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Approval Process for Low Scrutiny Qualification

Development & Approval stage

Early dialogue between
recognised {or soon to be recognised)
awarding organisation
and SSC

SSC gives approval

- =

Awarding organisation
develops gualification

Accreditation process

Awarding organisation submits
qualification to Ofqual for accreditation

VQ Approvals Manual V3

For most qualifications (lower risk
rating)

= Clear separation between development
phase and approval of process

=  Ownership of process clear at each stage

= Majority of concerns for "must have”
qualifications should be ironed out at early
dialogue stage

= Approval given at early dialogue stage

= Presumption of commaonality across all
SSCs in this phase

= Recognise that qualification development
may be dependant on NOS development.
NOS may be developed or refined in
parallel with development

= Only one SSC approves of a gualification.
In the case of 'pan-sector’ qualifications,
the Alliance will provide AOs with
guidance as to which SSC/SSB will take
the lead. {Decisions to be advised on with
10 working days, max. 20 working days)
In case of dispute, UKCES will be the
mediator.

= Only gualifications with significant sector
relevance go to the SSC — qualifications
for purposes A/B/C by pass this process

= Development process timescales largely
driven by awarding organisation
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SSC Approval

Process for High Scrutiny Qualifications

Development phase

Early dialogue between
recognised awarding organisation
and SSC

Detailed discussion

Approval of process

SSC gives support
in principle

.

Awarding organisation
develops gualification

- .

Awvarding organisation
Submits qualification for approval to SSC

.

SSC approves of

For some qualifications (higher
risk rating)

= The SSC may want more content review

at the approval stage

= Criteria for this higher degree of

involvement would include:

= when the gqualification results in a
licence to practice

= when the AO has not involved the
SSC in adequate early dialogue.

= where qualification is defined by
statute

= All other principles remain unchanged

= Final approval process should take on

average 10 working days and no more
than 20 working days

Awarding organisation submits
qualification to Ofqual for accreditation
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The Approvals Process

The approval process has been designed for all vocational qualifications.*
The definition of a vocational qualification was agreed at the Vocational
Qualifications reform project board in April 2007.

"A qualification is vocational if its primary purpose is to:

* Provide learners with knowledge, skills and/or competence directly
relevant to work or employment, either within one or more sectors or for
specific occupations; AND/OR

* Provide enhanced labour market opportunities for those currently in work
or employment.”

Criterion 6.2b of the Regulatory arrangements for the Qualifications and Credit
Framework sets out the need for approval as part of the accreditation process

"Qualification proposals submitted for accreditation must also be approved of
by an SSC where the qualification falls within a SSC footprint, or, if the
proposal does not fit within a SSC footprint, detail the support of appropriate
representative or regulatory organisations and/or evidence of learner demand,
individual or social benefit"

In instances where a qualification is ‘pan-sector’, approval must be sought
from the appropriate single lead Sector Skills Council (SSC) or Standards
Setting Body (SSB).

Skills for Justice footprint
The Skills for Justice footprint covers the following areas:

e Community Justice

e Courts, Tribunals & Prosecutions
e Custodial Care

e Forensic Science

e Policing and Law Enforcement

e Fire and Rescue Services

e Legal services

Low Scrutiny Qualifications

The majority of qualifications submitted for approval are expected to fall into the low
scrutiny category. This indicates that the qualification fully meets the requirements of
the sector NOS/SQS and action plan. Approval for low scrutiny qualifications is given
during the early dialogue between the SSC and the Awarding organisation (AO).

L NB: Approvals process does not apply to VQs in Scotland.
VQ Approvals Manual V3 5 April 2010



High Scrutiny Qualifications

There will be some instances when qualifications require a high level of scrutiny. For
example, this might include instances where the qualification is a ‘licence to practice’,
is defined by statute, or where the AO has not involved the SSC in adequate early
dialogue.

The process previously outlined for effective early dialogue should equally apply in
this case — allowing therefore 10 — 20 days for the process. It is expected that the AO
and SSC will maintain an ongoing dialogue prior to submission for final approval. If
both are effectively done, the timescale for final approval should be on average an
additional 10 working days, maximum 20 working days.

In order to address concern at the ability and resources of some SSCs to process the

volume of approvals involved, effective resources planning by both SSCs and AOs
jointly will be necessary within the overall process.
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Low Scrutiny Qualifications

Stage 1: Early dialogue to begin the approval process

It is essential there is early dialogue between the awarding organisation and Skills for
Justice. It is recommended the awarding organisation approaches Skills for Justice
when it is developing its business case for qualifications development and/or review.

Where Skills for Justice is developing qualifications itself, the project lead should
make the contact.

