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Centre File

This file is supplied by the ETCAL to enable the centre to maintain all relevant information pertaining to National Vocational Qualifications.  It must be maintained at current operational status level and be readily available for audit by an appointed ETCAL external verifier.
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Section 1

Insert your Centre Approval Schedule here.

If you wish to extend your remit of your existing centre approval, please complete the Centre Approval Application Form and return to the ETCAL.  (see section 7)

Section 2 – Centre Approval System Guide

A centre approval system guide has been prepared to assist organisations who seek centre approval to understand the infrastructure required to maintain approved centre status.

The guide contains aspects of ETCAL policy along with Ofqual best practice criteria for operating centres.  It may be used internally as a yardstick to enable centres to judge themselves and prepare for external verifier centre approval audits. 
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1 
Introduction

This guide contains the activities, roles and responsibilities of organisations and individuals involved in the achievement of ETCAL NVQs.

To offer ETCAL NVQs an organisation must be an approved centre.  It is not necessary for the centre to be located at a single site.  It could embrace a number of sites and these could be geographically dispersed.

Any organisation wishing to become an ETCAL approved centre must apply to ETCAL for approval. Clear evidence will be required to show that the organisation has the capability to meet the approved centre criteria.  Any organisation making an application and not fulfilling the necessary conditions will be offered advice and guidance to assist it in developing its systems in order to gain approval.

The following pages set out the approval process and the criteria set by ETCAL for approved centres.

For further details on ETCAL NVQs and how to become an ETCAL approved centre please contact:

ETCAL

Interpoint

20-24 York Street

Belfast 

BT15 1 AQ

Telephone:
(028) 9032 9878

Fax:

(028) 9031 0301

E-mail:

info@etcni.org.uk

Website:
www.etcni.org.uk

2 Centre Approval Overview
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	Centre registers candidates
	
	

	
	
	
	
	
	

	
	
	Centre assesses and internally verifies candidates
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	

	Action plan implemented
	
	Centre request for EV or 
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	Satisfactory EV audit

Planning

Delivery

Monitoring & review
	
	

	
	No
	
	
	

	
	
	
	yes
	
	

	
	
	Maintain Centre Approval and direct claims status
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3
Approved Centre Requirements Summary

3.1
Personnel

(a)
A centre must have access to a minimum of one ETCAL Registered Assessor.

(b)
A centre must have access to a minimum of one ETCAL Registered Internal Verifier 

(c) A centre must nominate a centre co-ordinator.

(d) A centre must register candidates.

3.2
Resources

(a) 
A centre will be evaluated and approved for the assessment of specific ETCAL NVQs based on the centre’s ability to provide adequate equipment and resources for assessment.  

(b) 
Centres will be evaluated on their ability to ensure quality control of assessment systems and procedures.

3.3 
NVQ Provision
(a) 
Centres are required to demonstrate their ability to assess competently NVQs and/or individual units of competence.

(b) It is the responsibility of the centre to apply for approval for specific qualifications and/or units of competence.

(c) The centre will maintain a centre file (format supplied by ETCAL) containing relevant information on the centres latest status. 

3.4
Withdrawal of Centre Approval
(a) 
Centre approval may be withdrawn if, following external verification, adequate steps to rectify resource problems are not actioned within specified timescales.

(b) 
Centre approval may be withdrawn if the centres administrative activities are not maintained in relation to ETCAL requirements.

4
Approval Process

4.1
Organisations wishing to apply for approved centre status should initially contact ETCAL who will supply all necessary documentation including an application form for completion and return.

4.2
On receipt of a completed centre approval application form, ETCAL will arrange for an external verifier to carry out an approval visit to the organisation at a mutually agreed time.

4.3
During the approval visit ETCAL will check the organisation’s systems, processes and resources to ensure that the centre has the capability to meet approval criteria.  Following this visit approval will be granted or if any development is required, this will be stated in writing by the external verifier in the form of action points and timescales.

