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Please note that as we are a small school/exam Centre the roles of Examinations Officer, Internal Verifier, 
Internal Quality Assessor and SENCO are in many instances synonymous.  
 
Appeals Procedure for candidates 
The appeals procedure below documents the process that candidates/learners can follow.  School acknowledge 
that any such appeal a leaner may wish to make may be made on their behalf by a parent or carer.  
 
Aim 

• To enable a learner to enquire, question or appeal against an assessment decision. 

• To attempt to reach agreement between a learner and assessor in respect of assessment decisions. 

• To standardise and record any appeals to ensure parity and fairness. 

• To facilitate a learner’s right of appeal to the awarding body if appropriate. 

• To protect the interests of all learners and the integrity of the qualification.  
 
To achieve this, The Stable School will: 

• Inform the learner of their right to appeal and the procedures for this at the start of the course. 

• Record, track and validate any appeals. 

• Forward appeals to the awarding body when an internal solution that is satisfactory can not be made. 

• Keep appeals records available for inspection for a minimum of 18 months. 

• Have a staged appeals procedure. 

• Take appropriate action to ensure all learners work is checked when result vailidity is questioned in an 
appeal. 

• Monitor appeals to inform quality control. 
 

Appeal Responsibilities 

• It is the responsibility of The Stable School as an assessment centre, to make all students aware of the 
appeals procedure and give them access to a copy of the procedure.  

• The Internal Verifier and Exams Officer are responsible for managing the formal appeals process with 
support and guidance where needed from the Headteacher.  

• If deemed necessary, a formal appeals panel should be set up comprising at least three people, where at 
least one member is independent of the assessment process.  

• Written records of all appeals will be maintained by the school. These should include a description of 
the appeal, the outcome of the appeal and the reason for that outcome.  Any such records will be 
shared with the Awarding Body on request. 

 
Grounds for Appeal 
A student/candidate would have grounds for appeal against an assessment decision in the following situations 
(the list below is selective and not exhaustive).  

 

• The work is not assessed according to the set criteria, or the criteria are ambiguous.  

• The final grade of the work does not match the criteria set for grade boundaries or the grade boundaries 
are not sufficiently defined.  

• The internal verification procedure contradicts the assessment grades awarded.  

• There is evidence of preferential treatment towards other students/candidates.  

• The conduct of the assessment did not conform to the published requirements of the Awarding Body 

• Agreed deadlines were not observed by staff.  

• The current Assessment Plan was not adhered to.  

• The decision to reject coursework is on the grounds of malpractice. 
 
 
 
 
 



 

 

Formal Appeal Procedures 

• The learner should first attempt to resolve their concern through informal discussion with the Internal 
Verifier. 

• If informal discussion does not lead to an outcome that satisfies the leaner, a formal appeal should be 
made.   

• The learner should ask the Internal Verifier for a re-assessment. This request must be made within 10 
working days of receiving the original assessment result.  

• On receipt of a formal appeal, the Exams Officer with the Internal Verifier will seek a solution negotiated 
between the relevant assessor and the learner.  If deemed appropriate/necessary, a formal appeals 
panel will be set up comprising at least three people, where at least one member is independent of the 
assessment process.  

• The outcome of the appeal may be:  
o Confirmation of original decision 
o A re-assessment by an independent assessor 
o An opportunity to resubmit for assessment within an agreed revised timescale. 

 
Complaints Procedure 
Where a learner is unhappy with the appeals process documented above, how it has been applied or a related 

matter they (or their representative), may also consider making a formal complaint to the school.  It should be 

noted that such a complaint cannot change the outcome of any appeal.   

 

The Stable School aims to provide pupils with teaching and pastoral care of a quality that exceeds the school’s 

general duty. Where a complaint is made against the school, its staff or a person contracted to work within the 

school, its Complaints Policy and related procedures will be followed.   

 

Any complaints made against the school, or a member of its staff will be taken extremely seriously.  A satisfactory 

and efficient means of resolution will always be sought at the earliest opportunity. 

