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Quality assurance made easy

Use this guide to make delivering BTEC quality assurance in 2025/26 easier. We're here to
supportyoufromthe get-go with everything you need to make sure you feel confident
assessing the Pearson Level 3 Alternative Academic Qualification BTEC Nationals from
2025. We’ll tailor the quality assurance process to your needs, making yourjourney through
the year smooth and successful. Plus, check out the quality assurance good practice case
study from Aston Manor Academy in appendix B.

We're here to help.

If you need any help with quality assurance, contact us via the Pearson support
portaland we’llbe onhand to help.

Need to have a quick chat orwant some dedicated time for one-to-one support?
Book a15min appointment with your Vocational Quality Assurance Manager
(VQAM) on our website.

Version Control

Page Number Whathas changed Date of Change
24 Appendix A: QA activity overlap illustration added 31.07.2025
13 Confirmation of sufficient teaching and learning 30.09.2025
priorto assessment.
5 Adjust EOL account confirmationcompletiondate  30.09.2025
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UK qualifications covered by this guide
Use this guide to deliver quality assurance for the following Level 3 BTEC Nationals from
2025 (AAQ).

o Pearsonlevel 3 Alternative Academic Qualification BTEC National in Applied
Science (Extended Certificate) - 610/3965/2

o PearsonlLevel 3 Alternative Academic Qualification BTEC Nationalin
Computing (Extended Certificate) - 610/3963/9

o PearsonLevel 3 Alternative Academic Qualification BTEC Nationalin
Construction and the Built Environment (Extended Certificate) - 610/3959/7

o Pearsonlevel 3 Alternative Academic Qualification BTEC National in Early
Childhood Development (Extended Certificate) - 610/3966/4

o PearsonLevel 3 Alternative Academic Qualification BTEC Nationalin
Engineering (Extended Certificate) - 610/3962/7

o PearsonlLevel 3 Alternative Academic Qualification BTEC National in Health
and Social Care (Extended Certificate) - 610/3964/0

o PearsonLevel 3 Alternative Academic Qualification BTEC National in
Information Technology (Extended Certificate) - 610/3960/3

o PearsonLevel 3 Alternative Academic Qualification BTEC National in Medical
Science (Extended Certificate) - 610/3958/5
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Edexcel Online account confirmation
Pearson terms and conditions

Maintaining the security of your centre and student details isimportant. That's why we're
asking you to confirm your Edexcel Online account and contact details in the Edexcel
Online account confirmation.

Only people currently working at your centre should have access to secure information on
Edexcel Online, and you canthenbe sure we'll contact the right people whenwe need to.

To keep things simple, you'll find our updated terms and conditions attached to the Edexcel
Online account confirmation.

You need to submit your Edexcel Online account confirmation and accept ourupdated
terms and conditions by 28 October2025*

*This is a fixed annual deadline. If this falls on a weekend, you may want to consider the
preceding working day, although we’ll stillaccept submissions on the official deadline.

Examinations staff canlogin and view the complete contact list, but a user account with
one of the following roles must complete and submit the confirmation:
o Headof Centre, Deputy Head of Centre, Vice Principal, MAT CEO

Need more information? Read our step-by-step guide to complete the Edexcel Online
account confirmation.
e EdexcelOnline: Account Confirmation.

Frequently asked questions

Do I stillneed to complete the annual quality declaration?

Youdon't need to complete an annual quality declaration this year. We're keeping things
simple, soyoujust need to accept ourupdated terms and conditions when you complete
your Edexcel Online account confirmation.

If you deliver BTEC Higher Nationals and/orwork-based learning qualifications, you will
have separate quality assurance activities to complete. Find the guides for the Higher
National APMR and WBL self-assessment on our quality assurance page.
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BTEC quality assurance model

Centre
quality
assurance

~ » Centre policy & procedure
: review

» Identify Lead Vs

« Centre check-in

|

PI’OQ ramme » Programme structure & planning
ualit « Team standardisation
q y « Standards verification
assurance » Internal quality assurance checks

Check out appendix A to see when the quality assurance activities happen during the year.

Centre quality assurance

Review your centre policies and procedures

You need to have specific policies and procedures foryour BTEC qualifications, and you
need toreview and evaluate them annually. Make sure they detail how BTEC programmes
and their quality assurance processes workinyour centre.

While you don't have to submit them to Pearson, we mightrequest themif there's anissue
during the quality assurance cycle.

The policies and procedures that cover the key aspects of BTEC quality assurance and
management should include:
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e Registration, entry and certification of students
e Assessment
e |Internalverification

e Distance and/orblended learning (if applicable)
e Plagiarism and assessment malpractice (including the use of Al*)

e Appeals and complaints
e Collaborative arrangements & operational procedures (if appropriate).

* Need help understanding Al in this context? See our centre guide to plagiarism.