4.4
If approval is granted, a two-part centre approval certificate will be issued to the organisation detailing:

· Organisation name

· Qualifications remit – Title, Ofqual qualification reference number.

· Date of approval – commencement

· Expiry date – relative to each qualification listed

Part 1 – The Approved Centre certificate is for display on the centres premises declaring to the world at large, it has met the required standards.

Part 2 – The Centre Approval schedule indicating the qualifications remit the centre is approved to offer. 

4.5
The centre file is an excel workbook and it must be maintained at current operational status by the centre and available for audit by the external verifier.

4.6
Centres may request to expand the range of NVQs for which they have been approved.  Where this is requested an abbreviated approval process will be undertaken.

4.7 
Continued centre approval will depend on satisfactory outcomes from monitoring and external verification visits that will take place at agreed times.

Approved Centre Criteria

1 Management systems

	Criteria
	Possible sources of evidence

	1.0 The centre aims and policies in relation to NVQs and plans for their achievement are supported by senior management and understood by the assessment team


	· Documented policies and quality assurance procedures.

· Progress reports, staff handbooks and updates.



	1.1 The centre access and fair assessment policy and practice is understood and complied with by candidates and assessors.


	· Documented policies and procedures

· Access and fair assessment policy review mechanisms.



	1.2 The roles, responsibilities, authorities and accountabilities of the assessment and verification team across all assessment sites are clearly defined, allocated and understood.
	· Documented quality assurance procedures

· An organisational chart.

· Documented and signed agreements indicating the lines of accountability of partner organisations in relation to the management of assessment and internal quality assurance.

· Records of all assessment sites and personnel.

· CVs of the assessment team and internal verifiers.



	1.3 There is effective communication within the assessment team and with the awarding body.
	· Staff handbooks and updates

· Organisational charts

· Minutes of team meetings

· Records of communications with the awarding body

	1.4  Awarding bodies are notified of any changes which may affect the centre’s ability to meet the approved centre criteria 


	· Notification of changes to the assessment and verification team

· Notification of changes to resources

	1.5  Assessors and verifiers have sufficient time, resources and authority to perform their roles and responsibilities effectively.


	· A record of assessor/candidate allocation

· Candidate/assessor ratio and time allocation 

· Oral confirmation from assessors/verifiers

	1.6  Information supplied to the awarding body for the purposes of registration and certification is complete and accurate
	· Records of candidate entry/registration details and certificate claims

	1.7 Queries about the qualification specification, assessment guidance or relation awarding body material are resolved and recorded.
	· Records of queries raised with awarding bodies

· Records/minutes of queries raised with the internal verifier

	1.8  Candidate records and details of achievements are accurate, kept up to date, securely stored in line with awarding body requirements, and available for external verification and auditing.


	· Candidate registration details

· Candidate assessment records

· Evidence files/portfolios

· Security and access arrangements

	1.9  Requests are complied with for access to premises, records, information, candidates and staff for the purpose of external verification


	· Data and information management systems

· Candidate tracking systems

· Assessment and internal verification records


2 Resources

	Criteria
	Possible sources of evidence

	2.0 There are sufficient competent and qualified assessors and internal verifiers to meet the demand for assessment and verification activity.        


	· CVs and development plans for the assessment team.

· A list of qualified assessors and internal verifiers

· Assessor/candidate ratios



	2.1 A staff development programme is established for the assessment and verification team in line with identified needs.


	· Staff induction and guidance materials

· Records of meetings/briefings/updates

· Records of individual development plans

· Action plans to acquire the relevant qualifications

	2.2 Resource needs are accurately identified in relation to the specific award and resources are made available.


	· Records of resources availability

· Evidence of any additional resources obtained



	2.3 Equipment and accommodation used for the purposes of assessment comply with the requirements of relevant health and safety acts.


