
 

 

BTEC Assessment, Internal Verification and Appeals Policy (including remote 

learning and online communication). 

 

Registration & Certification Policy  

Aims: 

1. To register individual learners to the correct programme within agreed timescales.  
 

2. To claim valid learner certificates within agreed timescales.  
 

3. To construct a secure, accurate and accessible audit trail to ensure that individual learner 
registration and certification claims can be tracked to the certificate which is issued for 
each learner.  
 

In order to do this, the centre will:  

1. Register each learner within the awarding body requirements.  
 

2. Provide a mechanism for programme teams to check the accuracy of learner registrations.  
 

3. Make each learner aware of their registration status.  
 

4. Inform the awarding body of withdrawals, transfers or changes to learner details.  
 

5. Ensure that certificate claims are timely and based solely on internally verified assessment 
records.  
 

6. Audit certificate claims made to the awarding body.  
 

7. Audit the certificates received from the awarding body to ensure accuracy and 
completeness.  
 

8. Keep all records safely and securely for three years post certification.  
 

 

 

 

 



 

BTEC Assessment Policy     

Aims: 

1. To ensure that assessment methodology is valid, reliable and does not disadvantage or 
advantage any group of learners or individuals.  

2. To ensure that the assessment procedure is open, fair and free from bias and to national 
standards.  

3. To ensure that there is accurate and detailed recording of assessment decisions.  

In order to do this, the centre will:  

1. Ensure that learners are provided with assignments that are fit for purpose, to enable them 
to produce appropriate evidence for assessment.  
 

2. Assess learner’s evidence using only the published assessment and grading criteria.  
 

3. Ensure that assessment decisions are impartial, valid and reliable.  
 

4. Not limit or ‘cap’ learner achievement if work is submitted late.  
 

5. Develop assessment procedures that will minimise the opportunity for malpractice.  
 

6. Maintain accurate and detailed records of assessment decisions.  
 

7. Maintain a robust and rigorous internal verification procedure ensuring that Programme 
leaders attempt and pass the OSCA2 process if applicable. 
 

8. Complete standardisation material and share with all assessors delivering the course. 
 

9. Annually provide samples for Standards Verification as required by the awarding body. 
 

10. Monitor Standards Verification reports and undertake any remedial action required.  
 

11. Share good assessment practice between all BTEC programme teams.  
 

12. Ensure that BTEC assessment methodology and the role of the assessor are understood by 
all BTEC staff. 
 

13. Provide resources to ensure that assessment can be performed accurately and 
appropriately.  
 

 
 

 



 

BTEC Internal Verification Policy   

 

Aims:  

 
1. To ensure that IV is valid, reliable and covers all assessors and programme activity.  
 
2. To ensure that the IV procedure is open, fair and free from bias.  
 
3. To ensure that there is accurate and detailed recording of IV decisions.  
 

In order to do this, the centre will:  

1. Ensure that all centre assessment instruments are verified as fit for purpose.  

2. Verify an appropriately structured sample of assessor work from all programmes, sites 
and teams, to ensure centre programmes conform to national standards and Standards 
Verification requirements.  

3. Ensure that all Lead Internal Verifiers attempt and pass the OSCA2 process or complete 
standardisation materials. 

4. Plan an annual internal verification schedule, linked to assignment plans.  

5. Define, maintain, and support effective internal verification roles.  

6. Ensure that identified staff will maintain secure records of all internal verification 
activity.  

7. Brief and train staff of the requirements for current internal verification procedures.  

8. Promote internal verification as a developmental process between staff.  

9. Provide standardised IV documentation  

10. Use the outcome of internal verification to enhance future assessment practice.  

 

 

 

 

 

 



 

Roles and Responsibilities 

 

1. Assessors are responsible for teaching and assessing learners against the learning aims 
and assessment criteria of the course specification. Also need to provide assessment 
records and learner work for Standards Verification, and undertake any action required 
to bring the assessment in line with national standards. 

