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DigitalMarketingMentor




Learner Induction Handbook
Welcome to Digital Marketing Mentor.

Digital Marketing Mentor is an accredited BTEC Edexcel Centre delivering you new digital marketing qualifications.  We are committed to helping our learners onto the skills escalator and we aim to give you the skills and knowledge to help you gain sustainable employment and to achieve your goals.

Our network of mentors work across the UK to provide teaching and learning in an environment local to you.  Your mentor will work with you to understand your particular learning and career goals to ensure that what you gain from the course is specific to your personal goals.

You will get the opportunity to apply your skills in a workplace environment, whether that is with your current employer or one which we will help you find. This practical industry based experience will compliment your formal qualification. 
As part of your training programme the Digital Marketing Mentor staff will be on had to offer information, advice and guidance to help you achieve your full potential. 

Digital Marketing Mentor always want to deliver outstanding achievements for you and we do this by creating a learning environment where people will achieve.

Digital Marketing Mentor aims to promote Equality and Diversity at every opportunity.

What we do?
We offer you a range of Level 3 qualifications if a variety of different digital marketing disciplines.  These are delivered in a distance supported learning format.  Our mentors, spread throughout the UK are talented experienced practitioners in their field.  Along with their expeiences, they will share with you best practice case studies to support your learning in classroom based sessions.  

The course of study may be an intensive programme, evening class, weekend residential or a series of separate days split over a period of time.  These flexible options enable you to fit your learing in around your life schedule.

You will be further suppored by your mentor as you undertake your industry placement and complete your assessment.

The Digital Marketing Mentor Commitment to Learners

“we are committed to giving you the opportunities to achieve your goals”

Digital Marketing Mentor will:

1. Give you choices. We will

· Always treat you as an individual, understanding any issues or barriers you may have irrespective of age, gender, disability or status.

· Ensure you are jointly involved in developing and choosing your own learning.

· Support you in developing the personal and social skills necessary to make choices.

· Help you understand how you will achieve your choices.

· Give you skills and knowledge. We will

· Provide access to learning to prepare you for your chosen workplace.

· Support you in creating your learning goals.

· Ensure you can develop connections between your training and the skills you need for work.

· Support you in developing expertise towards your work needs.

· Challenge you to achieve.

· Provide you with excellent learning environments. We will

· Expect that you will show respect and consideration for other learners, staff and visitors to our buildings.

· Ensure you are safe and treated fairly, telling you who to contact if you have any problems.

· Give you access to different teaching and learning approaches and resources that met your individual needs.

· Give you access to highly trained mentors who are able to extend and develop your skills in your chosen areas.

· Give you access to learning environments and resources that will support you to achieve your goals.

2. Provide you, and expect you to provide us, with Feedback. We will

· Use a variety of tools and methods that enable you to think about, and develop, your own learning at times and in places appropriate for you.

· Provide you with a wide range of assessment and review methods that are appropriate to you and the course you are taking.

· Enable you to achieve recognition for learning, regardless of where that learning is taking place (at home, in our buildings, in the workplace, in the community)

· Ask that you provide us with feedback in order that we can improve your learning experience.

How do we improve our services for you?

We improve our services for you by asking you to complete surveys and asking for your comments and views. We value your opinions and your feedback. As a result of the feedback we receive we are able to make improvements to our services.

At Digital Marketing Mentor we monitor and review all of our mentors and the locations where they deliver our training.  We will annually produce a report which will seek to determine:

· how well we are meeting your needs

· areas we need to improve in.

· This report is called the ‘Self Assessment Report’ and your contributions to this could be through any of the following:

· surveys

· comments and suggestions

· Reviews

· Focus Groups

Equality & Diversity at Digital Marketing Mentor 
“We will promote equality and diversity and RESPECT every individual’s right to a balanced life”

What is Equality?

It’s about being fair and giving everyone an equal opportunity to achieve no matter what their age, gender, disability, ethnicity or status is. We all have the right to be treated fairly!

What is Diversity?

Its about understanding that everyone is different.

Digital Marketing Mentor understand that everyone is different and we aim to ensure that your different needs are met at every opportunity.

What does Equality & Diversity mean at Digital Marketing Mentor?

· Fairness to ALL - RESPECT
· Individuality – what people want and need will be different

· Everyone is given the opportunity – to work / to learn / to achieve / to progress

· Feel able to speak out

· Politeness  - good manners cost nothing

· Common Sense – think before you act

What I need to know and what is expected of me?

· How to look after myself– take care

· How to treat  others around me – ask if they need help – and treat them with RESPECT
· How to look after material things – other peoples property – treat with respect.
· How to report anything that isn’t right! – polices and procedures

· If you feel that you have not been treated fairly we want you to tell us.