You may need to have other non-BTEC-specific centre policies and procedures in place,
suchas:

e Equality and diversity

e Safeguarding

e Healthandsafety (including any arrangements for employerinvolvement)
e Conflict ofinterest

e Special consideration andreasonable adjustment

e Recognition of priorlearning

e Contingency oradverse effects(suchastorespondto acyber-attack)

Need help with your policies? Use our centre guide to policies and procedures for
vocational qualifications.
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Identify lead internal verifiers

You needtoidentify aleadinternal verifier (lead IV) for each programme you deliver.

The lead IV isresponsible for the quality assurance and standards of these programmes.
They should be involved in the assessment and delivery of the programme and understand
the units being assessed.

If you deliver multiple programmes from different suites for the same subject area, you can
have the same person aslead |V forall programmes, oryou can split the responsibility if your
staffing allows.

Foraprogramme with a single assessor, that assessor should be the lead IV, but they will
need another personto verify theirassessment decisions.

Lead internal verifiers don't need to register on Edexcel Online. Quality
nominees should keep internal records of who holds the lead internal

Q verifierrole foreach programme, including succession plans if someone
needs to cover short- orlong-term absence. Need help creatinginternal
records? We've made a template for overseeing your lead internal verifiers.

If you need more guidance onidentifying alead internal verifier, the team standardisation
process and theirroles and responsibilities, refer to the BTEC Centre Guide forthe Lead
Internal Verifier - We've also made a bitesize video to talk you throughiit all:

watch therole of the Lead Internal Verifierand team standardisation.
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Centre check-in activity

From September to April, the vocational quality assurance managers (VQAMs) will reach out
to selected centresintheirregionfora centre check-in activity Thisinvolves a 30-minute
video call with the quality nominee, but we can arrange to visit youin personif you prefer.
Do you know who your regional VQAM is? Check our meet your VQAM webpage.

The purpose of the activityisto supportyou; it’s not aninspection! Together, we’ll explore
how you make sure your students’ BTEC assessments meet the required standard. We'll
help you make sure you've got effective systems in place for standards verification and for
making student claims on time at the end of the course. Thisis also an opportunity to
discuss any concerns you may have. If you encountered any challenges last year, we’llwork
with you to make sure they’ve been fully resolved.

Why might I receive a centre check-in?

Not everyone will need a centre check-in, and there are several reasons we might reach out
toyouto arrange one, including:

e You're anew centre who will benefit from quality assurance support
e Youhaven'thad acentre check-ininthe pasttwo years.
e Youhadsomeissuesduringlastyear’s quality assurance cycle that will benefit from
support, such as:
o referral fromthe quality management team
o lateand/orinaccurate summer 2025 claims
o quality policies/procedures that needto be more thorough
e Youneedatemporary structure due to delivering anincorrect combination of internal
units
¢ Randomselection

We time these centre check-ins to catch you early in the quality assurance cycle. This way,
we canresolve any potential issues before they canimpact standards or your students’
certification.
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Whatifldon'treceive a centre check-in? If you haven't heard from us by
the end of April, then we've not identified the need to organise a centre

Q check-inwith you and you can continue with your BTEC quality assurance as
usual.

We might still offer support laterin the year, and of course, you can always
ask forhelp wheneveryouneed it. You can evenrequest a centre check-in.

What happens next?

Following your check-in, your VQAM will email you a summary of the check-inandinclude
any advice orrecommendations. You might want to arrange foryour VQAM to visit your
centre orarrange a second call so you caninclude more of your BTEC team.

We hope the centre check-in will give you the opportunity to build a relationship with your
VQAM, and they’llkeep in touch through the year to give you consistent support from
someone who understands your needs.

What if | want more quality assurance support?

We have arange of on-demand training sessions online, and we run regular online events.
Explore all the training and support we offeron our website.

Frequently asked questions

How will you arrange the centre check-in?
We'll contact you wellin advance to arrange a mutually convenient time for the call or visit.

Will the VQAM meet with lead IVs or students?
No, your VQAM doesn’t need to meet anyone besides your quality nominee.

Will you let me know what’s going to be discussed so that | can prepare?

Yes, we'll share a discussion outline with you via email before the centre check-in. Youdon’t
needto collate or present any evidence at the meeting. The purpose of the centre check-in
isto have an open conversation that supports you success;it’'snot aninspection.
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Programme quality assurance

Programme structure and planning

Create aprogramme file

The quality nominee needs to make sure that lead internal verifiers have a well-thought-out
delivery planfor their programme and keep track of the progress. It'simportant to share this
information with all assessors and internal verifiers.

At the start of eachyear, the quality nominee should ensure that each programme has a
programme file, which serves as a day-to-day management file for the qualification. It can
be eitherahard copy or a digital file. You should store these files centrally, so they're
accessible to all staff and in case of staff absence.

