research & 

Development qualifications. The requirements and guidance detailed within this section are general 

for all qualifications. Sites should refer to the relevant qualification specifications for specific 

requirements.   

  

6.01 All approved Sites must have a quality system in place that underpins and supports its delivery 

of University Of Applied Research & Development qualifications and units. Sites should have 

their own quality assurance strategy which reflects the arrangements they have made to 

ensure quality in their delivery model. The quality assurance strategy should pay due regard to 

any risk factors posed and must be effectively implemented.   

  

6.02 University Of Applied Research & Development’s Approval Criteria regarding internal quality 

assurance are listed below.  

  

  



 

  

 

Approval Criteria  
  

6.03 Regarding planning internal quality assurance, Sites must ensure:  

  

D.1 A clear, appropriate and robust IQA strategy is documented.  

D.2 An IQA sampling plan is documented and encompasses all Assessors, learners, 

qualifications and assessment methods within the Centre’s provision.  

  
6.04 Regarding internal quality assurance activity, Sites must ensure:  

  

  
  

  D.3 The Centre effectively implements and follows their documented IQA strategy and  

 sampling plan.  

  

   D.4 The Centre’s IQA strategy and plan is regularly reviewed and any quality  

 improvement measures are implemented.  

  

  D.5 Pre-verification of assessment tasks and strategies takes place and is effective.  

  

  

  D.6 IQA sampling is effective for confirming validity of assessment decisions.  

  

   D.7 Observation of assessment practice takes place to ensure Trainer and Assessor  

 competence and performance.  

  

  D.8 Internal quality assurance processes ensure assessments/training cover all learning  

  outcomes and assessment criteria prior to any claims for certification.  

  

  D.9 Assessors are provided with clear and appropriate feedback on assessment.   

  

  

  D.10 There is regular standardisation of assessment and training between Centre staff.  

  
  D.11 Formal feedback is sought from learners and employers to evaluate the delivery of  

   the Centre’s assessment and training.  

  
  D.12 There is an effective query resolution system in place for delivery staff.  

  
  



 

  

  



 

  

 

Guidance and Support  
  

6.05 A Centre’s quality system must involve a number of well-informed, appropriately qualified and 

competent Tutors, Assessors and IQAs. Sites must also ensure that they have an identified 

individual who has responsibility for the co-ordination of the quality process, with clear and 

documented roles and responsibilities for all those involved.  

  

6.06 Effective internal quality assurance is crucial in managing risks posed to the Centre, in protecting 

the integrity of University Of Applied Research & Development qualifications and in the 

safeguarding of learner interests. Sites must ensure that their internal quality assurance system 

encompasses all processes that affect the learner journey at their Centre, including the 

recruitment, registration, induction, initial assessment, tracking of progress, assessment 

practices and achievement recommendation of learners.  

  

6.07 The Centre must follow a documented quality assurance strategy which details how the staff 

responsible for quality assurance will ensure that the Centre is meeting University Of Applied 

Research & Development quality assurance requirements. This includes how:  

  

a) The quality staff will sample all stages of the learner journey to ensure quality.  

b) Assessment practice will be monitored to ensure compliance with qualification 

requirements.  

c) Training of learners will be monitored to ensure compliance with qualification 

requirements.  

d) Observation of delivery staff practice will be carried out to monitor effectiveness.  

e) Delivery staff (Tutors, Assessors and IQAs) will be recruited and supported.  

f) Continuous Personal Development (CPD) of delivery staff will be maintained.  

g) Appeals will be addressed in transparent and fair manner.  

h) Assessment practices between Assessors will be standardised.   

i) Quality improvement will be supported.  

j) Adequate resources, including physical and staff, will be maintained and managed to 

support continuous qualification delivery.  

k) Malpractice and maladministration will be prevented and investigated when it occurs.   

  
6.08 It is important that all Quality Assurance Systems place a focus on the consideration, prevention 

and investigation into suspected or proven malpractice or maladministration.   

  
The Role of Internal Quality Assurers (IQAs)  

  

6.09 IQAs play a key role in implementing quality assurance within a Centre. The role of an IQA is to 

manage the assessment process and the various risks involved in ensuring claims for learner 

achievement of units and qualifications are sufficient, valid, reliable and authentic and meet 

national and/or University Of Applied Research & Development requirements.  

  

6.10 To enable the IQA to complete their role effectively, the IQA should play an accountable role in 

the assessment planning and management process. Centre management should therefore 



 

  

support IQAs in their role, allowing them to have the relevant level of responsibility as well as 

being provided with access to staff, learners, resources and records as and when requested.  

  

6.11 There are four main aspects of the IQA role:  

  

a) Management of the internal assessment and quality system.  

b) Evaluation of training and assessment practice.  

c) Support and development of Tutors and Assessors.  

d) Standardisation of training and assessment practice.   
Support and Development of Tutors/Trainers and Assessors  
  

6.12 IQAs should induct all Tutors and Assessors that fall under their remit into their Centre’s quality 

system. It is essential that all Tutors and Assessors understand the delivery and assessment 

requirements of the qualifications they are involved with, as well as having access to all of the 

relevant training and assessment materials, including the Qualification Specification.  

  

6.13 IQAs should also guide and support Tutors and Assessors with their Continuous Professional 

Development (CPD). The CPD must aid the individuals in updating their occupational knowledge 

competence, in line with industry and qualification requirements. There should be development 

plans in place for all staff members, which documents what areas will be addressed, how they 

will be addressed and by when. IQAs should review and update the development plan during 

staff reviews to ensure that CPD activities are being completed.  

  

6.14 Tutors and Assessors must be aware of the proposed monitoring activities that the IQA will be 

completing over their ‘IQA cycle’, and what is expected of them. IQAs should also ensure that 

both Tutors and Assessors receive ongoing advice and support regarding designing 

assessment activities, marking tasks and providing feedback to learners.   
Planning Internal Quality Assurance  
  

6.15 It is important that sufficient planning of quality assurance activities takes place prior to 

qualification delivery. This should be documented on an IQA sampling plan, which should 

illustrate what will happen, when it will happen, who is to be involved, how risks are to be 

managed and how it is to be recorded over an ‘IQA cycle’. The course of an IQA cycle will vary 

according to a Centre’s provision. In many cases this will be based on an academic year, 

however some Sites may operate a ‘rolling’ basis with a succession of short courses for which 

the start and finish of a ‘year’ could be agreed at any point.  

  

6.16 The Centre’s documented sampling plan should utilise the ‘CAMERA’ method, which will ensure 

that the sample is representative. This means that the sample plan will take into account:  

  

Candidates/Learners - A selection of ages, genders, ethnicities etc.  

Assessors – Experience and qualifications, workload, occupational experience.  

Methods of assessment – All types of assessment methods utilised by the Centre.  

Evidence – All types of evidence collected during assessment.  

Records – Learner and assessment records.  

Assessment sites – All satellite sites of the Centre.   