The first point of contact is: Sarah Hartshorn, Programme Lead - Accreditation,
sarah.hartshorn@skillsforjustice.com Tel 0114 2615808. mobile 07826 870524

The Programme Lead - Accreditation will liaise with the awarding organisation,
Development and QA Manager and relevant Skills for Justice staff to discuss the
proposed qualification(s) against the Skills for Justice Sector Qualification Strategy
(SQS) for the lifelong learning workforce and latest action plan.

The awarding organisation will need to provide at this stage early information
regarding the proposed qualification. This can be done by completing Part A, stage 1
of the form AVQ1 (Annex 1) and returning it to the Programme Lead, Accreditation.
The information required will be as follows:

e A working/draft title and level of the proposed qualification(s)

e Details of whether this is a new qualification or replacement of existing
qualification(s). If the latter, the titles, levels, and accreditation reference
number(s) should be given.

e The planned schedule for development

e The Skills for Justice subsector/target audience for the proposed
gualification(s) — Guidance Notes, Annex 2

e Ouitline of the purpose of the qualification, Guidance Notes, Annex 2

e A brief rationale for the qualification and how it meets the Skills for Justice
Sector Qualification Strategy (SQS) and the needs of employers Guidance
Notes, Annex 2

e Broad content/subject matter including relationship to NOS, Guidance Notes,
Annex 2

(The final two rows of the form will not be applicable to low scrutiny qualifications and
can be completed with the wording ‘N/A’. However, if the qualification is going to be
used as a licence to practice or to address changing legislation — then this would
make it a high scrutiny qualification, and this should be identified on the form at this
stage).

Internal procedures

The qualifications approval audit trail will begin when the form is received from the
awarding organisation/Skills for Justice qualification development lead. The
Programme Lead — Accreditation will ensure that Development support has the
necessary information to set up records on the UKCES database and enter the initial
information. Development Support will support the qualifications approval process,

VQ Approvals Manual V3 7 April 2010



and also ensure data is recorded and kept up-to-date on the UKCES online database
for qualifications.

The Programme Lead - Accreditation will discuss the proposed qualification with the
Development Manager and relevant Skills for Justice representatives, then return the
form to the Awarding Organisation with support to proceed with Part B and stage 2 of
the process. If support is not given at this stage, Part D of the form will be returned to
the Awarding Organisation.

Stage 2: Early dialogue — further details

If agreement to proceed has been given, the Awarding Organisation should complete
Part B, Stage 2 of the form with additional details.

Additional information should include:

Suggested number of units

QCF levels & Credit Values

Progression routes

Structure, Rules of Combination

Assessment principles/strategy (see Guidance Notes, Annex 2)

Further details, e.g. suitable for inclusion in an apprenticeship, use of shared
or transferable units, any other relevant information

e The planned submission date of the final qualification to Skills for Justice.

The form should then be returned to the Programme Lead — Accreditation. This will
be reviewed in consultation with the approval group at Skills for Justice.

Stage 3, the formal discussion process will in general, for low scrutiny qualifications
therefore be in the form of electronic/telephone discussion and there shouldn’t
normally be the need for a formal meeting.

Stage 3: Early dialogue - Formal Discussion

If the completed form, Parts A and subsequently Part B, meet all of the requirements,
the Programme Lead-Accreditation will complete the comments box and authorise
development of the proposed qualification.

If Skills for Justice do not feel able to give support in principle for the proposals
following receipt of Part A and/or B of the Early Dialogue process then the completion
and return of Part D of the form will be necessary within 4 days of receipt of the
completed Part B.

Approval for the development of qualifications

As detailed above, Skills for Justice will provide formal support in principle at the
conclusion of the early dialogue process. This will be the Programme Lead —
Accreditation, and the authorised person(s) in the awarding organisation. This will
establish a viable audit trail. The Programme Lead - Accreditation will sign-off the
final agreement — Part C, with the authorised person in the awarding organisation.

VQ Approvals Manual V3 8 April 2010



At the point of submission for accreditation, the Awarding Organisation must
at the same time provide the SSC with details of the approved qualification’s
structure, including unit titles and rules of combination. This then gives the
SSCs 5 days to raise any concerns to the AO and/or qualifications regulators
as appropriate.

Internal procedures

The Programme Lead - Accreditation will carry out an initial sense-check of the
documentation to ensure it meets agreed guidance. This will include ensuring all the
appropriate people have contributed and their agreement is documented.

The Programme Lead - Accreditation will prepare the documents which support the
early dialogue and final approval process.

The Programme Lead - Accreditation will liaise with the Approvals team to carry out a
full check of the early dialogue submission and will sign-off the agreement with the
awarding organisation authorised person to go ahead with full development of the
qualification(s).