If you need help designing this template, we’'ve made one foryou on ourresources
webpage under centre quality templates.

Assessment planning and rules of combination

The assessment planis a working document, so you might need to update it during the year.
Use version numbers to create a clear audit trail if you do make changes. Your programme
team should work together to develop robust assessment plans. The lead internal verifier
forthe programme should then check that the units chosen meet the rules of combination
forthat specific BTEC National 2025 AAQ programme.

As aminimum requirement, the assessment plan should include:

e thenamesof allassessors andinternal verifiers

e scheduling forhand-out of Pearson set assignment briefs

e deadlinesforassignment submission

e scheduling forinternal verification of assessment decisions

e scheduling of the opportunity forresubmission

e scheduling of allunits (internal and external) for the duration of the course so that a
fullprogramme planis shown (if it’s a two-year programme, show all units forboth
years)

e theversionof PSABbeingusedwith each cohort.
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Need helping designing an assessment plan? Download our AAQ
Q assessment plan template from our BTEC Forms and Guides page.

Watch our bitesize video on ‘Good practice producing assessment plans’

When planning assessment, you should consider:

the correct sequence orintegration of units - carefully consider any synoptic units

rules of combination

the value of the units selected for the size of qualification

planning assignment deadlines across the programme to ensure a balanced workload
forstudents

that at least one internally assessed unit will be available for standards verification
annually (deadline 15 May)*

staff timetabling

schemes of work

resource planning, such as when to deploy specialist staff

access to external resources

feedback from students and from external sources, such as progression providers

ensuring authenticity of student work.

*Completing one unit by the deadline in the first year of delivery may not always be feasible.
Your SV will review the requirements when you share your assessment plan.

Rules of combination

When creating the assessment plan, it’'simportant to check that the units chosen meet the
rule of combination.

In the subject’s specification, you'll find the ‘qualification structure’ (in section 3 and 6) that
explains the ‘rule of combination’. This will tellyou how an overall grade is calculated, if any
units have a minimum grade requirement and the combination rules.
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Here are some considerations to check that your chosen units willmeet the rule of
combination:
e Haveyouselectedthe correct number of units (mandatory and optional) and Guided
Learning Hours (GLH) to make up the qualification?
e Optionalunits - Are they suitable and correct for the programme size? (Also, think
about whether any particular optional units are required for progression.)

Planning internal verification

Internal verificationis how you’ll check that assessment decisions have been made
accurately by assessors. An assessor cannot internally verify theirown assessment
decisions, so anothermember of staff should act as the internal verifier. When creating your
assessment plan at the start of the course, you should plan the dates that you will internally
verify both first submissions and resubmissions and record these on the plan. You may
choose to complete assessment (all tasks) in one block, so youinternally verify and offera
resubmission at the end of the unit when all tasks are complete. Or, you may decide to
assess andinternally verify after each task, including resubmission. The choice is yours.
Want more information oninternal verification? Download the BTEC Centre Guide to
Internal Verification.

Do we need to internally verify Pearson set assignment briefs (PSABs)?
You can't make any adaptations to the PSABs, so youdon'tneed to

Q internally verify them. Yourlead internal verifier orinternal verifier should
note the latest PSAB on the assessment plan. Your standards verifier will
check this during annual sampling.

Internal assessment using Pearson Set Assignment Briefs (PSABSs)

After a sufficient period of teaching and learning covering the content for aninternally
assessed unit, students can be issued the Pearson set assignment brief (PSAB) to begin
theirindependent assessment. The PSAB contains several set tasks of various formats,
including practical and written tasks.

We issue PSABs foreachinternally assessed unit. While they can't be adapted, you can
choose from the bank we provide, and in units where there is only one PSAB for the life of
the qualification, these allow students to demonstrate skills and understanding practically
so no adaptationisrequired.
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You willissue the PSAB to your students, and you will define the start and completion dates.
Each PSABis divided into tasks based on the assessment criteria, which may:

e beundertakenacross multiple sittings. Students are allowed to take work home and
work on tasks where applicable (some supervisionis required for practical tasks due
to health and safety)

e may need several forms of evidence, such as practical components.

Canwe plan PSAB tasks across two academic years? No; you should
complete, assess, mark and internally verify PSAB tasks before the end of
the academic year. You should not split any PSAB task over two academic
years, e.g., starting ataskin July and finishing it in September.

@ However, it would be possible, forexample, to set, mark and feed back
(withresubmissions) tasks 1Tand 2 in June, then teach and assess tasks 3 and
4inthe September of the secondyear.

PSABs are available to download from their respective qualifications’ course materials
pages on the Pearson qualifications website under silver padlock, meaning you willneed to
enteryour Edexcel Online login credentials to download. As they will be used for the lifetime
of the qualification, youneed to check you're using the latest version of the PSAB at the
beginning of each academic year. We’lllet you know if we make changes to any version.