Equality & Diversity – The Digital Marketing Mentor Way

We will promote Equality and Diversity at every step of your journey with Digital Marketing Mentor, we will do this through:

· When you start your programme

We will identify your individual needs and together we will plan your journey, offering you information, support and guidance.
· Induction

This gives you the opportunity to find out about your programme, what is expected of you and what you can expect from Digital Marketing Mentor. 
· Teaching, Learning or Advice

We will work with you to set clear individual objectives and goals and a plan will be set out for you to follow to make sure you achieve your full potential.
· Assessment and Reviews

Assessment gives you the opportunity to check what you have learnt so far. 

Reviews are an opportunity for you to look back at what you have done and plan any further things you still need to do. This is YOUR review and your chance to give your opinions.
· Achievement 

You have made it- Well done! Your main aim/ objective/ qualification has been met or awarded.
· Progression

What next? - Your chance to discuss what you want to do next - get a job; get a promotion; or move on to another qualification etc.

At Digital marketing Mentor, we expect all staff, learners, visitors and anyone we work with to have RESPECT for each other and promote Equality and Diversity.

This means:

Respect others and be fair 

Everyone is different and I should always remember this

Speak up – I should tell someone, if I am not being treated fairly or if I see someone else being treated unfairly
Points of view are different so I should listen to what people have to say  

Everyone matters 

Caring about the feelings of others  

Treat others how I would like to be treated

Data Protection and Confidentiality

Digital Marketing Mentor holds and processes information about employees, learners and other data subjects to allow it to monitor, for example, employment history, performance and achievements and Equality of Opportunity. This personal data, whether it be held on paper, on computer or other media, must comply with Data Protection Principles as set out in the Data Protection Act 1998.  In summary, these state that personal data shall:

· Be obtained for a specific and lawful purpose and shall not be processed in any manner incompatible with that purpose. 

· Be adequate, relevant and not excessive for those purposes. 

· Be accurate and kept up to date. 

· Not be kept for longer than is necessary for that purpose. 

· Be processed in accordance with the data subject's rights. 

· Be kept safe from unauthorized access, accidental loss or destruction. 

· Not be transferred to a country outside the European Economic Area, unless that country has equivalent levels of protection for personal data.

It is very important that you should inform us of any change in your circumstances so that we can keep our records accurate and up to date.

Health & Safety at Digital Marketing Mentor
“To create an environment where people will feel and be SAFE ”

Why Health & Safety?

· To make sure YOU know how to be SAFE
· It is the LAW to have a safe working and learning environment 

· Carry out activities without injury or danger to yourself or others 

· Common Sense – think before you act
What do I need to know?

· How to behave and keep myself and others SAFE
· Be aware of risks around me and others 

· Know how to protect myself and others from injury and danger 

· How to report any unsafe acts – polices and procedures
Health & Safety – The Digital Marketing Mentor Way 

We will promote Health and Safety at every step of your journey with Digital Marketing Mentor.  We will do this through:

· When you start your programme

We will raise your awareness of Health and Safety and how you can keep yourself and others SAFE

· Teaching, Learning and/or Advice 

We will set out an action plan for you to follow to make sure you achieve your main aim in a SAFE and healthy environment.

· Assessment and Reviews

We will make sure that you carry out any assessments in a safe environment 

The review is a good opportunity to assess what you have learnt and know about Health & Safety. This is YOUR review and your chance to give your opinions.
· Progression

What next?  – Health & Safety matters wherever your next step takes you so always remember what you have learnt!

This means:
Safe environment for all 

Always report accidents and dangers 

Feel safe where you work and learn

Everyone is responsible for Health & Safety – including YOU

Our detailed policies can be found in the following appendices to this handbook.  These cover:

· Health and Safety
· Equal Opportunities
· IV strategy and documentation
· Assessment strategy and recording documentation
· Appeals Policy
· Malpractice policy
· Special Considerations policy
· Mistaken or fraudulent claims; registration and certification claims
· Recognition of Prior Learning
Please take time to familiarise yourself with these.

Appendix 1 
Health and Safety Policy Statement

Our policy is to take every possible step to prevent accidents and work-related ill health occurring to our learners, employees and others who might be affected by our business activities.  We aim to do this by controlling the health and safety risks, which arise from our work activities adequately.

In particular we aim to:
 Provide safe and healthy working conditions

 Provide and maintain safe equipment and plant

 Ensure hazardous substances are used safely

 Provide adequate information, training and supervision

 Ensure employees are competent to undertake their work safely

 Consult with employees on health and safety matters.

Details of individual responsibilities and arrangements can be seen in our Health and Safety Procedures document.