2. Internal Verifiers are responsible for ensuring that assessment decisions are consistent 
across the programme by checking that assignments are fit for purpose, standardising 
assessors and sampling assessment decisions. Anyone involved in the delivery and 
assessment of the programme can be an Internal Verifier, but you can’t internally verify 
your own assessment. 

3. The Lead Internal Verifier (Lead IV): Acts as a single point of accountability for the quality 
assurance across a Principal Subject Area. This means that they’re responsible for 
managing the assessment of units and qualifications as well as signing off assessment 
and internal verification decisions. The Lead IV ensures that all assessment and 
verification records are available for scrutiny by Pearson with learner work, which they'll 
need to confirm is authentic and valid. They are also responsible for authorising 
resubmissions fairly and consistently. The Lead IV will liaise with the Exams Officer, who 
will be responsible for imputing the grades for each Unit completed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

BTEC Appeals Policy    

Aims:  

1. To enable the learner to enquire, question or appeal against an assessment decision.  

2. To attempt to reach agreement between the learner and the assessor at the earliest 
opportunity. 

3. To standardise and record any appeal to ensure openness and fairness.  

4. To facilitate a learner’s ultimate right of appeal to the awarding body, where 
appropriate.  

5. To protect the interests of all learners and the integrity of the qualification.  

In order to do this, the centre will:  

1. Inform the learner at induction, of the Appeals Policy and procedure.  

2. Record, track and validate any appeal.  

3. Forward the appeal to the awarding body when a learner considers that a decision 
continues to disadvantage her/him after the internal appeals process has been 
exhausted.  

4. Keep appeals records for inspection by the awarding body for a minimum of 18 months.  

5. Have a staged appeals procedure.  

 

Candidate Appeals  

 

Stage 1  

 

 

Candidate should inform their Programme Leader 
of their concern/ dissatisfaction. There must be an 
initial discussion between the Programme Leader 
and the candidate during which the candidate 
explains their concerns and the Programme Leader 
explains the grading decision. The Programme 
Leader should keep a record of this discussion and 
its outcome. The candidate must be given a copy of 
the Appeals Policy.  

 

Stage 2  If the candidate is not happy after Stage 1, the 
candidate must put an appeal in writing to the 
Internal Verifier. The Programme Leader must 
produce a report within 3 days of being informed of 



 

the receipt of the written appeal. The Internal 
Verifier will consider all the relevant information 
and make a decision, which must be communicated 
to the candidate and the Programme Leader in 
writing.  

 

Stage 3  Where there is a discrepancy between the decision 
of the Programme Leader and the Internal Verifier, 
the matter is to be referred to the Quality Manager 
for a final decision. If necessary, the Quality 
Manager must ensure that any required process 
changes are made.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Remote learning and online communication policy    

Aims:  

1. To enable authenticity in the learner’s work.  

2. To ensure learners have access to relevant technology. 

3. To ensure staff have had the relevant training required to deliver effective remote 
learning. 

4. Safeguard students and staff.  

In order to do this, the centre will: 

1. Maintain a dialogue with learners in the form of tutorials concerning their work. 

2. Be able to access learner work through teams to ‘spot check’ authenticity.  

3. Follow the school’s ‘Acceptable Use Policy for Remote Learning and Online 
Communication’ (see attached). 

4. Audit the learners’ access to technology at home in order to act on/provide support to 
those who need it, e.g. laptop loan scheme etc.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 



 

Acceptable Use Policy (AUP) 
for Remote Learning and Online Communication 
 
 

Leadership Oversight and Approval  
 

1.  Remote learning will only take place using Microsoft Teams.  
o Microsoft Teams has been assessed and approved by the Trust central IT teams, the 
Headteacher and the Senior Leadership Team (SLT).  
  

2.  Staff will only use EEHS school accounts with learners and parents/carers.  
o Use of any personal accounts to communicate with learners and/or parents/carers is not 
permitted.  Any pre-existing relationships or situations which mean this cannot be complied 
with will be discussed with the Designated Safeguarding Lead (DSL).  
 
Staff will use work provided equipment where possible. e.g. a school laptop, tablet or other 
mobile device.  
 

