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Welcome!

A warm welcome on behalf of the Learning Curve, the people development company Ltd. We hope that you will find your programme with us both instructive and enjoyable.

This handbook is intended to help you `settle in' to your programme and, hopefully, overcome some of the problems often experience when starting a new course, particularly those who have been away from formal education for some years.

We will do all that we can to make the time with us worthwhile, but we have to say that this will also depend on the amount of effort you put into it! You will find that we have a very interactive approach to learning and your full participation will be encouraged.

You are more likely to be successful on your chosen programme if you are happy in what you are doing. We try to ensure that this happens, but problems can occur from time to time so please remember to bring these to our attention as soon as you can - we will always give them serious and confidential consideration.

What follows is information about the Learning Curve and details on where to go for information and assistance. There is also general guidance on National Vocational Qualifications, portfolio assembly, assessment and quality assurance procedures

The Learning Curve, the people development company

The Learning Curve is a privately run management development and training company. The directors and associate staff have a wealth of experience and ability in these areas and have gained a high reputation for quality of delivery, support and tuition.

In September 1996 the company formed an association with Liverpool Chamber of Commerce to enhance the range of service and provision on offer to members.

The company aims to provide a quality service and product to all clients by offering access to professional and personal development via structured and informal learning routes.

The company's philosophy is that students should be willing and able to take responsibility for their own learning and self development; our taught courses are very practical in nature and demand commitment and active participation for the full benefits to be gained.

Equal Opportunities

AII clients shall be treated with respect, courtesy and integrity whilst involved in any aspect of the company's programmes. Peoples of all ages, colours, cultural or national origins, disabilities, gender, marital status, religions and sexual orientation are welcome. The Learning Curve will try to provide a safe and supportive environment in which everyone is able to study or work to the best of their ability.

Offensive behaviour or language is unacceptable and constitutes a disciplinary offence this applies to all staff, candidates and visitors.

It is the responsibility and duty of tutors, candidates and mentors to ensure that they treat all individuals with the courtesy and respect that they would expect for themselves.

The directors have a particular responsibility to set and maintain appropriate standards of behaviour and to take action to protect the rights and dignity of all individuals involved in the Learning Curve's programmes. The directors will make an immediate response against anyone breaching the policy and will endeavour to ensure that the action taken is consistently applied in all cases.

The directors also have the responsibility to advise associate tutors, clients and candidates on the implementation of this policy and to help resolve any problems which may arise. The policy will be regularly monitored and reviewed to ensure its relevance and efficacy in application.

All individuals should accept the responsibility of reporting incidents that breach the policy. Wherever possible informal action will be taken but when such an approach is deemed inappropriate formal action may ensue.

Those who consider that they are not being treated fairly should contact either Ray McClure or Liz Hindley to register their complaint.

Disabled access

The company is committed to providing open access to all potential candidates. Our premises at Old Hall Street have wheelchair access via a lift at the front of the building. Alternatively, there is a ramp entrance via the Business Liverpool office on Chapel Street during normal office hours. Any candidates requiring help with access will need to contact the office to make prior arrangements. All other venues will, when possible, be selected to ensure ease of access. Toilets with wheelchair access are on the lower ground and first floor.

HeaIth and Safety

The Health and Safety at Work Act 1974 applies to all commercial premises and places a duty on EVERYONE to take all reasonably practical precautions for the health and safety of themselves and others.

To comply with the requirements of the Fire Regulations, please acquaint yourself with the accident/incident reporting requirements, fire regulations and evacuation procedures detailed during induction, as you will be expected to comply with these whilst on the premises.

Thefts and losses

The company can accept no responsibility for loss or damage to vehicles, clothing or other personal property brought on to the premises.

No.1 Old Hall Street

There are seven floors to the building, housing a variety of businesses. The Learning Curve, in association with the Chamber of Commerce have access to the following facilities :


Fourth Floor
The Learning Curve Office



First Floor 


 Chamber of Commerce Offices





 Chamber of Commerce Lecture Room





 Interview Room

Ground Floor 

Chamber of Commerce Boardroom 




                                            Training & IT Room

Please note that a strict no smoking rule applies throughout the building.

Public telephone and post box.