Formost programmes, there is a bank of PSABs available. You should select one toissue to
the whole cohort. You will need to indicate the PSAB version being used with each cohort on
your assessment plans. We've detailed the available PSABs in the table on the following

page.

Where there is a bank of PSAB versions for a given unit:
e youmust make sure thatthe PSAB versions are allocated at cohort
level, with all studentsin a given academic year being allocated the

@ same version.
— e youmustensure that PSAB versions are changed each year, moving
through all the versions available before any are repeated.
e youare allowedto choose the order of the PSAB versions.
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Qualification PSABs

(Single or Bank)
Pearson Level 3 Alternative Academic Qualification BTEC National Single PSAB
in Applied Science (Extended Certificate) _

Single PSAB

Bank
Pearson Level 3 Alternative Academic Qualification BTEC National Bank
in Computing (Extended Certificate)

Bank
Pearson Level 3 Alternative Academic Qualification BTEC National Bank
in Construction and the Built Environment (Extended
Certificate) Bank

Single PSAB

Bank
Pearson Level 3 Alternative Academic Qualification BTEC National Bank
in Early Childhood Development (Extended Certificate)

Bank
Pearson Level 3 Alternative Academic Qualification BTEC National Bank
in Engineering (Extended Certificate)

Bank
Pearson Level 3 Alternative Academic Qualification BTEC National Bank
inInformation Technology (Extended Certificate)

Bank
Pearson Level 3 Alternative Academic Qualification BTEC National Bank
in Medical Science (Extended Certificate)

Bank

Bank

Bank
Pearson Level 3 Alternative Academic Qualification BTEC National Bank
in Health and Social Care (Extended Certificate)

Bank

Bank

Bank
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7 Bank

Levels of control

Assignments can be completed underlow control and students are allowed to complete
assessed work outside of classroom time —as specified on the PSAB. Some tasks,
however, require supervision for safety reasons during practical work, to ensure the correct
software is used, orto prevent malpractice.

Planning for external assessments

When planning your delivery model at the start of the year, it's important to consider when
toinclude any necessary external assessment opportunities. These should be identified on
your assessment plan and checked by the quality nominee. Your delivery teams must be
clearonthe timelines for making external exam entries and everyone needs to understand
theirresponsibilities to meet these timelines.

Want to know more about the support available formanaging external assessments? Read
our dedicated support article.

Inducting your students

Quality nominees should make sure your centre provides arobust and structured student
induction at the start of aprogramme. This should include issuing a student handbook. For
new and returning students, your teams should cover as a minimum:

e thecontentand structure of the course

e whatis quality assurance?

e understanding how to achieve the qualification

¢ understanding andinterpreting assessments (command verbs)

e whatis plagiarism and misuse of artificial intelligence, and the investigation process
e study skills (referencing, research skills, time management)

e employerinvolvement (where applicable)

e accesstosupport

Author: VQAM Page 16 of 32 Version: 1.2

Approver. VQAM Lead Classification: DCL1 Date:30 September2025


https://support.pearson.com/uk/s/article/BTEC-External-Assessments
https://support.pearson.com/uk/s/article/BTEC-External-Assessments

Need help getting started? We have a BTEC learnerinduction template, as
Q well as a guide to help you develop a learner handbook:

Template for BTEC learnerinduction
Template forlearnerhandbook.

Team standardisation

Leadinternal verifiers should make sure all assessors and internal verifiersinvolvedin a
programme undertake a standardisation activity annually. We’d recommend you conduct
this activity before any formal assessment begins with students. Doing this activity makes
sure that everyone involved in the assessment of student work understands national
standards. You should keep evidence that standardisation has taken place and be able to
provide that evidence if it’'srequested.

To help you with your standardisation activities, we produce centre standardisation
materials.

Accessing centre standardisation materials

You can download the centre standardisation materials from late August 2025 foreach unit
from the relevant qualification’s course materials page > internal assessments > centre
standardisation material.

There you will find the materials under silver padlock, meaning you will need to enteryour
Edexcel Online login credentials to download them.

Keep your ownrecords. Quality nominees should keep aninternal record

Q of completed team standardisation as part of overseeing their quality
assurance teams. Need inspiration? Use our Template for Overseeing your
Lead Internal Verifiers.

How do | standardise my team?

The standardisation material includes:
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e assignment briefs, assessed student work, assessor and internal verifier comments
e activities
e seniorstandards verifier (SSV) commentaries.

To get the most from the materials, we suggest you:

e Accessthe materials and make notes on how the work would be assessed at your
centre, comparing the work to your own practice.

e Respondtoeachactivity, then compare yourresponses to those providedin the
commentary.

e Make notesonanyimplications foryour centre’s assessment and quality assurance
practice.