  



 

  

6.17 University Of Applied Research & Development requires Sites to take into consideration any risk 

factors that are posed to their qualification delivery. Typical risk factors include:   

  

a) Associated risks regarding the qualifications within the Centre’s provision (i.e. the risk of 

license to practice qualifications).  

b) The numbers of Tutors and Assessors assigned for each qualification and their 

respective workload.  

c) Experience and performance of Tutors and Assessors. This includes whether the 

Tutor/Assessor is appropriately qualified or working towards their qualification(s).  

d) Changes to qualifications/units.  

e) Issues identified through previous IQA activity.   
Internal Quality Assurance Activity  

  

6.18 Over the course of the year the IQA will need to ensure that assessment is being carried out as 

planned. This will involve holding regular meetings with Tutors, Assessors and other IQAs within 

the Centre. These meetings should be documented and records made available to University 

Of Applied Research & Development upon request.  

  

6.19 It is the IQAs responsibility to monitor the quality of assessment through sampling of assessment 

practices and decisions. The IQA should specify the sample of work or activity they wish to 

observe. It is important that the sample is sufficient for the IQA to form a view on the consistency 

and validity of the assessment practice.  

  

6.20 Sites should make use of formative, interim and summative sampling:  

  

a) Formative sampling takes place at the beginning of a learner’s course and allows for 

a review of the induction and assessment planning process.  

b) Interim sampling allows for learner work to be reviewed early on in their programme 

of delivery and before any decisions have been made regarding unit completion. This 

allows the IQA to prevent any issues regarding weak Assessor judgements or practice 

as well as highlighting good practice which can be shared with the wider teaching 

and/or assessment team.  

c) Summative sampling allows for the completed assessment judgements for a 

qualification to be reviewed by the IQA. This will allow the IQA to sample completion of 

records, assessment decisions and evidence appropriateness and referencing.   

  

6.21 In sampling assessed work or observing assessment practice, the IQA should look for evidence 

that:  

  

a) Assessment decisions are fair and consistent, both across provision and over time.  

b) Evidence of achievement is valid, authentic, current, reliable and sufficient.  

c) Assessors are providing learners with documented clear and constructive feedback.  

d) Learners’ work, or the Assessor’s evidence of assessment decision, is presented in a 

clear manner that enables effective verification to take place.  

  



 

  

6.22 The methods of sampling used should ensure that assessment decisions are valid and 

consistent across learners, levels and learning outcomes. Individuals are not permitted to IQA 

work they have themselves assessed.  

  

6.23 Following each IQA activity, a report must be completed to document the IQAs findings. The 

report should highlight areas of good practice as well as recommending areas where 

improvements can be made. The findings must be discussed and agreed privately with the 

relevant Tutor or Assessor following the IQA activity. A copy of the finalised report should be 

signed by all parties involved to confirm that they agree with the findings and recommendations.   
Standardisation of Training and Assessment Practice  
  

6.24 Following each activity, a report must be completed to document the IQAs findings. The report 

should highlight areas of good practice as well as recommending areas where improvements 

can be made. The findings must be discussed and agreed privately with the relevant Tutor or 

Assessor following the IQA activity. A copy of the finalised report should be signed by all parties 

involved to confirm that they agree with the findings and recommendations.  

  

6.25 IQAs must ensure that appropriate standardisation of training and assessment practice is carried 

out as part of their internal quality assurance strategy. Sites may also be requested to contribute 

to standardisation activities by University Of Applied Research & Development. Standardisation 

activities will provide a forum for discussion of borderline cases and good practice in assessment 

across the training and assessment team.  

  

6.26 Standardisation activities should encompass all Trainers, Assessors, IQAs, qualifications and 

assessment methods within the Centre and must take place at appropriate intervals in relation 

to the Centre’s provision. This is to ensure that given the same or similar piece of evidence, all 

members of the delivery team would come to the same conclusion.  

  

6.27 Examples of standardisation activities include:  

  

a) Reviewing, standardising and approving assessments before use.  

b) Assessors/IQAs being asked to review an actual or simulated piece of evidence and 

comparing/discussing their responses.  

c) Asking Assessors or IQAs whether they believe a particular assessment is valid etc.  

d) Comparing the same type of evidence across a number of learners e.g. using 

observation reports to discuss/compare to decide whether they meet requirements.  

e) Discussing a new qualification to ensure everyone agrees on their understanding of what 

is expected and/or asking for further clarification if they don’t.  

f) Review of Assessor feedback to learners to ensure it is consistent, fair and valid.  

  

6.28 The University Of Applied Research & Development EQA will ask to see evidence of internal 

standardisation activity and of how the Centre identifies and disseminates good practice. Where 

appropriate, the EQA may suggest ways in which standardisation activity can become more 

effective. IQAs must agree to implement any identified actions for quality improvement. A clear 

and auditable record of actions taken to address actions should be kept.  

  



 

  

Obtaining and Reviewing Learner Feedback  
  

6.29 IQAs will need to speak with a sample of learners to ensure that their experience of assessment 

within the Centre is positive. In particular, it is important that they understand the assessment 

requirements of their registered qualification, are receiving clear and constructive feedback and 

are making acceptable progress. The IQA should ensure that learners are supported regarding 

progression routes and/or preparation for further study or work.  

  

6.30 The timing of a review with a learner should be appropriate to their particular course. It should 

be far enough into the course for some meaningful assessment to have taken place, but early 

enough for any issues to be addressed before the learners’ chances of achievement are 

compromised. It may also be appropriate to review learners who are at different stages, to 

identify issues with particular parts of the process.  

  

  
  
  
  
  

  



 

  

Section 7 – External Assessment Arrangements  
  

This section details the external assessment arrangements requirements of University Of Applied 

Research & Development qualifications. This only applies to Sites who offer qualifications which are 

externally assessed, such as University Of Applied Research & Development’s Security suite of 

qualifications.  Sites should refer to the relevant qualification specifications for specific requirements.   

  
7.01 All approved Sites must follow the external assessment requirements of the qualifications within 

their provision.   

  

7.02 University Of Applied Research & Development’s Approval Criteria regarding external 

assessment arrangements are listed below.  

  
Approval Criteria  

  

7.03 Regarding external assessment arrangements, Sites must ensure:  

  

  

E.1  The Centre have appropriate examination venue and facilities.  

E.2  The Centre have named invigilators who are appropriately trained in their role.  

E.3  Security arrangements for externally set examinations are appropriate.  

E.4  
The Centre have a process in place for ensuring identification of learners is checked 

before assessments are sat.  

E.5  Examinations take place in line with the University Of Applied Research & 

Development Invigilation Policy and Procedure.  

  

  

Guidance and Support  
  

7.04 If the Centre offers University Of Applied Research & Development qualifications that are 

assessed through examination (paper-based or online), then these qualifications must be 

included on the Centre’s sampling plan to show how the whole examination process and 

invigilation process will be quality assured.  

  



 

  

7.05 Sites must ensure that the venues used for externally set assessments are appropriate, and that 

the University Of Applied Research & Development Invigilation Policy and Procedure is 

complied with at all times.   

  

7.06 Sites must use appropriately trained invigilators, who must not have any perceived conflict of 

interest with any learners who they are invigilating.   

