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EQUAL OPPORTUNITIES
Purpose

To confirm the commitment of the College to the principle of equal opportunities for all; the
policy covers all people who have contact with the college, including students (current and
prospective), staff and visitors.

To ensure that San Michael complies with all laws and directives relevant to equal opportunities
and those procedures are in place to clarify and support this intention.

To ensure that the College has a sound system of monitoring and review of progress so that
good practice is identified, issues addressed and a culture of equal opportunities is embedded in
all aspects of the work of the college.

Scope
All current and/or prospective students, staff and visitors are included in the policy.
Statement

San Michael College provides education and training across a broad curriculum which involves
work based training, vocational and professional training, further and higher education, full-time,
part-time, and short courses. As such our student base is diverse, bringing on to site people
from a wide range of backgrounds, educational experience, age, culture, physical/emotional
ability and ambition. Likewise staff and visitors are diverse and bring their own perspectives and
expectations. The procedures epitomised within this policy will ensure that all persons involved
with San Michael are treated with respect, courtesy, integrity and equality of opportunity in all
aspects of their contact with the College.

The policy and practice of the College require that all the staff are afforded equal opportunities
within employment. Entry into employment with the College and progression within employment
will be determined only by personal merit and the application of criteria which are related to the
duties of each particular post and the relevant salary structure. In all cases, ability to perform the
job is the primary consideration. Subject to statutory provisions, no applicant or member of staff
will be treated less favourably than another will because of his or her sex, marital status, sexual
orientation, racial group, or disability.

The College aims to provide education of excellent quality at all levels for its students, whatever
their background. In pursuit of this aim, the College is committed to using its best endeavours to
ensure that all of its activities are governed by principles of equal opportunity, and that all
students are helped to achieve their full academic potential. This statement applies to




% feae  SaN Michael College Policies  wevised june 2009

recruitment and admissions, to the curriculum, teaching and assessment, to welfare and support
services, and to staff development and training.

This policy statement is supported by equal opportunities policies and codes of practice for staff
and students, the college code of practice on harassment, and the College's race equality policy.
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ADMISSIONS POLICY

Context

Aims

As part of its commitment to the principles of international co-operation and
collaboration, San Michael wishes to continue to attract students from outside the UK.
The international presence adds to the culture of the College and enhances the general
educational experience of all students. Offers will only be made to those applicants from
overseas who are able to demonstrate the high level of potential needed to succeed in
the demanding courses run by the college.

San Michael College aims to:

- maintain high academic and vocational standards,

- create a student body that is balanced and diverse in terms of background and
experience, with all the educational and cultural benefits that this brings,

- recruit students who will engage with and contribute to the intellectual and
cultural vitality of the College community.

The College will achieve these aims by:

- fostering relationships with the British Council offices overseas,

- assessing each application carefully and fairly,

- offering places only to applicants who have the potential to do well in their
chosen course and level.

The Principles and Procedures through which the College assesses applications and
offers places are designed to be:

easily understood by candidates

transparent

fair

based on principles that are applied consistently across the College.

Monitoring

The Principal through the Admissions Office is responsible for all admissions from
overseas, and for ensuring that the Admissions Principles and Procedures for Overseas
students are implemented and kept under review and consistent with The Border
Agency requirements.
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Transpa

rency

The College’s website and printed publications will make available clear information on
admissions Principles and Procedures and criteria for each course or programme.

Consistency

Process

All staff must act in a way consistent with the College’s Admissions Aims and must
follow the procedures and principles set out in this document.

The College acknowledges that procedures will vary to some extent across subject
areas and awarding body requirements.

The Admissions Office will require a Departmental Admissions Statement for each
course upon which overseas students may be admitted. Departmental Admissions
Statements will include:

- the method by which Departments will support the principles and implement the
procedures set out in the current document

- specific criteria against which they will assess applicants

- an indication of how different criteria will be weighted

- the process for considering forms and assessing candidates

- the offer range and criteria for differential offers

All applications are considered independently by the admissions team.

In general, the College does require overseas candidates to be interviewed. This is
subject to the candidates being clearly explained as to why and how the interview will be
used in assessing the candidates, and to follow College-approved procedures. These
are:

- All candidates must be treated on an equal and fair basis. This does not
necessarily mean that if one applicant is interviewed, then all the others must be
interviewed as well.

- Interviews intended to select students must normally be conducted by 2 people.

- The interview and consequent decision-making will be consistent with the
College’s policy on equal opportunities. Questions related to the race, ethnicity,
nationality, gender, sexuality, religion or age of the applicant must not be raised
either at the interview or in subsequent discussion. However, staff should
encourage applicants to disclose any disability to the College, to help ensure
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that any necessary adjustments can be planned to support their education.

In general, the College does not insist that overseas candidates attend a specific Open
Day if they are still abroad. Where there is an obligation to attend an Open Day the
Department will ensure that candidates are offered a choice of possible dates and that
arrangements are in place to allow for any exceptional circumstance such as illness or
hardship.

Criteria for Assessing Candidates

Departments must set criteria that support the College’s Admissions Aims and be in
accordance with the principles and procedures in this document.

Admissions staff are expected to use professional judgment in assessing the academic
potential of individual candidates, taking a number of factors into consideration,
including educational and social context. In exercising their judgment, admissions staff
must operate in a way that is consistent with the College's Admissions Aims.

Actual and/or predicted performance in public examinations is a key indicator of
academic/vocational potential for study on most programmes. Departments will
recognise that a level of performance which is exceptional in its context may indicate
outstanding ability, motivation and potential, and will take this into account in assessing
the varying performance of candidates.

Departments may set minimum entry requirements and may insist on specified
performance in a particular subject at GCSE, A level or any other examination. An offer
to a candidate without a recognised qualification or prior learning experience requires
the prior approval of the Principal.

Departments must be confident that the candidate has the proficiency in the English
language necessary to succeed in the chosen course or programme. In some cases
candidates will be required to take an English language test as part of the condition of
an offer.

For some vocational courses, Personal Statement and References provide important
supplementary indications of ability, motivation and potential, as well as information
about personal circumstances and social and cultural context. They are read carefully
and taken into account when reaching a decision. Criteria for assessing the Personal
Statement may include, for example:

- Demonstrated interest in and commitment to the subject

- Evidence of clear thinking and understanding

- Appropriateness of the course in relation to the candidate's declared interests
and aspirations

- Non-academic achievement and/or experience, or extra-curricular interests.




Sa

o

e 9aN Michael College Policies  weviced june 2009

n Micha

Offers

- Other relevant skills — e.g. foreign languages

Admissions staff will take into account the candidate's response to the opportunities and
challenges faced, in the understanding that these are not the same for all.

Allowance will be made for any candidate (from whatever educational sector) with
verified exceptional circumstances or who have faced difficult challenges in a positive
way, where these are made known to the College (e.g. illness, death of a parent,
poverty, disrupted education, refugee status). The admissions staff may decide to offer a
place to a candidate whose academic performance appears to have been affected by
such circumstances and who might otherwise have been expected to do better.

Candidates are not discriminated against on the grounds of race, ethnicity, nationality,
gender, sexuality, religion, disability or age (other than that they must normally be 18
years or over on entry).

Consideration of applications from students who declare a disability is based on the
same criteria and principles as other candidates. The College is seeking to reduce any
barriers that might confront a student with a disability seeking to study at San Michael
College. A decision may need to take into account any overriding health and safety
concerns, barriers relating to professional requirements, or the College’s ability or
inability to make any necessary adjustments. Such cases will be addressed on an
individual basis. Implementation of the Admissions Principles and Procedures will be
sensitive to the different experiences of disabled applicants, and will take into account
their response to the opportunities and challenges they have encountered, on the
understanding that these may be individual to the applicant.

Applications from mature and other students who are not applying directly from, or within
a year of leaving, school or college, who have non-standard qualifications or who wish
work or life experience to be taken into account as part of their application, will be
considered on an individual basis, in line with the general aims and principles of the
Admissions Principles and Procedures.

The College reserves the right to exclude a candidate who is considered on justifiable
grounds to be unsuitable for a place on a particular course or level.

Wherever possible, all candidates are contacted with a decision on their application
within 3 weeks of their application being received.

The levels of the conditional offers made must normally be in line with published entry
requirements and may not vary substantially from these.

Offers are made only to candidates judged to have the potential to succeed in their
chosen course of study, including the required level of proficiency in the English
language. Candidates must also be able to satisfy any necessary immigration

10
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requirements and be able to satisfy the College as to the source of funding for tuition
and any accommodation fees for the full period of study

Applicants to whom an offer is not made

The College regrets that it is not resourced to enter into an individual dialogue with every
applicant to whom it is unable to make an offer. There is no right of appeal.

11
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HEALTH AND SAFETY POLICY
Statement

The Directors of San Michael College recognise and accept their responsibilities and duties under
the Health and Safety at Work Act (1974) and other relevant statutory provisions. The Directors are
committed to the provision of safe and healthy working conditions for all staff and students of the
college and to the safeguarding of persons entering college premises. The Directors regard health
and safety as a core management function and will work to ensure the commitment of all members
of staff to the full implementation of San Michael College health and safety policy.

The attention of all San Michael employees and students is drawn to their legal responsibility under
Section 7 of the above Act to take reasonable care of themselves and all others who may be
affected by their acts and/or omissions and to co-operate with their employer with regard to health
& safety matters. All persons on San Michael premises have a duty under Section 8 of the above
Act not to interfere with or to misuse anything provided by San Michael in the interests of health
and safety. Regulation 14 of the Management of Health and Safety Regulations (1999) requires all
employees to report without delay, to their employer or a colleague with health and safety
responsibilities such as the College Health and Safety Officer, any work situation that could give
rise to serious and imminent danger to health and safety and also any noted shortcomings in the
employer's protection arrangements for health and safety.

Policy

It is San Michael College's policy to comply with all relevant statutory and regulatory provisions and
to take such additional measures as it considers necessary. To achieve this, the college will as a
minimum, operate to legal requirements and established standards of good practice and will as far
as is reasonably practicable:

- Manage its activities in such a way as to ensure that the health, safety and welfare of all
employees, students, and any other persons on its premises are not put at risk.

- Provide and maintain systems of work that are safe and without risk to health.

- Make arrangements for ensuring safety and absence of risks to health in connection with
the use, handling, storage and transport of articles and substances.

12
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Provide the necessary information, instruction, training and supervision to ensure the
health and safety of all employees, students and any other persons on the college
premises.

As regards any place of work under San Michael control, maintain it in a condition that is
safe and without risk to health and provide and maintain means of safe access and egress.
Provide and maintain a working environment that is safe, without risks to health and is
adequate with regard to facilities and arrangements for the welfare at work of all
employees.

Promote through consultation and other means, the active involvement of all staff and
students in the development, promotion, implementation and monitoring of measures
provided for health, safety and welfare.

Ensure that risk assessments are carried out as required by the Management of Health
and Safety at Work Regulations (1999) and other regulations.

Cooperate in safety matters with other employers with whom San Michael College shares
buildings and co-ordinate safety arrangements with such employers as required by the
Management of Health and Safety at Work Regulations (1999).

Appoint competent persons to provide advice in accordance with the Management of
Health and Safety at Work Regulations (1999). (The responsibilities of such persons are
set out in the organisational section of this document).

Seek specialist advice on health and safety matters as and when necessary.

Investigate all accidents and unusual occurrences affecting health and safety.

Seek to make progressive improvements in health and safety by formulating an annual
safety plan for the college.

Provide a set of standards and guidance to assist those responsible for the implementation
of this policy.

Monitor compliance with safety measures by regular inspection, monitoring and auditing.
Provide adequate resources and facilities to enable the requirements of this policy to be
achieved.

Review College Statement of Safety Policy annually or more frequently if justified

Taken together, this General Statement of Safety Policy (as required under Section 2(3) of the
Health and Safety at Work Act 1974), the collected local safety policies and codes of practice and
the 'Local Rules' for radiation protection make up San Michael College policy, organisation and
arrangements for health and safety.

13
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Organisation
Directors

Directors have the overall responsibility for ensuring the implementation of this policy and for all
health and safety matters within the college. Responsibility for the fulfilling of the Directors’ policy
rests with the Principal of the college who has overall control of safety matters within the college.