This policy will be reviewed yearly and learners/employees advised of any changes.

Signed: ……………………………..…
Print name…………………………….

Position: ………………………………. 

Date: …………………………………..

Review Date:…………………………..
Health and Safety Procedures
In order to ensure that health and safety is successfully managed within Digital Marketing Mentor (hereafter referred to as the Company) the following responsibilities have been allocated.

The DMM Advisory Board 
The advisory board has the corporate role of providing health and safety leadership for the Company.
DMM Advisory Board - Health & Safety Responsibilities


The health and safety responsibilities of the board are:
· Formulate Health & Safety policies and monitor compliance
· Produce and implement a strategic Health & Safety Action Plan
· Advise on action plans arising from risk assessments and monitor their implementation
· Measure, review and audit the Health & Safety policy
· Review Health & Safety policies and recommend any improvements required
· Ensuring Board decisions reflect its health and safety intentions as articulated in the health and safety policy statement

· Ensuring the health and safety policy statement reflects current priorities

· Ensuring management systems provide for effective monitoring and reporting of health and safety performance

· Reviewing health and safety performance regularly

· Ensuring health and safety risk management systems are in place and remain effective

Consultation with Employees


In accordance with the Health and Safety (Consultation with Employees) Regulations 1996 and the Safety Representatives and Safety Committee Regulations 1977 the Company will consult through the Company advisory board with elected Representatives on issues to include the following:

· The introduction of measures which could substantially affect the health and safety of employees or learners;

· The appointment of competent persons under the Management of Health and Safety at Work Regulations 1999 for the purpose of health and safety assistance;

· Health and safety information which the employer is required by law to provide to employees; 

· The introduction of new technologies into the workplace;

· The organisation or planning of any health and safety training which the employer is required by law to provide.


Audit and Review
The principle means of auditing and reviewing the Company Health and Safety Policy and detailed arrangements will be:
· Annual review and evaluation of the Company Health and Safety Policy by the company secretary and advisory board ensuring that new legislation and/or other changes in circumstance are incorporated and that the policy remains effective;

· Investigation and reporting of all major injuries and dangerous occurrences (as specified in the Reporting of Injuries and Dangerous Occurrences Regulations 1995) by the Company Secretary.

· Annual auditing to be undertaken in order to complement the above measures by providing an objective and qualitative self-assessment report of all the elements of the health and safety management system. 
General duties:

· Ensuring Board decisions reflect its health and safety intentions as articulated in the health and safety policy statement

· Ensuring the health and safety policy statement reflects current priorities

· Ensuring management systems provide for effective monitoring and reporting of health and safety performance

· Reviewing health and safety performance regularly

· Ensuring health and safety risk management systems are in place and remain effective

Chairman / Chief Executive Officer 
The Chairman / Chief Executive Officer is the nominated director responsible for health and safety.  This person will manage the operations by directing the business activities inline with established goals, objectives, and policies.   Implements programmes to ensure attainment of business plan for growth and profit.  The CEO will also provide direction and structure to ensure Digital Marketing Mentor remains the leading training provider of digital marketing skills.  However, the authority to ensure compliance with legislative requirements is devolved to the Company Secretary.
Company Secretary
· To liaise with insures regarding legal matters to ensure compliance with all legislation pertinent to the Company.

· Liaise with the Registrars
· Oversee corporate governance including drafting the appropriate section of the annual report

· To ensure the company has adequate up to date employers liability insurance cover 

· To ensure that employee’ specific health and safety responsibilities are included with in their job description and mentor license agreements.  

· The general health and safety responsibilities as defined in the HASWA 1974 sections 7-8 are included in the contract of employment.  

· To organize occupational health assessments and monitoring and 

maintain employee records.
· To carry out accident investigation when required;

· To liaise on behalf of the Company with Regulatory Authorities.

· To monitor and where appropriate investigate accidents, including near misses, reporting them to the health and safety adviser;

· To organise and participate in workplace inspections within the allocated campuses;

· When requested, assist Management in the undertaking of “Risk Assessments”;

· To provide, within their capability, or co-ordinate the provision of specialist advice, processes and support services to the Company

· To promote a positive safety culture within the Company.