	· Public employee liability certificates

· Records of equipment and accommodation

· Maintenance schedules

· Health and Safety policies


3 Candidate support

	Criteria
	Possible sources of evidence

	3.0 Information, advice and guidance about qualification procedures and practices are provided to candidates and potential candidates.


	· Candidate guidance and induction materials

· Details of support services available

· Appeals procedures

· Oral confirmation by candidates

	3.1 Candidates development needs are matched against the requirements of the award and an agreed individual assessment plan is established


	· Candidate initial assessment procedures

· Candidate assessment plans

· Learner/trainee contracts

	3.2 Candidates have regular opportunities to review their progress and goals and to revise their assessment plan accordingly
	· Candidate assessment plan, frequency of reviews meetings; examples of revisions to assessment plans                                                                             

	3.3 Access to assessment is encouraged through the use of a range of valid assessment methods.


	· Assessment plans and candidate assessment records

· Provision for candidates with particular assessment requirements

	3.4 Particular assessment requirements of candidates are identified and met where possible.
	· Materials/equipment/facilities to support candidates with particular requirements

	3.5 There is an established appeals procedure that is documented and made available to candidates.


	· Documented appeals procedure, including details of grounds for appeal and timescales



	3.6 Unit certification is made available to candidates.
	· Records of units registered/claimed/awarded

· Induction materials


4. Assessment and Verification
	Criteria
	Possible sources of evidence

	4.0 Internal verification procedures and activities are clearly documented, consistent with national requirements and ensure the quality and consistency of assessment.


	· Internal verification sampling plans and reports

· A sampling strategy and schedule of activity

· Records of assessment team meetings

· Assessor networking opportunities



	4.1 Assessment decisions and practices are regularly sampled and findings are acted upon to ensure consistency and fairness.


	· Sampled assessments (observation, candidate portfolios, knowledge evidence etc)

· Internal verification plans and records of internal verification activity

· Records of assessment sampling strategies

· Minutes of assessment team meetings

· Records of networking/standardization events



	4.2 Records of internal verification activity are maintained in line with awarding body requirements and made available for the purposes of auditing.


	· Internal verification plan and sampling records

· Minutes of assessment team meetings



	4.3 The effectiveness of the internal verification strategy is reviewed against national requirements and corrective measures are implemented.
	· Internal reviews of sampling strategies

· External verifier reports

· Evidence of corrective actions taken



	4.4 Assessment is conducted by qualified and occupationally expert staff.
	· Details of the assessment team including occupational background experience, possession of relevant qualifications

· Details of countersigning arrangements for any assessment decisions made by unqualified assessors



	4.5 Internal verification is conducted by appropriately qualified and experienced staff.
	· Details of internal verifier occupational background and relevant qualifications

· Details of countersigning arrangements for any internal verification decisions made by unqualified internal verifiers




5 Records

	Criteria
	Possible sources of evidence

	5.0 The centre’s achievements are monitored and reviewed and used to inform future centre qualification developmental activity.

	· Internal audit/self assessment arrangements

· Records of findings against the approval requirements

· Evidence of corrective actions taken/implemented

	5.1 Candidate, employer and other feedback is used to evaluate the quality and effectiveness of qualification provision against the centre’s stated aims and policies, leading to continuous improvement.


	· Evaluation forms/surveys

· Users’ charters/customer service statements

	5.2 Actions identified by external verification visits are disseminated to appropriate staff and corrective measures are implemented.

	· External verifier report(s) circulated to the assessment tam and senior management

· Action plans

	5.3 Information and recording systems enable candidates’ achievements to be monitored and reviewed in relation to the centre’s equal opportunity policy.