The Health and Safety Officer

The Health and Safety Officer is responsible to the Principal for general safety matters throughout
San Michael College. This responsibility includes:

- Advising and assisting staff and students with their health and safety responsibilities

- Ensuring that the Directors are aware of the requirements of new and proposed legislation

- Promoting and advising upon standards to be adopted in health and safety matters

- Co-ordinating safety arrangements with other employers with whom San Michael College
shares premises

- Maintaining an up-to-date set of college safety policies and codes of practice

- Carrying out safety audits of the college

— Responsible for fire prevention/protection and emergency escape procedures, and will
advise the Principal on these matters

Emergency Evacuation Procedures:

The fire alarm is a continuous ringing bell or continuous siren in all buildings. When a continuous
alarm sounds, leave the building.

- On hearing the fire alarm, if you are in charge of students or visitors, direct them to the
nearest exit, accompany them to the outside of the building and take them well clear of the
fire exits. This will allow space for others to exit safely, provide unrestricted access for the
emergency services and put a safe distance between you and any debris from possible
explosions. A distance of at least 100 meters should be sufficient enough. Discourage
students from standing in the road.

- On hearing the fire alarm, if you are not in charge of students or visitors, leave your area,
close doors, check on colleagues where possible and encourage others to leave promptly.

14
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As you leave a building, inform the Duty Attendant or the Fire Brigade if you know of an
area that is clear of people or where disabled persons require assistance or where people
are trapped.

First Aid and Accident Procedures

— First Aid boxes are kept at the reception and in the staff room.

- In the case of a serious accident or illness, an ambulance should be summoned by
telephone immediately.

- Students or staff who suffer from epilepsy, diabetes, or any other condition likely to require
urgent attention from time to time, are advised in their own interest, to inform their Lecturer
or the Principal.

- The staff room is available as a rest room for persons feeling unwell. Persons needing to
use the rest room should liaise with their lecturer, the secretaries or the Principal.

- All unsafe incidents whether they result in an injury or a near miss must be reported to the
College Health and Safety Officer on the College accident report form.

Safety training

San Michael College staff and student induction procedure requires all new staff to receive a safety
induction from the Health and Safety Officer.

Safety Audits

A health and safety audit is intended to provide an objective and qualitative assessment of all the
elements of a health and safety management system. To that end the Health and Safety Officer
carries out an annual audit of health and safety management within the college using appropriate
key performance indicators. The outcomes are reported back to the various sections and an
annual summary is presented to the Principal.

15
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CONFIDENTIALITY POLICY

San Michael College is committed to respect the privacy of students and staff wherever possible.
Both students and staff can expect that information given in confidence will be treated in a
confidential manner and should make clear at the outset.

In order to fulfil educational, pastoral and administrative responsibilities, the college will need to
collect and process personal data about students and staff. The Act requires that any such data
processed fairly and lawfully, is held securely and is kept up-to-date. Data collected by the college
may be passed to other departments so that necessary processing can be undertaken.

Explicit consent is not required for the processing on non-sensitive personal data, as the data is
needed to allow the college to fulfil its operational responsibilities. This information may include
name and address, date of birth and gender, name of doctor, emergency contact number,
admission documentation, information on academic performance and information provided to the
college during the course of study.

The college will not normally send out information about students and staff to any outside
organisation without the consent of the student or staff concerned. However, consent is not
required in certain limited circumstances, for example, to comply with legal or statutory
requirements e.g. information regarding student attendance and academic performance given to
immigration authorities for immigration purposes.

The Act places an obligation on the college to ensure that personal data is kept up-to-date;
therefore both students and staff are requested to inform the college of changes in personal data.

The college will retain information about students and staff who have left the college so that, for
example, references may be provided. If any students or staff are concerned about the retention of
any sensitive personal data on file after they have left, they should discuss their concerns with the
Principal.

General duty of care

In certain circumstances the college may owe a duty of care to individuals that cannot be
discharged unless the college takes action on information provided in confidence, for example,
where information causes potential harm to the individual or others, the college must weigh the
duty of confidentiality against that potential harm.

Staff and Students’ responsibilities

Staff and Students have the same general obligation to respect the privacy of others in their

everyday behaviour and also in what they say to students, staff, local and national press and in the
use of electronic communication.
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POLICY ON STUDENTS WITH SPECIAL NEEDS
Overview

San Michael College encourages participation in its learning programs by all sections of the
community and the industries it serves. The college will, as a matter of policy, try to ensure that
students with learning difficulties and/or disabilities are able to follow a programme of study most
suitable to his or her needs with appropriate support. This support will be monitored, reviewed
and changed as necessary.

On interview and on admission to the College, students will be entitled to receive the
commitment outlined in the College Policy and an assessment of any further help and support
needed which relates to disability. If appropriate, the College will seek professional help in
deciding the level of disability and the level of further help and support required as identified
during induction and throughout the course of study.

San Michael College will try to ensure that access to teaching rooms is appropriate and relocate
teaching areas if required. We will also ensure that, where possible, all areas of the college are
accessible and, where this is not feasible, ensure that alternative arrangements are made and
that support and assistance is provided whenever this is possible.

This Disability Statement complies with The Education (Disability Statements for Further
Education Institutions) Regulations 1996.

San Michael College is committed to responding to individual student needs and will make
resources available to ensure that prospective students have access to individual guidance
when they come into contact with the College. The College will keep the policy and its
implementation under review to ensure that appropriate support is given to students so they can
achieve the learning goals which were identified at the beginning of their course, or re-negotiate
other appropriate learning outcomes within the duration of their course.

The Categories of Disabilities

No one adequate categorisation of special education needs exists, as these needs have a variety
of origins and are manifested in the classroom in different ways. Students may have special
education needs arising from the following different conditions - any of which may have a minimal
to profound impact on their learning. The different types of categories are listed below:

1) Cognitive disability

2) Physical disability
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3) Severe medical condition

4) Hearing impairment

5) Vision impairment

6) Language disorder

7) Specific learning difficulty

8) Emotional disorders and behavioural disorders

9) Multiple disabilities - this is a combination of 2 or more of the above disabilities

Admission Arrangements

Initial enquiries about courses and applications are dealt with by the Admissions staff, who will
arrange an interview. Applicants who are aware they have specific needs are strongly
recommended to outline them at this stage so that appropriate arrangements can be made.

The College is committed, wherever reasonably possible, to meet the needs of all students in
order that they can gain access to and make progress on, the course(s) of their choice. Where
adjustments to the College educational environment are required, the College will make every
effort to do so, provided this is achieved within resource constraints. Where this is not possible,
outside assistance may be sought to try to ensure barriers to entry are minimised.

All students will have an individual interview regarding their course/programme of study to
ascertain areas where they may require additional support. During this process, assessment will

take place to ensure that:

The student's expectations are fully discussed and analysed and their needs are understood
and assessed.

Educational Facilities and Support
Additional Learning Support for all Students

On entry to College, all students starting their first year undertake appropriate initial assessment.
Support is then agreed and provided as required by a member of staff.
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Equipment and Technological Support

All applicants for courses are considered on their aptitude, experience, qualifications and ability.
It is the aim of the College that students with any disabilities are enabled to benefit from, and be
successful on, the range of educational provision offered by the College. Students are
encouraged to participate in all aspects of College life. However, there are limitations to access
on certain areas of the college.

The College will assist students in the use and storage of special equipment that they may have
and will help students, where possible, in obtaining equipment.

Arrangements for Examinations/Assessment

The College can approach the various Awarding Bodies who may ask for evidence of an
appropriate assessment. Examples of arrangements that could be made include extra time, an
amanuensis, a reader, a tape recorder for recording answers, a separate room, etc. Notice
should be given wherever possible at the commencement of the course so that these
arrangements can be formalised. The nature of the arrangements is based on the particular
circumstances of the student and is subject to the rules of the Awarding Body.

Other Educational Support
Tutorial Support

Each student is allocated a personal tutor and is given the opportunity to have at least two
individual tutorials per term.

Physical Accommodation and Access to Educational and Other Facilities

The College has the facilities to ensure that most students gain access to the course of their
choice. Where appropriate, the College will carry out a risk assessment under the terms set out
in the College Health and Safety Policy. A risk assessment would include an inspection of the
work and social areas of the College to ensure that accessibility for particular disabilities is
identified.
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POLICY ON REASONABLE ADJUSTMENT AND SPECIAL CONSIDERATIONS

The College aims to facilitate open access to qualifications offered by Awarding bodies through the
College for learners who are eligible for reasonable adjustment and/or special consideration in
assessments in accordance with each awarding body policies and procedures, without
compromising the assessment of the skills, knowledge, understanding or competence being
measured. This will be achieved through:

Reasonable Adjustment

This is agreed at the pre-assessment planning stage and is any action that helps to reduce the
effect of a disability or difficulty, which places the learner at a substantial disadvantage in the
assessment situation. Reasonable adjustments must not, however, affect the reliability or validity of
assessment outcomes nor must they give the learner an assessment advantage over other
learners undertaking the same or similar assessment.

Special Consideration

This is a post-assessment allowance to reflect temporary illness, injury or indisposition that
occurred at the time of assessment. Any special consideration granted cannot remove the difficulty
the learner faced at the time of assessment and can only be relatively small adjustment to ensure
that the integrity of the assessment is not compromised. Special consideration cannot apply to
‘license to practice” units within a qualification, or “license to practice” qualifications.

Guidance on Reasonable Adjustment and Special Considerations
Reasonable adjustment
Explanation of reasonable adjustment

A reasonable adjustment helps to reduce the effect of a disability or difficulty that places the learner
at a substantial disadvantage in the assessment situation.

Reasonable adjustments must not affect the validity or reliability of assessment outcomes, but may
involve:

- changing usual assessment arrangements

- adapting assessment materials

- providing assistance during assessment

- re-organising the assessment physical environment
- changing or adapting the assessment method

— using assistive technology.
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Reasonable adjustments must be approved (internally or externally) and set in place prior to
assessment commencing. It is an arrangement to give a learner access to a qualification.

The work produced following a reasonable adjustment must be assessed in the same way as the
work from other learners.

Below are examples of reasonable adjustment. It is important to note that not all adjustments
described below will be reasonable, permissible or practical in particular situations. The learner
may not need, nor be allowed the same adjustment for all assessments.

Reasonable adjustments may fall into the following categories which may vary in accordance with
the requirements of each awarding body:

- changes to assessment conditions

— the use of mechanical and electronic aids

- modification to the presentation of assessment material
- alternative ways of presenting responses

- use of access facilitators.

Reasonable adjustment must never affect the validity or reliability of assessment, influence the
outcome of assessment or give the learner(s) in question an unfair assessment advantage.

Applying reasonable adjustment

Reasonable adjustments are approved before an assessment and are intended to allow attainment
to be demonstrated. A learner does not have to be disabled (as defined by the DDA) to qualify for
reasonable adjustment; nor will every learner who is disabled be entitled to reasonable adjustment.
Allowing reasonable adjustment is dependent upon how it will facilitate access for the learner. A
reasonable adjustment is intended to allow access to assessment but can only be granted where
the adjustment does not:

- affect the validity or reliability of the assessment

- give the learner(s) in question an unfair advantage over other learners taking the same or
similar assessment

- influence the final outcome of the assessment decision.

The Principal in consultation with the Deputy Principal has ultimate responsibility to ensure that any
access arrangement implemented by the centre on behalf of the learner, is based on firm evidence
of a barrier to assessment.

The centre will consult with the Awarding body before applying any reasonable adjustments.
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Special Considerations
What is special consideration?
A special consideration is consideration given following a period of assessment for a learner who:

— was prepared for and present at an assessment but who may have been disadvantaged by
temporary illness, injury or adverse circumstances that have arisen at or near to the time of
assessment

- misses part of the assessment due to circumstances outside their control.

It may not be possible to apply special consideration in instances where:

- assessment requires the demonstration of practical competence
- criteria have to be met fully
- Units/qualifications confer license to practice.

Where assessment is in the form of on demand assessment, such as electronic tests set and
marked by a computer, then it is probably more appropriate to offer the learner an opportunity to
take the assessment at a later date.

A special consideration cannot give the learner an unfair advantage, nor must its use cause the
user of a certificate to be misled regarding a learner's achievement. The learner’s results must
reflect real achievement in assessment and not potential ability. To this end, special considerations
can only be a small post-assessment adjustment to the mark or outcome.

The ultimate decision to grant special consideration rests with the Awarding body and these are
based on various factors, which may vary from learner to learner, and from one subject to another.

These factors may include the severity of the circumstances, the date of the assessment, the
nature of the assessment (e.g. practical, oral presentation, etc).