A record of how the proposal was processed will be kept by Skills for Justice, access

can be given to the relevant AO upon request. Information provided by the AO will be
treated in confidence.

VQ Approvals Manual V3 9 April 2010



High Scrutiny Qualifications
Early Dialogue to Agree Development Plans
As above plus:

The Programme Lead — Accreditation will arrange for a meeting at Stage 3 of the
process outlined above. This would involve the Awarding Organisation and include
relevant Skills for Justice staff.

The awarding organisation should provide the following information in addition to that
specified for ‘low scrutiny’ proposals:

e Regulatory specification or area of relevant Act/statute that defines the
requirement and content for qualifications, with details on how the proposed
development will meet these requirements. The awarding organisation must
also provide documentary evidence it has complied with the requirements.

¢ Evidence of support from relevant regulatory bodies for the awarding
organisation to develop and award the qualification.

The Programme Lead - Accreditation will arrange for the relevant Skills for Justice
staff to attend the meeting with the awarding organisation and arrange for the
meeting agenda (Annex 3) to be sent to all attendees. Skills for Justice staff will use
the documentation provided by the awarding organisation to prepare for discussion
within the meeting.

Where follow-up meetings are required to reach agreement for Skills for Justice to
provide “support in principle”, similar arrangements will be made. Follow-up
meetings will be confined to focussing on those areas where agreements are still
outstanding.

Formal minutes should be taken and agreed within 5 working days of the meeting.
There is a standard minutes document, form ‘VQA Minutes’ (Annex 4) which should
be completed and will give details of:

Date, time and location of the meeting, with names and roles of attendees
A brief synopsis of areas discussed during the meeting

Skills for Justice support in principle for each proposal as agreed

All resulting action points, responsibilities and timelines, including:

o Dates of any follow-up meetings to be held
0 A schedule for submission to Ofqual/SQA of agreed proposals

Approval for the development of qualifications

As detailed above, Skills for Justice will provide formal support in principle at the
conclusion of the early dialogue process. This will be the Programme Lead —
Accreditation, and the authorised person(s) in the awarding organisation. This will
establish a viable audit trail. Part C of the form will be sent to the AO giving
confirmation of approval to proceed.
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When a vocational qualification is high scrutiny the AO should submit the developed
qualification to the SSC for a final check approval before being submitted to Ofqual.

The AO must give the SSC between 10 and 20 days to consider the final vocational
qualification before it is submitted to Ofqual for accreditation.

Internal procedures

The Programme Lead - Accreditation will carry out an initial sense-check of the
documentation to ensure it meets agreed guidance. This will include ensuring all the
appropriate people have contributed and their agreement is documented.

The Programme Lead - Accreditation will prepare the documents which support the
early dialogue and final approval process. The Programme Lead — Accreditation will
organise the necessary meetings and relevant documentation to accompany these.

The Programme Lead - Accreditation will liaise with the Approvals team to carry out a
full check of the early dialogue submission and will sign-off the agreement with the
awarding organisation authorised person to go ahead with full development of the
qualification(s).

The Programme Lead - Accreditation will liaise with the Approvals team, carry out a
full check of the final qualification submission — prior to submission to Ofqual by the
AO - and will sign-off the final approval on behalf of Skills for Justice.

A record of the how the proposal was processed will be kept by Skills for Justice,

access can be given to the AO upon request. Information provided by the AO will be
treated in confidence.
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1.3. Appeals Processes

SSC Approval Process - Appeals

Low Scrutiny Qualifications

High Scrutiny Qualifications

Development & Approval phase

Early dialogue between
recognised awarding organisation
and SSC

Development phase

Early dialogue between
recognised awarding organisation
and SSC

Mo. Refer for
conciliation/
discussion with
SSC/possible
appeals to S3C &

SSC gives
support
in principle

S3C gives
approval

UKCES l Yes
Awarding organisation : Awarding organisation
develops gualification ' develops qualification
5 Awearding organisation
! Submits qualification for
1 approval to SSC
Accreditation process Approval of process
1
Awvarding Organisation E
submits qualification to Ofqual !
for accreditation Mo.
Appeals to SSC approves of
SSC/
UKCES

Yes

Awarding organisation
submits qualification to
Ofgqual for accreditation

In some instances the SSC will not
“approve of”

+ There may be differences of opinion
at the support in principle stage, in
which case the appeal would he first
internal within the SSC and
mediation may be sought from
UKCES. Matters of principle but
not individual cases could go to
a joint FAB/JCOQ/AllIance group.

