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Centre Policies:

Policies, Procedures and Information Documents

Link your Centre documents to this document or include hard copies. 

All the necessary policies are stored:
 <insert location> internally for staff/employees
 <insert location> for learners.

All policies are reviewed <inc timeframe I.e., annually>, all amendments are clearly date recorded and next review date recorded. Appropriate policies, procedures and information are discussed and shared with employees/staff and learners at the time of their Induction.


You can find information about our Mandatory Policies on QualHub

The following content can be used by centres to support:

Writing a policy

 Below is an outline of the areas covered by a policy. 

Rationale or purpose 
• The rationale or purpose statement expresses “why” the policy is being written.
• The rationale or purpose may also contain or cross-reference “background” materials or more explanatory details regarding legal, regulatory, or other factors that led to the development of the policy. 

Link to the Centre Agreement for the Delivery of Qualification i.e.
 • Conflict of Interest.
 • Withdrawal of Learners/Withdrawal of Qualifications. 
• Malpractice & Plagiarism. 

Policy statement 
• The policy statement should be a concise statement of “what” the policy is intended to accomplish. 

Scope 
• The scope of the policy can set important parameters such as to whom the policy will apply (e.g., staff, contractors, guests etc.) and to what (e.g., paper and electronic records, information and computer assets). 

Related documents 
• Refer to any related documents, policies or procedures that inform the policy they are developing (for example: Health & Safety policy might refer to the Accident reporting document or that the Fire Evacuation procedure is embedded in the policy). 



Roles/Responsibilities 
• The procedure may contain details about who is responsible for what. 
• The policy should also identify who is responsible for enforcement or compliance and who will provide interpretations in the event of the need for clarification or when there is a dispute. 

Definitions 
• Policies should be precise and easy to understand. Sometimes terms will need to be defined to clarify meaning. However, the policy should attempt to convey messages in simple yet precise terms; excessive definitions may make a policy document unreadable or subject to greater scrutiny. 

Procedures 
• Procedures will detail “how” the policy statement will be maintained. 
• Procedures may also describe enforcement provisions or methods for appeal. Procedures are normally provided in separate documents which are cross referenced within the policy document. 

References 
• It is possible that there are other policies or organisational documents that compliment, supplement, or help explain the provisions contained within the policy. 
Some examples may include: 
• Data Protection regulations. 
• The Children Act 2004. 
• Health & Safety at Work Act 1974. 

It is considered good practice to regularly review and update your policies, recording review dates for audit purposes

These policies and procedures will need to be reviewed as a minimum by your External Quality Assessor (EQA):

Health and Safety policy - the aim of the policy is to minimise the risk of fire, injury to people or damage to property within reasonable limits. Includes detailing how a safe learning environment is provided for learners and centre staff. This policy must also include checking learner placement safety. May include risk assessments for classrooms and emergency evacuation procedures.

Diversity and Equality policy - the aim of the policy is to set out our commitment to ensuring we adhere to the diversity and equality legislation and principles in our responsibilities as a training provider along with fair access and assessment arrangements. Includes the centre inclusion statement detailing how learners with specific needs will be initially assessed and supported to achieve.

Appeals policy - the aim of the policy is to ensure learners understand what to do should they wish to appeal against a decision in relation to their portfolio of work or their external assessment.

Reasonable Adjustments and Special Considerations policy - the aim of the policy is to ensure any reasonable adjustments and special considerations are provided to the learner irrespective of their sex, marital status, age, religion, colour, race, nationality, ethnic origin, or disability. The assessment process will be free from any barriers that unnecessarily restrict access.

HR (Human Resources) policies and job descriptions - these documents will detail the requirements and expectations for all roles.

Safeguarding policy - including details regarding safeguarding learners, reporting procedures, safe recruitment of centre staff and how the centre embeds the Prevent Strategy into its practice.

Complaint's procedure – how this is shared with the learners and staff and provides information for learners who may have a complaint. This procedure should explain how to make a complaint as well as how to escalate any complaint to us. In addition, the centre would also need to have a complaints process showing how a learner can raise any concerns about their learning experience at the centre.

Data Protection/Confidentiality policy – should include the centre processes, persons responsible, link to appropriate legislation and regulations, training, monitoring, GDPR.

Malpractice/Plagiarism/Compliance policy - should include information on how malpractice and plagiarism is identified, minimised and managed within the centre. Investigation and reporting procedures should also be covered.

Conflicts of Interest policy - this should link to NCFE Conflict of Interest and include persons responsible for policy/process, risk management, prevention, procedures and escalation to us as the Awarding Organisation.  

Withdrawal of product and/or learner policy - procedure for withdrawal of qualifications and/or withdrawal of learners from our qualifications.

Recognition of Prior Learning policy – procedure and responsibilities at the centre, clearly referencing to is as the Awarding Organisation and our policy.

Staff Development policy – should refer to practices and procedures used to develop the knowledge, skills and competencies of staff within the centre to improve and extend efficiency both for the centre and for the individual concerned which will in turn support learner engagement and enhance learning journey.
 
External assessment/Exam Policy – policy including controlled assessment (where applicable)

IQA Strategy/policy/procedure - sections included in the policy may include introduction, centre structure and roles, qualification delivery, quality assurance of qualifications delivery, assessment, IQA processes, monitoring of assessment practice, procedures for developing and supporting staff, meetings, standardisation process, verification of assessment, centre documents/exemplar documentation.

Contingency Policy – procedure of plans/provisions in place to support learners and assessment should an incident take place, for example fire, cyber-attack or pandemic/epidemic.
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