The nearest public phone is located by the Old Hall street entrance to Moorfields station. Whilst the nearest postal box is located on Chapel street which runs down from Old Hall street towards the Pier Head.

Learning Resources

The Learning Curve has an established resource base, which contains:

· A library of books, videos and training materials

· NVQ publicity materials

· Awarding body information 

· Research publications

· Examples of previously completed NVQ work

· Assessment materials including personality, occupational and psychometric tests

The Learning Curve clients also have access to refreshments and careers guidance.

The national qualifications framework
The national qualifications framework (NQF) for England, Wales and Northern Ireland sets out the levels at which qualifications can be recognised. 

It helps learners make informed decisions on the qualifications they need, by comparing the levels of different qualifications and identifying clear progression routes to their chosen career.

It aims to:
promote access, motivation and achievement in education and training, strengthening international competitiveness 
promote lifelong learning by helping people to understand clear progression routes 

· avoid duplication and overlap of qualifications while making sure all learning needs are covered 

· promote public and professional confidence in the integrity and relevance of national awards. 
Only qualifications that have been accredited by the regulatory authorities are included in the NQF. To search for an accredited qualification, go to QCA's national 

Structure of the NQF 

The table overleaf compares original and revised NQF levels with broad indications of Framework for Higher Education qualification levels.
The significance of NQF levels

The positioning of qualifications at the same level only indicates that they are broadly comparable in terms of general level of outcome; it does not indicate that they have the same purpose, content or outcomes.

The NQF is supported by level descriptors, which have been produced as a working draft. These offer broad descriptions of learning outcomes at each level, which represents a common standard met by all qualifications.

	National Qualifications Framework
	 
	Framework for Higher Education Qualification levels (FHEQ)

	Original levels
	Revised levels
	
	

	5
Level 5 NVQ in Construction

Project Management*

Level 5 Diploma in Translation
	8

Specialist awards
	
	D (doctoral) 

Doctorates

	
	7

Level 7 Diploma in Translation
	
	M (masters) 

Masters degrees, postgraduate certificates and diplomas

	4

Level 4 NVQ in Advice and Guidance*

Level 4 Diploma in Management

Level 4 BTEC Higher National Diploma in 3D Design

Level 4 Certificate in Early Years Practice
	6

Level 6 Diploma in Management
	
	H (honours)

Bachelors degrees, graduate certificates and diplomas

	
	5

Level 5 BTEC Higher National Diploma in 3D Design
	
	I (intermediate)

Diplomas of higher education and further education, foundation degrees, higher national diplomas

	
	4

Level 4 Certificate in Early Years Practice
	
	C (certificate)

Certificates of higher education

 

	3
(There is no change to level 3 in the revised NQF)

Level 3 Certificate in Small Animal Care

Level 3 NVQ in Aeronautical Engineering

A levels
	
	 

	2
(There is no change to level 3 in the revised NQF)

Level 2 Diploma for Beauty Specialists

Level 2 NVQ in Agricultural Crop Production

GCSEs Grades A*-C
	
	 

	1
(There is no change to level 3 in the revised NQF)

Level 1 Certificate in Motor Vehicle Studies

Level 1 NVQ in Bakery

GCSEs Grades D-G
	
	 

	Entry
(There is no change to level 3 in the revised NQF)

Entry Level Certificate in Adult Literacy
	
	 


*Revised levels are not currently being implemented for NVQs at level 4 and level 5.

The management standards

NVQs are drawn up by National Training Organisations (NTO’s)  from each vocational area. These NTO’s comprise representatives across the spectrum of their membership, large, medium and small businesses alongside individuals with expertise in training and education. The NTO responsible for management standards is called the Management Standards Council (MSC)
Once the standards are completed they are presented to the Qualifications and Curriculum Authority (QCA) who ensure the proposals comply with the demands of the national framework.

Once an NVQ has been approved, awarding bodies can then apply to offer the NVQ alongside their existing awards. This means that all awarding bodies offering the NVQ will be working to the same standards, even if the style of presentation is different. All the awarding bodies are required to maintain the standards as outlined and are monitored on a regular basis by the QCA.