 

Please refer to school’s Complaints Policy for further information 

 
Due Process 
A student or their representative has the right to contact an awarding or regulatory body and may do so at any 
time. 
 

During any period of complaint or dispute, we will ensure where possible that teaching continues, or work is set 

to help ensure that the learner does not fall behind.  The Stable School will ensure lessons are well planned and its 

approach to all learners is fair and equal.   

 

Where possible school will always seek opportunities to defuse situations and avoid the need for a student to 

formalise a complaint.   

 

School will always follow regulatory guidance when explaining course progress criteria and sharing assessment 

materials. 

 

School will always record complaints and review these regularly to identify learning and in particular any trends 

which may impact upon other learners.  

 

Where a complaint is upheld, school will ensure any learner is not disadvantaged and has continued access to 

the course materials.  Where appropriate a different assessor will be allocated.  

 

 
 
 



 

 

Conflict of Interest 
At the Stable School we will ensure that decisions taken by employees or others acting on behalf of the school 
are free from personal bias and don’t unfairly benefit any individual or company. 
 
Any suggestion of bias because of a conflict of interest will be taken extremely seriously.   

 

Please refer to school’s Conflict of Interests Policy for further information 

 
Equality & Accessibility  
This policy outlines the commitment of the Proprietor, Headteacher, Senior Leadership Team, staff and students to 

promote equality within our school.  

 

We believe that equality should permeate all aspects of school life.  It is everybody’s responsibility to ensure that students, 

staff, and visitors feel safe, valued and of equal worth.  

 

At The Stable School equality is a key principle for treating all people the same irrespective of their gender, ethnicity, 

disability, religious beliefs/faith tradition, sexual orientation, age or any other of the protected characteristics.  

 

Please refer to school’s Equality Policy & Accessibility Plan.  

 
Curriculum 
It is fundamental to the Stable School’s philosophy that we provide a rich and diverse learning environment in which every 
child can have their social, emotional, and mental health needs met.  This approach empowers our students to progress 
and achieve their academic potential.  
 
Where possible and appropriate we provide a curriculum that is taught by stage and not age. Many of our students have 
significant gaps in their knowledge and skills because of their previous educational experiences.  We will also provide 
academic challenge for those students who we recognise as being gifted and talented.   
 
First and foremost, a trauma informed approach underpins all that we do and is the key driver to individual student 
success in all areas of learning.  
 
Please refer to school’s Curriculum Policy.  

 
Ethos and Atmosphere 
At The Stable School we are aware that those involved in the leadership of the school are instrumental in 
demonstrating mutual respect between all members of the school community. 
 
There should be an ‘openness’ of atmosphere which welcomes everyone to the school.  Our students are 
encouraged to greet visitors to the school with friendliness and respect. 
 
Provision is made to cater for the spiritual needs of all the children through planning of both assemblies and 
classroom activities. 
 
Learning Environment 
There is a consistently high expectation of all pupils regardless of age, gender, ethnicity, ability or social 
background.  All pupils are encouraged to improve on their own achievements and not to measure themselves 
against others.  Parents/carers are also encouraged to view their own children’s achievements in this light. 
 
Teacher enthusiasm and care is a vital factor in achieving a high level of motivation and good results from all 
pupils.  Adults in the school will provide positive role models in their approach to all issues relating to equality of 
opportunity. 
 



 

 

The school aims to meet all pupils’ learning needs including the more able by carefully assessed and 
administered programmes of work (please see Curriculum Policy).   
 
The school provide an environment in which all pupils have equal access to all facilities and resources (please see 

Equality Policy & Accessibility Plan).  

. 
All pupils are actively involved in their own learning.  A range of teaching methods are used throughout the 
school to ensure that effective learning takes place at all stages for all pupils. 
 