  

7.07 University Of Applied Research & Development has produced separate guidance for invigilators, 

which can be found on our website here: https://www.nocn.org.uk/support/quality-assurance/. 

  

  

  

  

  

  
  
  
Section 8 – Quality Monitoring of Sites  
  

This section details guidance and support for how University Of Applied Research & Development 

will monitor Centre quality systems. Full details of University Of Applied Research & Development’s 

monitoring policy and procedure can be found in the University Of Applied Research & Development 

Risk-Based Approach to Centre Quality Monitoring Policy and Procedure, which is also available in 

the policy section of the University Of Applied Research & Development website.   

  

8.01 Compliance with University Of Applied Research & Development’s Approval Criteria and 

adherence to the University Of Applied Research & Development Centre Agreement and Terms 

and Conditions is monitored by the Quality Assurance Team, in conjunction with the Centre’s 

assigned EQA. Sites who are managed by a recognised University Of Applied Research & 

Development Delivery Partner will be monitored by their respective Quality Assurance Team.  

  

8.02 All Sites are assigned at least one EQA. Some Sites may be allocated more than one  

EQA, dependent on the individual requirements of the qualifications in the Centre’s provision. If 

the Centre’s EQA is re-assigned, this will be communicated to you by the University Of Applied 

Research & Development Quality Assurance Team, who will put you in contact with your new 

EQA.  

  

8.03 University Of Applied Research & Development takes a risk-based approach to the quality 

monitoring of its Approved Sites. The EQA will use findings from their monitoring activities to 

make judgements with regard to the Centre’s level of risk. Sites are rated either Low, Moderate 

or High following each monitoring activity. The level of risk applied following a visit will 

correspond to when the Centre’s next monitoring activity will take place.  

  
External Quality Assurance Monitoring  
  



 

  

8.04 All University Of Applied Research & Development Sites will receive at least one Centre-based 

external quality assurance activity per academic year from University Of Applied Research & 

Development. Sites will also receive one remote sampling activity (if the Centre’s throughput 

allows this).   

  

8.05 Where monitoring visits are due or are requested, the Centre’s allocated EQA will contact the 

Centre to identify and agree convenient dates and times for the activity to take place.  

  

8.06 If Sites wish to cancel a pre-arranged EQA visit, they must be able to demonstrate that the 

cancellation request is reasonable. Sites must contact their EQA as soon as they become aware 

that the visit must be cancelled. Any cancellations made within 10 working days of the planned 

visit may be charged at the standard daily rate detailed in the University Of Applied Research & 

Development Tariff.  

  

8.07 During a typical Quality Assurance visit, the EQA will monitor the Centre’s compliance with 

University Of Applied Research & Development’s Approval Criteria by reviewing Centre policies 

and procedures, meeting staff members, learners and sampling assessment decisions. The 

EQA may also recommend Direct Claims Status (DCS), make recommendations for quality 

improvement or impose actions/sanctions against the Centre.  

  

8.08 EQA monitoring activities are intended to be constructive, supportive and transparent. If any 

issues or areas of non-compliance are identified, the EQA will provide an opportunity to discuss 

these areas throughout the visit. Feedback will be provided face to face at the conclusion of a 

visit and will include any actions set or associated sanction levels if issues have been identified.  

  

8.09 University Of Applied Research & Development reserves the right to undertake additional visits 

at short or no notice to minimize the risk of unsubstantiated claims for certification. This includes 

the right to conduct visits unannounced.   

  
Requesting Additional Monitoring  
  

8.10 During the period of time between EQA monitoring, Sites may still submit recommendations for 

award to University Of Applied Research & Development even if they do not hold DCS for the 

units/qualifications that they submit results for. To enable results to be verified and processed 

by University Of Applied Research & Development, the Centre may:  

  

a) Request an additional monitoring visit/full remote sample.  

b) Request individual portfolio signoffs.  

c) Wait until their next monitoring visit for EQA review.  

8.11 Sites may request additional EQA monitoring, support visits or remote sampling from University 

Of Applied Research & Development at any time. Sites should request additional monitoring 

from the Quality Assurance Team, who will co-ordinate the process. Requested additional 

monitoring is chargeable to the Centre, as detailed in University Of Applied Research & 

Development’s Tariff.  

  



 

  

External Quality Assurance Report and Actions  
  

8.12 Following each activity, the EQA will complete the University Of Applied Research & 

Development External Quality Assurance Report, which will be issued to the Centre within 3 

working days of the monitoring activity taking place. For University Of Applied Research & 

Development Sites, the EQA report will be administered through the Horizon system. The report 

will provide written feedback of the EQAs review of the Centre’s compliance with University Of 

Applied Research & Development’s Approval Criteria, as well as detailing any actions that have 

been set for the Centre, details of any Sanctions to be applied and any recommendations for 

DCS.  

  

8.13 The Centre should ensure that the EQA’s feedback from the report is cascaded to all relevant 

staff members as well as being fed into their quality assurance and assessment practices. Any 

actions set by the EQA are time-bound and evidence of completion is required for actions to be 

signed off by the EQA. If requested, evidence must be submitted to the EQA following the visit. 

Otherwise, evidence must be kept for review at the Centre’s next monitoring activity.  

  

8.14 Failure to address actions within the agreed timescales may increase a centre’s risk rating, and 

may in some cases result in the application of Sanctions. If Sites are not able to meet an action 

within agreed timescales they should contact the Quality Assurance Team.  

  

8.15 Sites are provided with the opportunity to submit feedback to University Of Applied Research & 

Development after each monitoring activity regarding the appropriateness of University Of 

Applied Research & Development qualifications, the value of the external quality assurance visit 

and the quality of the EQA report.  

  

8.16 For guidance on how to access Horizon EQA reports and how to submit feedback to University 

Of Applied Research & Development, please refer to Appendix 4.   

  
Application of Sanctions  
  

8.17 In instances of Centre non-compliance, where there is a risk to the integrity of University Of 

Applied Research & Development products and/or to the interests of learners, University Of 

Applied Research & Development may apply Sanctions against the Centre. Sanctions are 

penalties for non-compliance and, dependent on their level, affect a Centre’s registration, 

certification or DCS rights.  

  

8.18 University Of Applied Research & Development has a range of Sanctions that can be applied to 

a Centre depending on the impact of the issues identified, the history of the Centre’s level of 

compliance with University Of Applied Research & Development, and the risk to the interests of 

learners and the integrity of University Of Applied Research & Development products. For full 

details of University Of Applied Research & Development’s Sanctions, please refer to University 

Of Applied Research & Development’s Risk-Based Approach to Centre Quality Monitoring 

Policy and Procedure.  

  

8.19 University Of Applied Research & Development will seek to support Sites to comply with its 

requirements. Only in cases of serious non-compliance or the persistent failure of the Centre to 



 

  

address outstanding actions will University Of Applied Research & Development apply the 

highest Sanctions (level 4 and 5). Notification of the application of this Sanction will be sent to 

the Head of Organisation at the Centre in writing by the Head of Assurance.  