	· Achievement records in relation to the access and fair assessment policy

· Statistical information on achievement and certification rates analysed by factors such as ethnic origin, disability and gender


5. sanctions for non-compliance with the approved centre criteria

Following consultation with the awarding bodies, the regulatory authorities have developed a tariff of sanctions for dealing with approved centres whose NVQ management, assessment and quality assurance systems fail to meet the requirements of the approved centre criteria.  Based directly upon the approval criteria, which were seen to be tried and tested and widely accepted, the tariff is designed to ensure:

· Transparency, equity and consistency of treatment between awarding bodies and their approved centres in response to identified shortcomings;

· Public confidence in the quality assurance and control arrangements that underpin the implementation and assessment of NVQs.

The regulatory authorities will monitor each awarding body’s use of the tariff as part of their ongoing post accreditation monitoring arrangements.  The existence of the tariff does not preclude the awarding body from withdrawing approval from centres for reasons not directly related to the quality assurance process, such as failure to meet the awarding body’s commercial terms of business.  The tariff will be reviewed and updated as necessary in the light of operational experience.

The Tariff of Sanctions

The tariff of sanctions links five levels of transgression against the requirements of the approved centre criteria with a required sanction.  These are set out in detail in Table 1 below, together with a rationale for the sanction, and response the minimum response required of an awarding body to a particular shortcoming or problem. 

Table 1

	Tariff/Level of Transgression
	Sanction
	Rationale

	1
	Entry in action plan
	Non-compliance with approved centre criteria but no threat to the integrity of the assessment decisions

	2
	Removal of direct claims status, i.e. claims for certification must be authorised by the external verifier
	Close scrutiny of the integrity of assessment decisions required

	3
	(a) Suspension of registration

(b) Suspension of certification
	(a) Threat to candidates

(b) Loss of the integrity of assessment decisions - risk of invalid claims for certification

	4
	Withdrawal of centre approval for specific NVQs
	Irretrievable breakdown in management and quality assurance of specific NVQs

	5
	Withdrawal of centre approval for all NVQs
	Irretrievable breakdown in management and quality assurance of all NVQs run by the centre


Sanctions and approved centre criteria

Tariff levels 1 – 3

For tariff levels 1 – 3, Table 2 links specific failure to meet requirements (non-compliances) with specific sanctions.  With some requirements, more than one level of sanction may apply depending on the gravity of the infringement as indicated in the table.

Tariff levels 4 and 5

For tariff levels 4 and 5 there may be non-compliances across a range of the approved centre criteria.  These would need to indicate significant faults in the management and quality assurance resulting in an ongoing failure to meet essential assessment requirements.  This would apply to a specific NVQ at tariff level 4, or across all NVQs at tariff level 5.  Failure to rectify non-compliances at tariff level 4 is a reason to apply a sanction at tariff level 5.

Guidance on interpretation

The above sanctions represent a minimum response to identified non-compliances, but there will be circumstances in which an awarding body may judge that a higher level of tariff is appropriate and justified.

Combinations

A combination of non-compliances at a particular tariff might call for a more serious response.  A judgement should be made against the rationale of the sanction.  Thus a combination of infringements at tariff 2 could be such as to give rise to a loss of integrity of assessment decisions and thus merit a response at tariff 3.

Persistence

A failure to implement action plan requests at tariff level 1 should invoke a tariff level 2 response.  Similarly a failure to rectify faults that have given rise to a level 2 sanction must invoke a tariff level 3 response.

Recurrence

A centre may temporarily rectify non-compliances in response to action plans (or higher level sanctions) only to display the same weaknesses again at a later date.  An awarding body must take into account the track record of a centre in considering whether to impose a higher level sanction.

Malpractice

Where the circumstances and nature of non-compliance indicate that fraudulence is involved, the procedures for dealing with malpractice should be invoked.