Resources and Materials 
The provision of good quality resources and materials within the school is a high priority.  These resources 
should: 

• reflect ‘the reality of an ethnically, culturally and sexually diverse society’ 

• reflect a variety of viewpoints 

• show positive images of males and females in society including people with disabilities 

• reflect non-stereotypical images of all groups in a global context 

• include materials to raise awareness of equal opportunity issues 

• be equally accessible to all members of school community  

• not include explicitly and implicitly racist, sexist, homophobic or ageist materials. Our materials seek to 
promote all areas of equality. 

 
Language 
We recognise that it is important that all members of the school community use appropriate language which is 
reflected in our therapeutic approach and desire to deliver trauma informed provision. 
 
Staff and students must use language that: 

• does not transmit or confirm stereotypes 

• does not offend 

• creates and enhances positive images of particular groups  

• creates the conditions necessary for all to develop self-esteem 

• uses correct terminology when referring to particular groups or individuals  
 
Organisation of Learning 
When organising groups for various activities, consideration is always given to the composition of a group with 
the intention of providing a balance appropriate to the activity. 
 
Access to Cultural Diversity 
At The Stable School our environment is not culturally diverse, and we are very conscious of the need to provide 
first hand experiences of other cultures.   School will always seek opportunities for students to experience 
cultural diversity through its curriculum offer and where appropriate extra-curricular provision.  
 
Extra-curricular provision 
As a school we provide equal access to all range of activities that are not age or gender biased.  
 
We accept responsibility for making contributors to extra-curricular activities aware of the school’s commitment 
to equality of opportunity by providing them with guidance drawn from this policy.  Contributors might include 
individuals such as sports coaches or bus drivers.   
 
Legislation 
We respect and fully adhere to all legislative requirements that impact on the school’s business and the lives of 
our students and their parents/carers.   
 
Reference to specific legislative requirements can be found in relevant school policies. 

 



 

 

Staffing and Staff Development 
We recognise the need for positive role models and distribution of responsibility amongst staff.  This must 
include student access to a balance of male and female staff members across key stages. 
 
We will always encourage all individuals to achieve their aspirations and ensure appropriate opportunities for 
career development. 
 
We will ensure our staff receive all necessary training and development.  Within this we will seek opportunities 
to increase awareness of the needs of individual or groups of students and give staff flexibility to respond 
quickly to any changing needs within our school population.  
 
Harassment and Bullying 
It is the duty of this school to challenge all types of discriminatory and/or unwanted behaviour. 
 
The Stable School defines bullying and/or harassment as any behaviour by an individual or group, repeated over 
time, that intentionally hurts another individual or group either physically or emotionally.  
 

Please refer to school’s Anti-Bullying Policy.  

 
Parents and the Wider Community 
We will always seek to work in partnership with parents/carers to help ensure all pupils can achieve their 
potential.  
 
We are united in our support for diverse groups within our immediate community and beyond. 
 
Monitoring and Review 
School Policies and approaches referred to in this document are monitored and regularly reviewed.   
 
Identified timescales for the review of individual policy areas can be found at the start of any school policy 
document.  Polices will be reviewed more frequently where monitoring and/or experience identifies the need to 
do so or considering change in legislation or good practice guidance. 
 
Internal Quality Assurance Process and Procedures 
School will: 

• Ensure there is an accredited internal quality assurer for each subject area 

• Ensure valid, accurate, consistent and reliable internal quality assurance (IQA) arrangements are in place 
across programme activities.  

• Ensure IQA arrangements in place are fair and free from bias. 

• Ensure accurate and up to date records are kept of all IQA processes.  

• Ensure all student work and related marking by teachers are examined as part of IQA arrangements.   
 
To achieve this, school will: 

• Ensure all assignments are checked by an internal quality assurer two weeks prior to submission to 
learners and are deemed as fit for purpose.  

• Ensure standardised AIM, PEARSON and AQA paperwork is completed for all IQA decisions  

• Ensure any assignment brief corrections are completed within one week of IQA decisions and recorded 
on documentation. 