A learner who is fully prepared and present for a scheduled assessment may be eligible for special
consideration if:

- performance in an assessment is affected by circumstances beyond the control of the
learner, e.g. recent personal iliness, accident, bereavement, serious disturbance during the
assessment

- alternative assessment arrangements which were agreed in advance of the assessment
proved inappropriate or inadequate

- part of an assessment has been missed due to circumstances beyond the control of the
learner.
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A learner will not be eligible for special consideration if:

no evidence is supplied by the centre that the learner has been affected at the time of the
assessment by a particular condition

any part of the assessment is missed due to personal arrangements including holidays or
unauthorised absence

preparation for a component is affected by difficulties during the course, e.g. disturbances
through building work, lack of proper facilities, changes in or shortages of staff, or industrial
disputes.

The following are examples of circumstances which might be eligible for special consideration (this
list is not exhaustive):

terminal iliness of the learner

terminal iliness of a parent

recent bereavement of a member of the immediate family

serious and disruptive domestic crises leading to acute anxiety about the family
incapacitating illness of the learner

severe car accident

recent traumatic experience such as death of a close friend or distant relative
flare-up of severe congenital conditions such as epilepsy, diabetes, severe asthmatic
attack

recent domestic crisis

recent physical assault trauma

broken limb on the mend.

Unlike reasonable adjustment, there are no circumstances whereby the centre will apply its own
special consideration. Applications will be made to the respective Awarding bodly.
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POLICY ON HARASSMENT

What is Harassment?

Harassment takes many forms, occurs on a variety of different grounds and can be directed at
one person, many people, and is where the recipient finds the conduct offensive or
unacceptable. Conduct becomes harassment if it is continued once it has been made clear that
it is regarded by the recipient as offensive, although a single incident may amount to
harassment if sufficiently serious. It is the unwanted nature of the conduct which distinguishes
harassment from friendly behaviour which is welcome and mutual.

Harassment can be based on:

race, ethnic origin, nationality or skin colour

gender or sexual orientation

power or hierarchy

willingness to challenge harassment (leading to victimisation)
membership, or non membership of a trade union
disabilities, sensory impairments or learning difficulties
age

possible links to HIV/AIDS

status as an ex-offender

health

physical characteristics

personal beliefs

religion

Whilst not an exhaustive list, forms of harassment include:

physical contact

jokes, offensive language, gossip, slander, offensive or sectarian songs and letters
posters, graffiti, obscene gestures, emblems, flags

offensive e-mails, screen savers

isolation, non co-operation and exclusion

coercion for sexual favours

pressure to participate in political or religious groups

intrusion by pestering, spying and stalking

Harassment is unlawful in many cases and individuals may be legally held liable for their

actions.
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Procedure

Due to the seriousness with which the College views harassment, informal and formal reporting
procedures have been introduced which are separate from the grievance procedures as a
mechanism for dealing with complaints of harassment.

All allegations of harassment will be dealt with seriously, promptly and in confidence. Students,
staff and visitors who feel they have been subject to harassment must not hesitate in using this
procedure nor fear victimisation.

Tutors, Course leaders and members of the College Senior Management will provide, in
confidence, advice and assistance to employees subjected to harassment and assist in the
resolution of any problems, whether through informal or formal means.

Informal Procedure

If an incident happens which you think may be harassment and you do not wish it to happen
again, you may prefer initially to attempt to resolve the problem informally. In some cases it may
be possible and sufficient to explain clearly to the person engaging in the unwanted conduct that
the behaviour in question is not welcome, that it offends you or makes you uncomfortable and
that it interferes with your work. You should make it clear that you want the behaviour to stop.

In circumstances where this is too difficult or embarrassing to do on your own, you should seek
support from a friend, tutor, Course coordinator or member of the College Senior Management
Team.

If you are in doubt as to whether an incident or series of incidents which have occurred
constitute harassment, then in the first instance you should approach a tutor, course coordinator
or member of the College Senior Management Team on an informal basis. He or she will be
able to advise you as to whether the complaint requires further action, in which case the matter
will be dealt with informally or formally as appropriate.

If the conduct continues or if it is not appropriate to resolve the problem informally, it should be
raised through the following formal process.

Formal Procedure

Where informal methods fail, or serious harassment occurs, you are advised to complain
formally to the College Senior Management Team.

Consideration will be given to the immediate separation of the complainant and the alleged
harasser. In serious cases the alleged harasser may be suspended.
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You will be interviewed by a member of the College Senior Management Team handling the
complaint to establish full details of what happened. He or she will then carry out a thorough,
impartial and objective investigation as quickly as possible. Those carrying out the investigation
will not be connected with the allegation in any way. An investigation will be carried out quickly,
sensitively and with due respect for the rights of both you and the alleged harasser.

The investigation will involve interviews with the person against whom you are making the
complaint. The alleged harasser will be given full details of the nature of the complaint and will
be given the opportunity to respond.

You and the alleged harasser will have the right to be accompanied and/or represented by a
fellow student, colleague or union representative at any interviews. You will not be asked to
provide details of the allegations repeatedly unless this is essential for the investigation.

Strict confidentiality will be maintained throughout the investigation into the allegation. Where it
is necessary to interview witnesses the importance of confidentiality will be emphasised to them.

When the investigation has been completed you will be informed whether or not your allegation
is considered to be well founded.

If the allegation is well founded disciplinary action may be taken against a person alleged to
have committed the behaviour you are complaining about and, depending on the circumstances
and the seriousness of the complaint, may result in the dismissal of that person or their
expulsion.

If the allegation is not well founded, consideration will be given to whether it is necessary to
transfer or reschedule the work of both or either party, in cases where it would not be
appropriate for you to continue to work in close proximity.

The College takes these matters very seriously. However, malicious complaints of harassment
can have a serious and detrimental affect upon a colleague or student. Any unwanted allegation
of harassment, made in bad faith, will be deemed potential gross misconduct. We are sure that
all employees and students appreciate that this must be so in order to protect the integrity of this

policy.

Appeals

Either party involved may appeal in writing to the Principal within ten working days of receiving
the formal decision. The Principal will then convene a panel of four members (to include himself)

to act as a panel to hear the appeal.

The meeting of the panel will take place no less than five and usually within ten working days of
the Principal’s receipt of the notice of appeal. All parties involved will be allowed to attend and
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make representations at the meeting. By agreement of all parties there may be a change in the
time limits. Refusal of either party to attend should not invalidate the proceedings.

The panel, in seeking to resolve the appeal, may adjourn the meeting or defer their decision until
they are satisfied they have had the opportunity to take account of all relevant factors. The
decision of the panel and the reasons for that decision will be communicated to all parties and
confirmed in writing within three working days. The decision reached at this hearing will be final.

27




Y

sowamcanee  0aN Michael College Policies  weviced june 2009

FEES POLICY

The college realises that students or their sponsors may not be able to raise the whole amount of
the course fees on enrolment. As such, the college does allow students to pay a minimum deposit
of £800 upon registration, and the balance of the fees being payable by monthly instalments up to
the end of the course or academic year (whichever comes first). For purposes of this policy, the
course end date is when formal teaching or assessment ends, and the academic period is before
the student takes exams. The deposit is not normally refundable though it may be transferable to
another course. The fees charged do not include examination fees, certification fees or registration
with the awarding bodies. Students will be advised of such fees when the charges are received
from the awarding bodies. Students are expected to pay the relevant awarding bodies’ fee before
taking any examinations or assessment of their course work. Where the tuition fee includes study
material, the student will be informed during enrolment, otherwise the fees do not include such
material. Unless otherwise stated, fees are charged per session or academic period which may be
less than the calendar year.

Refunds

A refund can only be considered if the student has notified the college in writing at least three
weeks before commencement of the course, at which point up to 45% of the amount paid would be
retained as administration charge. Overseas students who have been denied a visa are entitled to
a refund of the monies paid less administration fees of up to 20% of the total course fees. In order
for such students to qualify for the refund, they should send to the college a copy of visa refusal
letter. However, students refused visas because they falsified documents, failed to submit the
required documentation, or supplied wrong or false information to either the college or immigration
authorities will not be entitled to a refund. Where a course has been cancelled before teaching has
commenced, the student will be entitled to a full refund or to transfer the fees paid to a different
course

Repeat

Where a student fails a complete their course, module or level within the period specified on the
enrolment form or other agreed period (e.g. by failing to submit their work on time or failure to take
exams as scheduled), he/she will be considered as a repeat student and will therefore be required
to re-enrol for the course/module/level and pay the full fees. In exceptional circumstances, and at
the discretion of the Principal or the Vice Principal, a students may be asked to pay half of the fees.

Payment plan
After paying the minimum deposit, a student must sign a payment plan for the balance. The
payment plan constitutes a binding obligation and commitment by the student to pay their

instalment on due date. Students are expected to have paid the remaining balance of their fees by
the time they are assessed, take exams, or at the end of the teaching sessions for their
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course/module, and this is regardless of whether the student did not takes exams or did not attend
the lectures he/she was scheduled to attend. For instance, students enrolling for September are
expected to have paid all their outstanding fees by May the following year. The minimum payment
is the higher of £250 and the balance divided by the number of months to the
examination/assessment date, or the date formal teaching for the module/course ends. Students
who default in their monthly payments will incur a monthly administration charge of £50 which will
be added to the outstanding balance.

Arrears

Students who are in arrears will be communicated to by a college officer, and if a student is
persistently in arrears, the student will be referred to either the Principal or Vice Principal who may
require that the student settle the remaining balance in full. Failure of which may result in the
student being suspended from attending lectures and/or will not have their course work assessed.
(If a student is not happy with the decision taken he/she is entitled to use the complaints procedure
to raise a complaint.) The UK Border Agency will also be informed of the suspension in the case of
overseas students.
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ATTENDANCE POLICY

San Michael College regards attendance as a fundamental part of the Student College
agreement and an important prerequisite for the highest levels of achievement. All staff adopt a
consistent and transparent approach and expectations are clearly communicated to students
and their sponsors.

Roles and Responsibilities
Students

Students are expected to attend all of their lessons regularly and punctually. If a student cannot
attend College for any reason, or needs to leave College part way through the timetabled day,
they must inform their lecturer. Students who experience genuine attendance difficulties will be
offered prompt and appropriate support.

If the student is unable to attend for any reason College should be notified as soon as possible —
by phone or in writing. For unforeseen absence the onus is on the student to inform college by
10.00 am (as they would with their part time job). Without a satisfactory explanation a student
will be marked with ‘A’ -unexplained absence. Students are provided with a full attendance
printout on request. If a particular concern should arise, the students are informed promptly.

Staff

Staff strive to foster good attendance and punctuality. Staff respond to all absenteeism firmly
and consistently, but always endeavour to take account of individual circumstances.

Targets

We actively promote and encourage 100% attendance from all students. However, if attendance
falls below 90% without an acceptable reason, the Tutor will take action. Persistent problems
are referred to the Principal or Vice Principal who will ultimately report to The UK Border Agency
in the case of overseas students. If an overseas student who is under Tier 4 misses 10 sessions
a mandatory report will be made to the UK Border Agency.

Acceptable reasons for absence are as follows:

- Serious lliness

— Driving Test (not lessons)

- Emergency Doctor or Dental Appointment.

- Funeral of a close relative/friend

- Religious Festivals

- Any other good reason accepted by the college.
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Procedure for Non-Attendance

- When a student misses two scheduled lessons, or where a student’s attendance is cause
for concern, the lecturer/tutor will communicate with the student informally either by phone
or email.

— If there is no improvement on the attendance of the student, the lecturer shall inform the
Deputy Principal who will formally communicate with the student in writing.

- If the student still fails to improve their attendance, the lecturer shall again inform the
Deputy Principal who will summon the student and ask for written explanation from the
student.

- If the student fails to improve or respond within a specified period, usually 10 days, the
student’s details will (if they are foreign) be passed to the UK Border Agency.
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WITHDRAWAL/DEFERMENT POLICY

The college reserves the right to withdraw or cancel a course when the enrolment numbers do
not justify either the running of the course or when there are inadequate staff/resources.
Students will be notified in advance and may be asked to consider enrolling for a different
course. Where a student declines to enrol on a different course, refunds of the fees paid will be
considered. Withdrawal from a course by a student may only be considered if received in writing
at least three weeks before the start of the course. Any refunds will be subject to administrative
charges. Non-refunds will be considered for withdrawals made after the cut off period. Phone
calls/messages will not be accepted.

Transfer and Substitution Policy

Transfers between course offerings are only allowed within the first two weeks from the course's
start date. Course transfers must be communicated in writing and may only be done once
without fee penalties. However fees may be adjusted to the fees level of the new course. There
is an administrative fee of £100.00 for this service.