Internal assessment guidance

Seeourcentre guide tointernal assessment for a detailed overview of the internal
assessmentrules, including making assessment decisions, providing feedback to students,
and handling resubmissions and retakes. The assessment rules for Pearson Level 3
Alternative Academic Qualification BTEC Nationals (AAQs) are consistent with those for
other BTEC qualifications, with the exception of retakes.

As with other BTEC qualifications, the lead internal verifier should only authorise aretake in
exceptional circumstances where a student has not met all of the pass criteria following a
resubmission. Remember, they must have met the eligibility criteria detailed inthe centre
guide tointernal assessment. As Pearson set assignment briefs (PSABs) are used for the
internally assessed units, and all students must complete the same PSAB versioninany
givenyear, aretake for the missing Pass criteria must be completed using the same PSAB as
the first submission and resubmission.

Standards verification

Standards verification will take place eachyear forprogrammes with live student
registrations, where subject expert standards verifiers will sample your students’ work. This
makes sure you're making accurate assessment decisions in a fairand consistent manner
and inline with national standards. Sampling will take place remotely, and you’ll upload your
samples to the Learner Work Transfer (LWT) portal in line with the published sampling plan.

You willbe allocated a standards verifier foreach AAQ you deliver, starting in mid-January.
Make sure you consider standards verification when designing your programme
assessment plans. Aim to have aninternally assessed unit ready by 15 May to avoid any
potential delays to standards verification or certification. However, completing one unit by
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the deadline in the first year of delivery may not always be feasible. Your SV will review the
requirements when you share yourassessment plan.

How can | find out who my SV is?

You canview your standards verifiers’ details on Edexcel Online once they’ve been
allocated. See our step-by-step guide to viewing your standards verifier details.

Internal quality assurance checks
Quality assurance checks for eligibility and claims

The annual final deadline to submit certification claims foryour studentsis 5 July.
Timely and accurate certificationis a team effort; it'simportant for the quality nominee, the
examinations office, and lead internal verifiers to work together to meet the 5 July deadline.

We can't tellyou exactly how to manage the process, but we can share best practice to help
make sure your studentsreceive theirresults ontime. It's agoodidea to schedule key
activities inyour centre’s quality assurance calendar throughout the year. By having
effectiveinternal processes for claims that everyone is aware of, you'll make sure that your
students' claims are eligible and submitted ontime.

Best practice for eligible claims:

Timeline Activity

Start of programme When creating the assessment plan, lead internal
verifiers should check the units planned against the rule
of combination set outin the specification. You'llfind a
table towards the front of each specification outlining
how many units need to be completed, any minimum
grade requirements and whatis classed as an eligible
combination of units. Each qualification hasits own
rules for eligibility.

We recommend the quality nominee conducts quality
assurance checks following this to make sure the rule of
combination has been met.

Author: VQAM Page 19 of 32 Version: 1.2

Approver. VQAM Lead Classification: DCL1 Date:30 September2025


https://support.pearson.com/uk/s/article/BTEC-SV-Allocation-And-Visits?language=en_US&r=212&ui-knowledge-components-aura-actions.KnowledgeArticleVersionCreateDraftFromOnlineAction.createDraftFromOnlineArticle=1

When makinginterim / full
award certification claims

Before internal unit grades are entered on Edexcel
Online, the lead internal verifier should double check
that all students meet the rule of combination.

After grades have been entered, we recommend the
lead internal verifier and quality nominee double check
that grades have been entered against the correct unit.
Accidentally selecting the wrong unit could make the
claimineligible.

Best practice for timely certification claims:

Top tips:

1. Delayed standards verification past the 15 May deadline canimpact on timely
certification. Factor standards verificationinto your assessment planning at the start of the

year.

2.Don’tleaveittoo late to make your certification claims. We can’t guarantee that students
with claims submitted after 5 July will receive theirresults ontime in August. This is
particularly important for UCAS applicants, as Pearson must inform UCAS of theirresults

Timeline

Activity

Throughout the duration of
the programme

Author: VQAM
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Youdon’t need to wait until the end of the course to
enterinternal unit grades.

We recommend quality nominees meetregularly (e.g.
termly) with lead internal verifiers and the exams/admin
teamto collect any internal unit results and enter those
on Edexcel Online as interim claims. This will relieve the
pressure when submitted any remaining grades and
certification claims at the end of the programme.

It’s up to youwho uploads unit results and submits
interim claims, but you should base your process onthe
size of your BTEC provision. However, lead internal
verifiers are best placed to identify any errors, as they
know the units and students’ achievements.

Find out more about making interim claims
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At the end of the programme

You can make full award claims at any point after a
programme has been ‘Released’ following standards
verification. You don’t need to wait until the final deadline
on 5 July.

Werecommendyou set aninternal deadline for
certification claims a few weeks before the official
deadline.

This gives lead internal verifiers time to check that all
claims are accurate, and we encourage quality nominees
to beinvolvedinthese checks as part of their
responsibility for centre-level quality assurance.