  
Obtaining Direct Claims Status (DCS)  
  

8.20 DCS allows Sites to claim for learners’ certificates without the requirement of external verification 

by a University Of Applied Research & Development EQA.  

  

8.21 To obtain DCS, Sites must demonstrate that they have a robust internal quality assurance 

system in place that ensures that the training and assessment of University Of Applied Research 

& Development qualifications is compliant, safe, valid and reliable. DCS is approved by 

University Of Applied Research & Development on an individual qualification basis; therefore, 

Sites must meet the requirements of DCS for each qualification it wishes to obtain DCS for. For 

details of DCS requirements, Sites should refer to the University Of Applied Research & 

Development Direct Claims Status Policy and Procedure.   

  

8.22 If a Centre is not due a scheduled EQA monitoring visit but believes they meet the criteria for 

DCS approval for some or all of their University Of Applied Research & Development provision, 

they can request an additional monitoring visit from University Of Applied Research & 

Development, where DCS will be considered. The Centre is required to pay an additional visit 

charge for this, as detailed in University Of Applied Research & Development’s Tariff.  

  

8.23 University Of Applied Research & Development will also consider approving DCS if a Centre 

already has DCS for a similar or comparable qualification with another Awarding Organisation.   

  
Monitoring of DCS  

  

8.24 Once approved, DCS is continuously monitored by University Of Applied Research & 

Development and the Centre’s EQA. In order to maintain DCS, Sites must continue to meet all 

of the requirements of University Of Applied Research & Development policies and Approval 

Criteria.  

  

8.25 To ensure that DCS approvals can be ratified during monitoring visits, Sites must ensure that all 

learner portfolios, records of assessment decisions and internal quality assurance activities are 

kept and stored in line with University Of Applied Research & Development requirements, 

including those made through DCS. Sites must provide access to these records when requested 

to do so by their EQA.  

  

8.26 Sites must ensure that any changes to their quality system, including changes of personnel, are 

communicated to University Of Applied Research & Development immediately, as this may 

affect the Centre’s ability to retain their DCS approval for some or all of their University Of 

Applied Research & Development provision. Failure to notify University Of Applied Research & 

Development may result in Sanctions being applied to the Centre.  

  



 

  

Malpractice and Maladministration  
  

8.27 Malpractice is a deliberate or reckless act of an individual or business to dishonestly claim 

learning outcomes and/or units for learners through fraudulent or deceptive means. Malpractice  

is an act that does not comply with the regulatory authority’s conditions and compromises the 

authenticity, reliability and integrity of qualifications and/or units.  

  

8.28 University Of Applied Research & Development recognises three types of malpractice, ‘Centre 

Malpractice’, ‘Centre Staff Malpractice’ and ‘Learner Malpractice’:  

  
8.29 Centre Malpractice is malpractice committed by a Centre. Examples of this include, but are not 

limited to:  
  

a) Misuse of assessments, including inappropriate adjustments to assessment decisions 

or externally set assessments.  

b) Failure to comply with requirements for accurate and safe retention of learner evidence, 

assessment and internal quality assurance records.   

c) Failure to comply with University Of Applied Research & Development procedures for 

the management and storage of accurate learner data and assessment instruments.    

d) Excessive direction from Assessors to learners on how to meet assessment criteria, 

learning outcomes or national standards.   

e) Deliberate falsification of records to claim certificates.   

  
8.30 Centre Staff Malpractice is malpractice committed by a member of staff (or contractor) at a 

Centre. Examples of this include, but are not limited to:  
  

a) A breach of security (e.g. failure to keep exam materials secure, tampering with 

coursework, provision of mark schemes to learners etc.).   

b) Deception (e.g. manufacturing evidence of competence, fabricating assessment or 

internal quality assurance records).   

c) The provision of improper assistance to learners (e.g. prompting learners in 

assessments by means of signs or verbal or written prompts etc.).   

d) Failure to adhere to regulations/Awarding Organisation stated requirements.  

  
8.31 Learner Malpractice is malpractice committed by a learner at a Centre. Examples include, but 

are not limited to:  
  

a) Failure to acknowledge sources properly and/or copying another learner’s work (either 

electronically or in person) and submitting the work as if it were the learner’s own (also 

known as plagiarism).  

b) Collusion with others when an assessment must be completed by individual learners.   

c) Assuming the identity of another learner or having someone assume your identity during 

an assessment (also known as impersonation).  

d) Inappropriate behaviour during an assessment or examination that causes disruption to 

others. This includes shouting and/or aggressive behaviour or language.  

e) Unauthorised aids - physical possession of unauthorised materials (including mobile 

phones, MP3 players, notes, etc.) in the examination room.   



 

  

  
8.32 Maladministration is an activity of poor practice that results in the Centre, or learner, not 

complying with the specific requirements for the delivery of qualifications. Maladministration is 

often a reflection of poor rather than improper practice.  Examples of maladministration include, 

but are not limited to:  
  

a) Poor invigilation of external assessments.  

b) The incorrect learner details submitted at points of registration.  

c) Failure to keep the Centre’s record up to date on University Of Applied Research & 

Development systems.  

d) Issuing an incorrect certificate to a learner.  

e) A delay in claiming for learner achievement.  

f) Learners incorrectly completing their examination or assessment.  

  

8.33 To prevent the occurrence of malpractice or maladministration, the Head of Organisation 

and/or Quality Assurance Contact must ensure that:   
  

a) The Centre has developed its own malpractice and maladministration processes and 

procedures.  

b) Centre staff understand the importance of adhering to the qualification delivery and 
assessment requirements of each qualification that they are authorised to offer.  

c) A nominated person is responsible for identifying and disseminating to all those that 

need to know, any communicated changes to University Of Applied Research & 

Development systems and procedures.  

d) Centre staff have an appropriate secure area for storage of assessment instruments, 

qualification papers and marking guidance (including IT) and for secure retention of 

learner evidence, assessment and internal quality assurance records in line with 

University Of Applied Research & Development requirements. This should be supported 

by clear security measures.  

e) There is clear guidance for Centre staff regarding conducting and supervision of 

examinations and controlled assessments and that this is in line with the University Of 

Applied Research & Development Invigilation Policy and Procedure (available on the 

University Of Applied Research & Development website).   

f) There are clear systems and procedures in place for the implementation of reasonable 

adjustment activities.   

g) Malpractice and maladministration features in the Sites risk assessment and 

selfassessment activities.  

h) That all Centre staff are provided with clear instructions and are sufficiently trained on 

what to do if they suspect that a case of malpractice or maladministration has occurred.  

i) That the policies and procedures for malpractice and maladministration are reviewed 

annually to ensure they remain accurate and fit for purpose.  

  

8.34 To prevent the occurrence of malpractice or maladministration, all Centre staff involved with 

the delivery of University Of Applied Research & Development qualifications must:   
  

a) Take reasonable steps to prevent instances of malpractice and maladministration from 

occurring.  