Table 2

Tariff of Sanctions for Non-compliance

	Non-compliance and reference to approved centre criteria
1.1 Centre’s aims, policies and assessment practices and responsibilities of personnel are not clear or well understood by the assessment team (1.0-1.2)
1.2 Internal verification procedures and activities not clearly documented (4.0)
1.3 Communication within the assessment team and the awarding body is ineffective (1.3)
1.4 Equipment and accommodation do not comply with health and safety acts (2.3)
1.5 Insufficient qualified assessors (2.0)
1.6 Assessors/internal verifiers do not have adequate development plans (2.1)
1.7 Candidates are not aware of their rights and responsibilities, e.g. no appeals procedure for candidates (3.0, 3.1, 3.2, 3.4, 3.5)
1.8 There is inadequate assessment planning with candidates (3.1, 3.2)
1.9 Queries are not resolved or recorded (1.7)
1.10 The range of assessment methods is insufficient to encourage access (3.3)
1.11 Changes to personnel of the assessment and verification team are not notified to the awarding body (1.4)
1.12 Unit certification is not made available to candidates (3.6)
1.13 There is inadequate monitoring or review of procedures (4.3, 5.0, 5.1, 5.2).

	Sanction
Level 1

Entry in action plan
	Rationale
Non-compliance with approved centre criteria but no threat to the integrity of assessment decisions

	2.1 Assessors have insufficient time, resources or authority to perform their role (1.5)
2.2 Decisions of unqualified assessors have not been countersigned by a qualified assessor (4.4)
2.3 Assessment decisions are not consistent (4.1)
2.4 Insufficient qualified internal verifiers (2.0)
2.5 Decisions of unqualified internal verifiers have not been countersigned by a qualified internal verifier (4.5)
2.6 Records are insufficient to allow an audit of the assessment (4.2)
2.7 Previously agreed corrective measures relating to level 1 are not implemented (5.2).


	Level 2

Removal of direct claims status, i.e. claims for certification must be authorised by external verifier
	Close scrutiny of the integrity of assessment decision required

	3A.1Assessment process disadvantages candidates (3.0, 3.1, 3.2, 3.4, 3.5)
3A.2Assessment decisions are unfair (1.1, 3.0, 3.1, 3.2, 3.3, 3.4, 3.5, 4.1)
3B.1 No qualified internal verifier (2.0)
3B.2 Assessment does not meet national standards (1.7, 3.3, 4.1, 4.4)
3B.3 The centre fails to provide access to requested records, information, candidates and staff (1.9)
3B.4 Assessed evidence is not the authentic work of candidates (1.8)
3B.5 Records of assessment show serious anomalies (1.6, 1.8, 4.2, 5.3)
3B.6 Certification claims made before all the requirements of assessment are satisfied (1.6)
3B.7 Previously agreed corrective measures relating to level 2 non-compliance are not implemented (5.2)


	Level3A/3B

Suspension of Registration/Certification
	3A – threat to candidates

3B – loss of integrity of assessment decisions – danger of invalid claims for certification

	4.1 Significant faults in the management and quality assurance of the NVQ programme which result in an ongoing failure to meet the core requirements for the conduct of assessment

4.2 Previously agreed corrective measures relating to level 3 non-compliance are not implemented

	Level 4

Withdrawal of centre approval for specific NVQs
	Irretrievable breakdown in management and quality assurance of specific NVQs

	5.1 Significant faults in the management and quality assurance of all NVQ programmes

5.2 Previously agreed corrective measures relating to level 4 non-compliance are not implemented.
	Level 5

Withdrawal of centre approval for all NVQs
	Irretrievable breakdown in management and quality assurance.


Who’s who in Quality Assurance

	
	Who are they?
	What is their role?

	Candidates
	Individuals seeking credit for their achievements and competence.
	· Show they can perform to national standards in order to be awarded an NVQ, or demonstrate the specified knowledge, understanding and skills.

· Take some responsibility for the quality of evidence provided to assessors.

	Assessors
	Appointed by an approved centre to assess candidates’ evidence.

In direct contact with candidates.

Hold D32 and/or D33, or A1 and/or A2.
	· Judge candidates’ evidence against the national standards.