3.  Online contact with learners and/or parents/carers will not take place outside of the 
operating times as defined by SLT:  
o 8.40 – 5.30pm.  
 

4.  All remote lessons will be formally timetabled; and recorded in the “delivering online  
lessons” channel. The HOD should be invited and should be able to drop in at any time.  
 

5.  Live streamed remote learning sessions will only be held with approval and agreement from  
HOD as long it has been recorded as per (4).  
 
Data Protection and Security  
 

6.  Any personal data used by staff and captured by Microsoft Teams when delivering remote  
learning will be processed and stored with appropriate consent and in accordance with the 
BET data protection policy (link).  
 

7.  All remote learning and any other online communication will take place in line with current 
EEHS confidentiality expectations as outlined in EEHS policies (link).  
 

8.  All participants will be made aware that Microsoft Teams records activity and that remote  
lessons are being recorded and stored on the EEHS Microsoft platform.  
 

9.  Staff will not record lessons or meetings using personal equipment unless agreed and risk  
assessed by SLT and in line with our data protection policy requirements.  
 

10.  Only members of EEHS community will be given access to Microsoft Teams. 
 

11.  Access to Microsoft Teams will be managed in line with current IT security  



 

 expectations as outlined in the BET ICT policy.   
 
 
 

  Session Management 
 
 

12. Staff will record the teacher, class, time, and date of any sessions held in the “delivering        
 online lessons channel”.  
 

13. Appropriate privacy and safety settings will be used to manage access and interactions. 
This includes all safeguarding activities located in the “delivering online lessons – 
teacher guide”.  

  
14. When live streaming with learners:  

     o contact will be made via learners’ EEHS provided email accounts or Microsoft Teams  
     logins.  
     o staff will ask the student to disable their video if the student enters the lesson without  
     disabling the video. Staff will remove the student from the lesson if they do not comply.  
  

15. Live 1 to 1 sessions will only take place with approval from a member of the SLT.  
 

Live 1:1 sessions with learners are not recommended unless they are approved by SLT, a 
parent/carer is present in the room if possible (however, this may not be appropriate if 
providing counselling or safeguarding support) and the session is recorded. 

 
The student AUP should be posted in the class Team before any lesson is scheduled and 
students should reply to say they accept the AUP.  
 
Access links should not be made public or shared by participants.  

• Learners and/or parents/carers should not forward or share access links.  

• If learners/parents/carers believe a link should be shared with others, they will 
discuss this with      the member of staff running the session first. 

 
Learners are encouraged to attend lessons in a shared/communal space or room with an 
open door and/or when appropriately supervised by a parent/carer or another appropriate 
adult.  
 
Behaviour Expectations  
 

17.  Staff will model safe practice and moderate behaviour online during remote 
sessions as they would   
in the classroom.  

 
18.  All participants are expected to behave in line with existing EEHS policies and 
expectations.  



 

 
19.  Staff will remind attendees of behaviour expectations and reporting mechanisms at 
the start of the  
session.  

 
20.  When live streaming, participants are required to:  
wear appropriate dress.  
ensure backgrounds of videos are neutral (blurred if possible).  
ensure that personal information and/or unsuitable personal items are not visible, either 
on screen or in video backgrounds.  
 
21. Educational resources will be used or shared in line with our existing teaching and 
learning policies,        
taking licensing and copyright into account.  

 
 
Policy Breaches and Reporting Concerns  

 
22. Participants are encouraged to report concerns during remote sessions:  

 
23. If inappropriate language or behaviour takes place, participants involved will be 
removed by staff,    
the session may be terminated, and concerns will be reported to HOD or DSL.  

 
24. Inappropriate online behaviour will be responded to in line with existing policies 
such as acceptable use of technology, allegations against staff, anti-bullying and 
behaviour.  

Sanctions for deliberate misuse may include, restricting/removing use, 
contacting police if a criminal offence has been committed.  

 
25. Any safeguarding concerns will be reported to Oliver Daniels or Aisleen Sheehan, 
Designated         
Safeguarding Leads, in line with our child protection policy.  

 

Date of next review: Autumn 2, 2023 - 2024 