 

  

b) Comply with the published University Of Applied Research & Development Malpractice 

and Maladministration Policy and Procedure at all times.  

c) Advise learners of University Of Applied Research & Development’s policy on 

malpractice/maladministration during their induction.   

d) Remain vigilant to possible instances of malpractice and maladministration.   

e) Notify University Of Applied Research & Development of any incidents of 

malpractice/maladministration.   

f) Assist and co-operate with University Of Applied Research & Development during 

investigations into malpractice or maladministration.    

  

8.35 There may be other examples of malpractice or maladministration that could undermine the 

integrity of qualifications and University Of Applied Research & Development reserves the right 

to investigate such incidents and/or action Sites where necessary.  
  

8.36 It is the Centre’s responsibility to ensure that an explanation of malpractice and 

maladministration forms a part of a learner’s induction process at the Centre. All learners should 

receive an explanation, including examples, of malpractice and maladministration, as well as 

being informed of the consequences of them committing such acts. Learners should be asked 

to confirm their understanding of malpractice and maladministration in writing.  
  

8.37 Centre staff must understand and follow University Of Applied Research & Development and 

Centre processes and procedures for dealing with suspected and actual malpractice or 

maladministration when an incident occurs. When a Centre identifies that suspected or actual 

malpractice or maladministration has occurred they must inform University Of Applied 

Research & Development immediately.   
  

8.38 Notifications of suspected or proven malpractice or maladministration should be sent to 

University Of Applied Research & Development by completing a ‘Notification of Suspected or 

Proven Malpractice or Maladministration’ form. Please contact assurance@nocn.org.uk for 

further information.  
  

8.39 University Of Applied Research & Development has produced separate guidance for Sites 

regarding investigating cases of suspected malpractice or maladministration. This guidance 

document will be provided to Sites once notification to University Of Applied Research & 

Development has been received.   
  

8.40 If an allegation of malpractice or maladministration is brought to the Centre’s attention by a third 

party or ‘whistleblower’, the Centre should refer the individual to University Of Applied Research 

& Development for their investigation. Please refer to the University Of Applied Research & 

Development Whistleblowing Policy and Procedure.  
  

8.41 Further guidance can be found within the University Of Applied Research & Development 

Malpractice and Maladministration Policy and Procedure.   



 

  

Appendix 1 – Centre Approval Criteria  
This table details University Of Applied Research & Development’s Centre Approval Criteria. It has 

been designed for Sites to use as a referencing sheet as well as providing indicative Sanction levels 

for any areas of non-compliance. The table outlines the minimum approval criteria for all Sites. Sites 

must also refer to guidance provided within the qualification specification and any other associated 

assessment strategies for the sectors in which the Centre has qualification approval for/or being 

sought for.  

  

Section A – Internal Management and Systems  

  

Ref  Approval Criteria  Centre Reference  
Indicative 

Sanction  

Centre Management    

A.1  
An appropriate and effective management system is 

in place within the Centre.   
  

L1/2  

A.2  
A suitable workforce for the administration of 

University Of Applied Research & Development 

provision is in place.   

  
L1/2  

A.3  

All staff members are sufficiently inducted and 

trained in their roles and on the Centre’s policies, 

procedures and systems.   

  
L2  

A.4  

Roles and responsibilities are understood by all staff 

involved in the assessment and training of University 

Of Applied Research & Development qualifications.  

  

L2  

A.5  
Service level agreements with partner organisations 

are adequate to demonstrate responsibilities.  
  

L2/L3  

Policies and Procedures    

A.6  
Appropriate, up-to-date policies and procedures to 

effectively manage University Of Applied Research & 

Development provision are in place.  

  
L1  

A.7  
Policies and procedures are supported by 

management and are effectively shared and 

understood by all delivery and administrative staff.  

  
L1/2  

A.8  
The appropriate insurances to protect learners, staff 

and visitors are in place as deemed by law.  
  

L3  

A.9  
Conflicts of interest are documented and managed 

appropriately.  
  

L1/2  

Learner Management    

A.10  

A robust induction process and registration process 

is in place to allow for accurate and timely 

registration of learners.  

  

L2/3  

A.11  
Learners are made aware of their rights regarding 

appeals, equal opportunities and health and safety.  
  

L2/3  



 

  

A.12  
Learners are made aware of how their data will be 

stored and shared with University Of Applied 

Research & Development.   

  
L2/3  

A.13  
Equality of opportunity data of learners is collected 

and reported on, with appropriate changes made 

based on findings.  

  
L1/2  

A.14  
Claims for certification are safe, valid and made in a 

timely manner.  
  

L3  

  

Section B – Delivery Staff, Resources and Equipment  
  

Ref  Approval Criteria  Centre Reference  
Indicative 

Sanction  

Delivery Staff    

B.1  A suitably experienced and qualified workforce for 

the training, assessment and quality assurance of 

University Of Applied Research & Development 

provision is in place.  

  L3  

B.2  
CVs and certificates for all staff members are 

available and securely stored at the Centre.  
  L2/3  

B.3  

Sufficient provision of staff training and development 

is provided to allow Continuous Personal 

Development of delivery staff.   
  L2/3  

Resources and Equipment    

B.4  

Physical resources to support assessment and 

training are both adequate and comply with health 

and safety legislations and directives.  
  L3  

B.5  
All delivery sites are appropriate and have been 

identified to University Of Applied Research & 

Development.  
  L1/2  

B.6  

Changes to personnel involved in assessment, 

training and internal quality assurance are notified to  
University Of Applied Research & Development.  

  L2  

B.7  

Appropriate delivery tools (lesson plans, handouts, 

schemes of work) are used effectively for delivery of 

University Of Applied Research & Development 

products.  

  L2/3  

  
Section C – Assessment and Training  
  

Ref  Approval Criteria  Centre Reference  
Indicative 

Sanction  

Assessment Practice   



 

  

C.1  
Assessors are aware, and make use of, valid and 

reliable assessment methods.  
  

L2  

C.2  
Assessment methods utilised are in line with 

qualification requirements and are inclusive.  
  

L2/3  

C.3  
Assessment and training delivered meet qualification 

requirements, including those of GLH and TQT.  
  

L3  

C.4  Recognition of Prior Learning is used appropriately.  
  

L1/2  

C.5  
Reasonable Adjustments are considered, applied 

and recorded appropriately.  
  

L1/2  

C.6  
Claims for exemption identified by learners are 

considered and recorded by the centre.  
  

L1/2  

C.7  
Assessment decisions are supported by valid, 

authentic, sufficient and reliable evidence.  
  

L3  

C.8  
Assessment and records are sufficient, auditable and 

are appropriate for the qualification being delivered.  
  

L3  

C.9  

All records for internally marked assessments are 

auditable and marking is consistent and accurate 

across learners.   

  

L2/3  

Learner Tracking and Progression   

C.10  

Initial assessment of learners is carried out to 

confirm the correct level/mode of product and 

remove barriers to entry.  

  

L2/3  

C.11  
Planned programmes of deliveries have been put in 

place and have been agreed by learners.     L2/3  

C.12  

Learners are supported, monitored and receive 

regular reviews to their progress whilst on 

programme.  

  
L2/3  

C.13  
Information, advice and guidance is provided to 

learners regarding training and assessment.  
  