· Decide whether the candidate has demonstrated competence.

· Ensure that their assessment practice meets awarding body guidance and A1 and/or A2.

	Internal verifiers


	Appointed by an approved centre to ensure consistency and quality of assessment within the centre.

Hold D34/V1 (and preferably D32 and/or D33,or A1 and/or A2)
	· Work with assessors to ensure the quality and consistency of assessment.

· Sample candidate assessment to ensure consistent assessment.

· Ensure that their own verification practice meets V1.

· Make sure that assessment and verification records and documents are fit for purpose and meet awarding body requirements.

· Ensure that requests for certificates to the awarding body are based on assessment of consistent quality.

· Provide support and guidance for the centre’s assessors.

	Centre Co-ordinators
	Central contact with awarding body for all correspondence.

May also be the Internal verifier

May take on some of the internal verifier’s functions, particularly relating to administration.  
	· Act as a contact for the awarding body and the internal verifier.

· Ensure that there are accurate assessment and verification records for the qualification.

· Request certificates from the awarding body.

	Approved Centres
	Organisations approved by awarding bodies to assess and verify qualifications.
	· Manage assessment and verification on a day-to-day basis.

· Have effective assessment practices and internal verification procedures.

· Meet awarding body requirements for qualification delivery.

· Have sufficient competent assessors and internal verifiers with enough time and authority to carry out their roles effectively.


	External Verifiers


	Appointed by awarding bodies to monitor the work of approved centres.  

The key link between the awarding body and the centre.  

Hold D35/V2 (and preferably D32 and/orD33, A1 and/or A2)
	· Make sure that decisions on competence are consistent across centres

· Make sure that the quality of assessment and verification meets national standards

· Sample candidate assessments and monitor assessment practice in centres

· Provide feedback to centres

· Make regular visits to centres and assessment locations

· Ensure that their own verification practice meets V2

	Awarding Bodies
	Organisations approved by Ofqual to award qualifications (or by SQA in Scotland)
	· Ensure the quality and consistency of assessment for qualifications nationally.

· Produce guidance for centres.

· Appoint, support and develop external verifiers, allocate them to centres, and monitor their work.

· Submit NVQ qualifications to Ofqual for accreditation.

· Approve and monitor centres against the approved centre criteria.

· Collect information from centres to inform national decisions about qualification delivery.

· Provide information to Ofqual.

	Sector Skills Councils
	Develop the national occupational standards on which NVQs and related vocational qualifications are based.
	· Work with awarding bodies to produce assessment strategy.

· Provide information about, and clarification of, the national occupational standards.

	Ofqual
	The regulatory body responsible for NVQs in England, Wales and Northern Ireland and for academic qualifications and GNVQs in England.
	· Accredits qualifications put forward by awarding bodies, if they meet the published criteria.

· Ensures the quality of the overall qualification system through work with awarding bodies.

· Monitors the performance and effectiveness of awarding bodies through quality audits.


Appeals Procedure

It is important that centres follow a standard procedure in the event of a candidate wishing to appeal against an unsatisfactory assessment decision.  ETCAL have developed a standard procedure for candidate appeals which centres should use or incorporate into their own policy and procedure.  See ETCAL Appeals Procedure.

External Verification of NVQ’s

This standard practice guide has been developed to ensure that the external verification of NVQ’s are undertaken with efficiency and consistency throughout all our approved centres.  The information in this guide will also help those requesting external verification, to understand what preparations they must undertake to ensure the external verification proceeds satisfactorily to its conclusion.

Requests for external verification 

On receipt of verbal request for external verification, the EV should request that the centre co-ordinator sends or faxes a candidate list together with their qualification title and unit structure relevant to the requested audit.

Agreement to Externally Verify

On receipt of an E.V request, the EV must agree with the centre co-ordinator, the date and duration of the visit.  