« A failure to approve at the final stage
for high scrutiny qualifications after
support in principle had been
given, should be unusual but it
may happen. Appeal stages would
then be

+» First internally within the SSC
(such a process would need to
be established where it did not
exist already)

+ Secondto UKCES

+ Timescales for appeals to be 10

working days, max. 20 working days

+ The AQ is entitled to seek accreditation

from Ofqual without approwval. The
Qualifications Regulators make the final
decision whether to accredit or not

VQ Approvals Manual V3 12
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Appeals

1)

2)
3)

4)

5)
6)
7
8)

9)

If an awarding organisation does not agree with an SSC decision, the
awarding organisation may invoke the appeals process.

In the first instance the appeal should be made to the SSC.

To invoke an appeal, the awarding organisation must provide a written
argument as to why it disagrees with the SSCs decision.

The SSC must consider the argument presented by the awarding
organisation. In order to achieve a level of independence, this function will be
carried out by one or more individuals in the SSC who were not party to the
original decision.

The SSC will decide whether to adhere to or reverse its original decision.
The SSC will respond to the awarding organisation within 5 working days.
Any decision will be made in writing back to the awarding organisation.

If the awarding organisation is not satisfied with the outcome, the awarding
organisation can refer to UKCES. UKCES will offer advice and will mediate
between the SSC and the awarding organisation. Through this process of
mediation it is anticipated that the SSC and awarding organisation will reach a
mutual agreement.

If a mutual agreement is not reached and the awarding organisation decides
to develop and submit the qualification, the ultimate decision rests with the

gualifications regulators.

Internal procedures

Skills for Justice will operate the appeals process to ensure it follows the
requirements set out in the Qualifications Approval Appeal Procedure and that
communications are managed sensitively and confidentially.

Skills for Justice will operate an appeals system which incorporates a component of
independence through a separately convened board.
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ANNEX 1

Approval for Vocational Qualifications - Early Dialogue

PART A, Stage 1

Please complete Part A below to outline how the proposed qualification meets the
requirements for development. Once completed please return to Skills for Justice for
agreement before proceeding with further development work.

Date:

Awarding Organisation details:

(Please insert name, address,
telephone, email contact details)

Skills for Justice Contact details:

Dr Sarah Hartshorn

Centre Court

Atlas Way

Sheffield

S4 7QQ

Tel: 0114 2615808 07826 870 524
sarah.hartshorn@skillsforjustice.com

Proposed Draft Title and level:

New Qualification or Replacement Qualification:

Planned schedule for development:

How does the proposed qualification meet the requirements?

Skills for Justice subsector
and target audience or
role(s)

Purpose for the qualification

A brief rationale for the
qualification, how it meets
the Skills for Justice Sector
Qualification Strategy (SQS)
and the needs of employers.

VQ Approvals Manual V3
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Broad content/subject matter
including relationship to NOS

Is this vocational qualification
going to be used as a license | yeg No O
to practice?

If yes, please provide the
reference to the relevant
regulatory specification or
Act/statute that defines the
requirement and content for
the vocational qualification

Is this vocational qualification | yeg No 0O
going to address changing
legislation?

If yes, please provide
evidence of support from
relevant regulatory bodies for
the awarding organisation to
develop and award the
qualification.

Skills for Justice Comments/Feedback:

Is this a low scrutiny qualification? Yes O No O
If no, why has it been classified as a high scrutiny qualification?

Signed: Date:

VQ Approvals Manual V3 15
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Approval for Vocational Qualifications — Early Dialogue

PART B, Stage 2 & 3

Following initial discussion & agreement with Skills for Justice to proceed with the
development of the qualification, please complete the form below with reference to the notes

in Annex A.

Date:

Awarding Organisation details:

(Please insert name, address,
telephone, email contact details)

Skills for Justice Contact details:

Dr Sarah Hartshorn

Centre Court

Atlas Way

Sheffield

S470Q

Tel: 0114 2615808 07826 870 524
sarah.hartshorn@skillsforjustice.com

Proposed Draft Title and level:

Suggested number of
units

QCF levels & Credit
Values

Progression routes

Structure: Rules of
Combination

Use of shared or
transferable units?

Assessment
principles/strategy

Evidence of demand
and predicted learner
take-up:

England
Wales Northern Ireland
Scotland

Planned submission
date of final
gualification to Skills
for Justice

VQ Approvals Manual V3
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JACQA Approval
Is this qualification to be submitted to JACQA for Funding under Section 967
If yes please complete the following information:

Is this qualification to be part of an Apprenticeship Framework
Name of Framework

Is this qualification to be included within Foundation learning

Is this qualification for inclusion as Additional/Specialist learning
for the Diploma

Name of Diploma Line

Is this qualification a Stand Alone qualification replacing and existing
qualification

Is this qualification a New Stand Alone Qualification

YES/NO

YES/NO

YES/NO

YES/NO

YES/NO

For Completion by Skills for Justice

Date:

Approval to proceed with the development of the qualification <Enter full working title of
qualification including AO and level> in line with the agreed schedule: Yes o No o

(see additional notes, part D)

Signed:

Skills for Justice is able to offer the following help:

VQ Approvals Manual V3 17
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Approval for development - for LOW SCRUTINY qualifications
PART C

Ref: <Enter full working title of qualification including AO and level>

On behalf of Skills for Justice, | can confirm approval in principle for the above
vocational qualification(s) to be developed for accreditation to the <QCF, SCQF,
CQFW?>. This approval is given on the basis of the information agreed during early
dialogue between Skills for Justice and <awarding organisation>.