L2/3  

C.14  
Learners receive adequate and appropriate verbal 

and written feedback after each assessment 

activity.  

  
L1/2  

C.15  
Assessment records show accurate assessment 

tracking, progress and achievement.  
  

L2/3  

  
Section D – Internal Quality Assurance  
  

Ref  Approval Criteria  Centre Reference  
Indicative 

Sanction  

IQA Planning    



 

  

D.1  
A clear, appropriate and robust IQA strategy is 

documented.  
  

L2/3  

D.2  

An IQA sampling plan is documented and 

encompasses all Assessors, learners, qualifications 

and assessment methods within the Centre’s 

provision.  

  

L2/3  

IQA Activity    

D.3  
The Centre effectively implements and follows their 

documented IQA strategy and sampling plan.  
  

L2/3  

D.4  

The Centre’s IQA strategy and plan is regularly 

reviewed and any quality improvement measures 

are implemented.  

  

L1/2  

D.5  
Pre-verification of assessment tasks and strategies 

takes place and is effective.  
  

L1/2  

D.6  
IQA sampling is effective for confirming validity of 

assessment decisions.  
  

L1/2  

D.7  
Observation of assessment practice takes place to 

ensure Trainer and Assessor competence and 

performance.  

  
L1/2  

D.8  

Internal quality assurance processes ensure 

assessments/training cover all learning outcomes 

and assessment criteria prior to any claims for 

certification.  

  

L2/3  

D.9  
Assessors are provided with clear and appropriate 

feedback on assessment.  
  

L1/2  

D.10  
There is regular standardisation of assessment and 

training between Centre staff.  
  

L1/2  

D.11  

Formal feedback is sought from learners and 

employers to evaluate the delivery of the Centre’s 

assessment and training.  

  
L1/2  

D.12  
There is an effective query resolution system in place 

for delivery staff.  
  

L1/2  

  
  

Section E – External Assessment Arrangements  
  

Ref  Approval Criteria  Centre Reference  
Indicative 

Sanction  

External Assessment Arrangements    

E.1  
The Centre have appropriate examination venue 

and facilities.  
  

L2/3  

E.2  
The Centre have named invigilators who are 

appropriately trained in their role.  
  

L2/3  



 

  

E.3  
Security arrangements for externally set examinations 

are appropriate.  
  

L2/3  

E.4  

The Centre have a process in place for ensuring 

identification of learners is checked before 

assessments are sat.  

  

L2/3  

E.5  Examinations take place in line with the University Of 

Applied Research & Development Invigilation Policy 

and Procedures.  

  L2/3  

  
    
Appendix 2 – Delivery Staff Required Qualification Equivalencies  

The below list shows the accepted qualifications for each of the delivery staff roles. Please note that 

this is not an exhaustive list and Sites should check with University Of Applied Research & 

Development as to whether their qualification will be accepted. Sites should also ensure that they 

aware of the specific delivery staff requirements of the qualifications they wish to deliver, as detailed 

in their relevant qualification specification.  

  

Recognised Qualifications for Tutors/Trainers:  

Preparing to Teach in the Lifelong Learning Sector (PTTLS)  

Certificate to Teach in the Lifelong Learning Sector (CTTLS)  

Diploma in Teaching in the Lifelong Learning Sector (DTLLS)  

Postgraduate Certificate in Education (PGCE)  

Certificate in Delivering Learning (C&G 7302)  

Preparing to Teach in the Lifelong Learning Sector (C&G 7303)  

Certificate in Delivering Learning/Teaching Adults (C&G 7307)  

Certificate in Further Education Teaching (C&G 7407)  

Post Compulsory Education and Training (PCET)  

  

Recognised Qualifications for Assessors:  

Assess candidate performance (D32)/Assess candidate using different sources of evidence (D33)  

Assess candidates using a range of methods (A1)  

Assess candidates’ performance through observation (A2)  

Award in Understanding the Principles and Practices of Assessment  

Award in Assessing Competence in the Work Environment  

Award in Assessing Vocationally Related Achievement  

Certificate in Assessing Vocational Achievement  

  

  

Recognised Qualifications for Internal Quality Assurers (IQAs):  

Internally verify the assessment process (D34)  

Conduct internal quality assurance of the assessment process (V1)  

Award in Understanding the Internal Quality Assurance of Assessment Processes and Practice  



 

  

Award in the Internal Quality Assurance of Assessment Processes and Practice  

Certificate in Leading the Internal Quality Assurance of Assessment Processes and Practice  

  



 

  
  

  

Appendix 3 – Updating Your Centre Record  
  
Please note that the process for updating your Centre record will differ if your Centre is managed by a 

University Of Applied Research & Development Recognised Delivery Partner. Sites should contact their 

Delivery Partner for further guidance.   

  

Sites must ensure that University Of Applied Research & Development is provided information with 

any important updates regarding their Centre, including any changes of name, address or details of 

delivery staff. Failure to promptly notify University Of Applied Research & Development of changes 

will lead to the application of Sanctions.  

  

Updating Centre Name, Address and Additional Delivery Sites  
  

To update the name of your Centre or the main site address of your Centre with University Of Applied 

Research & Development, please contact the University Of Applied Research & Development Quality 

Assurance Team via email at assurance@nocn.org.uk and provide full details of the changes that 

are required.   
  

To change a Centre name or address, University Of Applied Research & Development will require 

that the Head of Organisation or Centre Contact of the Centre signs an updated University Of Applied 

Research & Development Centre Agreement and Terms and Conditions and return this to University 

Of Applied Research & Development.  
  

If a Centre wishes to add or remove an additional delivery site that is not their main address, then this 

can be logged via the Horizon system. To add a delivery site to your Centre on Horizon:  

  

a) Select ‘Sites’ from the main menu bar:  

 

  

b) Click on ‘Add a site’ at the top of the page:  

   
  

c) On the next page, input the details of the site including the site’s name, address and any 

specific contact details for the site. Once finalised, select ‘Add site’:  

   
  

d) Once added, you can link/unlink specific qualifications to each site by selecting 

‘Add/Remove links to products’ and selecting the appropriate site type you wish to add or 

remove:   

  

  

  



 

  
  

  

 

  
  
  
  

Adding Delivery Staff Members to your Centre   
  

Sites must ensure that accurate delivery staff details are provided to University Of Applied Research 

& Development through the Horizon system. All individuals who are involved with the delivery, 

assessment and quality assurance of the Centre’s University Of Applied Research & Development 

provision must be identified and their records kept up to date on Horizon. To add a delivery staff 

member to your organisation on Horizon:  

  

a) Select ‘Staff’ from the main menu bar:  

 
  

b) Click on ‘Add a staff member’ at the top of the page:  

  

 
  

c) On the next page, on the ‘Personal Details’ tab input the details of the staff member you wish 

to add, including their first name, last name, email address and telephone number:  

 
d) Once the information has been added, tick to confirm that the staff member has agreed to 

share their personal details with University Of Applied Research & Development and then 

select ‘Add staff member’:  

  



 

  
  

  

 
  

e) Once the staff member has been added, select ‘details’ beside their name from the staff list:  