Digital Marketing Mentors
Mentors have responsibility for ensuring that the health and safety policy is implemented within their own geographical areas of delivery and with all employees they manage / supervise. They must ensure suitable arrangements are in place to monitor the teaching environment /workplace and maintain safe conditions. Where hazards are identified, the risks must be controlled, so far as is reasonably practicable.
All employees of the Company have the following personal responsibilities under the Health and Safety at Work Act 1974:

· To comply with the Company Health and Safety Policy;

· To take reasonable care of their own health and safety and that of others affected by their acts or omissions;

· To co-operate with management in complying with relevant statutory provisions;

· To make proper use of safety equipment provided;

· Not to intentionally misuse items or articles provided in the interests of health, safety and welfare;

· To report all accidents to their line manager whether injuries or damage occurred or not;

· To report to their line manager any health and safety hazards, safety problems or any shortcomings they find in the Company environs or health, safety and welfare arrangements.
           General Duties

· Ensuring that systems are in place for learners, contractors and visitors to be made aware of safety procedures.

· Ensuring that systems are in place for all equipment, suitable for the task, are to be kept in good working condition.  This includes the regular maintenance and servicing of equipment.

· Ensuring adequate training, information, instruction and supervision is provided to ensure that work is conducted safely.

· Ensuring systems are in place to take immediate and appropriate steps to investigate and rectify any risks to health and safety arising from work activity.

· Bringing to the prompt attention of the Company Secretary any health and safety issues that require their attention.

· Ensuring that all accidents and near misses are properly recorded, reported and investigated to determine causal factors and implementing remedial action.

· Ensuring that systems are in place for maintaining safe access to and from the place of training at all times.

· To ensure all statutory Health & Safety requirements are implemented   


and maintained

· To ensure all building designs and modifications whilst conforming to legislative requirements take into account the needs of the end user
Line Management/Subcontractors
All levels of line management are responsible for ensuring that the health and safety policy is implemented within their own geographical areas and with all employees they manage/supervise.  They must monitor the training venue/workplace to ensure that safe conditions are maintained.  Where hazards are identified, they must ensure the risks are controlled, so far as is reasonably practicable,

Management duties include the following:

· Ensuring that employees, contractors and members of the public are aware of safety procedures;

· Establishing that all equipment, suitable for the task, are kept in good working condition; this includes the regular maintenance and servicing of equipment;

· Providing adequate training, information, instruction and supervision to ensure that work is conducted safely;
· Taking immediate and appropriate steps to investigate and rectify any risks to health and safety arising from the work activity;

· Bringing to the prompt attention of the Company Secretary, any health and safety issues that require their attention;
· Ensuring that all accidents and near misses are properly recorded, reported and investigated to determine causal factors and implement remedial action;

· Ensuring general and specific risk assessments are carried out for all tasks and significant hazards are recorded and controlled;

· Maintaining safe access to and from the place of training at all times;
Learners
All Learners of the Company have the following personal responsibilities under the Health and Safety at Work Act 1974:

· To comply with the Company health and safety policy;

· To take reasonable care of their own health and safety and that of others affected by their acts and omissions;

· To co-operate in complying with relevant statutory provisions;

· To make proper use of safety equipment provided;
· Not to intentionally misuse items or articles provided in the interests of health, safety and welfare;

· To report all accidents to their mentor whether injuries or damage have occurred or not;

· To report to their mentor any health and safety hazards, safety problems or any shortcomings they find in the Company environs or health, safety and welfare arrangements.

Appendix 2 

Equal Opportunities Policy
1. 
Aims
1.1
 Digital Marketing Mentor aims to provide an appropriate learning
         experience for all students, whatever their colour, origin, culture,
         gender, religion or ability. 
The company has high expectations of all
         students.
1.2
Digital Marketing Mentor aims to provide students with the opportunity to 
         learn in an environment free of prejudice. It is the responsibility of all 
         staff to educate against any form of prejudice or negative stereotyping  

         and to ensure that their conduct with students and colleagues reflects  

         this responsibility at all times.

Equal Opportunities (Students) Procedures

2
Teaching

2.1
Mentors are responsible for ensuring that:

•
Teaching styles, methods, language, questioning and classroom 

management includes and engages all student/students


•
Suitable resources are chosen which motivate and are sensitive to 

different groups, cultures and backgrounds


•
Stereotypes and what are thought to be stereotypical activities are 

effectively challenged


•
Teaching strategies are reviewed in relation to variations in learning 

and attainment and in the light of known good practice; and


•
They are aware of possible cultural assumptions and bias within 

their own attitudes 
3
Leadership and Management
3.1
The Advisory Board is responsible for ensuring that appropriate 
arrangements are put in place to monitor the performance of potentially 
disadvantaged students. Measures would include:

•
Identifying and investigating any patterns with regard to exclusions 

and poor attendance in respect of particular groups


•
Monitoring differences in student attitudes to work and towards 


each other, with a view to identifying any significant patterns


•
Addressing issues such as sexual or racial harassment, bullying 

and hostile behaviour and ensuring that there are effective 


procedures for reporting and responding to such incidents


•
Ensuring that the performance of different groups of students is 


monitored and evaluated so that the particular needs of different 

students are met; and


•
The impact of additional support on standards achieved is 


evaluated

3.2
It is essential that there is an appropriate response to identified patterns 
of attainment, progress, behaviour, attitudes and attendance. It is the 
responsibility of the Advisory Board to ensure that:


•Strategies should be implemented to raise performance, 


aspirations and self- esteem;



•Staff development is provided to raise awareness of differences in 

need and to promote strategies to raise achievement in all 


students; and



•An environment is created which affirms and supports ethnic, 


cultural, religious and social diversity and effectively promotes good 

personal, community and race relations.
4
Equality of opportunities

Disability

4.1
Where students have physical and/or learning disabilities, the Centre will 
ensure that:


•Whatever arrangements are reasonable and practical, within 


financial constraints, are made to ensure that disabled students can 

gain access to the curriculum; and



•The Centre works effectively with local services and agencies, 


providing coherent support.

4.2
The Centre also has a Disability Policy, which provides more detail.


Gender

4.3
Digital Marketing Mentor will ensure that:



•Guidance is given on subject choices and careers encouraging 

students to consider non-stereotypical opportunities



•Gender issues are considered when preparing for, and following 

up, work experience; and



•Account is taken of positive role models when inviting speakers 

and representatives into Digital Marketing Mentor and in the  

                 promotion of specific initiatives. 

Digital Marketing Mentor will ensure that:


•Guidance is given on subject choices and careers encouraging 

students to consider non-stereotypical opportunities



•Gender issues are considered when preparing for, and following 

up, work experience; and



•Account is taken of positive role models when inviting speakers 

and representatives into the Centre and in the promotion of specific 

initiatives

Minority Ethnic Groups, including Refugees

4.5
Digital Marketing Mentor will ensure that: 


•
Linguistic diversity is positively recognised;


•
Interpretation and translation services are made available as 


quickly as possible;


•
Links are established with the local community;


•
Staff work effectively with other local services;


•
Learning support for ethnic minority student/students is efficient and 

effective;


•
Provision is made for the spiritual, moral, and social and cultural 

education, supported by appropriate resources and information; 


•
Student/students’ names should be accurately recorded and 


correctly pronounced. Student/students should be encouraged to 

accept and respect names from cultures other than their own.


Travellers

4.6
Digital Marketing Mentor will ensure that:


•
Travelling children are successfully integrated into The Academy


•
Where necessary, distance learning packs are provided to support 

continuous learning


•
Travelling children with special educational needs receive 


appropriate support; and


•
Travellers’ cultures are affirmed to share and broaden experiences 

for all students

5
Response to discrimination

5.1
All forms of discrimination by any person within Digital Marketing Mentor 
will be treated seriously. A careful note of such incidents should be 
made, whether they take place in Digital Marketing Mentor centre’s, 
corridors or teaching areas. It should always be made clear to offending 
individuals that such behaviour is unacceptable.

5.2 
Racist symbols, political symbols or other biased and/or offensive 
insignia are forbidden in Digital Marketing Mentor centre’s. The display of 
such materials is regarded as discriminatory behaviour.

5.3 
Continued discriminatory behaviour will lead to the involvement of 
parents.
6
Monitoring, Evaluation and Review

6.1   Digital Marketing Mentor will review this policy at least every two years 
        and assess implementation and effectiveness. The policy will be 
        promoted and implemented throughout company.
Appendix 3 

Internal Verification Policy
Aim:  
To ensure that IV is valid, reliable and covers all assessors and programme activity.


To ensure that the IV procedure is open, fair and free from bias.


To ensure that there is accurate and detailed recording of IV decisions.

In order to do this, the centre will:

· Ensure that all centre assessment instruments are verified as fit for purpose

· Verify an appropriately structured sample of assessor work from all programmes, sites and teams, to ensure centre programmes conform to national standards and NSS requirements

· Plan an annual internal verification schedule, linked to assignment plans

· Define, maintain and support effective internal verification roles

· Ensure that identified staff will maintain secure records of all internal verification activity

· Brief and train staff of the requirements for current internal verification procedures

· Promote internal verification as a developmental process between staff 

· Provide standardised IV documentation 

Signed ……………………………………
Mr D Prescod – Head of Centre

Signed ……………………………………
Mr J Thompson – Quality Nominee

Signed …………………………………..
Miss C Carr – Examinations Officer

This policy will be reviewed every 12 months by the Examinations Officer
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Appendix 4

Assessment strategy 

Aim:  
To ensure that assessment methodology is valid, reliable and does not disadvantage or advantage any group of learners or individuals.