• Hold once half-termly standardisation meetings amongst AIM VOC tutors and Internal Verifiers (IV). 
Records of standardisation are currently held by school’s IV and will be logged/collated (along with 
sample work) on our Evidence for Learning (EFL) platform once it is fully operational later this year.  

• Verify an appropriately structured sample of work that conforms to confirmation sampling 
requirements.  



 

 

• Plan an annual verification schedule linked to assignment plans that include all learners and course 
tutors.  

• Define, maintain and support effective IQA roles, using AIM centre guidance. 

• Keep secure records of all IV work and related decisions.  

• Brief and train staff in internal verification procedures to ensure parity, including the use of cross-
programme meetings published in advance .  

• Apply and maintain timely internal verificaion timescales.  

• Use the outcome of internal verification to enhance future assessment practice, including reflection in 
cross-programme meetings and planning. 

 
Assessment Malpractice Procedure 
 
What is Malpractice? 
By Learners  

• Plagiarism of any nature. 

• Working with others to produce work that is then submitted as individual work. 

• Copying (including the use of ICT cut and paste) 

• Fabrication of results or evidence 

• False declaration of authenticity in relation to coursework. 

• Impersonation by pretending to be someone else in order to produce work to be submitted by a 3rd 
party. 

• Deliberate destruction of another’s work. 
 
By the Centre (school): 

• Improper assistance to learners. 

• Inventing or changing marks for internally verified work where there is insufficient evidence of learners 
work to justify marks given. 

• Failure to keep learner work secure. 

• Fraudulent claims for certificates. 

• Inappropriate retention of certificates. 

• Assisting learners in the production of coursework where the level of help means the teacher is 
completing work for the learner. 

• Producing falsified witness statements. 

• Allowing evidence that is known to be fraudulent to form part of marked coursework. 

• Facilitating and allowing impersonation. 

• Misusing the conditions for special learner requirements. 

• Falsifying records. 
 
These are not exhaustive lists and all allegations of malpractice should be approached on a case by case basis. 
 
Avoiding or Investigating Claims of Malpractice 
School will: 

• Identify and minimise the risk of malpractice by staff or learners. 

• Respond to any incident of alleged malpractice promptly and objectively. 

• Standardise and record any investigation of malpractice to ensure openness and fairness. 

• Impose appropriate penalties and / or sanctions on learners or staff where incidents (or attempted 
incidents) of malpractice are proven. 

• Protect the integrity of The Stable School, it’s courses and AIM and AQA qualifications. 
 
To achieve this, school will: 

• Seek to avoid potential malpractice by using the induction period and the course introduction 
guidenlines to inform learners of the school’s policy on malpractice and the penalities for attempted and 
actual incidents of malpractice. 



 

 

• Show learners the appropriate formats to record cited texts and other materials for information. 

• Ask learners to declare that their work is their own. 

• Ask learners to provide evidence that they have interpreted and acknowledged any information or 
sources used. 

• Conduct any investigation required in a form that suits the nature of the allegation. Such an 
investigation will normally be undertaken by the Course Leader and Internal Verifier. 

• Make any individual aware at the earliest opportunity, of the nature of any alleged malpractice and the 
possible consequence if malpractice is proven. 

• Give individuals the opportunity to respond to any allegations. 

• Inform individuals of the procedures for appealing against any decision made. 

• Document all stages of any investigation. 
 
If malpractice is proven: 

• The Course Leader will make recommendations to the Internal Verifier on appropriate action and 
penalty – this will be detremined by the evidence available for each individual case. 

• The Internal Verifier will will provide a report for the Headteacher documenting the situation and 
recomended action. 

• The Headteacher will make a decision.  When making the decision, the Headteacher will take into 
account available evidence and all relevant school policies or procedures.  To ensure a robust and 
consistent approach to decision making, the Headteacher may also choose to seek additional evidence 
or speak to any or all parties involved before a decision is made.   

• The Headteacher will notify the Awarding Body of any proven cases of malpractice. 
 
