Access to Fair Assessment Statement
•

We aim to provide a variety of qualiﬁca4ons which provide all students with the
opportunity to achieve their full poten4al by the most appropriate and direct route.

•

Our Assessment Policy is based on the concepts of equality, diversity, clarity, consistency
and openness.

•

We will endeavour to ensure that the assessment processes are implemented in a way
which is fair and non-discriminatory.

Access
Students are made aware of the existence of this policy and have open access to it. It can be found
online at hCp://www.theadia.co.uk/centre-policies
All trainers are made aware of the contents and purpose of this policy.
This policy is reviewed annually and may be revised in response to feedback from students,
trainers and external organisa4ons.
What students can expect from us:
•

We aim to ensure that all assessment of work is carried out fairly and in keeping with the
awarding body’s requirements.

•

All porJolio-based work will be assessed fairly against the qualiﬁca4on standards and tutor
involved will be fully trained.

•

Internal assessments will be carried out fairly and according to awarding body instruc4ons.

•

Externally marked tests and exams will be according to the requirements of the awarding
body.

Students can also expect:
•

To be fully inducted onto a new course and given informa4on that can be shared with
parents and carers.

•

Learning outcomes, performance criteria and other signiﬁcant elements of learning and
assessment to be made clear at the outset of the course and when assignments are set.

•

To be given appropriate assessment opportuni4es during the course with feedback
provided on the quality of the work.
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•

All work to be marked within two weeks of submission by the student.

•

Where equivalents and exemp4ons can be applied, we will ensure this is pursued with the
relevant awarding body.

Chea9ng and Plagiarism
A fair assessment of student’s work can only be made if that work is en4rely the student’s own.
Therefore students can expect an awarding body to be informed if:
•

They are found guilty of copying, giving or sharing informa4on or answers, unless part of a
joint project

•

They use an unauthorised aid during a test or examina4on

•

They copy another student’s answers during a test or examina4on

•

They talk during a test or examina4on.

•

All allega4ons of chea4ng and plagiarism will lead to a full inves4ga4on which will follow
the guidance of the relevant awarding body.

•

If a student feels he/she has been wrongly accused of chea4ng or plagiarism, they should
be referred to the ADIA Complaints Policy.
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Appeals Policy for Learners
The grounds for the appeal may be on the basis of unfairness or discrimina6on.
The complaint must be submi8ed by the candidate/learner to the Training Manager (or relevant
party in the organisa6on) within ﬁve (5) working days of receiving assessment results.
This must be completed on the Assessment Appeals Form.

The appeals process is as follows:
• The complaint/appeal is logged with the relevant party (as deﬁned in this policy document);
• The complaint/appeal is reported to the Training Manager or any other appropriate person;
• The learner’s record is updated;
• The relevant party carries out an inves6ga6on, allowing both the learner and assessor the
opportunity to present their cases;
• The relevant party makes a judgement on whether the assessment decision should be upheld or
if the learner should be re-assessed. The inves6ga6on must be completed within (10) working days
aLer receipt of complaint;
• The relevant party informs all the relevant par6es of the ﬁnal decision on whether to uphold the
assessment decision or whether to re-allocate an assessor to conduct a further assessment; and
the learner’s record is updated with the decision.
If the learner is not sa6sﬁed with the outcome, then the learner may re-appeal against the ﬁnal
decision. This escala6on must be logged with the Training Manager (or other appropriate person)
within ﬁve (5) working days of receiving the judgement from the relevant party. The Training
Manager (or other appropriate person) shall then inves6gate the ma8er further.
This will entail the following:
• The Training Manager or any other appropriate person carries out an inves6ga6on and hearing
on whether the decision should be upheld or to re-allocate an assessor to conduct a further
assessment. This inves6ga6on must be completed within ten (10) working days;
• The Training Manager or any other appropriate person makes a judgement on the informa6on
presented;
• The ﬁnal decision is then communicated to all relevant par6es; and
The Automa6c Door Installa6on Associa6on 2018

1 of 3

Appeals Form

Full Name:
Company:
Address:
Post Code:
Telephone No:
Email Address:
Reason for Appeal:

Appeal Outcome (To be completed internally):
Assessor:
Signature:
*Response to be given within 5 days

Does Learner agree with outcome: Yes / No
Learner Signature:
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Appeal Outcome (To be completed internally):
Assessor:
Signature:
*Response to be given within 10 days

Does Learner agree with outcome: Yes / No
Learner Signature:
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Complaints Policy
If you have a complaint about our Associa6on we want to hear about it and we will do
our best to put it right.
Our Customer Complaints Procedure has the following goals:
•

To deal with complaints fairly, eﬃciently and eﬀec6vely;

•

To ensure that all complaints are handled in a consistent manner throughout;

•

To increase customer sa6sfac6on;

•

To use complaints construc6vely in the planning and improvement of all
services.

Who can complain?
Anyone who is:
•

Receiving a service from the ADIA;

•

Caring for someone who has a complaint;

•

Has been refused a service which they think they may need.

How to complain
The ADIA would like to sort out any complaint as soon as possible.
Many complaints can be resolved informally. In the ﬁrst instance contact the ADIA and, if
you feel able, speak to the member of staﬀ who is working with you or ask to speak to
their manager, who will try to sort the maJer out.
If you make contact in person or by phone, make a note of the name of the person you
speak to. If a solu6on is oﬀered at this point, make a note of this as well.
If you are not sa6sﬁed or do not wish an informal solu6on, you may pursue a formal
complaint.
Write down your complaint and send it to:
Anne Saxby
Associa6on Director
email anne@theadia.co.uk
or post to:
The Automa8c Door Installa8on Associa8on
4 Old Park Lane,
Mayfair,
London W1K 1QW
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What Happens Next?
You will receive acknowledgement of your complaint within 5 working days. You may be
contacted to make sure that we have understood your complaint properly. You may be
interviewed by the person inves6ga6ng the complaint.
You will receive a response to your complaint within 28 working days of its receipt. Any
extension of this 6me limit requires your consent.

Does this always happen?
In all cases, a complaint will be given full and fair considera6on.
However, if as a result of your complaint, disciplinary proceedings are taken against a
member of staﬀ, an internal procedure will apply. You will be informed that disciplinary
proceedings have taken place, but as these proceedings are conﬁden6al, you will only be
informed of the details or outcome of maJers outside of this procedure.
If a criminal oﬀence is alleged, then the police will be informed.

Can you have someone with you when your complaint is discussed?
Yes, you can.
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Con$ngency Plan For Con$nua$on of Learners On Our Courses
The ADIA will do everything in it’s ability to safeguard the interests of learners and
ensure they receive con:nuity in their programme of learning.

Financial
The ADIA will trade with sound ﬁnancial resources. It will also maintain an emergency
fund to ensure it is able to meet it’s ﬁnancial commitments. If this fund has to be
tapped, it will be replenished at the earliest opportunity. The business has access to
addi:onal funds should it need them.
The business has indemnity insurance to cover any disasters it may encounter, enabling
it to con:nue with it’s courses. The ADIA oﬀers work-based learning courses. Therefore,
it does not require it’s own classrooms. This signiﬁcantly reduces it’s costs and any
ﬁnancial diﬃcul:es.

Staﬀ
The ADIA has mul:ple trainers allowing trainers to ﬁll in for other trainers if they are
absent. If this is not possible, he will immediately make plans to recruit addi:onal staﬀ.
This will be either through an employment agency specialising in teaching, or by adverts
in the local press and on recruitment websites.