To transfer from a course please make the request in writing and send via email, fax or postal
mail.

Deferment of Application or Program

Deferment of a course will only be considered if it is made before the commencement of the
course. Deferment of a module will only be considered if it is made before the commencement of
that particular module.

Deferment of a course is allowed only ONCE up to a MAXIMUM PERIOD OF THE
COMMENCEMENT DATE OF THE COURSE/MODULE, failing which the applicant will be
deemed as having withdrawn from the course.

All requests for deferment PRIOR to commencement of programme must be made in writing to
either the Principal or Deputy Principal. All requests for deferment AFTER commencement of
programme must be made in writing to the Principal. Deferment through telephone calls will not be
entertained.

All requests must be in writing.

No deferment request is required if you did not register for any subject in any of the programmes.
The deferment policy applies after you have registered for the programme with a deferment fee. A
deferment fee (equivalent to the number of lessons that have taken place from start of the
programme to date of deferment request, regardless of number of lessons attended) will be
imposed for all approved deferment request.
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Approval for deferment is at the sole discretion of the College. The college’s decision is final.

The granting of a deferment is for the convenience of the student and does not remove the
ultimate responsibility of the student for payment of tuition and fees.
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ASSESSMENT POLICY/PROCEDURE
Introduction

This procedure will apply to the assessment of all NVQ and other related Vocational qualifications
offered by San Michael College (known as the Centre). The purpose of this procedure is to ensure
that the assessment and internal verification is carried out to the requirements of the awarding
body and to national standards.

The Assessor is responsible for ensuring that assessment, including assessment planning is
carried out to recognised national standards. Where workplace personnel contribute to assessment
decisions, the Assessor must ensure that they operate within Centre procedures and that
necessary information for internal verification activities are completed and available to internal
verifier.

Within the assessment structure, the assessor is responsible for identifying suitable workplace
witnesses.

This procedure is reviewed at the end of the year in line with the self-assessment process and
external developments/factors. The procedure encompasses external requirements such as the
Code of Practice.

Internal Verifier
Role and Responsibilities
Responsible to: Assessors, Candidate, College, Awarding Body and Employing Agency.

Responsible for: Providing support for candidate’s quality control and assurance tracking progress
of candidate’s achievement of qualifications as agreed by External Verifier/ Moderator.

Main Duties and Responsibilities:

- To facilitate assessment of candidates to prove their competence in the workplace

- To facilitate assessment of A1 award for assessors to prove their competence in the
workplace.

- Tointernally verify allocated candidate portfolios and complete appropriate paperwork.

- To offer guidance and information when appropriate so that all staff with a caring role have
the opportunity to register as candidates and gather for assessment.

- To enthuse staff through encouragement and support so that full opportunity is taken for
staff to be assessed

- Tonitiate discussion with new candidates to offer advice and support as appropriate
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- To offer support as and when needed to work based assessors and care candidates and
keep up to date with relevant current research and practice

- To ensure that candidates and assessors have access to materials to aid the assessment
process

- To ensure that information for the Award Body is passed onto candidates and assessors

- To take responsibility for ensuring that the necessary documentation and records are
completed to meet the requirements of the Awarding Body and the College

- To write accurate and clear reports as required and to contribute to problem solving
decision

- To support the Equal Opportunity Policy of the College

Internal Verification Sampling Plan
Objective

- To provide assurance that assessment within the centre consistently complies with
awarding body requirements.

- Sampling must direct observation of assessment practice and candidate interviews.

- The overall sampling approach will involve activities of each assessor over time and
different assessors judging the same evidence requirements.

Review and Feedback

In order to give clear and constructive feedback and use the opportunity to agree/identify training
and development needs, the IV will:

- Observe assessment to ensure assessor performance meets current assessment
requirements.

— Ensure each assessor interprets accurately the qualification requirements and is making
valid assessment decision

- Provide advice on appropriate and efficient use of different assessment methods, types of
evidence.
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INTERNAL VERIFICATION POLICY AND GUIDELINES
Policy

Our commitment is to provide candidates with consistent and accurate assessment. The internal
verification policy and guidelines are our main mechanism for achieving this.

We are committed to ensuring that staff making assessment decisions have a target date for
achieving the relevant assessor qualification. Those staff acting as internal verifiers will hold or
have a target date for the A1 Assessor qualifications.

Staff responsible for assessing and internally verifying will be supported in maintaining relevant
occupational competence in order to meet the awarding body requirements.

Policy Implementation

The role of the internal verifier is to verify the consistency and quality of assessment decisions
made to ensure awarding body specifications are met.

Each verifier will use the centre verification system within the parameters of the policy guidelines
and documentation.

Records of the internal verification process will be kept and made available to external verifiers
from the relevant awarding bodies.

The centre coordinator will be responsible for ensuring that the policy is reviewed and updated in
order to meet the needs of the organisation and external bodies.
Responsibility for Implementation

All staff will have a responsibility to ensure that assessment and verification is undertaken in line
with the policy and guidelines.

The centre coordinator will ensure that staff receive the necessary support and training to achieve
assessor and verifier awards and maintain occupational competence.

Role of the Assessor
The Assessor is responsible for all assessed work relating to specified units within the San Michael

College Approved Centre. The role is required to conform to the assessment process and marking
arrangements within the college to ensure a consistent approach. The development of a
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continuous and rigorous procedure is a key factor in the management of risk, ensuring that when
certification is claimed for candidate, it reliably reflects the achievement of national standards.

There are four main aspects of the Assessment role at San Michael College:
1. Completing assessments within required timescales;
2. Ensuring that marking and assessment criteria are in accordance with OCR procedures;
3. Managing quality of course delivery;
4. Ensure consistency of compulsory assignment work for knowledge specifications

The Assessor is appointed be the college management team. Assessors should be competent in
the following areas:
- Delivery of specific units;
U Have a comprehensive understanding of assessment methods and criteria; as
provided in the A 1/D23/D33 award
U Have suitable industrial experience relating to course provision;
U Teaching qualifications and/or experience as appropriate or are working towards.
U Marking and assessment criteria are contained within separate policy
documentation.

Providing a Verification Plan
The development for a plan for verification is essential and should cover two aspects:

- Teaching timetable and allocation of candidates
- Details of students registrations and units being taken and when.

Sampling procedures and selection

The Internal Verifier maintains a Sampling Plan which monitors the sampling strategy. The sample
should reflect an accurate picture of the quality of assessment in the San Michael College Centre.

As a general rule, a sampling frame should be no less than 30 per cent of all internally assessed
work. For a new assessor, all work should be internally verified within the first year. Students work
should be marked in accordance with the marking criteria. The Internal Verifier should also ensure
that assessor feedback to students is constructive and assist students to gauge their abilities and
progression.
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SAN MICHAEL COLLEGE ACCESS AND FAIR ASSESSMENT POLICY

San Michael recognises that disabilities are of a diverse nature and the college does not tolerate
discrimination on the basis of disability. San Michael complies with the Disability Discrimination Act
1995 (DDA) and the amendments to the Act.

The Disability Discrimination Act 1995 aims to end discrimination which many disabled people face
and it is now unlawful for training Institutions and training providers (among others) to discriminate
against disabled people.

San Michael College aims to ensure fair assessment of individual’s knowledge and what they are
capable of achieving. If someone has a disability or learning difficulty, the usual format of the
assessment methods may not be suitable. Adjustments may need to be made to them and should
not be seen as a way of making the assessments easier. They just allow an individual to show their
ability and knowledge without being disadvantaged by the assessment format itself.,

San Michael College Record Keeping/ Monitoring and Reporting

The Assessment Team will record and evaluate all candidate requests, outcomes and feedback.
This data will ensure consistency over time and support San Michael's annual report on the use of
reasonable adjustments, which will be available to the Regulatory Authorities on request.

The Disability Discrimination Act requires that the information held be accurate, relevant and up-to-
date and should not be deemed ‘excessive’. Information will be kept secure (either in a locked filing
cabinet or for electronic information with associated passwords). Information will be destroyed five
years after the candidate has finished his course/examination. This information will be available to
the candidate if requested.

General Record Retention

San Michael is subject to a variety of statutes and regulations that require record retention in other
areas. Many of these laws provide minimum retention requirements. The college will always
comply with at least the minimum OCR record retention standards.

Details of Access to resources at San Michael College

Learners are inducted onto the NVQ programme on a one-to-one basis by a vocationally
competent NVQ assessor. At the interview/induction, an individual assessment plan is drawn up
acknowledging naturally occurring evidence and prior learning achievement.

Employers are actively encouraged to become involved in the induction and delivery process to

enhance the learning experience. San Michael actively promotes the use and development of
workplace assessors and/or ‘expert witnesses”
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Ongoing Support
Workbook resources are provided to aid the evidence gathering process. Learners have access to
their assessor via telephone, email and correspondence support as appropriate. Learners also
have access to San Michael helpdesk should their assessor be unavailable. Learners have access
to assessment centre support throughout the programme. The college will work with local
educational establishments to help learners to access the facilities and services that broaden their
learning process.
Key Assessor Responsibilities
Summary

- Development of plans for assessing competence with candidates

- Judging evidence against agreed standards to make assessment decisions

- Giving feedback and support on assessment decisions

- Contributing on the internal quality assurance process.
Key Knowledge Understanding & Competence
Assessors need to demonstrate competence that meets the Sector Skills Council (NTO) awarding
Body assessment strategy and CPD requirements. (See individual NVQ award to identify
assessment strategy and CPD requirements)
Key Activities
The assessor is likely to be involved in the following activities:

— Developing realistic plans for learning and assessment with candidates

- Understanding assessment requirements

- Planning the assessment process with candidates and other people involved

- Helping candidates to meet the agreed assessment requirements

- Reviewing the candidates level of competence and identifying what they need to do to
become fully competent

- Supporting candidates with different needs during their assessment

— Using a variety of assessment methods
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- Making a record of assessment decisions

- Giving candidates feedback on their performance and reviewing their progress throughout
the assessment process

- Using different types of evidence to give an overall assessment of competence
- Contribute to the agreed quality assurance arrangements

- Work with other people involved in the assessment process, such as workplace,
supervisor, teachers and trainers

Initial interview

The candidate initial development plan is designed to elicit the following information as the basis
for identifying an assessment/ training programme for the candidate:

- Personal details

- Existing qualifications

— Relevant existing skills and knowledge

- Employment/ career development aims

- Specific skills and knowledge required in order to meet these aims
- Options identified — planned assessment / training programme

The initial interviewer must:
- Ensure that, as part of the initial introduction, all candidate details are taken and recorded
on the candidate development plan and that it is signed and dated by both candidate and

interviewer.

- Match the candidate’s job role, skills and abilities to the appropriate NVQ, in terms of
subject and level

- Make decisions about relevant actions to be taken to meet candidates identified
learning/training/assessment objectives, including specific NVQ level and units where
appropriate.

- Other documents that will assist to identify candidates learning/training/assessment needs
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Candidate registration
The Centre’s Officer must:
— Ensure that all candidate details, including details which will later be used to monitor San
Michael College’s equal opportunities and open access policy are recorded on the

Centre’s own records including registration number when known.

- Ensure that any special needs or special requirements are discussed and recorded on the
appropriate documentation. This information should be made available to the assessor.

- Complete awarding body documentation to register candidate for the appropriate NVQ or
units as soon as possible

- Supply candidate name and registration number to the assessor for entry onto the
qualification candidate matrix , in preparation for recording of achievement

- Supply candidate name and registration number to the internal verifier for entry on to the
qualification tracking form.

Candidate Induction Programme
The identified person responsible for delivering the induction programme must:
Ensure that all candidates are supplied with:

— Al relevant information about San Michael College and its personnel, including specific
requirements

- All relevant forms connected with funding bodies which the Centre may require/gather from
candidate during their programme where appropriate

- Sufficient information about the NVQ delivery framework, its terminology, and the role of the
workplace

— Al relevant information about procedures, policies and personal which will affect them and
their training / assessment e.g. candidates complete contract to assess.

Action/Development plans

- The assessor must ensure that all relevant information about the candidate, including particular
assessment requirements, is available to the appropriate people at this stage.
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- The action/development plan is used to negotiate action to be taken/evidence to be produced
by the candidate in order to achieve the identified units/elements, with suggested target dates
for reviews/assessments (including any formal training if identified).