Where an individual is unhappy with the process documented above, how it has been applied or a related 

matter they (or their representative), may also consider making a formal complaint to the school.  It should be 

noted that such a complaint cannot change the outcome of any malpractice decision.   

 
Reasonable Adjustments and Special Considerations 
This document is provided as an exam-specific supplement to the schools existing Equality Policy and Accessibility Plan.   

 
This document details how school facilitates access to exams and assessments for disabled candidates, as defined 

under the terms of the Equality Act 2010, by outlining staff roles and responsibilities in relation to: 

• identifying the need for appropriate arrangements, reasonable adjustments and/or adaptations 

(referred to as ‘access arrangements’) 

• requesting access arrangements 

• implementing access arrangements and the conduct of exams 
 

Definition of Disability for Access Arrangements and Reasonable Adjustments 
A definition is provided on page 9 of the current JCQ publication: Adjustments for candidates with disabilities 
and learning difficulties - Access Arrangements and Reasonable Adjustments 2020 -2021  
 
Roles and Responsibilities 
The Headteacher: 

• Has full knowledge and understanding of all content of this Policy 

• Refers to annually  updated publications on the matter from JCQ  

• Will review this Policy at least annually and make updates to content when needed 

• Ensures this policy demonstrating school’s compliance with relevant legislation remains accurate and in 
place 

• Ensures quality and equality of the access arrangements process within the school. 

• Ensures staff roles, responsibilities and processes relating to identifying, requesting and 

implementing access arrangements are clearly defined and documented. 

• Ensures an appropriately qualified assessor(s) is/are appointed and that evidence of the 



 

 

qualification(s) of the person(s) appointed are held on file. 

• Notifies the Awarding Body of any failure to secure appropriate access arrangements for a 

student/learner. 

 

Senior Leaders: 

• Are familiar with all content of this Policy 

• Support the Headteacher, Examinations Officer and Course Leaders in determining the need for and 

implementation of access arrangements. 

 

Examinations Officer & Course Leaders: 

• Have full knowledge and understanding of all content of this Policy 

• Refer to annually  updated publications on the matter from JCQ 

• Ensures the assessment process is administered in accordance with the regulations. 

• Lead the access arrangements process to facilitate access for candidates. 

• If not the appropriately qualified assessor, work with the person/persons appointed on all matters 

relating to assessing candidates and the administration of the assessment process. 

• Ensure all assessments carried out and arrangements put in place comply with JCQ and Awarding 

Body regulations and guidance 

• Ensure arrangements put in place for exams/assessments reflect a candidate’s normal way of working 

within the school 

• Ensure the need for access arrangements for a candidate will be considered on a subject by  subject 

basis. 

• Present when requested by a JCQ Centre Inspector, evidence of the assessor’s qualifications. 

• Work with teaching staff, relevant support staff to ensure centre-delegated and awarding body 

approved access arrangements are put in place for candidates taking internal and external 

exams/assessments. 

• Provide appropriate evidence to confirm the need(s) of a candidate. 

• Complete appropriate documentation as required by the regulations of JCQ and the awarding body. 

 

Teaching Staff: 

• Inform the Headteacher and Course Leads of any support that might be needed by a candidate 

• Ensure arrangements put in place for exams/assessments reflect a candidate’s normal way of  working 

within the school 

• Provide information to evidence the normal way of working of a candidate. 

 
Assessor of Candidates with Learning Difficulties 
An assessor of candidates with learning difficulties will be an appropriately qualified access arrangements  

assessor/psychologist/specialist assessor.  They must have a detailed understanding of current JCQ requirements.  

They must conduct assessments appropriate to identification of needs for the candidate concerned.  

 
Requesting Access Arrangements 
School will: 

• Determine if the arrangements identified for a candidate  require prior approval from the awarding 

body before the arrangements are put in place or if approval is centre-delegated. 

• Follow all relevant guidance to process approval applications for access arrangements for GCSE and GCE 

qualifications. 