Con$nuity
If the worst should happen and The ADIA cannot con:nue trading, but with learners s:ll
on programmes, the Director will do everything possible to ensure learners can con:nue
their courses. She will contact other training centres and further educa:on colleges to
try to transfer learners onto their courses. Compensa:on and expenses will be made
available to learners aﬀected.
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Data Protec*on Policy
Last updated

16/10/2018

Deﬁni'ons
Associa*on

means The ADIA

GDPR

means the General Data Protec'on Regula'on.

Responsible
Person

means Anne Saxby.

Register of
Systems

means a register of all systems or contexts in which personal data is
processed by the ADIA.

1. Data protec*on principles
The Associa'on is commi0ed to processing data in accordance with its responsibili'es under
the GDPR.
Ar'cle 5 of the GDPR requires that personal data shall be:
a.processed lawfully, fairly and in a transparent manner in rela'on to individuals;
b.collected for speciﬁed, explicit and legi'mate purposes and not further processed in a
manner that is incompa'ble with those purposes; further processing for archiving purposes
in the public interest, scien'ﬁc or historical research purposes or sta's'cal purposes shall
not be considered to be incompa'ble with the ini'al purposes;
c. adequate, relevant and limited to what is necessary in rela'on to the purposes for which
they are processed;
d. accurate and, where necessary, kept up to date; every reasonable step must be taken to
ensure that personal data that are inaccurate, having regard to the purposes for which they
are processed, are erased or rec'ﬁed without delay;
e. kept in a form which permits iden'ﬁca'on of data subjects for no longer than is
necessary for the purposes for which the personal data are processed; personal data may be
stored for longer periods insofar as the personal data will be processed solely for archiving
purposes in the public interest, scien'ﬁc or historical research purposes or sta's'cal
purposes subject to implementa'on of the appropriate technical and organisa'onal
measures required by the GDPR in order to safeguard the rights and freedoms of
individuals; and
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f. processed in a manner that ensures appropriate security of the personal data, including
protec'on against unauthorised or unlawful processing and against accidental loss,
destruc'on or damage, using appropriate technical or organisa'onal measures.”
2. General provisions
a.This policy applies to all personal data processed by the Associa'on.
b.The Responsible Person shall take responsibility for the Associa'on’s ongoing compliance
with this policy.
c.This policy shall be reviewed at least annually.
d.The Associa'on shall register with the Informa'on Commissioner’s Oﬃce as an
organisa'on that processes personal data.
3. Lawful, fair and transparent processing
a. To ensure its processing of data is lawful, fair and transparent, the Associa'on shall
maintain a Register of Systems.
b. The Register of Systems shall be reviewed at least annually.
c. Individuals have the right to access their personal data and any such requests made to the
Associa'on shall be dealt with in a 'mely manner.
4. Lawful purposes
a. All data processed by the Associa'on must be done on one of the following lawful bases:
consent, contract, legal obliga'on, vital interests, public task or legi'mate interests.
b.The Associa'on shall note the appropriate lawful basis in the Register of Systems.
c.Where consent is relied upon as a lawful basis for processing data, evidence of opt-in
consent shall be kept with the personal data.
d.Where communica'ons are sent to individuals based on their consent, the op'on for the
individual to revoke their consent should be clearly available and systems should be in place
to ensure such revoca'on is reﬂected accurately in the Associa'on’s systems.
5. Data minimisa*on
a.The Associa'on shall ensure that personal data are adequate, relevant and limited to what
is necessary in rela'on to the purposes for which they are processed.
6. Accuracy
a.The Associa'on shall take reasonable steps to ensure personal data is accurate.
b.Where necessary for the lawful basis on which data is processed, steps shall be put in
place to ensure that personal data is kept up to date.
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7. Archiving / removal
a. To ensure that personal data is kept for no longer than necessary, the Associa'on shall
put in place an archiving policy for each area in which personal data is processed and review
this process annually.
b. The archiving policy shall consider what data should/must be retained, for how long, and
why.
8. Security
a. The Associa'on shall ensure that personal data is stored securely using modern so[ware
that is kept-up-to-date.
b. Access to personal data shall be limited to personnel who need access and appropriate
security should be in place to avoid unauthorised sharing of informa'on.
c. When personal data is deleted this should be done safely such that the data is
irrecoverable.
d. Appropriate back-up and disaster recovery solu'ons shall be in place.
9. Breach
In the event of a breach of security leading to the accidental or unlawful destruc'on, loss,
altera'on, unauthorised disclosure of, or access to, personal data, the Associa'on shall
promptly assess the risk to people’s rights and freedoms and if appropriate report this breach to
the relevant par'es.

END OF POLICY
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Disability Discrimina.on Policy

The ADIA is commi'ed to encouraging equality and diversity among our workforce, and
elimina8ng unlawful discrimina8on.
The aim is for our workforce to be truly representa8ve of all sec8ons of society and our
customers, and for each employee to feel respected and able to give their best.
The organisa8on - in providing goods and/or services and/or facili8es - is also commi'ed against
unlawful discrimina8on of customers or the public

The policy’s purpose is to:
• provide equality, fairness and respect for all in our employment, whether temporary, part8me or full-8me
• not unlawfully discriminate because of the Equality Act 2010 protected characteris8cs of age,
disability, gender reassignment, marriage and civil partnership, pregnancy and maternity,
race (including colour, na8onality, and ethnic or na8onal origin), religion or belief, sex
(gender) and sexual orienta8on
• oppose and avoid all forms of unlawful discrimina8on. This includes in pay and beneﬁts, terms
and condi8ons of employment, dealing with grievances and discipline, dismissal,
redundancy, leave for parents, requests for ﬂexible working, and selec8on for employment,
promo8on, training or other developmental opportuni8es

