[image: A close-up of a logo

Description automatically generated]Quality Assurance Policy		Author: Partner
Version 2		Implemented on: 1 Nov 2023
Doc Ref: LTD001		Date last reviewed: 10 Dec 2023
0. Summary of Changes and Review

	Version Number
	Date of Change/Review
	Review / Changes Made By
	Authorised By
	Description of Changes/Review

	1
	1 Nov 2023
	L. Barker
	L. Barker
M. Parker
	First version of the Policy.

	2
	10 Dec 2023
	L. Barker
	L. Barker
M. Parker
	Updated in-line with Highfield Qualifications requirements. Sections added/reviewed to cover Monitoring/Customer Feedback, CPD and IQA Roles and Responsibilities. 

	
	
	
	
	NEXT REVIEW NEEDS TO INCORPORATE AI USE AND DETECTING PLAIGARISM. SEE HIGHFIELD GUIDANCE DOCUMENT (AUTHENTICATION OF LEARNER WORK). 

	
	
	
	
	



1. Purpose and Scope

The purpose of this policy is to meet the requirements placed upon The Arker Group Ltd (the Company) by:
· Local training providers and competitors.
· Awarding bodies and/or regulators.
· Learners on courses delivered by The Arker Group Ltd.
· The Arker Group Ltd Directors, employees and sub-contractors if/where applicable. 
· The Arker Group Ltd facilitators and delivery partners. 

This policy is applicable to all employees, tutors and learners of The Arker Group Ltd. Internal Quality Assurance covers any work practices, documents and evidence that impact on delivery, examination and assessment of qualifications and training. 
2. Reference Documents

· The Arker Group Ltd – Appeals Policy. 
· The Arker Group Ltd – Complaints Policy.
· The Arker Group Ltd – Health, Safety and Welfare Policy.
· Awarding Body and Regulator Guidelines.
· The Arker Group Ltd – Training Feedback Form





3. Policy

The quality assurance process is overseen and ensured by the Director responsible for training and delivery at the Company. Internal Quality Assurance (IQA) is the process of ensuring that training delivery and assessment practice is monitored in order to ensure that they meet or exceed national standards. The Company operates a robust internal quality assurance process, regularly monitoring all courses and qualifications delivered. IQA processes must meet the requirements set out by the awarding body/regulator as a minimum and any disagreement with the IQA process should be appealed following the Company appeals policy.

3.1 Role and Responsibility of The Arker Group Ltd Directors
The role and responsibility of the relevant Company Director is to ensure that:
· The quality requirements of awarding bodies are met in the delivery and assessment of qualifications. 
· IQA policies and procedures are sufficient, regularly reviewed, known, understood and implemented by all relevant people. 
· All employees and tutors involved in the processes of delivery of services are appropriately trained and qualified.
· All employees and tutors involved in IQA processes are appropriately trained and qualified. 

The Arker Group Ltd internal procedures are reviewed regularly and are communicated to all appropriate areas of the business. Though the Partners has ultimate responsibility for quality assurance, everyone has a responsibility within their own areas of work in helping to ensure that quality is embedded throughout the training department of the Company. 

3.2 Role and Responsibility of The Arker Group Ltd Trainers and Assessors
The role and responsibility of the relevant people delivering training and assessment for the Company is to ensure that:
· The identity of the learner is checked. 
· All paperwork is fully and accurately completed. 
· All learners are aware of the relevant Company policies and procedures. 
· Anti‐discriminatory practice is demonstrated, and equal opportunities are provided at all times. 
· Confidentiality and compliance with the Data Protection Act is maintained at all times. 
· They observe learners’ performance through formative assessment and/or in simulated situations, and/or conduct other forms of assessment in accordance with the qualification and unit standards and requirements of the regulator/awarding body. 
· Learners are provided with prompt, accurate, formative and summative feedback. 
· Validity, authenticity, currency and sufficiency of evidence are maintained at all times.
· They maintain appropriate, accurate and verifiable records. 
· Learners have demonstrated competence/knowledge and have completed the required documentation where appropriate.
· As required, they make themselves available and organise for their students to be available for external Quality Assurers from awarding bodies/regulators. 