To ensure that the assessment procedure is open, fair and free from bias and to national standards.


To ensure that there is accurate and detailed recording of assessment decisions.

In order to do this, the centre will:

· Ensure that learners are provided with assignments that are fit for purpose, to enable them to produce appropriate evidence for assessment

· Assess learners evidence using only the published assessment and grading criteria

· Ensure that assessment decisions are impartial, valid and reliable

· Not limit or “cap” learner achievement if work is submitted late

· Develop assessment procedures that will minimise the opportunity for malpractice

· Maintain accurate and detailed records of assessment decisions

· Maintain a robust and rigorous internal verification procedure

· Annually provide samples for National Standards Sampling as required by the awarding body

· Monitor NSS reports and undertake any remedial action required

· Share good assessment practice between all BTEC programme teams.

· Ensure that BTEC assessment methodology and the role of the assessor are understood by all BTEC staff

· Provide resources to ensure that assessment can be performed accurately and appropriately.

Signed ……………………………………
Mr D Prescod – Head of Centre

Signed ……………………………………
Mrs J Thompson – Quality Nominee

Signed …………………………………..
Miss C Carr – Examinations Officer

This policy will be reviewed every 12 months by the Examinations Officer
Appendix 5 

Appeals Policy
Aim:  
To enable the learner to enquire, question or appeal against an assessment decision.


To attempt to reach agreement between the learner and the assessor at the earliest opportunity


To standardise and record any appeal to ensure openness and fairness.


To facilitate a learners ultimate right of appeal to the awarding body, where appropriate


To protect the interests of all learners and the integrity of the qualification

In order to do this, the centre will:

· Inform the learner at induction of  the Appeals Policy and procedure

· Record, track and validate any appeal within 7 days.

· Forward the appeal to the awarding body when a learner considers that a decision continues to disadvantage her/him after the internal appeals process has been exhausted

· Keep appeals records for inspection by the awarding body for a minimum of 18 months

· Have a staged appeals procedure

· Will take appropriate action to protect the interests of other learners and the integrity of the qualification, when the outcome of an appeal questions the validity of other results

· Monitor appeals to inform quality improvement 
Signed ……………………………………
Mr David Prescod – Head of Centre

Signed ……………………………………
Mrs Julie Thompson – Quality Nominee

Signed …………………………………..
Mrs Christine Carr – Examinations Officer

This policy will be reviewed every 12 months by the Examinations Officer 
Appeals process
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Appendix 6
Malpractice policy
Aim:  
To identify and minimise the risk of malpractice by staff or learners.


To respond to any incident of alleged malpractice promptly and objectively.


To standardise and record any investigation of malpractice to ensure openness and fairness.


To impose appropriate penalites and/or sanctions on learners or staff where incidents (or attempted incidents) of malpractice are proven.


To protect the integrity of this centre and BTEC qualifications.

In order to do this, the centre will:

· Seek to avoid potential malpractice by 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

· Show learners the appropriate formats to record cited texts and other materials or information sources

· Ask learners to declare that their work is their own

· Ask learners to provide evidence that they have interpreted and synthesised appropriate information and acknowledged any sources used

· Conduct an investigation in a form commensurate with the nature of the malpractice allegation.  Such an investigation will be supported by the Head Of Centre, Mr D Prescod, and all personnel linked to the allegation.  It willl proceed through the following stages:

1. The programme leader will interview the learner

2. A written record of the allegation and interview will be lodged with the examinations officer.

3. Consultation will take place with the learner, programme leader ,curriculum director and quality nominee

4. A decision will be made by the curriculum leader and quality nominee. This decision will be recorded by the examination officer in agreement with the Head of Centre

Where malpractice is proven, the centre will apply the following penalties/actions

1. The relevant assignment would be failed

2. The learner would be interviewed by the quality nominee and member of the senior leadership team as to their future on a BTEC course

Definition of Malpractice by Learners

This list is not exhaustive and other instances of malpractice may be considered by this centre at it’s descretion:

· Plagiarism of any nature

· Collusion by working collaboratively with other leaners to produce work that is submitted as individual learner work

· Copying (including the use of ICT to aid copying)

· Deliberate destruction of another’s work

· Fabrication of results or evidence

· False declaration of authenticity in relation to the contents of a portfolio or coursework

· 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

Definition of Malpractice by Digital Marketing Mentor Staff

This list is not exhaustive and other instances of malpractice may be considered by this centre at it’s descretion:

· Improper assistance to candidates

· Inventing or changing marks for internally assessed work (coursework or portfolio evidence) where there is insufficient evidence of the candidates’ achievement to justify the marks given or assessment decisions made