If any changes are made to the proposed vocational qualification as it is developed
<awarding organisation> must seek approval from Skills for Justice for these
changes. You are asked to provide written details of any changes that are made.

If no changes are made to the proposed vocational qualification and everything that
was agreed during early dialogue stays the same, <awarding organisation> can
submit the qualification directly to Ofqual for accreditation.

At the point of submission for accreditation <awarding organisation> is asked to
provide Skills for Justice with details of the approved qualification’s structure
including unit titles and rules of combination, allowing a further 5 days for the SSC to
raise any concerns. <awarding organisation> is also required to attach this letter to
the WBA system.

If the vocational qualification submitted for accreditation does not align with the
discussions and agreements made during early dialogue, Skills for Justice will
withdraw approval for this qualification.

Please see completed Form B, where we have made suggestions on how we might
help you develop this proposed gualifications.

Authorised to sign for and on behalf of Skills for Justice

Authorised to sign for and on behalf of <awarding organisation>

Name: ..o Position in organisation ........................

Date: .o,
VQ Approvals Manual V3 18 April 2010



Approval for development - for HIGH SCRUTINY qualifications
PART C

Ref: <Enter full working title of qualification including AO and level>

On behalf of Skills for Justice, | can confirm approval in principle for the above
vocational qualification(s) to be developed for accreditation to the <QCF, SCQF,
CQFW>. This approval is given on the basis of the information agreed during early
dialogue between Skills for Justice and <awarding organisation>.

If any changes are made to the proposed vocational qualification as it is developed
<awarding organisation> must seek approval from Skills for Justice for these
changes. You are asked to provide written details of any changes that are made.

The final proposed vocational qualification must be returned to Skills for Justice for
final checking before submission to Ofqual for accreditation. <awarding organisation>
must allow 10 -20 days for this process.

If the vocational qualification submitted for accreditation does not align with the
discussions and agreements made during early dialogue, Skills for Justice will
withdraw approval for this qualification.

Authorised to sign for and on behalf of Skills for Justice

Authorised to sign for and on behalf of <awarding organisation>

Name: ... Position in organisation ........................

Date: .o s
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Approval for Vocational Qualifications: Support not given to
proceed with the development of the proposed qualification

PART D

Date:

Awarding Organisation details: Skills for Justice Contact details:
Dr Sarah Hartshorn

(Please insert name, address, Centre Court

telephone, email contact details) Atlas Way
Sheffield
S4 7QQ
Tel: 0114 2615808 07826 870 524
sarah.hartshorn@skillsforjustice.co.uk

Proposed Draft Title and level:

Where support in principle has not been given by the SSC, the notes below are intended to
outline the reasons why. This will be returned to the Awarding Organisation no later than 4
working days after the Early Dialogue Part A or Part B forms have been received by Skills
for Justice.

Skills for Justice Representative: ..o

Date: Signed:
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ANNEX 2

Guidance relating to the requirements for approval for VQs in

the Justice Sector

1. Confirmation of the purpose of the qualification — using the Ofqual
purposes A-E, vocational qualifications will be sub-purposes within

either D or E

Main Purpose

Sub-purpose

A. Recognise personal growth and
engagement in learning

Al Recognise development of skills
for life

A2 Recognise development of
knowledge and/or skills to operate
independently and effectively in life,
learning or work.

A3 Recognise development of
personal skills and/or knowledge

A4 Recognise development of
employability skills and/or knowledge

B. Prepare for further learning or
training and/or develop knowledge
and/or skills in a subject area

B1 Prepare for further learning or
training

B2 Develop knowledge and/or skills in
a subject area

C. Prepare for employment

C1. Prepare for employment in a
broad occupational area

C2 Prepare for employment in a
specific occupational area

D. Confirm occupational competence
and/or ‘licence to practice’

D1 Confirm competence in an
occupational role to the standards
required

D2 Confirm the ability to meet a
‘licence to practice’ or other legal
requirements made by the relevant
sector, professional or industry body

E. Updating and continuing
professional development (CPD)

E1 Update knowledge and/or skills
relating to legal, technical, process of
best practice changes/requirements

E2 Develop knowledge and/or skills in
order to gain recognition at a higher
level or in a different role.

