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Introduction

ltisimportant to establish and maintain a team approach to the management, delivery, and
assessment of BTEC vocational qualifications. This guidance document will briefly outline
the mainroles and responsibilities across the whole team.

Head of Centre and Senior Managers

The Head of Centre is formally responsible for management and delivery of BTECs in your
centre.

Senior Manager responsibilities

e The Head of Centre must ensure that your centre actsinaccordance with ourterms and
conditions of approval, by ensuring the Terms & Conditions are signed and uploaded on
Edexcel Online (EOL) ensuring the provision of appropriate resources.

e recruiting learners with integrity.

e providing fulland fairaccess to assessment maintaining fulland accurate records of
assessment.

e complying with all our quality assurance processes.

e ensuring that all certificate claims are secure and accurate.

Day-to-day responsibility is normally delegated to the centre’s Quality
Nominee

Senior Managers Must:

e identify a Quality Nominee to act as a key point of contact withus.

e liaise with the Quality Nominee to ensure that all processes are being conducted
effectively.

e supportthe Quality Nominee to take actiontorespondtoreports on quality assurance.
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Other responsibilities

The Head of Centre or other seniormanagers may need to be directly involvedin:

e dealingwith appeals from learners that have not beenresolved by the programme team.

e investigating malpractice allegationsrelated tolearners or members of staff.

e liaising with us where any serious breach of approval conditions has occurred.

e anyaspect of quality assurance whichrelatesto the overallintegrity and security of
BTEC qualifications.

e ensuring that all certificate claims are secure and accurate.

Quality Nominee

We ask every BTEC centre toidentify amember of staff as the Quality Nominee for BTEC
provision. This personis the main point of contact forinformation related to quality
assurance. The Quality Nominee will receive regularinformation from us about all aspects of
BTECs, which they must share with the relevant staff in your centre. Therefore, itis very
important that Quality Nominee details are kept up to date on Edexcel Online.

We recommend that your Quality Nominee is someone with responsibility for your BTEC
curriculum, as they will be involved in monitoring and supporting staff in your centre. Thisis a
curriculumrole, soin most casesitis not appropriate for the Examinations Officerto be the
Quality Nominee.

Our systems will only allow one person to be identified as the Quality Nominee foryour
centre. Inlargercentres, we appreciate that certain responsibilities may be delegatedtoa
team. In this case, the Quality Nominee remains the main point of contact forus and must
coordinate quality assurance activity undertaken by theirteam.

Updating Quality Nominee details on Edexcel Online

e LogintoyourEdexcel Online account at: edexcelonline.com.

e ClickonMyAccount.

e EnterQuality Nominee against your ‘jobrole’.

e Putacrossinthe boxmarked, ‘Please checkthis boxif you are the Quality Nominee for
your centre’.

e Click Submit.
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You must also ensure you have the appropriate user permissions in your account profile

e BasicAccess

e Form Queries

e Results

e BTEC/NVQ Achievement Reporting
e ResultsPlus

e BTEC Bulk Grade Reporting

e MyBTEC

The Quality Nomineeis:

e akeypointof contactwithus.

e the personwholiaises with seniormanagement to ensure that all processes are being
conducted effectively.

e theinitial point of contact for our Standards Verifiers/External Examiners, who makes
sure that they are put in touch with the relevant Lead Internal Verifierto conduct
sampling.

e thepersonwhoputsactionsinplace torespondtothe Standards Verifiers/External
Examiners’ reports.

e ensureslearners’ registrations are accurate.

e ensuresthatlearners’ claimed certificates are accurate.

e Liaise withthe appropriate centre and Pearson staff to ensure that:

e allprogrammes are approved, andregistrations are accurate and up to date.

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

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

e assessmentandinternal verification are effective on all BTEC programmes.

e thereisaleadInternal Verifierin place (where appropriate) foreach Principal Subject
Area.

e standardsverificationis completed successfully.

e anylearnerswho have missed assessments have been provided withreasonable
adjustments

e special consideration applications are submitted as required
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Examinations Officer

Thisis the personinyour centre who takes responsibility for the correct administration of
learners with us. This may be a definedrole or, in a smaller centre, an additional duty
undertaken by a Programme Leader or assessor. The Examinations Officernormally acts as
the administrator for Edexcel Online, which provides direct access forlearner
administration.

Examinations Officer responsibilities

e Liaise with programme leaders to maintain information on which programmes are
running and when they start and finish.
e Registerlearnerswithin 60 days of enrollment at your centre, takinginto
considerations that:
o Higherfeesare payable forlate registrations.
o Thename given atregistration willbe printed on the certificate.
e Registerlearnersontothe correct programmes and check that these are the
specific titles and versions that learners are following.
e Checkregistrations carefully to ensure that all datais correct, accurate and follow
correct procedures if amendments are required.
o Claimlearners’ certificatesintothe correct programme and ensure that certificates
claimed are accurate.
e Give Edexcel Online access to the Quality Nominee.
e Give Edexcel Online basic accessto all other BTEC staff as necessary

You can find full details on BTEC registration procedures, including deadlines and
instructions forregistering via EDl and Edexcel Online from the Information Manual on our
website.
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https://qualifications.pearson.com/en/support/support-for-you/exam-officers-administrators.html

Roles at Programme Level

Programme Leader

A Programme Leader, Programme Manager or Head of Departmentis a person appointed
by your centre to take overall responsibility forthe effective delivery and assessment of
BTEC qualifications. The Programme Leader may also act as the Lead Internal Verifier, if
appropriate.