The assessor must ensure that:

The opportunities identified are relevant to the elements to be assessed

- Best use is made of naturally occurring evidence and related questioning

- Opportunities are selected to minimise disruption to normal activity

- Opportunities are selected which provide access to fair and reliable assessment

- When simulators are permitted and proposed, accurate information and advice is sought
about their validity and administration

— The proposed action/development plan is discussed and agreed with the candidate and
others who may be affected

If there is a disagreement with the proposed the action/development plan, the assessor will specify
the target elements of competence, the types of evidence to be collected, the assessment
methods, the timing of assessments and the arrangements for reviewing progress against the plan.

The assessor must ensure that the candidate is clear about the criteria which will be used to make
judgments about evidence so that effort is not wasted in irrelevant evidence. Evidence must be:

- Valid

- Current

- Authentic
- Consistent
- Sufficient

The action/development plan must be signed and dated by both assessor and candidate, a copy
issued to the candidate and the original held by the assessor.

The Candidate Progress Review
This is pre-assessment activity to ensure that the candidate has covered everything in the
action/development plan and is ready for assessment. It can also be used to identify whether the

target date for assessment must be re-negotiated or another review needs to take place and new
target dates set.
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The assessor must:
- Review candidate evidence and activities to date against the action/development plan

— Identify whether further action or evidence must be produced to meet all unit/element
requirements and target dates.

- Regularly check and record the candidates understanding of the ongoing features in the
induction e.g. appeals procedure details, health and safety and equal opportunities.

- Ensure that the entire above are recorded on the review sheet. This must be signed and
dated by both assessor and candidate, a copy issued to the candidate and the original
held by the assessor.

Candidate Assessment Records

This form is used to record and justify assessment decisions, assessment methods and results for
identified performance criteria, range and knowledge.

The assessor must:
1. Make decisions of performance evidence against the following key evidence requirements:

- Valid

- Current

- Authentic
- Consistent
- Sufficient

2. Ensure that the entire requirements mentioned above are recorded on the candidate
assessment record, copies of which should be maintained by relevant person

Where evidence (i.e. information generated within the timescale of the training programme) is of a
confidential nature and cannot be presented in the portfolio of evidence, the assessor must confirm
that he or she has seen the evidence and has made assessment decisions against the key criteria
in his or her comments on the record. In this case, the assessor should clearly reference the
location of the evidence and its nature.

The assessor must then complete the feedback sheet and ensure that this is signed and dated by
both assessor and candidate, a copy of the feedback sheet is issued to the candidate and the
original, plus the candidate assessment record, held by the assessor.

Where professional discussion has taken place, all appropriate information must be recorded.

43




% e 9aN Michael College Policies  weviced june 2009

The assessor must:
- Ensure that successful achievement is recorded on the qualification candidate matrix

— Ensure that information is supplied to the internal verifier for entry onto the qualification
tracking form

Role of the Workplace Supervisor/Observer
The roles and responsibilities of centre and workplace personnel are defined in relevant policies.

If workplace supervisors or other workplace personnel are used to support assessment
opportunities through witness testimony, these personnel:

- are given and understand all information and suitable documentation to fulfil their role e.g.
NVQ information, national standards for assessment, forms to be used.

- supply all relevant personal details on the witness status list — specimen signature list as
part of the Centre’s quality assurance procedures.
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ASSESSMENT AND MODERATION POLICY AND PROCEDURES

Description

Assessment serves a range of purposes including the:
- development of student learning (formative)
- making of judgments about student learning (summative) and
- monitoring of student learning as a measure of teaching effectiveness (evaluation)

This policy provides the compulsory framework within which assessment activities are to be
managed.

Purpose

The College operates an Assessment Policy which:

- aims to provide fair and informed assessment for its students;

- complies with the assessment regulations of accredited awarding bodies;

- provides the assessment for the course within six weeks of commencement with hand out
and hand in dates;

- includes a procedure for appeals against assessment.

- provides guidance to students and academic staff on Assessment and moderation

Scope

This Policy applies to all summative assessments and describes procedures to ensure the integrity
of the assessment process and maintenance of quality standards.

This policy should be read in conjunction with the College Equalities policies.
Responsibilities

The Vice Principal is responsible for the implementation and development of this Policy and for
monitoring its effectiveness.

Academic staff and students are responsible for the effective operation of this Policy.

The Assessment Board is responsible for authenticating the need for any special assessment
arrangements and for seeking approval from the awarding body for implementation.
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Principles of Assessment

Fulfilment of Programme Objectives

Assessment may be formative or summative. Formative is designed to support and guide
students in their learning, using inclusive methods, whilst summative is designed to enable
students to demonstrate fulfilment of the objectives of the course of study and achievement of the
required standard. The policy relates to both types of assessment but especially to summative due
to its role in certification.

Support is offered to students as appropriate, to enable them to attempt the required standard,
providing equality of access to opportunity for assessment.

Special arrangements for assessment, e.g. environmental, extra time for students with learning
difficulties and disabilities, etc, may be made in accordance with the awarding body procedures,
where these have been notified in advance to the examinations section.

The College requires all courses of study to operate within course regulations, which specify any
assessment requirements of the course. (In some cases these assessment requirements are
determined and published by external assessment/examination authorities).

Support during assessment for students with learning difficulties and/or disabilities, will be given,
where appropriate, in accordance with the regulations of the awarding bodly.

All assessment opportunities will be conducted having regard to the Equal Opportunities Policy.

Assessors judgment

Assessment must be carried out competently and impartially. The College ensures that an
external assessor, examiner, moderator or verifier (who may be appointed by the awarding body)
verifies the assessment of each internally assessed course. The role of the external member is to
ensure that standards are maintained and that work is justly assessed.

Assessment entails both computation and exercise of the assessor's judgment in evaluating the

standard of work and the interpretation of assessment regulations. Assessors operate under the

College's quality assurance mechanisms relating to good practice; the academic judgment of the
assessors cannot be contradicted.

Grades awarded by the College may be subsequently altered as a result of external moderation by
the awarding body's moderator.
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Assessment Regulations
Information for students

The College requires that on each course the course regulations, including assessment
requirements, be made known to students by the Course Team Leader at an early stage in the
delivery of the course. The assessment requirements should include reference to calendar for
assessment, assessment criteria, and deadlines for individual assessment activities and cut-off
points for submission of assignments for assessment. It is the responsibility of the Course Team
Leader to ensure that this information is made available in an appropriate way.

During the course, tutors are required to have regular 1-1 tutorials to advise students of progress,
achievement and/or, cause for concern. Individual Action Plans may be devised and monitored
through end of semester reviews.

Responsibilities of Students/Late Submission

Every assignment is to have a clear written indication of interim assessment points and final hand
in date when it is issued to students.

If, at any point, a student is not on target to complete on time, an extension/deferment period must
be negotiated, agreed and recorded with assignment tutor.

Extensions will not normally be granted beyond 10 days from the date when the assignment was
originally due. Such extension will result in the student being awarded a grade only up to a pass.
However students granted extension as a result of extenuating circumstances which are beyond

their control may not suffer prejudice as a result of the extension. The decision to allow extension
due to extenuating circumstances rest with the programme leader and is subject to review by the
Assessment Board.

Assignment work submitted after the specified hand in date without negotiated approval of the
relevant tutor may not normally be marked nor a grade awarded. The student will then be required
to repeat the module.

If a student is found to have cheated or attempted to gain unfair advantage, the Course Team has
authority to deem the student to have failed all or part of the assessment and to determine whether
or not the student shall be permitted to be reassessed.

Internal assessment — number of attempts

Students will be allowed no more than two attempts to achieve a satisfactory standard in any one
assessment (unless stated otherwise in the Unit Specification or in the assignment itself).
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Where a student is absent at the time an assessment is offered, or does not submit an assessment
on time; this will be recorded as one attempt unless the absence was previously approved by the
member of staff conducting the assessment or evidence of a genuine reason for absence or
lateness can be given, for example, a medical certificate.

Where appropriate an alternative instrument of assessment will be used for any reassessment.
Assessment evidence will be retained by the college for the purpose of Assessment and
Moderation and will only be returned to the student at the discretion of the college and only after
completion of the moderation process.

Special assessment arrangements

Where a candidate is likely to have difficulty in demonstrating attainment through the standard
assessment arrangements it may be possible to request and provide alternative assessment
arrangements in line with the student’s specific needs.

Where such a need is identified by either the candidate or a member of college staff this should be
communicated to the Vice Principal and the Chairperson of the Assessment who is responsible for
liaising with the awarding body to gain approval for the use of alternative assessment
arrangements.

Moderation

It is essential that assessment decisions are to national standards. The internal and external
moderation process is in place to ensure that all assessments are applied consistently for all
candidates and that the final assessment mark is accurate, reliable and recorded.

It is the responsibility of all academic staff to participate in the moderation process by keeping the
necessary records, attending moderation meetings and submitting marked student assessments as
requested.

Results for internally assessed units are final only after internal and/or external moderation.

All assessment evidence, which has been internally moderated, will be retained until the end of the
session so that it is available, if required, for internal audit. All other assessment evidence and
records should be kept for scrutiny by external moderation.

Plagiarism and Other Forms of Cheating

Plagiarism and other forms of cheating are not tolerated.
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If a student is suspected of cheating or caught cheating for example: suspected of submitting an
assessment that is not wholly his or her own work (plagiarism), copying in a supervised
assessment, using unauthorised aids in supervised assessments, the Student Disciplinary
Procedure will be invoked.

Academic Progress

Continued satisfactory academic progress throughout a student’s course of study is required and is
specified in the Student Attendance Policy.

Academic progress will be monitored throughout the academic year and students will have an
opportunity to meet with the programme leader at least once in the academic year.

Continual failure to submit course work to the required standard and/or deadlines or to achieve
summative assessments or failure to meet the agreed requirements of any support or recovery
plan may lead to a student being withdrawn from their course of study.

Appeals

Students have the right of appeal against assessment decisions, which may adversely affect
his/her academic achievement, if they feel there are just grounds such as error, inconsistent
judgment, misinterpretation or unfairness.

A student may appeal against:

- the non-award of any unit;

- the non-award of merit;

- the non-award of the final qualification.

The appointed Internal Moderator for the Unit(s) in question will be responsible, in the first
instance, for investigating an appeal against any assessment decision.

The Internal Moderator will investigate and re-mark the assessment(s), where appropriate, to
ensure that the original outcome is valid and reliable.

The Internal Moderator should formally report the outcome of the re-marking of any assessment(s),
with comment where appropriate, to both the assessor and the student.

The student will have the right to invoke the College’s Student Appeals Policy and Procedures if
they have evidence that the review by the Internal Moderator was incomplete or unreasonable.
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Academic Offences

The following are the main types of academics offences:
Cheating

This is where a student either copies from the scripts of other candidates or allows their work to be
copied or, in a manner not explicably permitted by the regulations for the examinations, brings into
the examination any unauthorised materials, or impersonates in any form.

Plagiarism

This is where a student copies work from another source, published or unpublished (including the
work of another person), in a manner not authorised by the regulations of the assessment, and
presents the copied work as if it was the student's own. Work that is not the student's own must
not be excessive and must be clearly identified with the source fully acknowledged.

Fabrication

This is where a student presents false or fabricated information, results or conclusions in any form
of assessment, including practical work, fieldwork, oral presentations, interviews and reports on
work placements.

If a student is believed to have committed an academic offence investigations will be initiated and
overseen by the Director of Academic Standards. The resultant findings will be communicated to
the student within 15 College days.

Criterion-referenced assessment

- The College uses criterion-referenced assessment as the method to explicitly define the
relationships between summative assessment and the learning objectives

- standards to be met

- performance expectations held of students, and

- award of grades

In criterion-referenced assessment, judgments about the quality of students’ performance are

made by reference to predetermined criteria and standards and not by reference to the
achievement of other students. The following definitions apply:
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Criterion

This is a property or characteristic by which the quality of something may be judged. Specifying
criteria nominates qualities of interest and utility but does not have anything to offer, or make any
assumptions about, actual quality.

Standard

This is a definite level of achievement aspired to or attained. Standards specify levels of quality (or
achievement, or performance) for each criterion.

APPEALS PROCEDURE
(For appeals against assessments carried out by the college)

The appeals procedure is an internal procedure designed to give students confidence in the
college procedures.

Students may have grounds of appeal:
- over the result of an internal college assessment
- over the timing of an assessment
- over the procedures, materials, etc available for an assessment
- over the actual assessment.
In the first instance the student may wish to discuss the problem with his/her tutor.
Where a student is dissatisfied with the result of an assessment carried out by the College the

student is entitled to request a reconsideration of the outcome.