All NVQ awards are regularly reviewed and adjusted to reflect changes in workplace practices. The new standards in management and leadership are the 3rd edition to be produced since the introduction of NVQs in 1997.
The new standards represent a major progression from these original awards with the number of task related ‘units’ defined under the banner of management, being reduced from 77 to 47. This was partly a response to early complaints to the units being over detailed, unwieldy and repetitious. Reducing the number of units was made possible because individual managers and employers noted that although managers may operate at different levels the functions that are carried out across those levels do not vary widely.
The other major development is that the standards now include behaviours that underpin effective performance. Again, recognition of feedback from employers that the soft skills which managers bring to their role are as important as the hard technical skills they possess.

There are four levels and the choice of which award to undertake is determined by the job role and the ability to carry out the activities within the award. The following descriptions are designed to illustrate the role profiles covered.
· The Level 2 S/NVQ in Team Leading is designed for team leaders who are primarily concerned with motivating their team members and achieving agreed outputs, with limited authority for deploying resources. Flexibility is achieved through Optional Units which complement the four Mandatory Units designed to develop the core competences needed by today's team leaders.
· The Level 3 S/NVQ in Management is for first line managers who have decision-making responsibilities within defined limits and wider responsibility for people and their performance and also assess their knowledge and understanding of key management activities. It also gives managers an opportunity to develop their performance in their job to become more effective and to progress their career.
· The Level 4 S/NVQ in Management is aimed at middle managers with a wider span of control, greater accountability for performance and responsibility for determining resource allocation and operational methods.

· The Level 5 S/NVQ in Operational Management concentrates on senior managers with a high degree of autonomy for deploying resources and achieving strategic goals. They assess knowledge and understanding of key activities relating to a managers role, as well as facilitating the development of skills to improve personal effectiveness.

The following pages outline the structure of the management standards as they will be presented to you whilst preparing your portfolio. A glossary of common terms associated with national vocational qualifications has also been included in the appendices for your reference.

Overview of the managerial standards
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	The diagram above illustrates the functional areas covered by management and leadership.


These functional areas are divided into individual units; the following pages outline the areas and their component units. The level of award being undertaken will influence the selection of the units from those listed below.
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	These units are about making sure that as a manager you have the personal resources required to undertake your work.
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	These units are about providing direction and leadership for the areas that you manage
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	These units are about managing change and fostering innovation across all levels of the organisation
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	These units are about how you as a manager work with people and how work in your organisation is carried out.
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	These units are about how you as a manager use resources within your area of work
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	These units are about how you as a manager can effectively deliver the business outcomes your customers expect.


Each unit commences with an overview that explains the aspects of workplace performance being considered, this includes indicating linkages to other units within the management and leadership standards. Also noted on this covering page, are the generic skills considered to be necessary to achieve competent performance of the activities identified within the unit.
The unit is then broken down into three main areas of assessment, namely, 

Outcomes of effective performance = Steps that need to be taken to provide tangible evidence of competent performance
Behaviours which underpin effective performance = Personal actions you need to demonstrate in completing the performance 

Knowledge and understanding = The ability to relate your personal application of knowledge in three main areas, general; industry/sector specific and context specific i.e. the ’Why and How’ aspects of performance.
Producing your portfolio

All NVQs require candidates to put together a portfolio of evidence to support their claims for competence. This part of the handbook is designed to help you understand the purpose and format requirements of the portfolio.

The portfolio

The presentation of the portfolio is very important as it is the prime means of gaining accreditation for the award that you wish to achieve. As the main source of assessment it is essential that you make it clear and legible, it therefore desirable that you type the contents to enhance the standard of presentation. However, this is not compulsory.

The portfolio consists of two distinct parts. These are usually presented in separate files, which we call the Personal and Evidence files.

The personal file should include:

· Front page 

· Index

· Learning agreements / contracts

· Information about you
Comprehensive CV

Copies of certificates and/or courses attended 

Job description

Analysis of your employing organisation

Copy of the organisational structure (showing your place in it and indicating how many staff you may have reporting to you.)

Information on other organisations that you may be using to show your competence eg. Voluntary or Social committees that you are involved with.

· Personal Development  Plan: 




Evidence of self-assessment against the award 


standards.



Copy of initial action planning 



Evidence that agreement on PDP was reached with both 



advisor and mentor. 