E3 Develop knowledge and/or skills
relevant to a particular specialisation
within an occupation or set of
occupations.

VQ Approvals Manual V3
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2. The proposed VQ must meet the SQS and SQS action plan.
Particular note should be made to Section 6, and the ‘vision’.

The vision is for the Justice sector to have a framework of flexible
qualifications for all staff, to recognise their achievements and
professionalism, which add value and offer opportunities for progression and
transfer. Qualifications also need to be available which prepare individuals for
employment in the sector and provide entry routes to the sector.

This vision is based on the principles that qualifications should:

e Clearly link to career structures, providing pathways to advancement
within and across occupations

e Provide a recognised credit or qualifications for in house learning

e Enable the recognition and transfer of skills, knowledge and
achievements across the sector through qualifications

e Recognise the need for both academic and vocational qualifications
which meet the needs of employment, and making clear relationships
between them

e Recognise and encourage continuing professional development across
the sector through qualifications

e Be supported by flexible delivery and assessment systems

e Be response to, and used to influence, key policy drivers/initiatives
across the sector

¢ Use National Occupational Standards to provide a common currency
between learning, qualifications and practice.

3. Confirmation of the suite of national occupational standards, or other
professional standards which the qualification(s) relates to

The proposed qualification must:
e Comply with the suite of approved NOS relevant to a specific strand
within the Justice sector, e.g. Policing, Community Justice, Custodial
Care etc.
The common NOS standards for the Justice Sector are:
Diversity
AA1 Promote equality and value diversity

AA2 Develop a culture and systems that promote equality and value diversity

Communication
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AB1 Communicate effectively with people
AB2 Support individuals to communicate using interpreting and translation
services

Health and Safety

AF1 Ensure your own actions reduce risks to health and safety
AF2 Protect yourself from the risk of violence at work

AF3 Promote a health and safety culture within the workplace
AF4 Conduct an assessment of risk in the workplace

Inter-agency and team working

AC1 Contribute to the quality of team working

AD1 Develop and sustain effective working with staff from other agencies
AD2 Develop, sustain and evaluate joint work between agencies

Personal development
AE1 Maintain and develop your own knowledge, skills and competence.

4. Assessment Principles/strategy
Awarding organisations must ensure that:

e The relevant Skills for Justice Assessment strategy is followed

e Assessment makes the best use of naturally occurring evidence,
including observation, in particular but not exclusively, to support
assessment of competence

e Assessment opportunities are flexible to cater for learners who work
shifts and weekends.

e Assessment enables learners to demonstrate what they know,
understand and can do, in relation to intended learning outcomes

e Holistic assessment is encouraged and promoted.
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ANNEX 3

AGENDA

PURPOSE OF MEETING:

DATE: LOCATION:

TIME:

AGENDA ITEMS:
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MINUTES OF MEETING

ANNEX 4

DATE:

TIME:

LOCATION:

PRESENT:

APOLOGIES:

Minutes

Action ltems

VQ Approvals Manual V3
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ANNEX 5
Date

Dear <Insert name of AO contact>

Re: Request for SSC/SSB support on the eligibility for public funding under
Section 96

On behalf of Skills for Justice, | am writing to confirm support for the following
qualification(s) for JACQA funding eligibility purposes.

<QAN and Title>

Skills for Justice's views in relation to specific Section 96 criteria are as follows:

Criterion B (Suitability for Age group)
Skills for Justice supports the gqualification for use in the following age groups:

e <insert age ranges, e.g.: 14-16, 16-18, 18+>.
For the proposed age range <insert age range> we have considered the suitability
in terms of the learner who may have direct or indirect exposure to <insert subject
area> and are confident it is suitable?.
Criterion D (National Suites/Frameworks) (If applicable only)
Skills for Justice can confirm that the qualification is part of the <nameltitle of
framework> Apprenticeship Framework.
Criterion E (Approval as a new Stand Alone qualification)
Skills for Justice supports the proposal for the qualification to be eligible for public
funding under Section 96 as a Stand Alone qualification for the following reasons

(delete or incorporate as appropriate):

e Skills for Justice is not aware of any unnecessary overlap with qualifications
that are currently part of one of the four National Suites/Frameworks in the sector;

e The qualification meets the specific needs of a group of learners, employers or
higher education institutes that are not currently being met by the National