This should include afinal eligibility check to ensure the
correct combination of units has been assessed and the
correct grades have beenreported.

Setting an earlierinternal certification claim deadline
helps to guarantee that all studentsreceive theirresults
ontime and allows for any issues to be resolved in plenty
of time.

Making interim claims? Staff making individual studentinterim claims will
needthe BTEC /NVQ Achievement Reporting permission on their Edexcel

Q Online account. Staff willneed the Basic Access, Coursework & Portfolio
and BTEC Bulk Grade Reporting permissions. Your exams officer can
update these permissions if needed.
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More resources to help you

BTEC qualification specification

Programme leaders and teams should use each BTEC qualification’s specification as the
first point of reference for all planning and assessment. The specifications include
assessment and delivery guidance, withiinstructions and advice for each unit. You canfind
your BTEC specifications on our qualification’s website under theirrespective subject

pages.
Forms and templates

Having clear and consistent records makes it easier to monitor your centre’s quality
assurance, sowe’ve created arange of useful forms and templates foryou touse. You're
welcome to use them as they are, oryou can use them as a starting point to create your own.

They include:
e AAQ assessment plan
e Internalverification plan
e Assessmentrecordtemplate
¢ Internal verification of assessment decisions
e Record of practical activity and guidance

Explore our forms and templates.

We also produce arange of centre guides and guidance on policies. Find everything you
needin the useful documents section of our TEC quality assurance webpage.
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Appendices

These appendices offermore guidance to help you with the successful delivery and
management of your BTEC programmes.

Appendix A shows the overlap of quality assurance activities throughout the year.

Appendix Bis a handy checklist that covers essential discussion points and suggests
evidence, like programme staffing and regular meetings. This helps make sure you have the
right people for all your BTEC programmes and encourages sharing information and best
practices.

Appendix Cis a case study from Aston Manor Academy and their approach to quality
assurance.
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Appendix A: Quality assurance activity

Q u a I ity a Ss u ra n C e a Ct iVity SV Sample Deadline Claims Deadline

15 May 5 July

SEPT OoCT NOV DEC JAN FEB MAR APR MAY JUN JUL AUG

Policies and Procedures

Annual update of policies
and procedures
personalised to your centre

Programme structure and
planning

Programme file set up,
assessment and IV planning,
identifying lead IVs and team
standardisation

Centre check-in activity
If in scope, engage with
VQAM to undertake activity

Monitoring internal
verification

Monitor all programmes
to ensure robust quality
assurance

Monitoring SV progress
Communicate effectively
with SV. Ensure deadlines for
sampling are met

Eligibility and Certification
Ensure students are

registered on programmes
and eligible for certification
-ongoing checks & balances I




Appendix B: Guide for successful claims and results.

Initial QN discussion

IR Appropriate staffingisinplace
forall BTEC programmes being
delivered.

Discussion points Suggested evidence toreferto

Programme staffing.

Regularmeetings areinplace to
ensure sharing of information
and good practiceinrelationto
BTEC delivery.

Annual planner/schedule of meetings
Minutes of meetings

1IN Appropriate policies areinplace
and are reviewed annually to
facilitate effective delivery of

BTEC programmes.

Centre policies

Checks andbalancesarein
place to ensure timely and
accurate registrations, entries
and certification claims based
on accurate trackingandrecord
keeping.

YA Procedures forregistering
studentsinanaccurate and
timely way are in place and

managed effectively.

Quality calendar

Minutes of meetings

Assessment planning confirming rules of
combinationare met.

Discussion information sourced from exams officer

Quality calendar
Registration policy

Procedures for making claims
are clearand transparentand
shared with the relevant staff.

Quality calendar
Minutes of meetings
Certification policy

yA W Checks andbalancesarein Quality calendar
place and demonstraterigourto | Minutes of meetings
ensure timely and accurate Assessment planning confirming rules of
certification claims. combination are met

yA W Student datais checked Minutes of meetings

regularly and Edexcel Online
keptup to dateinline with
changes throughout the year.
E.g. withdrawals, fallback claims,
updates to estimated
completion dates.

Assessment planning

LM | eadinternal verifierhas been
identified for each programme,
including across multi sites,
consortiaand/or collaborative
arrangements.

Audit trail of action taken through the year
Timely response to all checkpoints mid-year

Discussion information sourced from lead internal verifier

Minutes/activities of standardisation
meetings

Action plans/schedules forinconsistencies
seenininternal verification process with




Leadinternal verifier
understands their
responsibilities regarding
internal standardisation of
assignments and assessed
student work.

Lead internal verifier provides
therequiredinternal
standardisation training for
teaching staff using centre
standardisation materials and
sample marked student work as
available.

Assessment planningisinplace
forall programmes delivered,
andleadinternal verifier
confirms that the rules of
combination have been
followed.