• Ensure appropriate evidence is held on file to confirm validation responses including the completion of 



 

 

JCQ Form 8 where required (although Children with EHCPs don’t require this)  This would also normally 

include evidence to substantiate a     candidate’s normal way of working within the school. 

• Make an awarding body referral through AAO (Access Arrangements Online) where the initial 

application may not be approved by AAO but where it is deemed by the school that the candidate does 

meet the criteria. 

• Confirm by ticking the ‘Confirmation’ box prior to submitting an application for approval that  the 

‘malpractice consequence statement’ has been read and accepted. 

• Apply for approval through the awarding body where qualifications sit outside the scope of AAO. 

• Ensure that arrangements (and approval where required), are in place before a candidate takes their 

first exam or assessment.  

• Ensure that where approval is required, it is applied for before the awarding body deadline. 

• Liaise regarding any appropriate modified paper requirements for candidates. 

• Ensure AAO approval is in place for early opening of papers where this is required/permitted to modify 

a timetabled written component exam paper (copy on coloured paper, enlarge to A3 or copy to single 

sided print). 

• Where appropriate, order published modified papers by the awarding body’s deadline for the exam 

series. 

• Maintain a file for each candidate that will include: 
o completed JCQ/awarding body application forms and evidence forms. 
o appropriate evidence to support the need for the arrangement where required. 
o appropriate evidence to support normal way of working within the school. 
o in addition, for GCSE and GCE qualifications (where approval is required), a printout of the AAO 

approval and a signed data protection notice (which provides candidate consent to their personal 

details being shared). 

• Present the files when requested by a JCQ Centre Inspector. 
 
External Assessments 
These are assessments which are normally set and marked/examined by an awarding body which must be 

conducted according to awarding body instructions and/or the JCQ publication ‘Instructions for Conducting 

Examinations’ (ICE). 

 
Implementing Access Arrangements and the Conduct of Exams 
 
Roles and Responsibilities 
Headteacher 

• Supports all relevant centre staff to ensure appropriate arrangements, adjustments and adaptations 

are in place to facilitate access for disabled candidates to exams. 

• Is familiar with the Checklist for Heads of Centre and Examination Officers – The Equality Act 2010 and 

Conduct of Examinations provided in the current ICE (page 44). 

• Is responsible for the school’s emergency evacuation procedures and the arrangements that may need 

to be in place for a candidate with a disability who may need assistance when an exam room is 

evacuated. 

 
School will: 

• Ensure appropriate arrangements, adjustments and adaptations are in place to facilitate access for 

candidates where they are disabled within the meaning of the Equality Act (unless a temporary 

emergency arrangement is required at the time of an exam). 

• Ensure that any arrangements put in place do not unfairly disadvantage or advantage disabled 

candidates. 

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations


 

 

• Ensure provision of appropriate rooming and equipment that may be required to facilitate access for 

disabled candidates to exams. 

• Ensure the facilitator is known by or introduced to the candidate prior to exams. 

• Liaise to ensure that invigilators are made aware of the Equality Act 2010 and are trained in disability 

issues. 

• Liaise where a facilitator may be required to support a candidate requiring an emergency (temporary) 

access arrangement at the time of exams. 

• Ensure exam information (JCQ information for candidates documents, individual exam timetable etc.) 

is adapted where this may be required for a disabled candidate  to access it 

• Ensure a candidate is involved in any decisions about arrangements, adjustments and/or adaptations 

that may be put in place for him/her and ensures the candidate understands what  will happen at exam 

time. 

• Ensure that prior to any arrangements being put in place checks are made that arrangements   do not 

impact on any assessment criteria/competence standards being tested. 

• Appoints appropriate centre staff as facilitators to support candidates (practical assistant, prompter, 

Oral Language Modifier, reader, scribe or Sign Language Interpreter). 

• Ensure facilitators supporting candidates are appropriately trained and understand the rules of  the 

particular access arrangement(s). 