2 It would be helpful if the SSC/SSB could make a separate statement for each age range confirming
that it considers the qualification to be appropriate (particularly in the context of health & safety, maturity
and social well being) identified for funding eligibility. Any statutory requirements should also be
identified.
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Suites/Frameworks in the sector by <insert rationale>;
e The qualification has a take up of more than 100 learners;

e The qualification has been designed specifically to meet a national priority or
policy initiative in the sector <give details>;

e The qualification is within the SQS action plan. Skills for Justice can confirm
that <AO name> is working with Skills for Justice to incorporate the
qualification into one or more of the following National Suites/Frameworks:

a. Diploma ASL, by <provide estimated timeline for development>

b. Apprenticeship Framework, by <provide estimated timeline for
development>

C. Foundation Learning Tier, by <provide estimated timeline for
development>
Additional information (for QCF qualifications only)

1. Skills for Justice is able to confirm that the qualification is (please delete as
applicable):

e <A new qualification that has been developed to fill a gap/need that has
been identified in the SQS action plan.

e Arevised version for QCF of an existing qualification in the National

Qualifications Framework (NQF).>

Yours sincerely,

Sarah Hartshorn
Programme Lead, Accreditation
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ANNEX 6

Procedurel: Approval for Vocational Qualifications (Low
Scrutiny)

Early Dialogue Process
Stage 1: Initial proposals

11

New proposals to Programme Lead, Accreditation. Where Skills for
Justice is developing the qualification itself, the project lead makes
contact with PLA.

1.2

Form AVQ 1 issued to AO, Part A to be completed providing general
information on how the proposed qualification meets the SQS and the
SQS action plan, meets the needs of learners, employers etc.

13

Programme Lead, Accreditation reviews the information provided
consulting with the Qualifications and Development Manager and relevant
Skills for Justice representatives (approval group).

NB: As only one SSC can approve of a qualification, in the case of ‘pan-
sector’ qualifications, PLA to check with the Alliance who will provide
guidance as to which SSC can take the lead.

Provisional support given to proceed/not — form returned to AO within two
working days.

Where support is not given, Part D of the form is completed and returned
to the AO. The AO can then appeal this decision.

14

Records set up by Development Support on UKCES. Initial information
entered.

Early Dialogue Process
Stage 2: Detailed proposals

2.1

AO completes Part B with further detailed information on:
Number of Units; Credit values, Rules of Combination; Progression
Routes, Assessment strategies etc and returns it to PLA.

Early Dialogue Process
Stage 3: Formal Discussion

3.1

Programme Lead, Accreditation reviews the information given, consulting
with the approval group.

3.2

For low scrutiny qualifications the formal discussion will probably take the
format of telephone/electronic discussion rather than necessitating a
formal meeting. Records will be kept of the entire process by the SSC.

Support given/not given to proceed

4.1

Programme Lead, Accreditation and Accreditation Services grants
approval, completing Part C of form AVQ1. Entire process should be
completed within 10 working days (maximum 20 working days).
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Where support is not given, Part D of form AVQL1 is completed by PLA
and returned to AO within 4 days of receipt of completed Part B. The AO
can appeal this decision by following the Appeals procedure.

4.2 Development Support enters information onto the UKCES

5. AO develops Qualification

5.1 Where Approval is granted, the AO develops the gualification.

5.2 At the point of submission for accreditation, the Awarding Organisation

must at the same time provide the SSC with details of the approved
qualification’s structure, including unit titles and rules of combination. This
then gives the SSCs 5 days to raise any concerns to the Awarding
Organisation and/or qualifications regulators as appropriate.
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Process 1 Approval for Vocational Qualifications (Low Scrutiny)

New proposal

V'

Early Dialogue
Process Stage 1:
Initial proposals

Early Dialogue
Process Stage 2:
Detailed proposals

10 days,
maximum
20 days.

Early Dialogue
Process, Stage 3:
Formal Discussion

New proposals referred to
Programme Lead,
Accreditation

A 4

Form AVQ 1 sent to AO for
completion of Part A

\ 4

PLA reviews form & consults with

Approval group. If support to

proceed - Form AVQ 1 Part B sent to

AO within 2 working days, for
comnpletion

A 4

Records set up by Development

Support on UKCES. Initial
information entered

A 4

Part B completed by AO &
returned to PLA

A 4

Part B reviewed by PLA &
Approval group

A 4

Electronic/telephone discussion.

Documents completed

v

Approval

N

Approval given to develop
qualification. Part B signed &
Part C issued to confirm

Final check &

subm

J

A

y

ission

Development Support to

update UKCES database

~N

5 days
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Support not given
following Part A. Part D
completed and returned

to AO with reasons,
within 2 working days.