The organisa.on commits to:
• encourage equality and diversity in the workplace as they are good prac8ce and make
business sense
• create a working environment free of bullying, harassment, vic8misa8on and unlawful
discrimina8on, promo8ng dignity and respect for all, and where individual diﬀerences and
the contribu8ons of all staﬀ are recognised and valued
This commitment includes training managers and all other employees about their rights and
responsibili8es under the equality policy. Responsibili8es include staﬀ conduc8ng themselves
to help the organisa8on provide equal opportuni8es in employment, and prevent bullying,
harassment, vic8misa8on and unlawful discrimina8on
All staﬀ should understand they, as well as their employer, can be held liable for acts of
bullying, harassment, vic8misa8on and unlawful discrimina8on, in the course of their
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• take seriously complaints of bullying, harassment, vic8misa8on and unlawful discrimina8on
by fellow employees, customers, suppliers, visitors, the public and any others in the course
of the organisa8on’s work ac8vi8es
Such acts will be dealt with as misconduct under the organisa8on’s grievance and/or
disciplinary procedures, and any appropriate ac8on will be taken. Par8cularly serious
complaints could amount to gross misconduct and lead to dismissal without no8ce
Further, sexual harassment may amount to both an employment rights ma'er and a criminal
ma'er, such as in sexual assault allega8ons. In addi8on, harassment under the Protec8on
from Harassment Act 1997 – which is not limited to circumstances where harassment relates
to a protected characteris8c – is a criminal oﬀence
• make opportuni8es for training, development and progress available to all staﬀ, who will be
helped and encouraged to develop their full poten8al, so their talents and resources can be
fully u8lised to maximise the eﬃciency of the organisa8on
• decisions concerning staﬀ being based on merit (apart from in any necessary and limited
exemp8ons and excep8ons allowed under the Equality Act)
• review employment prac8ces and procedures when necessary to ensure fairness, and also
update them and the policy to take account of changes in the law
• monitor the make-up of the workforce regarding informa8on such as age, gender, ethnic
background, sexual orienta8on, religion or belief, and disability in encouraging equality and
diversity, and in mee8ng the aims and commitments set out in the equality policy
Monitoring will also include assessing how the equality policy, and any spor8ng ac8on plan,
are working in prac8ce, reviewing them annually, and considering and taking ac8on to address
any issues
The equality policy is fully supported by senior management and has been agreed with trade
unions and/or employee representa8ves Anne Saxby - Associa8on Director.
Details of the organisa8on’s grievance and disciplinary policies and procedures can be found at
h;p://www.theadia.co.uk. This includes with whom an employee should raise a grievance –
usually their line manager.
Use of the organisa8on’s grievance and/or disciplinary procedures does not aﬀect an
employee’s right to make a claim to an employment tribunal within three months of the alleged
discrimina8on.
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Document Reten+on and Secure Storage Policy
Purpose
The purpose of this Policy is to ensure that necessary records and documents of The Company are
adequately protected and maintained and to ensure that records that are no longer needed by The
Company or are of no value are discarded at the proper :me. This Policy is also for the purpose of
aiding employees of The Company in understanding their obliga:ons in retaining electronic
documents – including e-mail, Web ﬁles, text ﬁles, sound and video ﬁles, PDF documents, and all
MicrosoE Oﬃce or other formaHed ﬁles.
Policy
This Policy represents The Company’s policy regarding the reten:on and disposal of records and
the reten:on and disposal of electronic documents.
Administra+on
AHached as Appendix A is a Record Reten:on Schedule that is approved as the ini:al maintenance,
reten:on and disposal schedule for physical records of The Company and the reten:on and
disposal of electronic documents. We will make modiﬁca:ons to the Record Reten:on Schedule
from :me to :me to ensure that it follows Na:onal legisla:on and includes the appropriate
document and record categories for The Company; monitor legisla:on aﬀec:ng record reten:on;
annually review the record reten:on and disposal program; and monitor compliance with this
Policy.
In addi:on, any retained informa:on can only be used for the purpose for which it is stored. This is
compliant with the Data Protec:on Act 1998 and the General Data Protec:on Regula:on (GDPR)
(Regula:on (EU) 2016/679)
Suspension of Record Disposal In Event of Legal Proceedings or Claims
There are certain occasions when informa:on needs to be preserved beyond any limits set out in
the Policy. The Policy must be SUSPENDED rela:ng to a speciﬁc customer or document and the
informa:on retained beyond the period speciﬁed in The Company’s Data Reten:on Schedule in the
following circumstances:
• Legal proceedings or a regulatory or similar inves:ga:on or obliga:on to produce informa:on
are known to be likely, threatened or actual.
• A crime is suspected or detected.
• Informa:on is relevant to a company in liquida:on or receivership, where a debt is due to The
Company.
• Informa:on is considered by the owning unit to be of poten:al historical importance and this
has been conﬁrmed by the Administrator.
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• In the case of possible or actual legal proceedings, inves:ga:ons or crimes occurring, the type of
informa:on that needs to be retained relates to any that will help or harm The Company or the
other side’s case or liability or amount involved.
• If there is any doubt over whether legal proceedings, an inves:ga:on or a crime could occur, or
what informa:on is relevant or material in these circumstances, the Administrator should be
contacted and legal advice sought.
• The Administrator shall take such steps as is necessary to promptly inform all staﬀ of any
suspension in the further disposal of documents.
Security of personal informa+on
The Company will take reasonable technical and organisa:onal precau:ons to prevent the loss,
misuse or altera:on of your personal informa:on.
The Company will store all personal informa:on on our secure (password- and ﬁrewall-protected)
servers.
The Client should acknowledge that the transmission of informa:on over the internet is inherently
insecure, and that The Company cannot guarantee the security of data sent over the internet.
The Client will be responsible for keeping their Username and Password used for accessing The
Company’s website conﬁden:al; The Company will not ask for password other than when needed
to log in to our website.
Amendments
The Company may update this policy from :me to :me by publishing a new version.
This page should be checked occasionally to ensure that the policy remains relevant.
Applicability
This Policy applies to all physical records generated during The Company’s opera:on, including
both original documents and reproduc:ons. It also applies to the electronic documents described
above.
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1. Introduc7on
1.The purpose of this document is to outline the process for employees leaving the The ADIA,
including the responsibili*es of line managers, to ensure that a standard and consistent
approach is adopted.
1.A sound leaving procedure helps to ensure that:
• managers understand their responsibili*es and have a clear process to follow
• staﬀ understand what is expected from them
• security of conﬁden*al informa*on, premises, etc. is maintained
• all Group property is returned to the organisa*on in a *mely manner.
1.From an employee perspec*ve leaving a job is an important and poten*ally stressful event,
par*cularly in cases of re*rement, redundancy etc., and how Royal Blind manages this
process has an impact on the employees las*ng impression and experience of the
organisa*on. A well-managed leaving process helps to ensure that the transi*on is as smooth
and stress-free as possible for both the leaving member of staﬀ and the line manager.
1. Management responsibili7es
1.The leaver’s line manager is responsible for the en*re leaving process, and for ensuring that all
of the areas outlined in the Leaver’s Checklist (appendix 1) are followed and completed.
1.In cases of planned departure, the leaving process should begin where possible at least 4
weeks before the employee’s end date, with appropriate no*ﬁca*on to the leaving employee
of what is required from them and when.
1. Employee responsibili7es
1.The leaving employee will work with the manager to complete the Leaver’s Checklist and
ensure that any items requested are returned in good *me. The employee will sign the
checklist when requested to do so by the manager, prior to the leaving date.
1.In cases of resigna*on and re*rement, the employee is responsible for submi^ng their no*ce
in wri*ng to the line manager, and ensuring that the contractual no*ce period is observed.
1. Leavers checklist
1.The Leavers Checklist (appendix 1) should be used by the manager, with employee’s input and
coopera*on, to ensure that all relevant areas are covered prior to the employee’s departure.
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1.: the employee’s no*ce period is detailed in their terms and condi*ons of employment, and the
manager should take this into account when agreeing a leaving date. If the manager is
unsure of the no*ce period required, they should contact Human Resources for clariﬁca*on.
1. no*ﬁca*on requirements depend on the reason for leaving, as listed below:
•Resigna7on: the manager must ensure that he/she is provided with a resigna*on in wri*ng
(by le`er or email) from the employee. The manager will then respond to the employee in
wri*ng acknowledging the resigna*on.
•Re7rement: legally and procedurally re*rement is the same as resigna*on, the only
diﬀerence is that the leaving employee will start claiming their pension. The manager must
ensure that he/she is provided with a wri`en no*ﬁca*on of the proposed re*rement date (by
le`er or email) by the employee. The manager will then respond to the employee in wri*ng
acknowledging the re*rement. Pension informa*on will be provided separately:

-Employees who are members of the Group ﬁnal salary pension scheme should request
pension illustra*ons from the Payroll & Finance Assistant at Head Oﬃce.
-Employees who are members of the Aegon scheme should contact Aegon directly to
request their pensions informa*on. Advice can be obtained from the Group’s Independent
Pensions Advisors, whose contact details can be obtained from the Finance Department.
-Teachers who are members of the Sco^sh Public Pensions Agency (SPPA) scheme
should contact the scheme directly with regards to their pension.
•End of ﬁxed term contract: where a ﬁxed term contract is due to expire, the manager
should contact Human Resources to ensure that the correct process is followed.
•Redundancy or dismissal: this should only result from a formal process, in which Human
Resources will have been involved. HR will work with the manager through the relevant
process and will ensure that relevant documenta*on is issued.
1.:
•The annual leave will be pro rated for the relevant holiday year up to the leaving date – if
managers are unsure of the pro rated annual leave en*tlement, they should contact Human
Resources for clariﬁca*on.
•The employee should normally take their outstanding annual leave before the agreed
leaving date. Where this is not feasible (e.g. due to service provision or individual
circumstances), a payment will be made with their ﬁnal salary.
•If the employee has taken more annual leave than their en*tlement, this will be deducted
from their ﬁnal salary.
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leaving date and the 14th of the month in which the employee leaves. Any varia*on sheets or
expense claim forms with ﬁnal addi*onal payments due should be sent to head oﬃce at the
same *me. This ensures that Payroll are no*ﬁed in a *mely manner and the ﬁnal payment
can be adjusted accordingly.
1.: the manager is responsible for ensuring that any organisa*onal assets in the leaving
employee’s possession (listed in the leaver’s checklist) are returned upon termina*on of
employment.
1. where relevant, the manager must ensure that an adequate handover of work tasks takes
place between the leaving employee and their successor. This will include passing over of any
business informa*on held by the employee (in electronic or paper format).
1. the manager will remind the leaving employee of the statement in his/her terms and
condi*ons of employment rela*ng to conﬁden*ality, which con*nues to apply aher
termina*on of employment. For reference, the conﬁden*ality clause is copied below:
“The employee shall not make use of, divulge or communicate to any person (save in
the proper performance of his/her du*es) any conﬁden*al informa*on of or rela*ng to
Royal Blind which he/she may have received or obtained as a result of or in any way in
connec*on with his/her employment by Royal Blind. This restric*on shall con*nue to
apply aher the termina*on of his/her employment without limit in point of *me but
shall cease to apply to informa*on required to be disclosed by law.
For the purposes of this Agreement conﬁden*al informa*on shall include, but shall not
be limited to details of any informa*on which the employee is told is conﬁden*al or
any other informa*on of a private, conﬁden*al or a secret nature concerning Royal
Blind and any informa*on that has been given to Royal Blind in conﬁdence by
customers, clients, suppliers, or any other persons
All notes and memoranda of conﬁden*al informa*on concerning the ac*vity of Royal
Blind or any of its suppliers, agents, distributors or customers, which shall be acquired
received or made by the employee during the course of his/her employment shall be
the property of Royal Blind and shall be surrendered by the employee to someone duly
authorised in that behalf at the termina*on of his/her employment or at the request of
Royal Blind at any *me during the course of his/her employment.”
1.:
•The manager will inform the ICT department that the employee is leaving (prior to the
leaving date), and whether access to the employee’s email and network account will be
required aher the termina*on date. ICT will ensure that:
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-the user will be removed from any email distribu*on groups
-the user will be removed from the phone lists
Where manager requests to keep access to data or email following an employee’s
departure, this should be for a limited *me only. The manager should save any
informa*on which may be required in the future elsewhere, to allow for the account to
be deleted.
•Facili*es department must be informed of an employee’s leaving date so that the fob can
be deac*vated.
•Where an employee is an authorised signatory, the Finance Manager must be no*ﬁed of
their imminent departure as soon as possible.
•The manager will inform the Marke*ng Department to remove reference to the employee
and contact details from promo*onal material and website.
1.:

-The manager should oﬀer an exit interview to the employee as soon as the leaving date is
agreed. The purpose of an exit interview is:
-to provide all employees leaving the Group with the opportunity to give honest
feedback
-to improve and understanding of why staﬀ leave the service/Group
-to give feedback so that the manager can be aware of any issues that might have
arisen and to take learning points (posi*ve and nega*ve) on the way the staﬀ team works
and on the services it provides
-to use the informa*on obtained to make improvements to the service/Group through
changes in policy and prac*ce
-to bring any inappropriate prac*ces to the a`en*on of senior management
-to consider whether change to the role and job descrip*on are necessary.
•Care and sensi*vity must be maintained in handling the exit interview. In some situa*ons,
for example in case of dismissal, this may mean that it would be inappropriate to conduct an
exit interview. In these circumstances the manager should consult with Human Resources.
•The exit interview must be with someone with whom the leaver feels they may speak
honestly. In most instances this will be the line manager. If, excep*onally, the employee does
not feel comfortable having this discussion with their line manager, they can approach Human
Resources as an alterna*ve. The manager should inform the employee that they have the
op*on of speaking to Human Resources at any point throughout the process.
•The Exit Interview Form (appendix 3) provides a framework for the manager to lead the
discussion. The form is comprehensive and has to account for diﬀerent leaving circumstances,
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•If the manager is unable to arrange the exit interview (e.g. due to the employee’s sickness
absence or annual leave), he/she should inform Human Resources as soon as possible, and
request for the Exit Interview Form to be sent out to the employee to complete. The manager
should encourage the employee to complete and return the form.

Appendix 1: Leavers Checklist
This checklist is to be completed by the manager, with the employee’s input and coopera*on, prior
to the employee’s leaving date. Once completed, the form should be returned to Human
Resources, together with the completed exit interview form.

Employee’s name and job *tle: …………………………………………………………………....
Department/Service: ……………………………………………………………………………….
Last day of employment: …………………………………………………………………………...

Checklist:

Date
completed
(or N/A)

Resignation/retirement letter received from employee
Write letter to employee acknowledging resignation
Agree a leaving date with the employee
Agree when any outstanding annual leave will be taken and determine
the last working day (you can check the employee’s entitlement up to their
leaving date with HR)
Complete a Leavers Form and send to HR together with the resignation
letter and a copy of your acknowledgement letter
Submit any outstanding variation sheets or expense claims to Payroll
Inform ICT of the employee leaving date
Decide whether the employee’s email account should be disabled or
deleted at the leaving date and inform ICT
Decide whether access will be required to employee’s files and inform ICT
If the employee has a Company Car, inform Facilities Manager
Arrange handover of work with the employee
If the employee is the appointed First Aider or Fire Marshal, arrange
replacement
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Inform the Marketing Department to remove any reference to the
employee and contact details from the promotional material and website
If the employee is an authorised signatory, inform Finance Manager
Inform Facilities and request for the fob to be deactivated
Remind the employee of the contractual confidentiality clause, which
applies after termination of employment
Organise farewell function/card/gift as appropriate
Return of Group property
Room key
Desk key
Locker key
External keys
Gate key
Fob (return to Facilities)
Mobile phone (return to ICT)
Laptop/Computer (Return to ICT)
Pen drive (Return to ICT)
Company credit card (return to Finance)
Company car and all associated documentation
Staff ID badge (return to HR)
Business cards
Uniform
Brailler
Any other resources belong to the ADIA (list below):

Manager’s signature: ___________________________ Date: ____________________
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Employee’s signature: ___________________________ Date: ____________________

Please return this form to Human Resources, together with the completed exit interview form.