• Ensure a facilitator acting as a prompter is aware of the appropriate way to prompt depending  on the 

needs of the candidate. 

• Ensure cover sheets (where these are required by the arrangement) are completed as required by 

facilitators. 

• Ensure appropriate seating arrangements are in place where different arrangements may need to be 

made for a candidate to facilitate access to his/her exams. 

• Ensure invigilators are briefed prior to each exam session of the arrangements in place for a disabled 

candidate in their exam room. 

• Check in advance of dated exams/assessments that modified paper orders have arrived (and if not 

contact the awarding body to ensure that papers are available when required). 

• Make modifications that are permitted by the centre such as a question paper copied onto coloured 

paper, an A4 to A3 enlarged paper or a paper printed on single sheets or where a question paper may 

need to be scanned into PDF format where a candidate is approved the use of a computer reader.  

• Understand that where permitted/approved, secure exam question paper packets may need to be 

opened early where preparation is required by the facilitator (Oral Language Modifier, Live Speaker, 

Sign Language Interpreter only).  This would normally happen no earlier than 90 minutes prior to the 

published start time of the exam. 

• Ensure that the facilitator only has access to the papers one hour prior to the published start time of 

the exam. 

• Provide cover sheets prior to the start of an exam where required for particular access arrangements 

and ensures that these have been fully completed before candidates’ scripts are dispatched to 

examiners/markers. 

• Print pre-populated cover sheets from AAO where this is required for GCSE and GCE qualifications. 

• Have a process in place to deal with emergency (temporary) access arrangements as they arise  at the 

time of exams in terms of rooming and invigilation. 

• Where required for emergency (temporary) access arrangements, applies for approval through  AAO or 

through the awarding body where qualifications sit outside the scope of AAO. 

 



 

 

Maintenance 
School is responsible for ensuring that rooms and non-specialist equipment (chairs, tables, clocks etc.) used for 
exams that may need to be adapted for a candidate. 
 
ICT or Other Specialist Equipment 
School will ensure appropriate ICT or other specialist equipment is provided for a candidate as required.   
 
School accesses ICT support from a specialist external ICT provider. 
 
Internal Assessments  
These are non-examination assessments (NEA) which are normally set by a centre/awarding body, marked 

and internally verified by the centre and moderated by the awarding body. 

 

Internal assessments will follow all appropriate guidance and process documented earlier in this Policy and all 

guidance and requirements of the appropriate Awarding Body. 

 
Internal Exams 
These are exams or tests which are set and marked within the centre; normally a pre-cursor to external assessment. 

 

Internal exams will follow all appropriate guidance and process documented earlier in this Policy and all 

guidance and requirements of the appropriate Awarding Body. 

Recognition of Prior Learning Policy (RPL) 

 
Principles to Implement and Develop Policy 

• RPL is a valid method of enabling individuals to claim credit for units, irrespective of how their learning took 
place. There is no difference between the achievement of the learning outcomes and assessment criteria of 
a unit through prior learning or through a formal programme of study. 

• RPL processes, procedures, practices and decisions should be transparent, rigorous, reliable, fair and 
accessible to individuals and stakeholders to ensure that users can be confident of the decisions and 
outcomes of RPL. 

• RPL is a learner-centred, voluntary (for the learner) process. The individual should be offered advice on the 
nature and range of evidence considered appropriate, to support a claim for credit through RPL, and be 
given guidance and support to make a claim.  

• The process of assessment for RPL is subject to the same quality assurance and monitoring standards as any 
other form of assessment. The award of credit through RPL will not be distinguished from any other credits 
awarded. 

• Assessment methods for RPL must be of equal rigour to other assessment methods, be fit for purpose and 
relate to the evidence of learning. Credit may be claimed for any unit through RPL unless the assessment 
requirements of the unit do not allow this, based on a rationale consistent with the aims and regulations of 
the framework. 