3.3 Role and Responsibility of The Arker Group Ltd Internal Quality Assurers

The role and responsibility of the relevant people undertaking IQA for the Company is to ensure that:
· Adherence is maintained to the principles of assessment and guidance provided by the awarding body. 
· Ensure the delivery and assessment is in line with the qualification requirements.
· Guidance is provided on the interpretation and application of assessment criteria correctly and consistently applied. 
· Observation is undertaken and formative feedback on working practices is supplied within a timely manner. 
· Sampling of assessment activities such as assessment decisions, formative feedback supplied, completion of portfolio documents, student evaluation forms, etc is undertaken. 
· A quality audit of the documentation used within, and format of the training courses is undertaken as appropriate. 
· Providing support, countersigning, dating assessments and quality assuring judgements by assessors and Internal Quality Assurers not holding the appropriate assessor/Internal Quality Assurer qualifications as approved and specified by the Regulatory Authorities. 
· Ensuring that all Learners’ achievement records and Centre documentation are completed in accordance with requirements. 
· Attending regular IQA meetings.
· Ensure all assessment paperwork is completed accurately.
· Ensure all tutors/assessors are sampled over time.
· Support and offer development for tutors/assessors; and 
· Provide an audit trail of internal quality assurance.
· Support the company to meet its goals by:
· Undertaking an active role in raising issues of good practice in assessment. 
· Ensuring that equal opportunities and anti‐discriminatory practices are upheld in the assessment process. 
· Liaising with other IQAs and the External Quality Assurers to implement the requirements of the assessment system. 




3.4 IQA Sampling

This section of the policy details the sampling strategy for our IQA process. 

· A new trainer who has no previous experience training within the organisation. Will be assessed on their first delivery and assessment with the Company. 
· If this is satisfactory the frequency will reduce to 50%. 
· If this is not satisfactory, IQA will be completed at each course until the results are satisfactory to drop to 50% of courses to be sampled. 
· This will include a sample observation and desktop review of documentation. 
· For more experienced trainers that have received satisfactory quality assurance checks previously with the Company, we will assess 50% of their course’s quality assured within a 12-month period. Desktop reviews may be undertaken to include a maximum of 25% of activity. 
· Trainers with significant experience (2 years plus) with the Company and demonstrable good track record, IQA is to be undertaken for 10% of their activity with the Company. This may comprise of desktop reviews. 

If a complaint is received regarding a trainer’s delivery and/or assessment, an IQA will be carried out on the following course delivery and assessment. Please refer to the Company Complaints Policy.

The Company may determine a higher frequency of IQA sampling for a trainer or assessor based on the level of experience within the subject matter and subject to the Director’s discretion. 

3.5 Monitoring Customer Feedback
The Company seeks customer feedback via an online Microsoft Form. This can be anonymous should the customer wish and provides the Company with detailed feedback and opinions of customers who have undertaking learning and development activities.

Customer feedback is recorded in a secure online database and reviewed:

· Immediately following submission.
· Monthly as part of the business planning and review process.
· As part of standardisation (see Section 3.6). 

The Company takes all customer feedback seriously and strives to continuously improve on the basis of this. 





3.6 Standardisation & Development
At least two standardisation and development meetings will be held each year for people undertaking training, assessment and IQA for the Company.

These meetings are also used to discuss any updates from the awarding body/regulator. Trainers’ and IQA’s development & standardisations will be recorded in the meetings minutes and all tutors must update their CPD with details of development. 

All Internal Quality Assurers and trainers must attend these meetings chaired by the relevant Company Director. These meetings are used to discuss: 
· Any new standards. 
· Any new awarding body/regulator guidance. 
· Required standardisations. 
· Customer feedback. 
· Any issues since the last meeting. 
· Expected standards.


3.7 IQA Continuous Professional Development (CPD)
All IQAs are encouraged to continually develop their skills and knowledge in their sectors and in quality assurance techniques. 

Records of all IQA’s CPD will be maintained by the Company and requested on a six-monthly basis to demonstrate knowledge is maintained and up to date in the qualification subjects and quality assurance techniques and practices. 
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