Appendix 2: Leavers form
This form should be completed by the manager as soon as employee’s leaving details are agreed. It
must be returned to HR at the Head Oﬃce, together with the resigna*on le`er and a copy of the
acknowledgement le`er/email sent by the manager.
Please ensure the form reaches HR before the leaving date, and at the latest by the 14th of the
month in which the employee leaves, together with any varia*on sheets and expense claims with
ﬁnal addi*onal payments due (where relevant). This is to ensure ﬁnal pay can be adjusted
appropriately.
Employee name
Job Title
Department/Service
Leaving details
Reason for leaving: Resignation
Retirement
End of contract
Redundancy
Dismissal
Comments:
Date resignation/retirement notice received
Last day of employment (i.e. leaving date)
Last working day (if different from above)
Is the individual staying on as supply/bank
staff?
Yes
No
Annual leave
Annual leave entitlement for this year up to the
date of leaving: ………………………….....
Annual leave taken/booked: …………………......
Annual leave due/owed:.………………...
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Details of any outstanding money owed by the
employee (e.g. compensation for not returned
Group property, overpayments)
Details of any outstanding payments due to the
employee (outwith those provided separately on
variation sheets, expense forms)
Forwarding address, telephone number, email
address:
Manager’s name (print): ________________________ Job *tle: ____________________

Manager’s signature: ___________________________ Date: ____________________
Appendix 3: Exit Interview Form

Employee Name
Job Title
Department
Employment Start Date
Leaving Date
Date of exit interview
Manager conducting the
meeting
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a.Did a single event trigger your decision to leave?
-can you tell us about that?

Y/N

If yes:

-have you shared your concern(s) with anyone in the organisation prior to leaving?

-what could have been done early on to prevent the situation developing and how
could the organisation manage these issues better in the future?
a.If you are going to another job:
-who will you be working for:

-what kind of work will you be doing:
-what is it that attracted you to the new job/employer:
Your employment with the Royal Bind Group:
a.What did you like most about your job and the organisation, and why?
a.What did you like least about your job and the organisation, and why?
a.Were your duties clearly defined? Y/N
Did they match your expectations? Y/N
If No, please provide further details:
a.Did you receive appropriate training to do your job effectively? Y/N
If No, what other training would like to have received? Have you raised this with your
manager before?
a.Did you receive appropriate support to enable you to your job? Y/N
If No, please provide further details
a.Did you ever experience or witness discrimination, bullying, harassment, victimisation
or hostile working conditions at the ADIA? Y/N
If Yes, please provide further details
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a.Please rate how you feel about the following aspects of your work (please tick):
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Personal/External

Small
amount

Moderat
e
amount

Not at
all

Small
amount

Large
Moderate
amoun
amount
t

Not at
all

Small
amount

Large
Moderate
amoun
amount
t

Not at
all

Large
amount

End of a fixed term contract
Advancement of career
Needing to broaden
experience
Relocating
Commuting distance
Family circumstances
Personal health
Return to education
Retirement
Other (Please describe):
Role/Benefits
Type of work (job content,
duties)
Workload or hours/schedule
The physical work
environment (buildings,
equipment etc)
Work environment - other
(stress, frustration, rules, etc)
Pay
Benefits
Advancement/promotion
opportunities
Adequacy of training and/or
development
Organisation/Environment
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Fairness of treatment by line
management
Recognition/appreciation
from line management
Relationships with colleagues
in your department/team
Relationships with colleagues
in other departments/teams
Senior management’s
actions and decisions
Royal Blind’s reputation or
performance
V.
Good

Good

Fair

Poor

Level of support by line manager
Working relationship with
colleagues
Teamwork
Communication within service/
department
Organisational communication
Performance management/
appraisals
Learning & development
opportunities
Advancement/promotion
opportunities
Pay and benefits
Staff recognition
Any additional comments regarding ratings above:

Signature of Employee ………………………………………………........................

Signature of Interviewer ………………………………………………………………
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Equality & Diversity Policy
The ADIA is dedicated to encouraging a suppor4ve and inclusive culture amongst the whole
workforce. It is within our best interest to promote diversity and eliminate discrimina4on in the
workplace.
Our aim is to ensure that all employees and job applicants are given equal opportunity and that
our organisa4on is representa4ve of all sec4ons of society. Each employee will be respected and
valued and able to give their best as a result.
This policy reinforces our commitment to providing equality and fairness to all in our
employment and not provide less favourable facili4es or treatment on the grounds of age,
disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race,
ethnic origin, colour, na4onality, na4onal origin, religion or belief, or sex and sexual orienta4on.
We are opposed to all forms of unlawful and unfair discrimina4on.
All employees, no maEer whether they are part-4me, full-4me, or temporary, will be treated
fairly and with respect. When selects candidates for employment, promo4on, training, or any
other beneﬁt, it will be on the basis of their ap4tude and ability.
All employees will be given help and encouragement to develop their full poten4al and u4lise
their unique talents. Therefore, the skills and resources of our organisa4on will be fully u4lised
and we will maximise the eﬃciency of our whole workforce.
Commitments:
• To create an environment in which individual diﬀerences and the contribu4ons of all team
members are recognised and valued.
• To create a working environment that promotes dignity and respect for every employee.
• To not tolerate any form of in4mida4on, bullying, or harassment, and to discipline those that
breach this policy.
• To make training, development, and progression opportuni4es available to all staﬀ.
• To promote equality in the workplace, which [company name] believes is good management
prac4ce and makes sound business sense.
The Automa4c Door Installa4on Associa4on 2018

1 of 2

• To encourage anyone who feels they have been subject to discrimina4on to raise their
concerns so we can apply correc4ve measures.
• To encourage employees to treat everyone with dignity and respect.
• To regularly review all our employment prac4ces and procedures so that fairness is
maintained at all 4mes.
The ADIA will inform all employees that an equality and diversity policy is in opera4on and that
they are obligated to comply with its requirements and promote fairness in the workplace. The
policy will also be drawn to the aEen4on of funding agencies, stakeholders, customers, learners,
and job applicants.
Our policy will be monitored and reviewed annually to ensure that equality and diversity is
con4nually promoted in the workplace.
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Health & Safety Policy