Sampling Ratio of NVQ portfolios

When externally verifying NVQ’s it is at the discretion of the EV, as to what percentage of the portfolio’s put forward they sample. The following ratios should be used:


· Up to 12 portfolios
100% sampling

· 13 – 24 portfolios
minimum 50% sampling

· 25 – 50 portfolios
minimum 33% sampling

· Over 50 portfolios
minimum 25% sampling

Feed back on External Verifications

At the conclusion of the external verification, the EV gives feedback to the client via verbal comments and the EVSR document. Feedback is a two-way system and as such the EV should seek verbal feedback on:

· Thoroughness 

· Consistency

· Quality of external verification

Centre Approval Audits

This guide has been developed to assist EV’s to carry out external verification centre approval audits in a consistent and satisfactory manner.  It has been developed in line with current criteria as specified by QCA.  It is essential that EV’s carry this guide and specified criteria at all times, while conducting centre approval audits.

Off site Activities

Pre-arrange visit with centre co-ordinator as per ETCAL centre approval audit schedule.  It is useful to give at least 2-3 weeks advance notice of the audit and specify the following:

· Nature and purpose of the visit

· Indicate what you wish the centre co-ordinator to prepare. ie, the area of centre approval you wish to concentrate on Management Systems, Resources, Candidate Support, Assessment and Internal Verification, Records.   

· Agree a time table if you wish to talk to assessors

On site activities

Check the Centre File to confirm current status of assessors and internal verifiers.  Record your findings in the appropriate Section of the CAAR.

From the Centre File read previous CAAR (if applicable) and check the summary of corrective actions to be taken by the centre since previous occasion.  Audit outcomes of corrective actions and record findings in the appropriate Section of CAAR.

Guidance on the audit

As the external verifier you must use only specified criteria as your yardstick, not your opinion.  The primary consideration is the establishment of the truth.  It is vital therefore that centre co-ordinators and assessors view the external verifier as a friend, and the audit is a process of mutual benefit and will not be used as a witch hunt or apportioning blame.

Observation

· The external verifier should look at what is actually happening and not just assume what is happening.

· Select what you want to see for yourself and not just what is pushed under your nose.

· Don’t only look at the obvious, look around corners and generally do a bit of digging.

· You may be guided by the general impression of a place or situation.  Does it look under control?

Recording

Use the possible sources of evidence listed against the specified criteria as a checklist and record all activities as follows:

· Complete column 3 of the CAAR checklist
· Summarise evidence in your own words and record in the CAAR

· Summarise examples of best practice and record in the CAAR

· Summarise actions to be taken with timescales and record in the CAAR

Follow up

· Discuss findings with centre co-ordinator and leave/e-mail a copy of the CAAR for inclusion in the Centre file.

· Keep original of the CAAR for presentation at ETCAL external verifier meetings.

· Transfer original CAAR to DVD for storage

Section 3 – Current Status of Associated Sites

A centre may be a single site or a collective group of sites.  If relevant, please maintain a list of  all current sites that form a part of your Approved Centre application.  Sites should only be listed with their agreement and removed when not active.

 (Continue on separate sheet if necessary).
Current Status of Associated Sites

	Site Name and Address

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Tel
	Tel
	Tel

	Fax
	Fax
	Fax

	E-mail
	E-mail
	E-mail

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Tel
	Tel
	Tel

	Fax
	Fax
	Fax

	E-mail
	E-mail
	E-mail

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Tel
	Tel
	Tel

	Fax
	Fax
	Fax

	E-mail
	E-mail
	E-mail

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Tel
	Tel
	Tel

	Fax
	Fax
	Fax

	E-mail
	E-mail
	E-mail




Section 4 – Current Status of Assessors

Staff Resources – In this section list all staff associated with the site that will fulfil the assessor role.  Refer to the ETCAL Centre Approval System Guide (see section 2) for assessor requirements.  Assessors may not at the initial stage hold an ETCAL registered number or the relevant assessor certificates.  However, still include them on this list and complete the registered assessor application form. (see section 8).  Amend assessor details as appropriate to maintain current status.