Initiation of appeal: Student's responsibility

Procedure
Stage 1

1. A candidate not satisfied with their assessment should forward their appeal in writing to the
Unit/Module Lecturer/Assessor giving an outline of the problem and the main points of
disagreement.

2. The Assessor should try to address the points raised by the candidate, either through
explanation, or re-assess the assignment or seek the opinion of another assessor.

3. If both the Unit/Module Lecturer/Assessor and the student are satisfied with the outcome at
2 the result will be recorded on the appropriate form. A copy of this form will be forwarded
to both Course Coordinator/Internal Verifier and student.
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Stage 2

1. If a candidate is not satisfied with the outcome at Stage 1 an appeal should then be
forwarded in writing to the Course Coordinator/Internal Verifier. Copies of this appeal will
be given to the Unit/Module Lecturer and Head of Centre.

2. The Centre coordinator/Internal verifier should attempt to resolve the matter in-house.

3. If a satisfactory outcome results the agreed grade will be recorded on the appropriate form
and copies forwarded to the Subject Lecturer, Course Coordinator/Internal Verifier and
Head of Centre.

Stage 3

1. If a student is not satisfied with the College's Internal Appeals procedure at the end of
Stage 2, the views of the Awarding Body will be sought on the awarding body appropriate
form. Copies of this form will be given to the student, Course Coordinator/Internal Verifier,
Head of Centre and Quality Manager. All expenses involved will be the responsibility of
the student.

2. The decision reached by the Awarding Body will be FINAL. A copy of the outcome will be
forwarded to the Subject Lecturer, Course Coordinator/Internal Verifier, Head of Centre,
student and Quality Manager.

Timescale

All Stage 1 assessment appeals must be lodged within 7 working days of the student receiving
their results.

All Stage 2/3 examination appeals must be lodged within 3 working days of receipt of decision.

All other assessment appeals at Stages 1/2/3 must be lodged within 3 working days of receipt of
decision.

Appeal Charges
— If the appeal is successful all expenses incurred by the student will be refunded.
- Ifthe appeal is unsuccessful all expenses must be met by the student.
— Charges will be based on the current hourly rate applicable to the grade of work.
College Appeals
In instances, where a centre wishes to appeal against the approval or verification decision made by

an external verifier, the points of disagreement should be documented and sent to the Quality
Assurance Manger.
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Appeals Policy
Awarding Board will consider appeals from centre or individual candidates, assessors or internal
verifiers and will endeavour to ensure that all those involved in the process are treated fairly and
equally
The Centre may appeal to the awarding body in situations where:
- It is dissatisfied with the allocated external verifier for the centre. Awarding Board will
review the reasons for this and may reallocate the centre to another verifier if the reason
for the objection is found to be valid.

- There is dispute with the external verifier over decisions made relating to the approved
status of the centre, the certificate status of the centre or action points identified

- The centre has missed a certificate end date for a valid reason and wish the Awarding
Board to take their appeal to QCA (please note that administrative oversights and not
being aware of the end date are not classes as valid reasons)

- Candidates may appeal directly to the awarding body in situations where:

- They have evidence that they are being unfairly treated by an assessor, internal verifier or
centre contact

- They have evidence that they are being discriminated against by an assessor, internal
verifier or centre contact because of their race, gender or religion

- Access to assessment! Assessor is hindering their ability to progress through their
qualification at an acceptable pace

- they have special assessment requirements which are not being recognised by the centre
- resources or facilities at their assessment site are hindering their progress

- they are dissatisfied with the outcome of an assessment and the assessment decision and
have taken the appropriate steps to resolve the conflict within the centre

- they are dissatisfied with the ultimate decision regarding the issue of a certificate for their
Qualification
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Assessors and Internal Verifiers may appeal directly to the awarding body in situations where:

- they have evidence that they are being unfairly treated by an assessor, internal verifier or
centre contact

— they have evidence that they are being discriminated against by an assessor, internal
verifier or centre contact because of their race, gender or religion

- resources or facilities at their assessment site are hindering the progress of their
candidates

Appeals may be initiated at any point within 12 months from the time that the grounds for the
appeal arose. If appeals are not made within 12 months the right to appeal is lost.
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PLAGIARISM AND ASSESSMENT MALPRACTICE POLICY
Plagiarism

Plagiarism is the representation of the words or ideas of another person or source as one's own
in any academic exercise. Plagiarism may occur intentionally or unintentionally, but intent is not
a factor in determining whether plagiarism has occurred. An analogy is the licensed driver who
is responsible for knowing and abiding by the rules of the road. Ignorance does not excuse the
driver if a law is broken. Likewise, a writer is responsible for knowing and using the rules for
being accurate and honest in his or her writing. Pleading ignorance of the rules does not prevent
the consequences from being applied.

To avoid plagiarism:

- Every direct quotation must be identified by quotation marks or by appropriate
indentation and must be properly cited in the text or in a footnote.

- Acknowledgment is also required when material from another source stored in print,
electronic, or other medium is paraphrased or summarised in whole or in part in one’s
own words.

— Information which is common knowledge such as names of leaders of prominent
nations, basic scientific laws, etc, need not be footnoted; however, all facts or
information obtained in reading or research that are not common knowledge among
students in the course must be acknowledged.

A bibliography is a list of sources specifically consulted in the preparation of a paper or
project. In addition to materials specifically cited in the text, only materials that contribute to
the author’s general understanding of the subject may be acknowledged in the bibliography.

Plagiarism can, in some cases, be a subtle issue. Any questions or doubts about what
constitutes plagiarism should be discussed with the Tutor.

Plagiarism: (Two Basic Forms)

— Using someone else's work as your own, without citing the source. This includes direct
copying, rephrasing, and summarising, as well as taking someone else's idea and putting it
in different words.

— Not indicating directly quoted passages or ideas even while citing the work as a general
source.
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Procedures for Dealing with Plagiarism

When a member of staff has reason to believe that plagiarism has occurred on an
assignment, the following procedures should be carried out:

- Gather the evidence that confirms plagiarism (e.g., make copies of assignment; get
citations for, or copies of, the sources that were plagiarised). In cases where plagiarism
cannot be firmly established, the professor is encouraged to meet with the student to
obtain sources or to determine the student's familiarity with the paper that he or she
submitted.

- If possible, meet with the student to discuss the incident. In this meeting, the following
should be addressed:

c:

Describe the evidence that confirms that plagiarism occurred.

Listen to the student's response.

Review what plagiarism is, why it is unacceptable in a scholarly community, and
how to cite sources properly.

U Review the college's plagiarism policy and procedures with the student.

c: C:

After meeting with the student, determine the consequences with the assumption that this is a first
offence. Inform the student what the consequences will be if this is a first offence (e.g., send the
student a copy of the report that is submitted to the Administrator’s Office), making sure that other
students’ rights to privacy are maintained (e.g., do not name the other students in conversation
with the student about whom the report is filed, and block out the other students’ names in the
report). The incident must be documented.

What are the consequences of plagiarism?

If an assignment/coursework involves plagiarism of the second kind (less serious), the Tutor may
ask you to rewrite the paper, using correct forms of documentation.

If an assignment/course work involves plagiarism of the first kind (more serious), the Tutor is
empowered by the college to assign the student a failing grade in the course. In addition, a file
may be established with the Deputy Principal to record the incident, in case of repeated offences.

Tutors may demonstrate that a student’s work involves plagiarism in two ways:

- By identifying the source, or
- By showing the discrepancy of style between previous papers and the paper in question.
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A final word on plagiarism

We understand the occasional temptation to plagiarise—but we are surprisingly good at
recognising plagiarism. Our basic message is DON'T DO IT. When you need to take something
from another person's work—an idea, a powerful statement, a set of facts, or an explanation—cite
your source.

Assessment Malpractice

Malpractice consists of those acts which undermine the integrity and validity of assessment, the
certification of qualifications and/or damage the authority of those responsible for conducting the
assessment and certification.

San Michael College does not tolerate actions (or attempted actions) of malpractice by:

- learners
- staff

(in connection with qualifications offered by any awarding body)
The centre will take the following steps to prevent or reduce the occurrence of learner malpractice:

— using the induction period and the student handbook to inform learners of the centre’s
policy on malpractice and the penalties for attempted and actual incidents of malpractice
- showing learners the appropriate formats to record cited texts and other materials or
information sources including websites. Learners should not be discouraged from
conducting research; indeed evidence of relevant research often contributes to the
achievement of higher grades. However, the submitted work must show evidence that the
learner has interpreted and synthesised appropriate information and has acknowledged
any sources used.
- introducing procedures for assessing work in a way that reduces or identifies malpractice,
e.g. plagiarism, collusion, cheating, etc. These procedures may include:
U periods of supervised sessions during which  evidence for
assignments/tasks/coursework is produced by the learner
U altering assessment assignments/tasks/tools on a regular basis
U the assessor assessing work for a single assignment/task in a single session for
the complete cohort of learners
U using oral questions with learners to ascertain their understanding of the
concepts, application, etc within their work
assessors getting to know their learners’ styles and abilities, etc.
U ensuring access controls are installed to prevent learers from accessing and
using other people’s work when using networked computers.

»
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Learner malpractice

Attempting to or actually carrying out any malpractice activity is not permitted by the Centre. The
following are examples of malpractice by learners; this list is not exhaustive and other instances of
malpractice may be considered by the College at its discretion:

- plagiarism by copying and passing it off as the learner's own, the whole or part(s) of
another person’s work, including artwork, images, words, computer generated work
(including Internet sources), thoughts, inventions and/or discoveries whether published or
not, with or without the originator's permission and without appropriately acknowledging
the source

— collusion by working collaboratively with other learners to produce work that is submitted
as individual learner work. Learners should not be discouraged from teamwork, as this is
an essential key skill for many sectors and subject areas, but the use of minutes, allocating
tasks, agreeing outcomes, etc are an essential part of team work and this must be made
clear to the learners

— impersonation by pretending to be someone else in order to produce the work for another
or arranging for another to take one’s place in an assessment/examination/test

— fabrication of results and/or evidence

- failing to abide by the instructions or advice of an assessor, a supervisor, an invigilator, or
Awarding body conditions in relation to the assessment/examination/test rules, regulations
and security

- misuse of assessment/examination material

- introduction and/or use of unauthorised material contra to the requirements of supervised
assessment/examination/test conditions, for example: notes, study guides, personal
organisers, calculators, dictionaries (when prohibited), personal stereos, mobile phones or
other similar electronic devices

- obtaining, receiving, exchanging or passing on information which could be
assessment/examination/test related (or the attempt to) by means of talking or written
papers/notes during supervised assessment/examination/test conditions

— behaving in such a way as to undermine the integrity of the assessment/examination/test

- the alteration of any results document, including certificates

- cheating to gain an unfair advantage.
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Centre Staff Malpractice

The following are examples of malpractice by centre staff. The list is not exhaustive and other
instances of malpractice may be considered by Management:

- failing to keep any Awarding body mark schemes secure

— alteration of any Awarding body mark schemes

— alteration of Awarding body assessment and grading criteria

— assisting learners in the production of work for assessment, where the support has the
potential to influence the outcomes of assessment, for example where the assistance

involves centre staff producing work for the learner

- producing falsified witness statements, for example for evidence the learner has not
generated

— allowing evidence, which is known by the staff member not to be the learner's own, to be
included in a learner’s assignment/task/portfolio/ coursework

- facilitating and allowing impersonation

- misusing the conditions for special learner requirements, for example where learners are
permitted support, such as an amanuensis, this is permissible up to the point where the
support has the potential to influence the outcome of the assessment

— failing to keep learner computer files secure

— falsifying records/certificates, for example by alteration, substitution, or by fraud

- fraudulent certificate claims, that is claiming for a certificate prior to the learner completing
all the requirements of assessment

- failing to keep assessment/examination/test papers secure prior to the
assessment/examination/test

- If malpractice is discovered by the IV, EV, EE, examiner, moderator, etc or has been

reported by a third party, the Centre will conduct an investigation in a form commensurate
with the nature of the malpractice allegation.
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If the investigation confirms that malpractice has or was about to occur, the College will
institute disciplinary measures commensurate with the degree of malpractice, and may in
more serious cases report this to the awarding body which may take whatever action it
deems fit.

Avoiding Mistaken or Fraudulent Claims for Certification.

San Michael College does not tolerate actions (or attempted actions) of malpractice by:

Learners and
staff

(in connection with qualifications offered by any awarding body)

In order to avoid mistaken or fraudulent claims for certification, the following procedures should be
followed by all staff involved in the delivery and assessment process:

A record of achievement should be maintained for each candidate and should be updated
each time a candidate has completed a unit. The teacher/assessor responsible for the
completed unit should sign against the achieved unit in the record of achievement. Where
the completed unit has been moderated/verified, the internal moderator/verifier should
counter-sign against the completed unit.