On-going record of PDP progress review 



Record of advisor/mentor/assessor meetings

· Unit records

Personal report for the unit 





Learning outcomes 









Records of assessment

· Cross referencing 
 Matrix to identify claims against evidence presented

Unit Records

To help the assessment of the evidence presented, the candidate needs to clearly explain to the assessor why the evidence selected demonstrates competence against all performance criteria and range requirements.

There should be a clear description of the evidence and its location in the file. Cross referencing should be used where evidence relates to more than one unit/element . The relevance and source of each piece of evidence should be such that the assessor can find their way easily through the files.

The portfolio should be discussed with mentors/advisors and should be presented at mutually agreed times. Assessment interviews where the candidate will be expected to clarify any misconceptions, or affirm possession of underpinning knowledge and understanding will be an integral part of the overall assessment process.

The evidence file

This starts with an index which lists the type of document and its reference number. The rest of the file comprises the evidence that you wish to submit to support your claims for competence. The evidence can take many forms such as documents, pictures, videos.

Collecting evidence

Candidates should have a good understanding of :​

· The various sources and types of evidence

· The difference between Direct and Indirect (Supplementary) evidence

· The evidence requirements for accreditation of National Vocational Qualifications

· How evidence may be produced through Accreditation of Previous Achievements

· The value of reflective evidence

Sources of evidence
Evidence can be collected from many different sources ie work, or outside work activities.

Work-based evidence: the best sources are from normal everyday managerial duties.

· Dealing with staff

· Managing operations 

· Dealing with suppliers

· Managing resources/inventories 

· Controlling budgets

· Interviewing staff 

· Solving problems

· Managing information

Other sources of evidence: evidence can be acquired and accepted from out of work activities including:

· Organising local events

· Managing Social club/organisation

· Working with a voluntary organisation

· Chairing/or acting as an executive officer on committees

· Documentation/reports produced in local government, or trade union activities.

Types of evidence

There are two main types of evidence namely, Direct and Indirect (Supplementary) Evidence.

Direct evidence is a product of the candidate's normal work, or other activities and may be assessed by:

· Observation

· Products which are produced by the candidate including; reports, letters, memos, computer printouts, minutes of meetings, copies of E-Mail.

· Licences for example, a current licence to perform certain activities competently, such as a driving licence. The emphasis must be on up-to-date competence.

· Actual items located in the workplace, which are too large or confidential for inclusion in the portfolio. Location documents will be used to signpost this evidence

Indirect evidence Sometimes referred to as Supplementary evidence. Indirect 

evidence can be used to supplement direct evidence, or where difficulty arises in obtaining direct evidence cost-effectively. Indirect evidence may be required because of the confidential nature of the direct evidence. Indirect evidence will often require additional assessment by questioning, or other means.

Indirect evidence may include:

· Endorsed statements, or testimonials, from previous employers, mentors, line managers. 

· References 

· Curriculum Vitae 

· Certificates and awards

· Profiles / Records of Achievement

· Minutes of meetings

General statements from the above would not be sufficient.

Indirect evidence: MUST STATE THE UNIT, ELEMENT AND SPECIFIC PERFORMANCE CRITERIA TO WHICH IT RELATES.

In addition to the types of evidence previously outlined, a management portfolio should also include evidence of a manager reflecting on, analysing and evaluating the effectiveness of their efforts. This is referred to as a reflective learning outcome. 

Much can be gained by an individual manager reflecting on their past experiences. This can be useful to the development of a manager when working towards additional qualifications, or compiling a portfolio of evidence for accreditation. Reflective summaries commenting on what has been learned, or how the manager might approach some problem differently in the future, is a useful source of evidence and therefore encouraged throughout the compilation of the portfolio.
Criteria for acceptable evidence

The smallest area which can be accredited is a UNIT. In order to be considered competent against any unit, the candidate must provide evidence as follows to meet all performance criteria and ranges. The candidate must convince the assessor what the evidence meets the following criteria:

Valid 

Does it show competence in the criteria being claimed 

Authentic 
Is the evidence clearly mine, not attributable to another? 

Current 
Is the competence up-to-date. Am I still competent? 

Sufficient 
Have I done it often enough to ensure that I am competent ?

Is the evidence produced sufficient ?