Programme Leader responsibilities

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

o Liaise effectively with the Examinations Officer to ensure accuracy of registration
and certification of learners.

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

e Ensuresthatrecords of assessment and samples of student work are being retained
forsampling by the Standards Verifier/External Examiner,

¢ Planstosetaside examples of work that has been verified to different levels and
grades, where applicable,

e Liaiseswiththe Standards Verifier/External Examiner to ensure that appropriate
sampling takes place.

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

e Ensure that programme staff have the necessary expertise and, where relevant,
qualifications.

e Reviewreportsarising from quality assurance and ensure that appropriate actions
are taken.

Lead Internal Verifier

The Lead Internal Verifieris a person designated by your centre to act as a point of sign-off
forthe assessment andinternal verification of programmesin a Principal Subject Area (for
example; BTEC Firsts and Nationals in Business, Engineering, Construction, IT). We use the
term “Lead Internal Verifier’ to emphasise the importance of proper co-ordination of
internal verification through a single point of contact.
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We appreciate that centres deliver BTEC programmes in different ways and have a variety
of programme teams and management structures. However, the Lead Internal Verifier
should be:

e apersonwithinthe centre who hasresponsibility for verifying and signing off the
assessment outcomes forasubject area.

e asubjectspecialist -itisimportant that the Lead Internal Verifierunderstands the
subject that they are responsible for.

e directlyinvolvedinthe assessment and delivery of aprogramme, with a good
understanding of the units being assessed.

e the personwhousually coordinatesinternal verification across assessors and other
internal verifiers for a subject area.

Forlevels 2 and 3, the Lead Internal Verifier will be responsible for

e Authorising resubmission of assignments forlearners who are thought to be able to
achieve more without any additional guidance.

e Authorisingre-takesforthose learners who, after are-submission have not yet achieved
the Pass criteriaonlevels 2/3 Qualifications.

e Ensuring any resubmissions andretakes are administered fairly and consistently.

e Reviewinglearner completion of all assessments and liaise with the Quality Nominee
where an assessment has been missed and reasonable adjustments or special
considerations need to be considered

Assessors
Assessors are responsible for:

e Teachingthe given BTEC specification so that learners can successfully provide
evidence of the acquired knowledge andits application in avocational setting.

e Assessinglearnersfairly and accurately against the specified learning aims and
assessment criteria and following the rules of assessment to meet National Standards.
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Further guidance can be found on our website as follows:

e BTEC International Centre Guide to Internal Assessment.

e Pearson BTEC Higher Nationals Centre Guide to Quality Assurance and Assessment

Internal Verifiers

Internal verificationis the quality assurance system you use to monitor assessment practice
and decisions, ensuring that:

e assessmentis consistent across the programme.

e assessmentinstrumentsare fit for purpose.

e assessmentdecisions accurately matchlearnerworkto assessment and grading
criteria.

e standardisation of Assessors takes place.

Internal Verifiers can be anyone involved in the delivery and assessment of the programme.
ltisimportant to note that you cannotinternally verify your own assessment.

Where there isateam of Assessors, itis good practice forall Assessors to be involvedin
internally verifying each other. If there is only one main person responsible for delivery and
assessment, then another person willneed to be identified to undertake internal
verification.
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https://qualifications.pearson.com/content/dam/pdf/btec-international-level-3/QADocs/BTEC_International_Centre_Guide_to_Internal_Assessment.pdf
https://qualifications.pearson.com/content/dam/pdf/BTEC-Higher-Nationals/btec-higher-nationals-centre-guide-to-quality-assurance-and-assessment.pdf

Internal Verifier responsibilities

e Agree anassessment and verification plan foreach programme.

e Checkthe quality of assessment instruments to ensure they are fit for purpose.

e Ensure an effective system of recording learnerachievementisin place.

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

e Advise onthe appropriateness of assessment evidence with regards tolevel,
sufficiency, authenticity, validity and consistency.

e Usesubject specialismto sample assessments to verify Assessors’ judgements,
ensuring that they are consistent, fairandreliable.

e Ensure yourown assessment decisions are sampled when teaching on the programme.

e Ensure thatappropriate corrective actionis taken where necessary.

e Takepartinthe formal stages of any appeal

Further guidance can be foundin the BTEC Centre Guide to Internal verification.
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Support and Guidance

If you have a question, please contact the relevant tean via the Pearson Support Portal.

Pearson support contacts and resources
Pearson offers dedicated support throughout the academic year.

e |fyouneedsupport with assessment, quality assurance, assessment oranything else
please contact us through the Pearson Support Portal

Just want to quickly check something? We've got guidance on our website and a wealth of
support articles covering everything you need to know:

e Delivering BTEC qualifications | Pearson qualifications
e Explore the Pearson support portal

Regional Development Managers

Our Regional Development Managers are sales experts who provide information and
guidance to SeniorManagement Teams.

If youwould like your Regional Development Managerto getin touch, their contact details
can be found on the website. Alternatively, email pgs.internationaleo@pearson.com and
the team will getin touch with you.

In addition, you will find furtherinformation on Pearson qualifications and services the
Delivering BTEC Qualifications section of our website
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