Before a unit is entered on the record of achievement, it should either be moderated or
independently assessed and both the signature of the teacher/assessor who originally
assessed the unit and that of either the Moderator/verifier or independent assessor.

Before a candidate completes a qualification, the candidate’s work should have been
moderated/verified a minimum of three different occasions before any claim for certification
is considered. The moderated/verified units should be at least 30% of a candidate’s work
and all candidates’ work should be independently assessed.

All applications for full certification will be considered by the Board of Studies made up of
the Principal, Deputy Principal, Head of department and the Internal Verifier. The Board of
Studies will then exam all paperwork and once satisfied, will authorise the claims for
certification from the awarding body.

It will be the responsibility of each assessor to:

Ensure that successful achievement is recorded on the qualification candidate matrix in
preparation for recording of achievement
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Ensure that information is supplied to the internal verifier for entry onto the Qualification
tracking form

Complete awarding body documentation to register candidate for the appropriate NVQ or
units as soon as possible

The centre staff responsible for assessing or moderating/verifying candidates’ work should take the
following steps to prevent or reduce the occurrence of learner malpractice that might lead to
mistaken or fraudulent claim for certification:

ensure that candidates do not impersonate by pretending to be someone else in order to
produce the work for another or arranging for another to take one’s place in an
assessment/examination/test

ensure that candidates or any member of staff does not fabricate results and/or evidence,
or alter any results document, including certificates

keep learner computer and manual files secure

identify and report cases were they suspect that the candidate or any other staff is involved
in falsifying records/certificates, for example by alteration, substitution, or by fraud

identify and report any suspected fraudulent certificate claims, that is claiming for a
certificate prior to the learner completing all the requirements of assessment

keep assessment/examination/test papers secure prior to the assessment/examination/test

If malpractice is discovered by IV, EV, EE, examiner, moderator, etc or has been reported by a
third party, the Centre will conduct an investigation in a form commensurate with the nature of the
malpractice allegation.

If the investigation confirms that malpractice or fraudulent claim for certification has or was about to
occur, the Centre will institute disciplinary measures commensurate with the degree of malpractice,
and report this to the awarding body which may take whatever action it deems fit. The centre may
also report fraudulent claims for certification to the law enforcement agents.

As an additional safeguard against mistaken or fraudulent claim for certification, claim for full
certification can only be made at least 10 weeks after the candidate registered for the qualification.
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STUDENT COMPLAINTS PROCEDURE

San Michael College is committed to high quality of educational and other provision for students,
and encourages students to say where there is cause for concern in individual or general
matters. The college undertakes to take such representation seriously. In raising possible issues
of complaint students will themselves be aware of and have observed their obligations as
members of San Michael College.

The College aims to handle complaints in a way which is sympathetic, fair, and efficient, which
encourages informal conciliation, facilitates early resolution, maintains individual privacy and
confidentiality, and permits useful feedback.

This procedure is for all people registered as students in the College.

A complaint will normally be about a problem encountered by a student in connection with
educational or other activities or services provided by the College. It will not necessarily be
against anybody, whether a person or an institution, although some complaints may be against
individuals. Complaints principally arising about matters covered by other specific procedures
(such as those for the assessment of students work) should be raised under those procedures.

Because the purpose of the complaints procedure is, if possible, to resolve problems, a
complaint should be made promptly, in an attempt to resolve them quickly and informally. The
procedure, therefore, has three stages, and the College hopes that most problems will be solved
in the first two stages of advice, and informal process. The three stages are:

1. Discussion and Advice
2. Informal Process
3. Formal Process

Some General Points about the Procedure

The student is entitled to fair and independent consideration of a complaint. The rights of the
student and the rights of any person complained against are both important and must be kept in
balance. Every effort will be made to ensure that both are treated with faimess and dignity.
Complaints will not be treated as though lodged against the College unless that is stated to be
the case. There will be separation between the provision for advice and provision for dealing
with or adjudicating on a complaint. The student should not suffer retaliation for making a
complaint in good faith and a student who believes that he or she has suffered a reprisal should
raise the matter. If a complaint which is not upheld is found to have been made maliciously, the
student may be subject to disciplinary procedure.

The student may withdraw a complaint or stop the process at any time in Stage 1 or 2 and, in
Stage 3, with the consent of the Principal. Personal privacy will be respected. Confidential
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information will not be communicated without the consent of the student, other than in
exceptional circumstances (for example in reporting an alleged criminal offence to the Police).
The student has a free choice of adviser and of representative, who need not be the same
person. Normally this would be a College Tutor, but students are free to go to someone else if
they prefer.

Complaints will be dealt with promptly to ensure that delay does not hinder fair resolution. Minor
complaints will normally be resolved at an early stage.

A complaint can only be brought by a student affected, although several affected students may
act together.

If a complaint is upheld there should be a satisfactory remedy or outcome, which may include:

- afull explanation;

— an apology (which is not an admission of liability);

- the matter put right if possible;

— if appropriate, some kind of financial recompense (for example if the student had paid for
something which he or she did not receive);

- if appropriate, disciplinary action may be taken.

Written records will be kept of complaints. The student will have access to the documents
submitted about his or her case, and those taking part in the complaint will be informed that this
is s0. Otherwise the records will be confidential.

Stage 1: Discussion and Advice

It is very important to get early advice about problems. Often, this can resolve the matter quickly
and informally.

Normally, a student would seek the advice of a College officer such as a Tutor, Student Liaison
Officer or Deputy Principal.

The student can expect to be given advice on how to proceed and on an appropriate course of
action, advice about what would constitute an appropriate remedy, and an opportunity to
consider whether there is indeed a complaint to be addressed. The student will then be in a
position to decide whether to proceed further, and how.

Stage 2: Informal Process

Itis in the interest of the students that a complaint to be dealt with informally should be raised at
the 'local' level (in the Department) as soon as possible. If there has been a delay the student
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should explain the reason. The student should, if possible, record the complaint in writing (the
advice about a written statement in Stage 3 may be helpful).

The student should, if possible, raise the complaint directly with the person responsible for the
matter. It may not always be easy to do this if the complaint is about the conduct of this person;
if for some reason the student cannot go direct to the person alone he or she should ask for
someone else to be present, or should raise the matter with another person in the organisation
concerned (the Principal, Deputy Principal, Student Liaison Officer, or a person or persons
nominated for the purpose).

If possible a suitable solution will be agreed and implemented, to solve the problem.

If the student is dissatisfied with the outcome of such an informal process, he or she may
consider whether to raise the matter formally through Stage 3.

Stage 3: Formal Process

Students must exhaust informal routes before making a formal complaint, or give a good reason
for not doing so. A good reason might be that the problem is particularly serious, or that when it
was raised informally there was refusal to deal with it. Informal processes are suitable for
dealing with many problems, but if a complaint includes very serious allegations, and especially
where a person complained against must have an opportunity to give his or her side of the
matter, it may be necessary to refer straight to Stage 3. If informal routes seem not to have been
exhausted a formal complaint may be referred to informal resolution.

A student wishing to make a formal complaint must do so in writing. The written statement
initiates the formal process and must include a description of what has happened to give rise to
the complaint including dates, times, and other details. It is necessary to show that something
has gone wrong in the discharge of a duty towards the student, and that the student has
suffered as a result. The statement should include:

- the name of the person or department against whom/which the complaint is made

- the name of any witnesses who will corroborate the complaint, including a written
statement from each to say that they have given their consent;

- documentary evidence, together with a list of contents and numbered pages;

- an outline of what action a student would like to be taken or what remedy he or she is
seeking;

- if desired, the name of the person who has agreed to accompany, support, or represent
the student at any meeting or hearing.

It would almost always be sensible for the student to discuss the written statement of the
complaint with an appropriate adviser (for example those named in paragraph 1.2). The
complaint should be addressed to The Principal.
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The complaint will be referred to a Panel for consideration. The Panel will consist of three
members:

1. a Chairman, who will normally be legally qualified, or have had judicial or quasi-judicial
experience;

2. at least one senior member of the University, not connected with the Department of the
student;

3. one student member not connected with the Department of the student (unless the student
requests that there should not be a student on the Panel, in which case a second senior
member will be identified).

The Principal will approve lists of persons in each of the above categories. The members of the
Panel for a particular complaint will be designated by the Principal (or an officer indicated by
him). The student will have an opportunity to object, for good cause, to a person designated,
and the Chairman of the Panel will rule on such objection.

The written statement of complaint will also be referred by the Principal to any person or
institution concerned. They will be asked to make a written response, which will be referred to
the Panel.

Normally, the Chairman of the Panel will arrange for the Panel to hear representations about the
complaint. At such a hearing the student will present his or her case, and any person or
institution complained against will reply. Witnesses or others making statements will be heard at
the discretion of the Panel. The student (and any person or institution concerned) may speak in
person or be represented. Notice of the hearing shall be given to the student, and any person to
whom notice of a complaint has been given. At the end of the hearing the Panel shall consider
their decision in private, and shall notify it in writing as soon as possible, with reasons.

The Panel may make recommendations as to the remedies, if any, to be adopted.

The Chairman of the Panel shall have power to terminate the proceedings, to determine that a
complaint is to be rejected as vexatious or frivolous, or to refer the complaint for informal
resolution as in Stage 2.

Legal representation and legal advice would not normally be necessary. Exceptionally, the
College will consider on its merits any request for financial assistance towards legal advice or
legal representation for the student or a person complained against.

No documents should be taken into consideration, which are not available to the student, the
Panel, and any person or institution concerned. The Chairman of the Panel may request the
disclosure of documents requested by the student or any person or institution concerned. The
Chairman should seek to ensure that appropriate safeguards are made for confidentiality of
disclosed documents.
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The Principal shall nominate an administrative officer to act as secretary of the Panel. This
officer shall have the right to be present throughout the whole proceedings of the Panel, and
shall draft the reasoned decision of the Panel and a report on the proceedings, for use in
connection with monitoring and the preparation of the annual report on complaints.

Timing
A complaint shall be made under Stage 2 or Stage 3 within three months of the occurrence of

the matter complained about, unless the Chairman of the Panel at his or her discretion rules
otherwise, for good cause.
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GENERAL STUDENT SUPPORT

Student support services at San Michael College are comprehensive, well established and
highly regarded by students. Our tutorial programmes are designed to give the best possible
support during the students’ time in the college. Students can expect regular meetings with their
tutor to discuss progress and future plans in individual and group sessions. Targets are set and
reviewed and performance is closely monitored, giving an exact picture of how well the student
is doing and what they need to do to improve.

The college welcomes the Disability Discrimination Act, the spirit of which is enshrined in the
college’s equal opportunity policy.

Students are encouraged to approach any member of staff for support if difficulties or problems
arise. We want students to relate to those with whom you feel comfortable.

Students can stay at the college for as many years as necessary to complete their studies. We
think they deserve to achieve their very best potential.
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INFORMATION TECHNOLOGY POLICY
General Conditions of Use of Computing and Network Facilities
Background Information

The General Conditions of Use of Computing and Network Facilities have the status of a Code of
Practice and as such form part of the conditions of employment which all staff is required to
observe. Codes of Practice are also part of the student obligations as specified in the College's
legislation.

The General Conditions of Use apply to all computer users and to all computer equipment within or
operated by the College. The Code of Practice also applies to all members of the College
whenever connecting to the College system or equipment in whatever circumstances.

A copy of the General Conditions of Use is reproduced in the following pages for convenience.

The General Conditions of Use refer to two advisory documents: Guidance for Users of Computing
and Network Resources' and 'Software Licensing Guidelines'. These documents are intended to be
a compendium of useful information for assisting users in complying with the General Conditions of
Use.

Introduction

For the purposes of Ordinances on Student Discipline, these Conditions of Use have the status of
a Code of Practice approved by the college council. They also form part of the Conditions of
Employment issued to all staff that will be using networking and computing facilities within San
Michael College.

In these conditions, ‘computer’, ‘computer system' and ‘computer network' mean those which are:

— the property of the College or leased/rented to it or

— on loan to the College from third parties or

- the property of parties to College contracts located in the College, or attached to College
computers, computer systems or computer networks

- used on the College premises, irrespective of ownership

- used to gain access to College computing and network facilities or systems, irrespective of
ownership, and 'computing and/or network resources' means any such property

The College Network includes all communication equipment which transmits information
electronically.
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An Appendix defines additional Conditions of Use relevant to centrally provided computing
facilities.