Transferable 
Will I be able to do it again if required, or asked ?

Can I show that the knowledge I have can be used in different contexts?

Knowledge and Understanding

It is important that managers can not only do a job, but understand WHY it is being done; WHY it is being done in a particular way and WHEN a better method of doing a job is required. Therefore part of the assessment process will include the testing of basic knowledge and understanding which underpins the ability to demonstrate competence. Some areas of knowledge and understanding may not be apparent in the evidence presented. This may be assessed by:

· Assessment interview (questioning) - 
This will be a mandatory aspect of 

the process

· Examination of completed product, written reports, testimonial evidence

· Tests via observation, knowledge based

· Testimonial evidence

· Work-based assignments

· Previously acquired qualifications

Assessment

In order to offer assessment and accreditation, the Learning Curve has had to satisfy the awarding body as to the competence of the staff to assess management activities and the procedures to be adopted to ensure that the standards set for approved centres has been met.

All our assessors subscribe to the Learning Curve Code of Practice for assessment, which has been approved by the awarding body.

Details of the assessment process are outlined later in the handbook.

Verification

Internal Verification

When each assessment is completed the verification process will start with your involvement in a feedback session which should provide you with the opportunity to discuss the activity with your advisor / assessor and record any issues you identify for further action or discussion.

When the assessment documents have been signed copies will be stored by the Learning Curve and samples will be inspected by an Internal Verifier. If at any time you have concern about the assessment process you should discuss this with your advisor, but if you feel that this has not been resolved you can contact the internal verifier for further discussion and/or action.

As part of the procedures for ensuring that the quality of our assessment services are maintained you may find that you will be asked to allow your assessor to be observed assessing you and we would ask that, where possible, you support this process. Records and reports of all the above will be monitored by the Learning Curve through the programme review process.

External Verification

The work of the Learning Curve will be further monitored by the awarding body through their appointed external verifier, who will sample student evidence, observe staff activities and inspect the centre's documentation to ensure that all aspects of our work meets the required standards.

VERIFICATION PROCESS

How are delivery and assessment verified?

INTERNAL


Feedback and
Moderation by 

Internal

Quality

discussion
the Learning Curve

Verifier

Assurance

EXTERNAL


Quality
External 


Regional

Quality

Assurance
Verifier


Verifier

Assurance

Appeals procedure

If you believe that an assessment or any other aspect of this centre has not met the standards we have outlined in the handbook. Please use the appeals procedure outlined in the appendices to deal with the matter.

At all stages of this procedure any record kept will be available to those involved.

The development process

The key purpose of training and development is defined as: to ‘develop human potential to assist organisations and individuals to achieve their objectives.'

The focus of an NVQ programme is to offer a development process that meets this key purpose. The process involves the development of the skills, and underpinning knowledge and understanding that combine to prove competence.

The objectives of such a process are that the individual should be able to:

· Take responsibility for their own continued personal and professional development by deciding what they want to achieve and the most effective way of realising their personal goals

· Contribute more effectively to their role within their organisation

· Maintain a personal development plan which identifies development needs, preferred methods of learning and a time scale capable of being sustained

· Benefit from and contribute to, networking activities with other participants in the programme

· Obtain credit towards relevant qualifications by demonstrating competence, measured against National Standards, to the satisfaction of the awarding body.

The process begins with your induction. You will be made familiar with the process and will be actively encouraged to begin a self assessment and draw up a personal development plan

Self assessment

Using a variety of resources you will be required to appraise yourself against both the management standards.

The first need is to try and identify the correct level of the NVQ award that you are able to address. To gain some indication you will be asked to read the description given by the awarding body to help you state where your job role currently best meets these criteria.

The advisor will also offer you the opportunity to complete a short self assessment on the ‘skill package to gain confirmation of the probable best level.

Having gained clearer guidance on the appropriate level, you will be asked to review the appropriate set of standards to begin to identify the units to be completed. This part of the process will also require that you begin to consider which units will be easy to evidence and those which may be difficult for you to produce supporting evidence. To help with this, the advisor will encourage you to review the ‘functional' standards, the knowledge requirements and the associated personal competences for each unit.
Additionally, you will be issued with a copy of :​

· The Learning Styles inventory 

· Belbin's Team Roles inventory 

These help you gather a wider perspective on your existing skills, abilities and development needs. Most candidates use the results of these various diagnostic activities to undertake a personal SWOT analysis which provides a link to the production of the personal development plan.

