NVQ Centre Risk Assessment Evidence Grid

	Monday 20th October 2008
	·  The aim of this session is to: 
	·  Consider the evidence required for the NVQ_CRA on Thursday November 27 2008.

·  Suggest sources of evidence that can be used for the assessment.

·  Help all Internal Verifiers gain access to the Moodle environment re Coleg Powys policies.

	Criteria reference
	Sources of evidence
	Confirmation, comments and where held. 

Written process of procedures 

	1.0, 1.2
	·  Documented quality procedures (centre file) including approval letter and dates of accreditation and expiry. Current standards, assessment strategies, evidence requirements, IV policy and sampling strategy etc. Forms used by centre. Awarding Body generic and sector specific guidance. NVQ guidance, Code of Practice guidance, Joint Awarding Body Guidance. Specimen signatures
	· All approval documents are held centrally with Assistant Principal -Quality



	1.0
	 Progress reports and staff updates (team meetings)
	· Minutes in NVQ office

	1.1
	Documented policies, Equal opportunities policy, access and fair assessment policy and how it works.
	· Code of Practice

· Candidate handbooks

· Moodle

· Intranet

	1.2, 1.3
	Organisations chart

	· Individual structures identified in all programme course files

· Moodle

	1.2
	Signed partnership agreements indicating lines of responsibility (if applicable)
	· Service Level Agreement in Care file

	1.2
	Records of all assessment sites

	· Held as appropriate on the Brecon site and shared with Newtown /Llandrindod / Ystradgynlais.

	1.2, 2.0 4.4, 4.5
	CVs of Assessors and IVs development plans, Continual Professional Development logs
	· All evidence in Assessors’ personal files in NVQ office 
· Training plan available from Head of School

	1.3, 2.1
	Staff handbooks, induction guides, roles and responsibilities, A1 V1 Targets
	· All assessors allocated staff handbooks

· Master copy of contract in individual programme course files

	1.3, 1.7 2.1, 40, 41, 4.2
	Minutes of team meetings/updates standardisation/networking opportunities for assessors and IVs 
	· Minutes in NVQ office

	1.3, 1 7
	Records of communication with Awarding Body (if any)
	· Emails from Peter Jackson and Jonathan Soanes (Edexcel communication)

· Communication via Quality Nominee (Dr Charles Dublon

· Via Examinations Officer

	1.4
	Notification of changes in team of resources (to EV if applicable, could be done on the day)
	· This is done verbally during EV visits

	1.5, 20 
	List of assessors and verifiers. Record of assessor allocation, ratios of candidates to assessor
	· Evidence in individual programme course files.  

· Ratios vary due to the demographics of  the candidates

	1.6
	Registration and certification records and procedures


	· Database shows evidence of registration and certification

· SRFs filed in NVQ office

· MIS system to identify learners registered

· Office manual available in NVQ office

	
	
	

	1.8, 1.9, 4.0, 4.1, 4.2
	Candidate details need to show:

· Initial assessment records, 

· Assessment records, 

· Achievement /tracking records,

· IV records. 

· IV sampling plans. 

· IV reports 
	· In Candidates’ portfolios

· Candidates’ portfolios
· Database

· All evidence on database

· Individual IVs keep copies in their own IV files and database
· In individual IV files

· In individual programme files

	1.8
	Security and access arrangements, for above and portfolio security
	· Security log ins for computers

· NVQ office kept under lock and key

· Computer files backed up daily

	1.9
	Data and information management and security, tracking of achievement (disaster recovery management)
	· All evidence on database, backed up daily
· Individual IVs keep copies in their own IV files 

· Authenticated signatures stored in Course files

	2,1
	Physical resource availability according to qualification
	· Moodle in progress of being developed

· Learning Resource centre

· ISBN numbers given at induction

	2.2
	Evidence of extra resources obtained (if applicable)
	· Sign post – different agencies
· Overlays, different colour papers, different fonts 

	2.3
	Public liability insurance Records of equipment and accommodation (inventory) 
Maintenance schedules 
Health and Safety policy
	· It is not a requirement within the NVQ structure to direct the candidate to CRB checks as candidates that undertake our programmes would be already checked by their workplace prior to starting their qualifications.  CSSIW would require this within the provision

· PFVs are not a requirement within the college for NVQ Care programmes

	3.0, 3.1, 3.6
	Candidate initial assessment, induction and guidance. 
	· Copy available in programme course files

	3.0
	Details of candidate support services available
	· Copy available in programme course files

· Additional support has been given to individual candidates who have been identified with learning needs i.e dyslexia
· Counsellor

· Learning Resource Centre

· Careers 

	3.0, 3.5
	Appeals procedure and records of any appeals, malpractice procedures, process and proforma
	· College appeals procedure in candidate handbook

· College appeals procedure in staff handbook

· College intranet

· Moodle

	3.1, 3.2, 3.3
	Assessment plans evidence of review and assessment records. Individual Learning Plans.
	· All evidence in candidates’ portfolios

· Course file

	3.1
	Learner/trainee contracts (if applicable)


	· In candidates’ portfolios and in personal files in NVQ office

	3.2
	Contact logs (assessor-candidate/IV-assessor)
	· Contact registers are signed with candidates and returned to NVQ office with time sheets and filed in candidates’ individual personal files

· IVs are required to complete contact registers in red once Internal Verifying  has taken place

· Record of IV/assessor contact sent to office monthly.

	3.3
	Provision for candidates with special assessment needs
	· Additional support workshops were planned to accommodate individual candidates

· Support hours were additional to candidate’s allocated hours

	3.4
	Support materials/equipment for candidates with special assessment learning needs
	· Overlays /Coloured paper and 1: 1 support by qualified support worker

	3.6
	Records of unit certification availability


	· Database shows evidence of registration and certification

· Completed Student Report Forms in file in NVQ office

	4.3
	Reviews of IV sampling strategy (assessor risk rating)
	· EV feedback is taken on board

· Audit completed to identify risks, outcomes to be actioned 

	4.3, 5.2 
	EV reports held in centre and record of who circulated to (management)
	· EV reports are disseminated by quality nominee

· Reports are stored in programme course files

	4.3, 5.2
	Evidence of EV action completed

	· An action plan is completed online as directed by quality AP

· EV recommendations are fed back to assessors via team meetings

	4.4
	Countersigning of assessment decisions
	· Present in candidates’ portfolios

	4.5
	Countersigning of IV decisions
	· Present in candidates’ portfolios (if applicable)

· Feedback of countersignatures evident in IV file (Carol Owen)

	5.0
	Self assessment, internal audit records. Records of findings against the approval criteria 

Evidence of internal audit actions completed
	· Audit completed to identify risks, outcomes to be implemented.
· Copy of end of term review

· EV report

	5.1
	Evaluation forms, candidates interviews User charters/customer service statements (if applicable)
	· End of programme evaluations are available in NVQ office

	5.3
	Achievement records in relation to access and fair assessment policy Statistical information on achievement rates against Equal Opportunities Programmes (ethnicity)
	· Candidates are given the opportunity during induction to have their qualification delivered through the medium of Welsh

· Some candidate assessments are done through the medium of Welsh due to the nature of their employment e.g. Welsh schools


Helen Bridgman. Edexcel Centre Risk Assessor / Carol Owen Coleg Powys NVQ Coordinator  / 

Charles Dublon. Quality Nominee.

October 2008. 
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