STATEMENT OF GENERAL POLICY
The ADIA fully accepts the obliga5ons placed upon it by the various Acts of Parliament
covering health and safety. The Company requires its Director to ensure that the following
policy is implemented and to report annually on its eﬀec5veness.
MANAGEMENT ORGANISATION AND ARRANGEMENTS
IntroducBon
This policy has been prepared and published under the requirements of Health & Safety at
Work legisla5on. The purpose of the policy is to establish general standards for health and
safety at work and to distribute responsibility for their achievement to all managers,
supervisors, and other employees through the normal line management processes.
MANAGEMENT RESPONSIBILITIES
Directors and Senior Managers
These managers are wholly accountable for the implementa5on and monitoring of the
policy within the area of their speciﬁed responsibility.
Safety Oﬃcer
The Safety Oﬃcer is a nominated manager responsible for co-ordina5ng eﬀec5ve health and
safety policies and controls across the organisa5on.
The Safety Oﬃcer is responsible for:
• the produc5on and maintenance of the Company's policy and ensuring that Department
Guidelines are consistent with policy;
• its applica5on;
• monitoring and repor5ng on the eﬀec5veness of the policy;
• the provision of general advice about the implica5on of the law;
• the iden5ﬁca5on of health and safety training needs. The safety oﬃcer also acts on behalf
of the Chief Execu5ve, as the Company's formal link with the Health and Safety Execu5ve,
Environment Health Departments and other external agencies;
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• the produc5on and maintenance of any health and safety documents or codes of prac5ce
as necessary for any relevant area of the Company services where this is required.
HEALTH AND SAFETY MANAGEMENT PROCESS
The ADIA believes that considera5on of the health, safety and welfare of staﬀ is an integral
part of the management process. The provision of the Health and Safety at Work etc Act,
associated Codes of Prac5ce and other relevant Direc5ves will be adopted as required
standards within the Company. Responsibility for health and safety maWers shall be explicitly
stated in management job descrip5ons.
The Company requires managers to approach health and safety in a systema5c way, by
iden5fying hazards and problems, planning improvements, taking execu5ve ac5on and
monitoring results so that the majority of health and safety needs will be met from locally
held budgets as part of day-to-day management, although many health and safety problems
can be rec5ﬁed at liWle addi5onal cost.
For major addi5onal expenditure, cases of need will be submiWed by Directors to the Chief
Execu5ve.
If unpredictable health and safety issues arise during the year, the Chief Execu5ve must
assess the degree of risk, in deciding the necessary resources and ac5ons to commit to
addressing these issues.
HEALTH, SAFETY AND WELFARE GUIDELINES
It is the policy of The ADIA to require departmental managers to produce appropriate
departmental health and safety policies or guidelines. These should embody the minimum
standards for health and safety for the department and the work organised within it.
It shall be the responsibility of the manager to bring to the aWen5on of all members of his or
her staﬀ, the provisions of the guidelines, and to consult with appropriate Health and Safety
Representa5ves about the upda5ng of these guidelines. Suggested model contents of a
guideline are:
• a clear statement of the role of the department;
• regula5ons governing the work of the department;
• clear reference to safe methods of working, for example nursing procedures,
manufacturers' manuals;
• informa5on about immediate maWers of health and safety concern, such as ﬁre drills, ﬁre
exits, ﬁrst aid;
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• training standards;
• the role and iden5ty of the Health and Safety Representa5ve;
• names of specialist advisers who can be approached about the work of the department;
• the manager responsible for organisa5on and control of work;
• accident repor5ng procedures;
• departmental safety rules;
• ﬁre procedures;
• policies agreed by the Company.
IDENTIFICATION OF HEALTH AND SAFETY HAZARDS
ANNUAL AUDIT AND REGULAR RISK ASSESSMENTS
It is the policy of The ADIA to require a thorough examina5on of health and safety
performance against established standards in each department, at least annually. The
technique to be adopted for such examina5ons will be the 'Safety Audit'. The Audit
requires review of:
• standards laid down in the policy;
• departmental guidelines;
• relevant regula5ons;
• environmental factors;
• staﬀ a\tudes;
• staﬀ instruc5ons;
• methods of work;
• con5ngency plans;
• recording and provision of informa5on about accidents and hazards and the
assessment of risk.
The informa5on obtained by the Audit will be used to form the basis of the plan for the
department for the following year.
The responsibility for ensuring that audit ac5vity is carried out as part of this policy rests
with the Chief Execu5ve and will be carried out by the Safety Oﬃcer. Although the Audit
remains a management responsibility, managers are required as part of this policy to
seek the involvement of the appropriate Health and Safety Representa5ve in the conduct
of the Audit.
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It is the management's responsibility to ensure that any deﬁciencies highlighted in the
Audit are dealt with as speedily as possible.
In addi5on to carrying out Safety Audits, it is the responsibility of the department
manager to have checked, at least quarterly, all portable equipment, including electrical
appliances, in their area, and to ensure that all problems are immediately dealt with.
Managers have a con5nual responsibility for the elimina5on of hazards in order to
maintain a safe working environment and will also be expected to carry out regular risk
assessments in line with the Health and Safety Execu5ve Guidelines; that is follow the 5
steps:
•
•
•
•
•

Iden5fy the hazards
Decide who might be harmed and how
Evaluate the Risks and decide on precau5ons
Record the ﬁndings and implement the precau5ons
Review the assessment and update when necessary

SAFETY REPRESENTATIVES
The ADIA will support Safety Representa5ves in carrying out their role and give all
reasonable assistance.
Safety Representa5ves will be encouraged to discuss speciﬁc health and safety issues with
the relevant Head of Department.
They may also formally report hazardous or unsafe circumstances to the Head of
Department and will be formally no5ﬁed of the remedial ac5on taken or be given a reason
why the ac5on cannot be taken.