Personal development plan

This document marks the first stage of your personal development. It provides you with a document which enables you to focus on the standards and to reflect and relate your experience to them.

This document is a clear action plan stating specific activities to support further learning and /or development needed to complete the portfolio within defined time scales and allocating responsibility for completion.

This PDP should be discussed and agreed with your advisor and mentor. You should then use this plan as the focus of further meetings with these two supporters throughout the process. You should reflect over your progress on targets prior to meetings and use the outcomes to help in the agreement of development activities etc.

Critical Events Diary

You will be encouraged to keep an on-going record of actions that you undertake during the completion of the PDP and portfolio collection. This should be built into your weekly work routine and include consideration of what happened, what you learnt from it and how it may help you manage more effectively in the future.

This diary will help you compile your learning outcomes at the end of the assessment process.

Evidence collection

Management activities are complex and experience has shown that these activities will generate evidence which addressed more than one unit. Therefore, it is recommended to approach collection by looking for a "theme" which will not only aid you but the advisor and assessor.

For example, you may have recently been asked to produce a report on a specified aspect of the business that will require liaison with external suppliers, customers; internal departments and staff e.g. arranging of meetings; obtaining quotes, opinions, costings. Or, you may have been required to undertake management of a project that involves development of procedures to meet, organisational policies and objectives, determination and negotiation of budget, resource and staff requirements.

Either of these may result in you introducing changes, monitoring and evaluating the effectiveness of the same.

Preparing a unit

Having collected the documentation, the first step is to review it against all the selected units noting on each document which unit(s) it may help support your claims for competence.

Next, focus on the unit you wish to tackle first and look against each performance criteria, noting those which are evidenced on the document. Transfer each of the claims made on to the unit matrix sheet. The completion of the matrix allows you build a picture of the areas covered and those requiring further development.

A rule of thumb is that you should need no more than four `ticks' against each performance criteria. However, you should than check against the evidence requirements for the unit to ensure full coverage - Recording the results of this review on the matrix sheet to aid the assessment process.

The matrix can be used to briefly record where you feel knowledge requirements have been demonstrated within specific documents, although these claims should be more fully explained in the personal report.

Using the advisory support

It is important to regularly consult with your nominated advisor during the completion of each unit. Maintaining records of the date, the discussion and the agreed outcomes of each meeting. The advisor acts as a first line assessor and will often use these meetings to question and test you on the knowledge and the evidence produced. Where work place evidence is being used that is to remain insitu, the advisor will act as a witness to authenticate the existence of the evidence.

Assessment of a unit

The advisor will agree with a candidate when the evidence should be submitted for assessment. The assessor will require some commentary from you to help them understand both the evidence and the context in which it is being used to support your claims.

The personal report is the medium by which you will provide this detail, it should follow in principle the What, Why, How format. (see over page). Many clients have found that the ‘open question’ style of layout for knowledge requirements in the standards, provide a framework for this part of the assessment process.
The personal report may be verbal using tape or video-recording as long as there is a sufficient audit trail to ensure that internal and external verification can take place. This approach is sometimes called ‘professional discussion’ and your advisor will hep you prepare and complete this approach should it be preferred.

What

a detailed report of the activities undertaken with reference to 

and sufficient to explain the evidence presented. This section 

should be cross referenced to appropriate elements and 

performance criteria.

Why

explaining the rationale for the actions undertaken, with 


appropriate reference to the knowledge requirements in the 





elements claimed. (It should be noted that the same knowledge 

requirements will appear in different elements, but reporting 

must be in the context of the element being claimed).


How

to explain the style of managerial behaviour adopted and to 


refer to the appropriate personal competences within the unit 

claimed.

Upon receipt of the portfolio, the assessor will attempt to complete and return the assessment within a two week period.

There are three possible outcomes :

1.
Not yet competent 

2.
Interview required

3. Competent - subject to ratification by the awarding body external 

verifier.

1. Where the evidence is felt insufficient the assessor will return the portfolio 

along with a report highlighting deficient areas and possible action.