(Continue on separate sheet if necessary).

Current Status of Assessors
	ASSESSOR (S)   DETAILS


	Name
	ETCAL Registered Assessor Number
	Assessor “A” or “D” Units

	
	
	A1
	A2
	D32
	D33

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


** PLEASE ATTACH PHOTOCOPIES OF ASSESSORS ‘A’ or ‘D’ UNIT CERTIFICATES

Section 5 – Current Status of Internal Verifiers

Staff Resources – In this section list all staff associated with the site that fulfil the internal verifier role.  Refer to the ETCAL Centre Approval System Guide (see section 2) for internal verifier requirements.  Internal verifiers may not at the initial stage hold an ETCAL registered number or the relevant IV certificate.  However, still include them on this list and complete the registered internal verifier application form.  (see section 9)   Amend internal verifier details as appropriate to maintain current status.

(Continue on separate sheet if necessary).
Current Status of Internal Verifiers

	INTERNAL  VERIFIER(S)   DETAILS


	Name
	ETCAL Registered Internal verifier Number
	Internal verifier “A V or D” Units

	
	
	A1
	A2
	D32
	D33
	V1
	D34

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


** PLEASE ATTACH PHOTOCOPIES OF INTERNAL VERIFIER ‘V or D’ UNIT CERTIFICATES


Section 6 – External Verifier Reports

This section should be used to maintain all external verifier reports (CAAR) relating to Centre Approval audits.  The centre must refer to this section on completion of an audit and initiate a plan to address any action points identified by the external verifier.  

Action points listed by the external verifier on completion of an audit will be carried over to the next audit as the first agenda item.

External Verification may be in either of the following formats

External Verification – Centre Approval

Centres must be regularly audited against the Ofqual Centre Approval criteria (see Section 2). This audit may be initiated by ETCAL on a biannual basis. In practice it is usually added to an EV Audit of candidates (see below).

External Verification – Candidates

Centres usually initiate this audit when they are confident that a group of candidates have been successfully assessed. It is essential that prior to the EV audit the centre co-ordinator checks for the following:

· All NVQ units are included in the portfolio
· All assessment material is complete, correct and endorsed by completing the declaration of authenticity
· Where applicable, all Range Indicators are included and complete

· Where applicable, all log book entries have been signed off by assessor or other appropriate person
· All underpinning knowledge (UPK) and Certificates are available

For the External Verifiers (EV) visit, please ensure:
· EV has direct access to all portfolios submitted

· EV has access to talk to random selection of candidates

Please note:
If an External Verifier uncovers a consistent failure in the portfolios’ meeting the required NVQ standards, the verification will be discontinued, the agreed time charged for, and a further date agreed.

These guidelines have been developed to ensure the External Verification process is undertaken in an efficient, consistent and cost effective manner.

Section 7 – Centre Approval Application Form

Please copy and complete this form if you wish to amend or up-grade your existing centre approval schedule.

Section 8 – Registered Assessor Application Form

Please copy and complete this form for all new assessors.  Registered Assessor licence numbers will not be issued unless a valid application has been received and approved by the external verifier.

Section 9 – Registered Internal Verifier Application Form

Please copy and complete this form for all new Internal Verifiers.  Registered Internal Verifier licence numbers will not be issued unless a valid application has been received and approved by the external verifier.

Section 10 – Candidate Registration and Certificate Application Forms

Please copy and complete the appropriate candidate registration form for all new NVQ candidates.
Registration of candidates is an integral part of the ETCAL quality assurance and administrative requirements.  It is important that registration is carried out by the centre on commencement of the NVQ.

Direct Claims status will be required before the Direct Claims Forms can be used by centres.
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Please Note:


Where an IV system is in operation, the sampling ratio may be reduced to 10% minimum
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