  

 
f) Select the ‘Documents’ tab from the staff record. Here you will need to upload all relevant CVs 

and certificates to demonstrate how the staff member meets the requirements of all 

qualifications that they are involved in delivering in their various roles. The staff member must 

meet the requirements for their role as detailed in the relevant qualification specifications. To 

upload documents, select ‘Upload one now!’:  

  

 
  

g) The system will ask you to name the document and attach it from your computer. Once 

completed, select ‘Upload this document’:  

 
  

  

h) Once all relevant documentation has been added to the staff member’s record, they will then 

need linking to the qualifications that they will be delivering in their various roles. To do this 

click on ‘Add/remove links to products’ besides their name in the staff list:  

  

 
  

i) Linking staff members to qualifications can be made easier by using the various filters at the 

top of the linking screen. For example, to link an individual as an Assessor to various 

qualifications, select ‘Assessor’ under the role dropdown menu and then begin typing the 

qualification title in the ‘Title’ filter. Sites can then select individual qualifications by selecting 

the box besides each qualification-role combination, or by selecting ‘select all’ to link the staff 

member to all visible qualifications in all visible roles:  

  

  

  

C   

C   

  



 

  
  

  

 

  

  

j) Staff members can be unlinked from qualifications, or have a qualification-role combination 

removed by following the same process, but by unselecting the relevant box.  

  

k) Once all appropriate roles have been updated, select ‘Finished!’   

   
l) Sites are able to amend the details of their staff members at any time by selecting ‘details’ 

besides the staff member name and updating the required information.  

Removing Delivery Staff Members to your Centre   
  

Sites must remove the records of delivery staff for any individuals who leave their organisation. To 

delete a staff member:  

  

a) Select ‘delete’ besides the name of the staff member you wish to delete:  

  

 
  

b) The system will ask you to confirm your deletion:  

  

  
  
Once a staff member has been deleted, the system will delete and remove all documents attached 

to the staff member. The Horizon system automatically audits any changes to staff and therefore the 

record of the staff member being registered at your Centre will remain for audit purposes.   

  

     

C   C   
C   
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C   



 

  
  

  

Appendix 4 – Accessing Your EQA Report  
  
The process for accessing your external quality assurance report will differ if your Centre is managed by a 

University Of Applied Research & Development Recognised Delivery Partner. Sites should contact their 

Delivery Partner for further guidance.  

  

University Of Applied Research & Development EQA reports are administered through Horizon. The 

PDF EQA report is attached to a Horizon form for secure transfer and storage of the report. This 

always ensures that University Of Applied Research & Development, your Centre and your EQA 

always has secure access to your previous EQA reports. Sites can access the EQA Horizon form to 

download the EQA report and disseminate this within their Centre at any time.   

  

The Horizon form also provides Sites with the opportunity to provide feedback on the monitoring 

process to University Of Applied Research & Development, which is reviewed by the Quality 

Assurance Team.  

  
Providing and Checking Form Permissions  
  

To view the report, your user profile on Horizon must have the appropriate permissions to view the 

EQA Horizon form. To check or to provide access, click on ‘my details’ in the top right hand corner 

of Horizon, and ensure that the box is ticked by the side of ‘University Of Applied Research & 

Development: EQA Report form (v4) – Centre Access’ as per below:  

  

  
  

Notification of Report Being Available  

  

Once your Centre has had a completed EQA visit or remote sampling activity, the EQA will complete 

a University Of Applied Research & Development EQA Report. This report will be sent to your Centre 

through the University Of Applied Research & Development Horizon system. When a report has been 

sent to your Centre, all users who have access to the form on Horizon will receive the below email 

from ‘Creatio’.   

  

Sites are advised to add ‘system@creatio.org.uk’ to their safe sender list to avoid the notification 

emails from going into their junk or clutter. Sites are able to click on the link in the email to take them 

directly to University Of Applied Research & Development’s Horizon system.   

  



 

  
  

  

  
  
  

Accessing From Horizon Inbox  
  

Upon logging into Horizon, you will see your EQA report Horizon form in your Horizon ‘Inbox’. The 

Horizon form is titled ‘EQA Report and Centre Feedback for [Centre Name]’. To access the form and 

the report, click on the form entry:   

  

 
  

EQA Report Form Overview  

  

Upon clicking on the form entry you will be taken to the form overview screen. The form has two 

sections, which are detailed below. To access a section, click on its title:  

  

a) Report Overview and Download – this is where the EQA has logged your PDF EQA 

report for download. This sections is only editable by your EQA.  

b) Centre Feedback – this section is an editable form for you to complete to provide 

feedback to University Of Applied Research & Development on the monitoring process.   

  

  
C   



 

  
  

  

  
  

To access and download your EQA report, find the attached document, which will be uploaded by 

your EQA to question 4. To download, simply click on ‘download’. Once this is clicked, the EQA report 

will be automatically downloaded to your computer for review, saving and printing:  

  

 
  

Providing Feedback to University Of Applied Research & Development on the 

Monitoring Process  
  

Following receipt of each EQA report, your Centre is able to submit feedback to University Of Applied 

Research & Development on the monitoring process on the EQA form on Horizon. To do this, select 

the ‘Centre Feedback’ section of the form (as shown above). Once you have clicked on this section, 

the feedback form will automatically open. To allow your Centre to edit and complete the form, select 

‘Work on this section’:  

  

 

  

EQA Report Access and Download   

  

  
  

    



 

  
  

  

  

Once you have selected ‘Work on this section’ the form can be completed. The form is short and 

contains some tick boxes and some free text boxes. All of the questions are optional, however provide 

vital feedback for University Of Applied Research & Development and EQAs on how we can improve 

our monitoring processes.   

  

Once you have finished completing the feedback page, select ‘Save changes’:  

  

 
  

Once you have clicked on ‘Save changes’ Horizon will take you back to the EQA form overview 

screen. To submit your feedback, select ‘Submit Feedback to University Of Applied Research & 

Development’:  

  

 
  
By selecting this button, the feedback will automatically be sent to the Quality Assurance Team at 

University Of Applied Research & Development. You will receive the following message to confirm 

that the feedback has been sent:  

  

  

  

  



 

  
  

  

  

  

  
Accessing Historic EQA Reports Sent Through Horizon  

  

Once your feedback has been reviewed and accepted by University Of Applied Research & 

Development, the EQA form will be closed on Horizon and will no longer appear in your Horizon 

‘inbox’. It will however always be available for future reference and access. To access previous EQA 

reports that have been submitted to your Centre on  

Horizon, you can perform an ‘Advanced search’ in the form search option on the Horizon home page:  

  

 
  

  

To view closed EQA Horizon forms to enable you to access historic EQA reports, select ‘EQA Report 

Download and Centre Feedback (V4) from the ‘Form Type’ drop down and ‘Closed’ under the ‘Form 

status’ heading as below. Once you have selected these options, select ‘Search forms’:  

  

  

  

  



 

  
  

  

 
  

This will bring up a list of closed EQA report forms in your Horizon ‘Inbox’ that you can select and 

view as required.  