2. Where the assessor feels unclear about aspects of evidence submitted, they 

may choose to set questions to be answered and recorded at an assessment interview.

3. The evidence will be returned with and assessment feedback report 

confirming that subject to ratification by the awarding body, the unit has been 

successfully completed.

Completion of a unit

Following a successful assessment, time should be made to reflect over the things that you have `learnt' as a result of the process. Consideration should be given to :

· Organisational issues 

· Personal effectiveness

Organisational issues

These could relate to corporate culture, structure, work allocation, job roles including delegation, responsibility and authority.

Personal effectiveness
What personal attributes have you identified as being used to effect, what observations on your performance have emerged and what help is this to you?

Appendices are in the following pages

APPEAL SYSTEM AGAINST UNFAVOURABLE

ASSESSMENT OF COMPETENCE
If a candidate has been assessed on their level of competence views the outcome of the assessment to be unfair, they may appeal by complying with the following of the assessment procedures.

Stage 1


· Candidate requests appeal form from assessor (form NVQA1), completed form to be sent to assessor and internal verifier.

· Assessor meets with candidate to discuss appeal.

· If agreement is reached no further action is required.

Stage 2

· If no agreement is reached the candidate requests a meeting with the internal verifier to discuss the appeal.

· An appeal report is completed by the internal verifier and signed by both parties (form NVQA2)
· If agreement is reached no further action is required.

Stage 3

· If no agreement is reached the internal verifier puts the appeal notice forward to the Assessment Board.

· Assessment Board requests meeting with Candidate to consider appeal.

· An appeal report is completed by a member of the assessment board (NVQA3)

· If agreement is reached no further action is required.

Stage 4

· If no agreement is reached the appeal notice will be referred to the awarding body,

· The decision of the awarding body is final.

NVQA1

APPEAL AGAINST UNFAVOURABLE ASSESSMENT OF COMPETENCE

APPEAL FORM

I hereby give notice that I wish to appeal an assessment towards my National Vocational Qualification.

Name:













Position:












Company/Group:











Name of Assessor:











Date of Portfolio assessment in question:







Unit/Element assessment carried out on:







Please give a brief statement of why you wish to appeal against your assessment of competence.

Signature:






Date:





Please send this form to your Assessor and copy to Internal Verifier.

NVQA2

INTERNAL VERIFIER : APPEAL REPORT (Stage 1)

Name of Internal Verifier:










Name of Candidate:











Unit/Element assessment under consideration:







Comments of meeting

Outcome:












Internal Verifier signature:





Date:




Candidates signature:





Date:




NVQA3

ASSESSMENT BOARD : APPEAL REPORT (Stage 2)

Name of person raising appeal:









Unit/Element under consideration:








Those in attendance at Appeal Meeting:

Outcome of meeting

Report completed by:










Signature:






Date:





Jargon Buster

Assessment
The process of making judgements, against criteria, about performance.


Assessor
The occupational specialist who judges a candidates performance criteria and range statements of the target qualification.

Competence
The ability to perform an activity within a work role to the standards expected of employment.

Element
Breakdown of a unit into smaller tasks. An element describes what a candidate should be able to do.

Evidence
Can be produced in a variety of formats, but has to relate directly to the element being assessed.

Evidence 
These are the prescribed sources of evidence that a manager 

Requirements
must show to demonstrate competence

Knowledge 
What managers need to know and understand in order to 

Requirements
perform to the National Standard

Performance 
Assessment of a candidate is made against set performance

Criteria
criteria. These are statements that define the performance by the candidate to a level acceptable in employment.

Performance
Evidence produced by candidates actions, e.g. observation of

Evidence
candidates at work, examples of there work.

Portfolio
Folder in which evidence of competence is collected and presented.

Quality 
The arrangements and systems provided by the assessment

Assurance
centre
to ensure quality if NVQ programmes.

Range Statement
The statement of the various situations in which a candidate can demonstrate competence.

Unit
A specific task within the occupational area. Every unit has a title which must be recognisable to an employer.

Verification
The monitoring process to ensure assessments are carried out to specified standards as laid down by awarding body.

Verifier
Person responsible for ensuring quality control is maintained and assessments are reliable/consistent.[image: image14][image: image15.png]
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