A 4

Procedure available
for Appeal to Appeals
Committee, Skills for
Justice

Approval not given to
develop qualification. Part B
signed and Part D issued to

AO with reasons

/AO develops qualification\

& at point of submission
to Ofqual provides SSC
with details of approved
qualification structure,
including unit title and
RoC. SSC: 5 days to raise

any concerns
k / April 2010




ANNEX 7

Procedure2: Approval for Vocational Qualifications (High
Scrutiny)

Early Dialogue Process
Stage 1: Initial proposals

11

New proposals to Programme Lead, Accreditation. Where Skills for
Justice is developing the qualification itself, the project lead makes
contact with PLA.

1.2

Form AVQ 1 issued to AO, Part A to be completed providing general
information on how the proposed qualification meets the SQS and the
SQS action plan, meets the needs of learners, employers etc.

Where the proposed qualification is High scrutiny this should be noted in
the final two rows of the table in Part A. This is where:

A The qualification results in a licence to practice

A Where the qualification is defined by statute

1.3

Programme Lead, Accreditation reviews the information provided
consulting with the Qualifications and Development Manager and relevant
Skills for Justice representatives (approval group).

NB: As only one SSC can approve of a qualification, in the case of ‘pan-
sector’ qualifications, PLA to check with the Alliance who will provide
guidance as to which SSC can take the lead.

Where support is not given, Part D of the form is completed and returned
to the AO. The AO can then appeal this decision.

14

Records set up by Development Support on UKCES/WBA. Initial
information entered.

Early Dialogue Process
Stage 2: Detailed proposals

2.1

AO completes Part B with further detailed information on:
Number of Units; Credit values, Rules of Combination; Progression
Routes, Assessment strategies etc and returns it to PLA.

Information also provided on the relevant people to be involved in
development of the qualification, resourcing etc.

Additional information required for high scrutiny qualifications:

¢ Regulatory specification or area of relevant Act/statute defining the
requirement and content.

e Details of how the proposed development will meet these
requirements.

¢ Documentary evidence on how the AO has complied with the
requirements.

e Evidence of support from relevant regulatory bodies for the AO to
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develop and award the qualification.

Early Dialogue Process
Stage 3: Formal Discussion & Meeting

3.2

A formal meeting will always be required in the case of high scrutiny
qualifications, i.e. when:
e The qualification results in a licence to practice
¢ When the AO has not involved the SSC in adequate early dialogue
e Where the qualification is defined by statute.
Formal meeting/s held. Minutes taken/documents completed to ensure
adequate audit trail.
Ongoing discussion may be required following the meeting.

Support given/not given to proceed

4.1

Programme Lead, Accreditation and Accreditation Services grants
approval, completing Part C of form AVQL1. Entire process should be
completed within 10 working days (maximum 20 working days).

Where support is not given, Part D of form AVQL1 is completed by PLA
and returned to AO within 4 days of receipt of completed Part B. The AO
can then appeal this decision, following Procedure 3, Appeals procedure.

4.2

Development Support enters information onto the WBA/UKCES

AO develops Qualification

5.1

Where Approval is granted, the AO develops the qualification.

5.2

When a vocational qualification is high scrutiny the AO should submit the
developed qualification to the SSC for a final check approval before being
submitted to Ofqual. The AO must give the SSC between 10 and 20 days
to consider the final vocational qualification before it is submitted to Ofqual
for accreditation.

5.3

Providing the SSC gives approval for the final vocational qualification, the
AO submits the vocational qualification to Ofqual for accreditation.
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New proposal

A .
Early Dialogue
Process Stage 1:
Initial proposals
Early Dialogue
Process Stage 2:
Detailed proposals
10 days,
maximum
20 days.

Early Dialogue
Process, Stage 3:
Formal Discussion

New proposals referred to
Programme Lead,
Accreditation

!

Form AVQ 1 sent to AO for
completion of Part A

A 4

PLA reviews form & consults with

Approval group. If support to

proceed - Form AVQ 1 Part B sent to

AO within 2 working days, for
comnoletion

A 4

Records set up by Development
Support on UKCES. Initial
information entered

A 4

Part B completed by AO &
returned to PLA with any
necessary additional
documentation

A 4

Meeting held with AO & Skills
for Justice to discuss the
proposed qualification.
Minutes taken, documents
completed

U ay \_ >

qualification. Part B sighed &
v Part C issued to confirm
Approval
\ 4

SSC Development Support to

Final update UKCES database
check

10 — 20 days

v

Approval given to develop

Process 2 Approval for Vocational Qualifications (High Scrutiny)

Support not given
following Part A. Part D
completed and returned

to AO with reasons,
within 2 working days.

A 4

Procedure available
for Appeal to Appeals

Committee, Skills for
Justice
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Approval not_given to
develop qualification. Part B
signed and Part D issued to

AO with reasons

AO submits developed
qualification to SSC for
final check approval
(Timescale: 10-20 days)

33

If support given by SSC, AO
submits the qualification to
Ofqual
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