TRAINING
Health and Safety training shall be incorporated within annual training programmes, as part
of the development of a systema5c training plan. Health and Safety training needs will,
therefore, be iden5ﬁed and planned for in the same manner as other training needs.
Four areas of need shall be given special priority:
training for managers, to equip them with an understanding of the manager's
responsibili5es under this policy, and the role and purpose of safety representa5ves;
training for safety representa5ves to enable them to discharge their func5on;
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training for all members of staﬀ to acquaint them with the main provisions of the law and its
prac5cal implica5on, the main features of this policy and key safety rules;
induc5on and in-service training for staﬀ at all levels to acquaint them fully with new
requirements and hazards.
RECORDS, STATISTICS AND MONITORING
The Company will operate systems for recording, analysis and presenta5on of informa5on
about accidents, hazard situa5ons and untoward occurrences. Advice on systems will be
provided by the Safety Oﬃcer, in conjunc5on, where appropriate with specialist advisory
bodies for example local Environmental Health Departments, and the responsibility for the
opera5on of these systems rests with managers and supervisors at all levels. Informa5on
obtained from the analysis of accident sta5s5cs must be acted upon and, where necessary,
bids for addi5onal expenditure made to the Chief Execu5ve.
REPORTS TO THE HEALTH AND SAFETY EXECUTIVE
The responsibility for mee5ng the requirements of the Repor5ng of Injuries, Diseases and
Dangerous Occurrences Regula5ons 1985 (RIDDOR) to the Health and Safety Execu5ve, shall
rest with the Chief Execu5ve as delegated to the Safety Oﬃcer.
SPECIALIST ADVISORY BODIES
Certain bodies and the individual members of those bodies, have always had a Health and
Safety role, most notably, the Health & Safety execu5ve, or local Environmental Health
Departments. If further specialist advice is required, this may be obtained by Managers from
expert individuals or bodies outside the Company.
THE OCCUPATIONAL HEALTH SERVICE
It is the policy of the Company to obtain independent Occupa5onal Health advice when
required. Such services can include counselling on health and associated maWers,
inves5ga5on of hazards and accidents, environment studies, health interviews and
employment medicals.
FIRST AID
It is the policy of the Company to make provision for First Aid and the training of 'First
Aiders' in accordance with the First Aid Regula5ons (1982). The Safety Oﬃcer is responsible
for ensuring the Regula5ons are implemented and for iden5fying training needs.
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FIRE
The Chief Execu5ve is responsible for ensuring that the staﬀ receive adequate ﬁre training,
and that nominated ﬁre oﬃcers are designated in all The ADIA premises. The Chief Execu5ve
delegates these responsibili5es to the Directors.
In addi5on the Company will nominate a Fire Oﬃcer (this may be the Safety Oﬃcer or
someone external to the Company) who will:
report and advise on the standard of ﬁre safety in the Company's premises and the standard
of ﬁre training of its staﬀ;
undertake overall responsibility for ﬁre training;
assist in the inves5ga5on of all ﬁres in the Company's premises and to submit reports of
such incidents.
CONDEMNATION AND DISPOSAL OF EQUIPMENT
Procedures for the, condemna5on and disposal of equipment are determined by the Chief
Execu5ve.
Managers introducing new equipment should have such equipment checked ini5ally by the
Safety Oﬃcer.
FOOD HYGIENE
Those Managers who have responsibility for food acquisi5on, storage, processing and
serving, and staﬀ induc5on and hygiene training, are responsible for ensuring that these
func5ons are undertaken to the necessary legal standards.
Any suspected outbreak of food poisoning or other unexplained and possibly food related
incidents must be reported to the Safety Oﬃcer.
LIFTING AND HANDLING
Managers are responsible for informing staﬀ of safe liding techniques. The Safety Oﬃcer will
iden5fy speciﬁc training needs and ensure training in liding and handling is provided to staﬀ
who require it.
NON-SMOKING ON COMPANY PREMISES
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The ADIA policy is that there will be no smoking in its buildings. The overall aim is to reduce
smoking and so save life, reduce risk of ﬁre, prevent unnecessary illness and chronic
disability. The rules rela5ng to smoking on Company premises are available from Head
Oﬃce. These rules also extend to e-cigareWes / vaping.
CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH
The Control of Substances Hazardous to Health Regula5ons (COSHH) require the Company to
iden5fy those substances which are in use and which are hazardous to health (as legally
deﬁned) and to assess the risk of those substances. The Company must also provide and use
controls to prevent exposure to substances hazardous to health; maintain controls by
monitoring exposure, or by health surveillance of employees; and provide informa5on,
instruc5on and training for employees on all these maWers. The Safety Oﬃcer is responsible
for implemen5ng these Regula5ons.
COMPUTER INSTALLATIONS AND VISUAL DISPLAY UNITS
All new computer installa5ons must adhere to the Bri5sh Standard Speciﬁca5ons and
comply with the Health and Safety (Display Screen Equipment) Regula5ons 1992. All new
employees opera5ng such equipment are expected to read the Health and Safety Execu5ve
guidance en5tled 'Working with Display Screen Equipment'. New employees who regularly
use VDUs will be required to undergo sight screening.
CONTROL OF WORKING TIME
The ADIA is commiWed to the principles of the Working Time Regula5ons. No member of
staﬀ is expected to work more than 48 hours per week (including over5me) unless there are
excep5onal circumstances. Similarly all other requirements of the regula5ons e.g. in rela5on
to breaks, night workers etc. will be complied with.
HEALTH AND SAFETY AND THE INDIVIDUAL EMPLOYEE
The Health and Safety at Work Act requires each employee 'to take reasonable care for the
Health and Safety of himself and of other persons who may be aﬀected by their acts and
omissions' and co-operate with management to enable management to carry out their
responsibili5es under the Act. Employees have equal responsibility with the Company for
Health and Safety at Work.
The refusal of any employee to meet their obliga5ons will be regarded as a maWer to be
dealt with under the Disciplinary Procedure. In normal circumstances counselling of the
employee should be suﬃcient. With a con5nuing problem, or where an employee leaves
themself or other employees open to risk or injury, it may be necessary to implement the
formal stages of the Disciplinary Procedure.
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PEOPLE WORKING ON COMPANY PREMISES NOT EMPLOYED BY THE COMPANY
Persons working in The ADIA premises who are employed by other organisa5ons are
expected to follow Company Health and Safety Policies with regard to the safety of Company
employees, their own personal safety (and that of other par5es such as the general public if
appropriate) and their method of work. This responsibility will be included in contracts or
working arrangements.
VISITORS AND MEMBERS OF THE PUBLIC
The Company wishes to ensure that as far as is reasonably prac5cable, the Health, Safety
and Welfare of visitors to Company establishments will be of the highest standard.
Any member of staﬀ who no5ces persons ac5ng in a way which would endanger other staﬀ,
should normally inform their Head of Department. If the danger is immediate, common
sense must be used to give warning, call for assistance or give aid as necessary. It is equally
important not to over-react to a situa5on.
CONTRACTORS
The Company wishes to ensure that as far as is reasonably prac5cable, the Health, Safety
and Welfare of Contractors working in the Company's establishments will be of the highest
standards. In addi5on, Contractors and their employees have an obliga5on so far as is
reasonably prac5cable to ensure all equipment, materials and premises under their control
are safe and without risks to health.
Contractors must also observe the Company's Fire Safety Procedures. These obliga5ons will
be drawn to the aWen5on of the Contractors in the contract document issued to them. In
addi5on a Company Manager will be iden5ﬁed in the contract as having authority to stop
the work of Contractors who are placing themselves, other staﬀ, or visitors at risk. Any
member of staﬀ who judges there is a risk where contractors are working, should inform
their Manager immediately.
In tendering, Contractors will be asked to conﬁrm they have a wriWen Health, Safety and
Welfare Policy. The Company's Manager le\ng the Contract will be responsible for
monitoring the Health and Safety performance of the Contractor and the Contractor's
performance will be a factor in deciding whether or not to invite the Contractor to tender
again.
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Internal Quality Assurance / Veriﬁca3on Policy
The Internal Quality Assurance Aim
The aim of Internal Quality Assurance is:
•

to ensure the eﬀec7ve management of assessment.

•

to ensure the consistency and validity of veriﬁca7on processes.

•

to ensure the eﬀec7ve support for assessment and veriﬁca7on personnel.

•

to ensure the quality assurance of the outcomes of assessment in-line with awarding
organisa7on and na7onal requirements.

Internal Quality Assurance Objec3ves
The objec7ves of internal veriﬁca7on fulﬁl a variety of quality assurance considera7ons. The list
below outlines internal quality assurance objec7ves, which ensure that The ADIA;
•

operates from this established quality assurance policy and related procedures which are
consistently reviewed where required in accordance with generic quality control
arrangements

•

ensures an eﬀec7ve induc7on is provided for all members of the assessment and
veriﬁca7on teams, as required

•

ensures eﬀec7ve appraisal and con7nued professional development for all members of the
assessment and veriﬁca7on teams

•

ensures that the assessment and veriﬁca7on teams understand and are able to follow and
advise on all centre policies and procedures

•

ensures equality and diversity is embedded throughout the internal quality assurance and
assessment ac7vi7es

•

ensures quality via accurate and eﬀec7ve assessment of all learners

•

monitor and ensure consistency of assessment outcomes via appropriate interpreta7on of
the relevant speciﬁc qualiﬁca7ons and/or na7onal requirements

•

reviews and evaluates the quality and consistency of assessment at diﬀerent stages of the
assessment process

•

maintain accurate and current records of internal quality assurance
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•

standardise all components of the assessment where appropriate

•

carry out con7nuous improvement ac7vi7es to ensure all correc7ve ac7ons and best
prac7ce guidelines requested by awarding organisa7ons and their modera7on staﬀ
(including external veriﬁers) are complied with.
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Learner Iden)ﬁca)on Policy

The ADIA’s Learner Iden/ﬁca/on Policy ensures the integrity of examina/on and assessment
procedures, and keeps learners and staﬀ safe.

Objec)ves
• To reinforce The ADIA’s Training commitment to Safeguarding in a rela/vely open educa/onal
seEng.
• To ensure The ADIA’s Training meets it’s Equality and Diversity commitments. To ensure the
iden/ty of all students has been properly checked for correct applica/on of funding.
• To clarify the procedures for recognising change of name.
• To ensure the integrity of examina/on and assessment procedures.