    

  

  

  

  

  



 

  
  

  

Appendix 5 - Glossary of Terminology   

  

Term  Definition  

Additional approval  
The process required to add additional qualifications to the Centre’s approval 

status.  

Appeal  

An appeal is a procedure through which an Awarding Organisation/Centre 

may be challenged on the outcome of an enquiry about results or, where 

appropriate, other procedural decisions affecting an individual Learner.  

Approved Centre  
A company that is accountable to an awarding organisation for the 

assessment arrangements leading to the issue of qualifications or units.  

Assessment   

The process of making judgements about the extent to which a Learner’s 
work meets the assessment criteria for a unit or part of a unit.  Formative 
assessment provides feedback to Learners to help improve their  
performance/achievement. Summative assessment takes place at the end of 

a defined period of learning.  

Assessment  

criteria  

The requirements that Learners need to meet in order to achieve success for 

a unit or part of a unit.  

Assessment 

evidence  

Proof that the learner has achieved or is working towards the achievement of 

assessment criteria.  Satisfactory evidence for all assessment criteria 

enables the Internal and External Quality Assurer to confirm the award of 

credit.   

Assessor  
A person who is qualified to assess learners’ work and make decisions about 

competence.  

Authentication  

The process that confirms the work being put forward for assessment is the 

learner’s and has been produced under the conditions set out in the 

qualification.  

Awarding  

Organisation  

An organisation that awards qualifications. An Awarding Organisation must 

meet the criteria laid down by the Qualifications Regulators e.g. Ofqual.  

Centre Approval  

The process required for companies wishing to deliver University Of Applied 
Research & Development qualifications or units that has committed itself to 
hold and maintain the required quality and consistency of assessments and 
comply with other expectations of  
University Of Applied Research & Development  

Centre contact  
A named individual in the Centre responsible for the overall quality 

assurance, management and administration of awards  

Certification  The procedure by which qualification achievement is recognised.  

Competence  The ability to carry out activities to the standard required.  

Direct Claims 

Status (DCS)  

Provides a recognised Centre with the ability to claim certification from 

University Of Applied Research & Development directly. Status conferred on 

recognised Sites who operate robust internal quality assurance systems.  

E-portfolio  An electronic evidence storage system.  

External Quality 

Assurer (EQA)  

A member of University Of Applied Research & Development staff who 

monitors, advises and guides Sites on how they meet University Of Applied 

Research & Development Centre approval criteria. To recommend 

appropriate corrective actions when required. EQA’s will work to current 

internal quality assurance standards.  



 

  
  

  

Exemption  

The process for a learner to claim an exemption from some of the 

achievement requirements of a QCF qualification, using evidence of a 

certificated, non QCF achievement deemed to be an equivalent value.  

External 

assessment  

A form of independent assessment, where assessment tasks are set  

(externally to the Centre) and a Learner’s work is assessed by the Awarding 

Organisation. This can either be internally or externally marked depending on 

the qualification assessment specification.  

Guided Learning 

Hours (GLH)  

The number of direct contact hours required to teach a qualification or unit of 

a qualification  

Internal Quality 

Assurer (IQA)  

An individual appointed by the centre to ensure accurate and consistent 

standards of assessments, both between Assessors operating in the centre 

and between differing awards offered by the centre  

Learning outcomes  
Express the knowledge, skills and understanding learners are expected to 

acquire.  

Level  
An indication of the relative demand, complexity and/or depth of 

achievement of the learner in demonstrating achievement.  

Malpractice  

Any deliberate activity, neglect, default or other practice that compromises 

the integrity of the assessment process, and/or the validity of certificates. 

Malpractice may include a range of issues from the failure to maintain 

appropriate records or systems to the deliberate falsification of records in 

order to claim certificates.  Failure to deal with identified issues may in itself 

constitute malpractice.  

Ofqual  
The Office of Qualifications and Examinations Regulation - regulator for 

qualifications in England  

Qualification 

specification  

Published by University Of Applied Research & Development, the 

Qualification Specification set out the Quality Assurance arrangements for 

nationally accredited qualifications.  

Quality systems  
An umbrella term that includes the key aspects of the way in which a Centre 

is operated.  

Quartzweb/Horizon  University Of Applied Research & Development registration, certification and 

Centre management systems.  

Recognition of  

Prior Learning  

(RPL)  

A method of assessment that considers whether a Learner can demonstrate 

that they can meet the assessment requirements for a unit through 

knowledge, understanding or skills they already possess and do not need to 

develop through a course of learning.  

Regulatory bodies  
Government bodies who establish national standards for qualifications and 

ensure consistent compliance.   

Rules of 

combination  

A description of the requirements for the achievement of a named 

qualification.  

Standard Setting 

Body (SSB)  

A body approved by the regulatory authorities as responsible for formulating 

and reviewing standard occupational competence for an employment sector  

Standardisation  
A process to ensure that the assessment criteria for a qualification, unit or 
part of a unit are applied consistently by Assessors and Internal Verifiers.  
Standardisation is carried out within Sites as well as across Sites.  



 

  
  

  

Total Qualification 

Time (TQT)  

The number of notional hours which represents an estimate of the total 
amount of time for a learner to achieve and demonstrate the achievement of 
the level of attainment necessary for the award of a qualification. Total 
Qualification Time is comprised of the following two elements:   
  

a) The number of hours which an Awarding Organisation has assigned 
to a qualification for Guided Learning (GL/GLH).  

b) An estimate of the number of hours a learner will likely to spend in 

preparation, study or any other form of participation in education or 

training, including assessment, which takes place as directed by – but 

not under the immediate guidance or supervision of a supervisor or 

Tutor or other appropriate provider of education or training (OL).  

Whistleblowing  A process for reporting inappropriate practice in the assessment process  

  

  

  

  

  

  

  
  
  

Document Revision  
  

This is version 6.0 of the University Of Applied Research & Development Quality Assurance Manual 

and replaces all previous versions. Details of this document’s revision history are detailed in the table 

below.  

  

  

Version  
Date  
Published  

Details of Change  

6.0  01/08/2019  

Document revised following update of key University Of Applied Research & 
Development quality assurance policies. This allowed for the following changes to be 
made:  
  
• Re-structure of document into sections of Approval Criteria followed by guidance 

and information in regards to University Of Applied Research & Development’s 

quality assurance policies and procedures.  

• Sections detailing Approval Criteria have been split into ‘Approval Criteria’ followed 

by a section of ‘Guidance and Support’ in meeting that criteria.  

• Review and re-wording of Approval Criteria to make instances more specific to the 
function in which it relates. Where one criteria encompassed more than one area, 
such as assessment and internal quality assurance, these have been split. This has 
introduced new criteria. Some instances of Approval Criteria have been retired due 
to duplication.   

• System support appendices added to aid Sites in using University Of Applied 

Research & Development systems.  



 

  
  

  

5.0  10/01/2019  

Document underwent a full review creating the first version combining the ‘University Of 
Applied Research & Development Quality Assurance User Guide’ and the 
‘Requirements for Approved Sites’ document.  
Various changes made throughout the document.  



 

 

 