Requirements
Data Protection Act 1998
Every person shall comply with the requirements of the Data Protection Act 1998 ("the Act")

concerning personal data. Details of the data protection act can be found online at:
http://www.opsi.gov.uk/ACTS/acts1998/19980029.htm

Every person contemplating the collection, storage or use of personal data must consult the
College Data Protection Officer before such collection, storage or use, and must follow the
registration procedure adopted by the College. This applies irrespective of the ownership of the
computer on which it is intended to store the data.

License Registration and Prevention of Piracy

All licenses concerning hardware and software must be registered and where appropriate signed
by an authorised signatory within the College.

Where software has been electronically downloaded from internal or external computer systems
requiring user authentication by means of a username and password, the act of downloading
indicates acceptance of the licensing conditions pertinent to that software. Similarly when software
has been electronically downloaded from sites elsewhere on the Internet, the act of downloading
indicates acceptance of the licensing conditions pertinent to that software. Before downloading the
software ensure that the licensing conditions have been read and do not conflict with College policy
or interests.

Where the software is required by College staff, any legal queries should be referred to the Legal
Office prior to downloading.

Registration and signature will occur at College level depending on the nature of the license.
All persons who are licensed to use software or who control access to any computing and/or
network resources are obliged to take all reasonable care to prevent the illicit copying and use of

software and documentation.

No one shall introduce onto computer systems any software or other material requiring a license
for which a valid license is not in place.

Access must be permitted to computer audit staff/support staff without notice to enable them to
check against an inventory of licensed software and hardware. Any unlicensed software or
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hardware or illicit copies of documentation will be removed by such audit staff/support staff and
reported to the Principal, who may initiate disciplinary proceedings.

Commercial Exploitation of Inventions/Intellectual Property

The commercial exploitation of software or hardware developed using College computing and/or
network resources must be referred to the College's Licensing Manager or Principal for the proper
construction of a License, in accordance with the Employees Terms and Conditions of Employment
or for students in accordance with Student regulation or such other regulation as may be in force
from time to time.

As specified in the student’s regulation, copyright in software produced or developed by students
will be assigned to the College. Students will in consideration of such assignments be afforded the
same rights as members of staff as laid down in the College Regulation on 'Patents and the
Exploitation of Inventions' (This document may be available from the principal’s office).

Security of Computer Information

All persons responsible for computer equipment of any type must take adequate precautions to
ensure that the physical environment is secure in order to prevent illegal access to equipment
and/or theft. The level of physical security should be appropriate to the type and location of the
equipment.

In all instances where sensitive data of any kind are held, irrespective of whether or not Data
Protection legislation applies, every effort must be taken to ensure that the data are secure. In this
context data include passwords and other levels of access security, and the threat to secure data
includes the possible introduction of viruses.

All important data must be backed up regularly to guard against media or mechanical failure. A
suitable backup strategy and implementation must be adopted appropriate to the type and location
of the equipment.

All computer procedures and data are subject to review by the College's Internal and/or External
Auditors without notice, and in particular the Internal Auditor is responsible for periodically
reviewing adherence to computer security policy and assessing the appropriateness of security
measures at a local level.

Use of Email and Electronic Means of Publication

All members of the College shall comply with the Code of Practice relating to the monitoring of
emails.
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Unless specifically stated, all views and opinions expressed by members of the College within
email messages and other means of electronic publication (such as personal web pages) are the
individual's own, and do not reflect any official position of the College.

Use of obscene, pornographic, offensive or defamatory language or imagery is a disciplinary
offence and may result in the withdrawal of computing facilities in addition to disciplinary
proceedings.

Use of copyrighted material, trademarks, or other intellectual property without consent of the owner
is also a disciplinary offence and may result in the withdrawal of computing facilities in addition to
disciplinary proceedings.

General Conditions Relating to Use of Specific Systems

Every person who connects to and uses computing and/or network resources owned or controlled
by the College shall abide by the Conditions of Use and satisfy the registration conditions currently
in force. The provisions in any local Conditions of Use which may be drawn up shall not override
the provision in these General Conditions of Use.

College computing and/or network resources are provided for College purposes which means
those purposes concerned with students, staff, personal education, development, administration, or
other work authorised by the appropriate the principal. All addresses for computers, computer
systems attached to the College Network must be allocated and administered by the support team.

All computers and computer systems must be registered with the support team before attaching to
the College Network. All addresses will be allocated and administered by the support team.

The support team is responsible for authorising and approving:

— the connection of any computing and/or network resource, located either on or off campus
(including from College Accommodation), to the College Network;

— the extension or enhancement of any part of the College Network;

- the communication protocols which operate over the College Network;

- the establishment and operation of network services, such as Domain Name Servers and
Network Management Systems;

- the installation and use of network security measures, such as firewalls and filters;

— the connection of the College Network to external networks, such as the telephony
network.

Persons connecting to and using computing and/or network resources external to the College must

abide by any conditions of use and satisfy any registration conditions imposed by the external
agency.
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General

All users must comply with this Guidance for Users for the use of Computing and Network
Resources.

All users must act so as to cause as little inconvenience or nuisance to other users as possible. All
users must co-operate with other users and ensure equitable use of shared resources.

Consent to Intercept and Disclose Data

Use of College computer and computer network facilities is subject to the condition that users give
express consent to the examination of any data stored in computers or computer systems and to
the examining, monitoring and interception of data, communications or contents of computers by
the College for lawful purposes whenever it is deemed necessary, together with the authority to
pass such data legally to third parties either as required by law or to fulfil the College's contractual
obligations relating to the Network. This work is normally carried out by the support team on behalf
of the College in the order to meet operational and security needs of the College and related
investigatory activities.

Disciplinary Offences

General

Breach of the Conditions of Use is a disciplinary offence which may result in the suspension of
access to the Network and College Computing facilities and further disciplinary proceedings. The
following are also disciplinary offences:

- Incitement to conduct leading to a breach of any provision of these Conditions of Use shall
itself constitute a disciplinary offence.

— Failure to comply with relevant English and European law while using or accessing the
College computing or networking facilities constitutes a disciplinary offence.

- Failure to comply with the conditions of the Appendix (Centrally Provided Computing
Facilities) is also a disciplinary offence.

Hacking and Viruses

Any person who wilfully and knowingly gains unauthorsed accesgo a computer system or
attempts to disable a computer system commits a disciplinary offence.

Any person who wilfully, knowingly and without authorisation introduces or attempts to introduce a
virus or other harmful or nuisance program or file or to modify or destroy data, programs or
supporting documentation residing or existing internal or external to a computer, computer system
or computer network commits a disciplinary offence.
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Any person who wilfully, knowingly and without authorisation denies access or attempts to deny
access or otherwise interferes with the legitimate operation of computers or computer systems, or
uses any College computer, computer system or computer network to carry out such actions
against an external computer system, commits a disciplinary offence.

Infringement of Software Licenses and Copyright

Any person who wilfully, knowingly and without authorisation uses a computer, computer system or
computer network to access, disclose, publish, take or copy programs data or supporting
documentation or any other material or attempts to do so in infringement of intellectual property
rights, license conditions, contractual rights, copyright or confidentiality, where so ever the act
occurs, commits a disciplinary offence.

Where the College is rendered liable for any damages from such infringement, the College
reserves the right to recover such damages from the person infringing the intellectual property
rights, the license conditions, the contractual rights copyright or confidentiality.

Offensive, Indecent and Defamatory Material and Messages

a) Any person who knowingly and without authorisation uses a computer, computer system or
computer network to access or carry out any of the following activities commits a disciplinary
offence, unless they are carried out under the provisions stated in paragraph (b) below:

— the creation, storage or transmission of any offensive, obscene or indecent images, data or
other material, or any data capable of being resolved into offensive, obscene or indecent
images or material;

— the creation, storage or transmission of material which is designed to or is likely to cause
annoyance, inconvenience or needless anxiety;

— the creation, storage or transmission of defamatory material.

- If staff or students create, store or transmit such material in the course of their academic
work or studies, permission must be sought in advance from the Principal prior to such
action.

b) Activities described in the preceding paragraph (a) may be allowed in the following
circumstances:

- Staff specifically designated by the Principal to investigate security and other incidents,
when their activities are in connection with those incidents.

- Staff in the course of their recognised academic work provided such academic work has
been made known in advance to the Principal.

— Students in the course of their supervised academic work provided such academic work
has been approved in advance by the Principal.
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Network Management and Network Security

Any unauthorised person who attempts to monitor traffic on the College Network or any person
who attempts to connect an unauthorised device with the intention of monitoring traffic (i.e.
eavesdropping) commits a disciplinary offence.

Any person who enters any restricted area without authorisation commits a disciplinary offence.

For the purposes of this condition, restricted area includes all Server rooms, ducting and other
containments or conduits carrying network equipment or cables.

Wilful Damage

Any person who negligently or by any wilful or deliberate act jeopardises the physical integrity of
any computing and/or network resource, computer equipment, associated environmental
conditioning equipment or physical network and power connections associated accommodation
commits a disciplinary offence.

Unsolicited Bulk Email

Any person who sends unsolicited bulk email commits a disciplinary offence, unless it is for official
College purposes, or being sent to a mailing list which has been set up with the consent of the list
members and the email is consistent with the purpose of the mailing list.

Harassment

Anyone who uses College computer and computer network facilities in order to carry out or
facilitate racial, sexual or any other form of harassment commits a disciplinary offence.

Access to Data
Anyone who wilfully and knowingly acts to impede a security, disciplinary or operational

investigation commits a disciplinary offence. This includes the removal or destruction of relevant
data or hardware and the withholding of passwords and encryption keys.

Impersonation
Anyone who wilfully, knowingly and without authorisation makes use of a computer, computer

system or computer network in order to impersonate another individual, company or administrative
entity whether real or fictitious commits a disciplinary offence.
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Disciplinary Offences Committed External to the College

Any person who wilfully, knowingly and without authorisation uses any computer, computer system
or computer network originating in the College or connecting to any College computer, computer
system or computer network to commit any of the actions listed above on a computer, computer
system or computer network external to the College commits a disciplinary offence.

Further Action

In addition to any other disciplinary penalties applying to staff and those provided for under
Regulations for student discipline, the College reserves the right to:

— deny all further access to relevant computer, computer systems and computer networks
indefinitely or for a defined period of time;

- recover all reasonable costs howsoever incurred in investigating and subsequent
restitution of computer, computer systems and computer networks resulting from any
actions listed above;

- refer any possible criminal action to the police.

College Liability
The attention of users is drawn to the fact that the College will not accept liability for claims made
by third parties arising out of the application and use of data, information or results obtained from

College computing facilities.

The College accepts no responsibility for the loss of any data or software or the failure of any
security or privacy mechanism.

Liability will only be accepted by the College for provision to third parties of computing and network
resources where a contract to this effect has been negotiated and signed by the Principal.

Additional Information

The Support team will liaise with the Principal on all College software and hardware licensing
issues.

The Support team will liaise with the Principal on all College Data Protection and backup issues.

Copies of the College Regulations and Academic Policies are available at the College Reception
Desk or from the Principal and will be made available on the College's web pages in due course.
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RECORDS STORAGE AND MANAGEMENT POLICY

San Michael College hereby adopts this Records Storage and Management Policy to promote the
consistent and cost-effective management of its records throughout their life cycle; that is,
throughout their creation, use, maintenance, and ultimate disposition.

Retention periods

The retention period for all college documents should be developed in keeping with operational and
fiscalllegal requirements. In general, records shall be retained for a period of 5 years from the date
when such records becomes inactive. Such records include invoices, student attendance registers,
student details, and assessment/examination records, student files, accounting records and staff
records. The list is not exhaustive and staff should check with management regarding this policy.
Archival Material

Records of historical value (as noted above) are candidates for inclusion in the College Archives.
When this determination is made, Staff responsible for any college records will work with the
management to arrange for the transfer of appropriate records to the Archives.

Inactive Records

The College maintains an on-site records storage facility in order to maintain certain inactive
records of the College requiring secure storage for infrequent retrieval and use of the records.
Preference will be given to records that must be retained under law or to meet standards of good
operating practice that are widely recognised.

Storage Methods

To make maximum use of the storage space and to facilitate storage and retrieval, all records
approved for retention must be stored in standard file storage boxes, appropriately identified.

Security and Access
Records will be retrieved for office and departments on request.
Destruction of Inactive Records

Management is responsible for ensuring that inactive records earmarked for destruction are
destroyed in an appropriate and timely manner.
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