• Where units are assessed against assessment criteria or grading criteria, then all evidence must be 
evaluated using the stipulated criteria. In assessing a unit using RPL the assessor must be satisfied that the 
evidence produced by the learner meets the assessment standard established by the learning outcome and 
its related assessment criteria. The evidence must be authentic, current, relevant and sufficient. 

• The prior learning that would provide evidence of current knowledge, understanding and skills will vary 
from sector to sector. It will depend on the extent of the experience, technological changes and the nature 
of the outcome claimed. If the currency of any evidence is in doubt, the assessor may use questions to check 
understanding, and for competence. 

• The assessment and award of credit must take into account the relevant validating or awarding body 
regulations pertaining to RPL. 

• The rules, regulations and procedures governing the recognition of prior learning should be included in the 
student handbook given to every student when joining the programme/course. 



 

 

• A student should have the right to appeal when an application for credit is unsuccessful. 
 
Student Entitlements 

• All students shall be entitled to apply for RPL providing they meet the specific requirements of the validating 
/awarding body governing the qualification for which they are studying. 

• A student who makes an initial enquiry about RPL should be given timely and appropriate guidance and 
support on the rules, regulations and processes involved in accreditation. 

• A student may appeal against the credit points awarded but only on the grounds of nonobservance of 
agreed procedures and/or improper application of those procedures. 

 
Student Responsibilities  

• The student must complete a credit claim form, and provide evidence to show that the requirements of the 
unit, module or part of a unit, or module have been covered; 

• The student must consult with the agreed subject specialist in the preparation of his/her evidence. 

• Students applying for credit must agree an action plan to enable him/her to obtain the award s/he is aiming 
for. 

• Students must agree to attend any further oral assessments or appropriate assessments if initial evidence is 
deemed to be unsatisfactory for the RPL assessor. 

 
Teaching staff’s responsibilities 

• To provide support and encouragement to all students wishing to claim credit for prior learning. 

• Following initial enquiries by any student the member of staff should place the student in contact with a 
subject specialist. 

• The subject specialist should develop, with the student, an action plan to address the learning outcomes of 
the programme. 

• The subject specialist should identify the evidence needed to support the claim for credit and explain how 
this evidence will be assessed and by whom. 

• Ensure that the student claiming credit is enrolled with the school for a specific award/qualification. 

• To notify MIS of any student claiming credits by RPL or using units gained from one qualification towards the 
next level of achievement. 

 
Management responsibilities 
The Headteacher will ensure that: 

• All staff are fully conversant with this policy and the demands it places on them 

• All appropriate staff are competent to undertake their roles and responsibilities in the procedures for 
verification and recognition of prior learning. 

• Staff development is made available to those staff not conversant with or competent to undertake the 
procedures for RPL. 

 
Monitoring & Evaluation 
The Headteacher will monitor the operation of the policy to ensure it reflects current strategic aims. 
  
The standards by which the success of the policy can be evaluated are: 

• Student feedback. 

• Staff feedback on the quality of support provided by the school to enhance skills and competence to 
undertake the procedures for RPL. 

• External examiner/verifier comments on the rigor and consistency applied to RPL  procedures across the 
School. 

 
 
 
 
 



 

 

Registration and Certification Procedure 
 
Aim: 

• To register individual learners to the correct programme within agreed timescales. (Exams Officer) 

• To claim valid learner certificates within agreed timescales.  

• To create a secure, accurate and accessible audit trail to ensure that learner registration and certificate 
claims are trackable. 

 
To achieve this, The Stable School will: 

• Register each learner within the awarding body requirements. 

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

• Inform the awarding body of any late entries, withdrawals, transfers or changes to learner details. (exams 
officer/programme leader) 

• Ensure certificate claims are done in good time and based on verified assessment work. (exams 
officer/programme leader) 

• Audit certificate claims made to the awarding body. (programme leader) 

• Audit certificates received before issue and report any mistakes. (programme leader) 

• Keep all assessment records safe and secure for three years post certification. (programme leader) 
 
 

This policy will be reviewed on an annual basis by the Headteacher 