Assessment planning ensures
that arange of units are available
for standards verification
sampling.
Conducting assessment
Students are provided with
appropriate teaching and
learning opportunities before
formal assessment takes place.

individual assessors, e.g., adjusted sample
sizes.

Any evidence of staff CPD, e.g., attendance
to Pearson training events or similar.

Assessment plan/s

Scheme/s of work.

Students are provided with
appropriate feedback at all
stages of the assessment
process.

Assessment plan/s
Assessment feedback for students across all
Assessors and qualifications delivered

Students have the opportunity
forresubmission and/orretakes
where appropriate.

Assessment plan/s

Evidence of resubmission
process meets Pearson
requirements.

Assessment plan/s
Evidence of student resubmissions if
appropriate

Assessment tracking records are
maintained, accurate andup to
date to support the accurate
sign off, of student achievement
and certification claims.
Effective internal verification
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Aninternal verification processis
in place to inform and record
that allassessment outcomes
are compliant with awarding
organisation andregulatory
requirements, by ensuring:
sufficient samples of
student work covering all
assessors and all
assessedunits are
internally verified
annually

arecord of internal
verificationoutcomesis
maintained
aprocessisinplaceto
dealwithinaccuracies
and weaknessesin
assessmentidentified by
internal verification, or by
Pearson quality
processes

Internal verification schedule

Internal verification records

Leadinternal verifier assures
assessment standards amongst
allassessors and internal
verifiers by monitoring and
internal sampling
Standards verification
The standards verification
LMEN processis facilitated by
providing:

timely samples of
student work
additional information
where itisrequested
additional sampling
material where required

Certification claims on each
programme are confirmed by an
appropriate member of staff
e.g., leadinternal verifier,
programme manager

Action plans from standards verification

reports

Quality calendar

Process forentering certification claims

All Pearson expectations at
checkpoints throughout the year
have been metin atimely way,

Quality calendar

Minutes from meetings
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and datais therefore accurate at
the end of the academicyearto | Audit trail of action taken
allow for straightforward and
accurate claims. Where Process forentering certification claims
appropriate, applications for
special considerations have
been made throughout, and time
has been builtin at the end of the
yearto ensure any late situations
are managed in as timely a way
as possible.
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Appendix C

Case study: Aston Manor Academy
‘Quality assurance - Sharing good practice’

Introduction

AstonManor Academy has established a comprehensive and inclusive approach to
vocational education, ensuring that all students have access to equal opportunities,
regardless of their background. With afocus on personal growth and academic success,
the school delivers a wide range of vocational subjects, balancing both academic and
vocational learning. This case study explores how the academy implements its curriculum,
focusing on BTEC processes and procedures, showcasing its commitment to good
practice, shared expectations, and continuous improvement.

Curriculum vision:

The vision at Aston Manor Academy is to equip students to become responsible,
compassionate, and community-aware young individuals who are ready to thrive in further
education and the workforce. By offering abroad curriculum thatincludes both academic
and vocational courses, the academy ensures equal value is placed on all learning
pathways. This approach supports the school’s ethos: 'All Different, All Equal, All
Achieving'.

Implementing best practices:

Effective communication and shared expectations:

To ensure smooth delivery and consistentimprovement in vocational education, Aston
Manor Academy has developed a strong framework for communication and collaboration:
ourjourney.

1. Pre-yearplanning: In July, the quality nominee and exam officer meet to review the
previous year’s practice, discuss improvements, and plan for key dates and
deadlinesinthe upcoming academic year. Internal deadlines are set to allow enough
time forinterventions and to deal with unexpectedissues like staff or student
absence.

2. September staff collaboration: In early September, all vocational staff meet to share
theimportance of access and delivery and review the summer exam results. Key
deadlines for September and October are shared, with afocus on good practices
and areas of improvementidentified from summer SVreports.
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3. Ongoing monitoring and support: Throughout the year, the quality nominee holds
one-to-one meetings with BTEC lead IVs to discuss and support any challenges.
Policies and procedures are regularly reviewed, and necessary updates are shared
with all staff. Data on student progress is continually tracked, and certification
informationis provided to heads of department foruse in exam analysis meetings
with the head teacher.

Efficient administrative systems:

o Trackers and documentation: All staff have trackers to monitor student progress as
well as keeping updated records on student enrolments with the support of the exam
officer. This system ensures that all records are easily accessible, reducing
administrative burden and improving data accuracy. Also, each assessor that delivers
aunit has atrackerwhichrecords students’ progress foreach assessment criteria
when completed for 1stand 2" submission plus exam criteria. Thisis sharedin
departmental meetings and with line managers to track and discuss progress as well
as early intervention.

e Timely communication: Clear communication between staff, students, and parents
is a key element of the BTEC process. Regularupdates about assessments,
deadlines, and student progress are provided through email, parents evening and
one to one verbal support via the QN.

e Compliance and accreditation: The QN and exam officer work togetherto ensure all
BTEC programmes comply with the latest regulations and accreditation
requirements. Thisincludes regular checks to ensure that all teachers are
appropriately qualified and that assessment materials are up to date.