· Failure to keep candidate coursework/portfolios of evidence secure

· Fraudulent claims for certificates

· Inappropriate retention of certificates

· Assisting leanrers 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 a 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 learners own, to be included in a learners 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

· 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

Signed ……………………………………
Mr D Prescod – Head of Centre

Signed ……………………………………
Mrs J Thompson – Quality Nominee

Signed …………………………………..
Miss C Carr – Examinations Officer 

This policy will be reviewed every 12 months by the Examinations Officer
Appendix 7 

Special Considerations policy
1. Introduction

Digital Marketing Mentor (DMM) has a responsibility under the Equal Opportunities Act, Disability Discrimination Act and the regulations of Ofqual, to ensure that all its candidates have an equal opportunity to reach

their full potential and barriers to entry are mitigated against. In some instances candidates may require adjustments to the assessment process to give them an equal opportunity. DMM study and examination centres have a responsibility to ensure that appropriate adjustments are made

for candidates.

Once a reasonable adjustment has been agreed and implemented, no further adjustment will be made to the assessment or marking process.

2. Responsibilities of centre

Study centre responsibilities for candidates who are registered with the centre

All study centres (including distance and flexible learning) approved to offer assessment facilities have a duty to implement the Reasonable Adjustment and Special Consideration Policy for all DMM candidates who study with the centre. This responsibility includes assessment of needs, recommendation of reasonable adjustment, communication with DMM and provision of the

resources to facilitate the adjustment. Study centres will also be responsible for ensuring that appropriate facilities for work based assessment are available in conjunction with the employer.

Study centre responsibilities for candidates who are not registered with the centre or who are being assessed at a regional examination centre

DMM undertakes the assessment of needs, approval of reasonable adjustment and communication with the centre to facilitate the provision of resources required for candidates who are not registered with an approved study centre or who are undertaking assessments at a regional examination centre. Due to logistical implications, regional examination centres (venues

used to host examinations that do not offer study facilities) cannot accommodate all adjustments. Work based assessment is only available through a study centre.

3. Responsibility of Candidates

All candidates must submit a request for adjustment prior to the closure date for entry of assessment.

Candidates who are registered with a study centre must complete a Candidate Reasonable Adjustment Request Form and submit this to the DMM programme leader at the study centre.

Candidates who are not registered with a study centre (self-study learners) or who wish to take their assessment at a different centre, should complete a Candidate Reasonable Adjustment Request Form and submit this to the Assessment Services Team at DMM.

4. Definition of Reasonable Adjustment and Special Consideration

DMM Reasonable Adjustment and Special Consideration Policy provides additional support within three categories:
· Permanent physical, sensory or mental disability


Candidates are deemed to have a permanent physical, sensory or 
mental disability if they can prove that the condition is likely to remain 
with the candidate throughout his/her life.


Examples of proof required include medical reports from doctors, 
psychiatrists, educational


psychologists, specialist teachers, funding agencies.

· If a candidate applies for an adjustment due to a permanent physical, sensory or mental disability, the evidence submitted must specifically state that the disability is permanent.


Providing the adjustment required is the same for each assessment, 
candidates do not need to re-submit evidence with subsequent 
applications for reasonable adjustment; however they


must complete a Reasonable Adjustment Request Form for each 
assessment series.

· Temporary physical, sensory or mental disability


Candidates are deemed to have a temporary physical, sensory or 
mental disability if the condition is under one year’s duration and is 
likely to improve. Examples of temporary disability could include broken 
limbs or injury to hands which could impair candidate's ability


to write. Supporting evidence will be required in all cases.

· If a candidate applies for an adjustment due to a temporary physical, sensory or mental disability, evidence must be re-submitted with a Reasonable Adjustment Request Form for each assessment series.

· Special Consideration Special consideration may be given to candidates in instances that could not possibly be predicted. This ensures that candidates who have a temporary illness, injury or indisposition at the time of the assessment are treated fairly. Examples include influenza, bereavement of a close family member, evacuation of the assessment venue, disturbances during the assessment. This must be applied for no later than two weeks after the assessment.

5. Types Of Reasonable Adjustments Available

· Extra time

· Supervised rest breaks

· Use of readers, scribes, transcribers, word processors, laptops or other micro processing devices

· Miscellaneous types of reasonable adjustments including brailing of non-secure assessment material, taped responses, modified question papers (using coloured paper).

NB: DMM does not make adjustments to standards or pass marks. All adjustments must

be deemed reasonable and not give the candidate an unfair advantage.

6. Location of Examination or Assessment
Dependent on the type of additional assessment needs, DMM may be required to allocate a candidate to a centre best equipped to support their needs which may not be the centre most local or convenient to the candidate. Whilst every effort will be made to make provision for candidates locally, DMM reserves the right to allocate candidates to other centres. Any costs

associated with the travelling to the assessment or examination centre must be borne by the candidate.

Further Advice
For details of administration processes, see Reasonable Adjustment Guidance or contact the Quality Assurance Nominee at DMM for further advice.

Appendix 8 
Registration & Certification Policy

Aim:  
To register individual learners to the correct programme within one month of new students enrolling on a programme.


To claim valid learner certificates within agreed timescales.


To construct a secure, accurate and accessible audit trail to ensure that individual learner registration and certification claims can be traced to the certificate which is issued for each learner.

In order to do this, the centre will:

· Register each learner within the awarding body requirements

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

· Make each learner aware of their registration status

· Inform the awarding body of withdrawals, transfers or changes to learner details

· Ensure that certificate claims are timely and based solely on internally verified assessment records

· Audit certificate claims made to the awarding body

· Audit the certificates received from the awarding body to ensure accuracy and completeness

· Keep all records safely and securely for three years post certification

Signed ……………………………………
Mr D. Prescod – Head of Centre

Signed ……………………………………
Mrs J Thompson – Quality Nominee

Signed …………………………………..
Miss C Carr – Examinations Officer

This policy will be reviewed every 12 months by the Examinations Officer
Appendix 9 

Recognition of previous achievement for BTEC

Accreditation of prior learning and/or experience

(APL) Policy

APL is an assessment process that enables recognition of achievement from a range of activities using any valid assessment methodology. Provided that the assessment requirements of a given unit or qualification have been met, the use of APL is acceptable for accrediting part of a unit, unit(s) or a qualification. 

Evidence submitted for APL must be:

• authentic  

• current  

• relevant  

• sufficient 

The mentor has the responsibility for ensuring that all the requirements of a unit have been met, and for keeping appropriate records. 

Claiming a qualification by APL

After assessment of a learner’s previous achievements, registration should be made in the usual way and APL achievement may then be reported as normal achievement, graded where appropriate, via EDI or Edexcel Online (or form SRF if necessary). 

Movement of learners from non-NQF BTEC titles to NQF BTEC titles 

NQF qualifications have different specifications, assessment, grading and quality assurance arrangements. Therefore, there is no automatic credit or exemption applicable and centres are advised that it is not straightforward to transfer learners from an existing non-NQF qualification, where some units have been assessed, to a new NQF qualification to complete their studies.   

I have read and understood the content of this booklet.
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IV conducts sampling of Assessor activity and where necessary highlights actions/improvement activities for assessor to carry out. 


If areas identified by IV are actioned by Assessor in agreed timescales, there is no ‘non-compliance’ issue.


Where Assessor has not carried out activities identified by IV this is to be raised as a non-compliance issue. 


IV completes non-compliance form (Frm 021) and forwards to Assessor’s Line Manager. 


Line Manager addresses non compliance issue


Non compliance issue sits with Line Manager to take appropriate action until issue is resolved. 



When resolved, the non-compliance form (Frm 021) is signed off by Assessor and Line Manager.
Sampled in line with Risk Banding and signed off by Assessor/Line Manager 


A level of risk is identified on the non compliance form which will determine the urgency of the issue. Line Manager is to take appropriate action inline with the level of risk until the action can be signed off. 



_1304235601.vsd
Learner is not happy with an assessment decision, raises and discusses with Assessor.  A brief record of the issue and agreed action should be kept and filed (on the Discussion Record Sheet).


Resolved


No further action required


Not resolved


Learner informed that they can follow the appeals process which should reach the final stage within 14 days of the Assessment decision.  The Learner can then contact the Internal Verifier (IV) to discuss the assessment decision. 


Learner raises and discusses appeal with the IV.  A brief record should be kept on the Discussion Record Sheet outlining the issue and agreed action. IV discusses the possibility of providing support from another qualified assessor to help resolve where appropriate. 


Not resolved


If not resolved IV’s line manager interacts to provide support and offer additional solutions where available. Again a record is to be kept using the Discussion Record Sheet. 


Resolved


No further action required


No further action required


Resolved


Not resolved


Learner is informed to contact External Verifier (this may be via the IV or direct) to discuss the appeal. After this point if the appeal cannot be resolved a Learner shall be informed to go direct to the Awarding Body of the qualification within 28 days of the assessment decision.
 
NOTE: Some of the Awarding Bodies may have a variance in the appeals process or may require additional documentation (available from them) to be completed. Learners can obtain further confirmation of the Awarding Body requirements by either contacting the Awarding Body direct or asking the Company Quality Assurance Co-ordinator.

The decision of the Awarding Body is final


Resolved


No further action required