¢ Registrations and exam entries: Internal deadlines are shared with staffin
Septemberand timely reminders sent throughout the year. All entries and
registrations are checked and signed off by the lead IV foreach subject, and the
exams officerisinformed of any changes. This allows us to meet Pearson deadlines
and keeps late fees to a minimum.

One-to-one support and coaching:

Akey part of the school’s approachisits commitment to supporting staff development.
The BTEC lead Vs identify staff who may need additional support and offer targeted
coaching based onlesson observations, work reviews, and student feedback.

¢ Monitoring and workload management: Workload is regularly monitored through
departmental meetings, ensuring that staff are not overwhelmed and are receiving
the necessary support. Thisis reviewed by the quality nominee through work scrutiny
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and the updating of assignment briefs and assessment plans. Any additional support
required is addressed and arranged at Senior Meetings.

Continuous improvement: All units are closely monitored, and markingis checked to
ensure high-quality teaching and learning. This ongoing review ensures that the
delivery of vocational coursesis consistent and meets the school’s high standards.
Moderation and quality assurance: To ensure consistency and reliability, the school
has implemented arigorousinternal moderation process. Regular meetings between
teachers are held to discuss student progress and ensure that assessment standards
are met. Thisis discussed in departmental meetings which are timetabled in the
school calendar - and shared with the QN and heads of departments for further
supportif needed.

Staff development: Teachers attend regular professional development workshops
to stay up to date with the latest developments in BTEC assessment, teaching
strategies, and industry practices. This ensures that their teaching methods remain
fresh and relevant by accessing resources from the qualificationwebpage/subject
advisor.

Personalised student support:

Additional learning support: For students with additional learning needs orare
underachieving tailored resources and strategies are putin place. Thisis done via
assertive mentoring where students are given bespoke support based on their
needs. Assertive mentoringis 4 to 6 weekly support programmes where students are
given the opportunity to catchup. Parents are also contacted via letters or meetings.
As aschool every 4 to 6 weeks teachers are asked to share on Bromcom students’
progress and concerns. We believe that early interventions allow issues to be
resolved much quicker and for students to work towards positive outcomes.
Student progress tracking: Assessors track and monitor student performance
regularly. This allows them to identify areas of concern and intervene before issues
escalate. This systemis also useful for providing up-to-date feedback to students
and parents.

Collaborative learning environment as part of enrichment

Industry links: Over the past three years, the school has developed strong
partnerships with local businesses and industry experts. These connections allow
students to gainreal-world insights and apply theirlearning to practical scenarios.
Guest speakers, work placements, and industry visits are organised to give students
abroaderunderstanding of their chosenfield.
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Preparation for sampling and quality assurance:

Before external assessments or standards verification takes place, Aston Manor Academy
follows a thorough process to ensure that alldocumentation and assessments are
prepared and reviewed:

e QA process: The quality assurance (QA) team (QN, exams officer, lead IVs or heads of
department)initiates contact with external SVs (standard verifiers) when needed.
They introduce the lead IV/assessor to the external SV and ensure that all assessment
plans are up to date.

e Collaboration with external SVs: lead |Vs/assessors update theirassessment plans
in collaboration with the QA team, and once approved, these plans are sentto the
external SV. Specific units forassessment are selected and shared, and any
paperwork is thoroughly reviewed in advance to ensure accuracy and consistency.

e Feedback and adjustments: Once the external SV agrees on the units to sample, any
necessary feedback s provided before the samples are sent. This ensures that the
assessments and |V documents meet the required standards.

End-of-yearreview:

At the end of the academic year, Aston Manor Academy conducts a comprehensive review
of all BTEC programmes:

e SVreports and targets: Reports from the external SV are discussed within the
departments and BTEC teams. Targets are set based on the feedback, and
achievements are celebrated.

e Tracking and data sharing: All grades are recorded on a tracker, which is shared with
line managers and the QA team. Once grades are agreed and signed off, they are
passed onto the exam officer, who updates Edexcel Online on the Pearson portal.

Conclusion:

As a schoolwe approach vocational education, particularly BTEC delivery, as foundation of
effective communication, continuous support, and rigorous quality assurance processes.
We aimto ensure that all staff have the resources and support they need, and by actively
engagingin feedback and improvement cycles, we aim to foster an environment where
both students and staff can thrive. Our school’s commitment to equal opportunities,
combined with a blended approachto learning, ensures that all students receive the
guidance and support they need to succeed, no matter theirbackground.

'All Different, All Equal, All Achieving'.
Completed by: Aston Manor - copyright protected
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