Iden)ty Policy and Safeguarding
• Learners will be asked to show a form of photo ID before commencing any assessments or
examina/ons.
• ID badge photos must show the full face image for iden/ﬁca/on purposes.
• Learners without any form of iden/ﬁca/on will require further veriﬁca/on and need to provide
ID at a later date which will need to coincide with their photo taken on the day and used on their
ADIA ID / Doorsafe Register.
• Where relevant a check is made for an exis/ng ADIA Number to ensure qualiﬁca/ons are
correctly aNributed to learners.

Change of Name
• It is the responsibility of the learners and staﬀ to ensure that there is consistency between their
records and their ID badge.
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• The ADIA will comply with requests for changes, ini/ally on produc/on of formal documents
(passport; drivers licence; marriage, civil partnership, divorce, dissolu/on cer/ﬁcate) prepared
by a solicitor, Deed Poll or other documents approved by funding agencies.
• Where no formal documents are available, those records which are within our discre/on (ID
pass, registers) will be changed using “Also Known As”. Students must complete a change of
details form.

Integrity of Examina)on Procedures
• All learners need to show an ID before entering an examina/on. Alterna/ve photo ID can be
shown in excep/onal circumstances (e.g. for external candidates or learners who have forgoNen
their ID badge). The priority will be the smooth running of the exams.
• If a student has no form of ID with them prior to an exam, they will be asked to take the exam
and then be required to report to the Training Manager to check their ID on the system.
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Malprac'ce, Maladministra'on & Plagiarism Policy
Purpose
Incidents of malprac1ce/maladministra1on can poten1ally lead to learners being
disadvantaged, can require the conduc1ng of costly and 1me-consuming inves1ga1ons and may
cause reputa1onal damage to the ADIA. It is, therefore, desirable to prevent malprac1ce or
maladministra1on from occurring, whenever possible. Where it is not possible to prevent this,
cases of suspected or actual malprac1ce/maladministra1on should be dealt with quickly,
thoroughly and eﬀec1vely.
This policy has been prepared with reference to the rubric and terminology contained in
Ofqual’s General Condi1ons of Recogni1on – September 2013, and policy guidance from
Pearson and EAL; it supersedes the previous Academic Misconduct Policy.
Scope
This policy applies to internal and external summa1ve assessments, assignments and
examina1ons and their repor1ng.
It the responsibility of all ADIA’s staﬀ to be vigilant with regard to any events which may lead to
malprac1ce / maladministra1on occurring, and report promptly to the Quality Nominee where
they suspect malprac1ce / maladministra1on has and /or may occur so that appropriate ac1on
can be taken to address this with immediate eﬀect.
The Quality Nominee is responsible for no1fying relevant awarding bodies of cases of suspected
/ actual malprac1ce and maladministra1on to ensure the appropriate ac1on may be taken.
Objec'ves:
• to iden1fy and minimise the risk of malprac1ce by staﬀ or learners;
• to iden1fy and minimise the risk of maladministra1on by staﬀ;
• to respond to any incident promptly and objec1vely;
• to standardise and record any inves1ga1on to ensure openness and fairness;
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• to impose appropriate penal1es and/or sanc1ons on learners or staﬀ where incidents
• (or a\empted incidents) are proven;
• to protect the integrity of the ADIA and awarding bodies.
• In order to do this, the ADIA will:
• seek to avoid poten1al malprac1ce by using the induc1on period and the learner
• handbook to inform learners of the policy on malprac1ce and the penal1es for a\empted and
actual incidents of malprac1ce;
• show learners the appropriate formats to record cited texts and other materials or
informa1on sources;
• ask learners to declare that their work is their own;
• ask learners to provide evidence that they have interpreted and synthesised
• appropriate informa1on and acknowledged any sources used;
• conduct any inves1ga1ons in a form commensurate with the nature of any allega1on;
• ensure the handling of individual cases takes account of the needs of the student,
• including those arising from protected characteris1cs.
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The UK Quality Code for Higher Educa'on
In addi1on to Further Educa1on regula1ons, this policy is designed to meet the requirements of
Indicator 14 of Chapter B6 of the Quality Code: Assessment of students and the recogni1on of
prior learning:
The Expecta'on
The Quality Code sets out the following Expecta1on about the assessment of students and the
recogni1on of prior learning which higher educa1on providers are required to meet. Higher
educa1on providers operate equitable, valid and reliable processes of assessment, including for
the recogni1on of prior learning, which enable every student to demonstrate the extent to
which they have achieved the intended learning outcomes for the credit or qualiﬁca1on being
sought.
Indicator 14
Higher educa1on providers operate processes for preven1ng, iden1fying, inves1ga1ng and
responding to unacceptable academic prac1ce.
Brief Deﬁni'ons
● Learner malprac1ce: any ac1on by the learner which has the poten1al to undermine the
integrity and validity of the assessment of the learner’s work. (plagiarism, collusion, chea1ng,
etc.)
● Assessor malprac1ce: any deliberate ac1on by an Assessor which has the poten1al to
undermine the integrity of NVQ qualiﬁca1ons
● Plagiarism: taking and using another’s thoughts, wri1ngs, inven1ons, etc. as one’s own
● Minor acts of learner malprac1ce: handled by the Assessor by, for example, refusal to accept
work for marking and learner being made aware of malprac1ce policy. Learner resubmits work
in ques1on
● Major acts of learner malprac1ce: extensive copying/plagiarism, 2nd or subsequent oﬀence,
inappropriate for the Assessor to deal with.
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Malprac'ce
The term ‘malprac1ce’ covers any deliberate ac1ons, neglect, default or other prac1ce
associated with the examples below; it may include a range of issues from the failure to
maintain appropriate records or systems to the deliberate falsiﬁca1on of records in order to
claim cer1ﬁcates.
Examples of Malprac1ce by Learners
This list is not exhaus1ve and other instances of malprac1ce may be considered by the ADIA at
its discre1on:
• plagiarism of any nature;
• collusion by working collabora1vely with other learners to produce work that is submi\ed as
individual learner work;
• copying (including the use of ICT to aid copying);
• deliberate destruc1on of another’s work;
• fabrica1on of results or evidence;
• false declara1on of authen1city in rela1on to the contents of a porgolio of coursework;
• impersona1on 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/examina1on/test;
• Inappropriate behaviour during an internal assessment that causes disrup1on to others. This
includes shou1ng and/or aggressive behaviour or language and having an unauthorised
electronic device that causes a disturbance in the examina1on room;
• inclusion of inappropriate, oﬀensive, discriminatory or obscene material in assessment
evidence. This includes vulgarity and swearing that is outside of the context of the
assessment, or any material of a discriminatory nature;
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• Frivolous content - producing content that is unrelated to the examina1on paper/ques1on in
scripts or coursework;
• Unauthorised aids - physical possession of unauthorised materials (including mobile phones,
MP3 players, notes, etc) in the examina1on room.

Examples of Malprac'ce by Centre Staﬀ
This list is not exhaus1ve and other instances of malprac1ce may be considered by this centre at
its discre1on:
• improper assistance to candidates;
• inven1ng or changing marks for internally assessed work (coursework or porgolio evidence)
where there is insuﬃcient evidence of the candidates’ achievement to jus1fy the marks given
or assessment decisions made;
• failure to keep candidate coursework/porgolios of evidence secure;
• fraudulent claims for cer1ﬁcates;
• inappropriate reten1on of cer1ﬁcates;
• assis1ng learners in the produc1on of work for assessment, where the support has the
poten1al 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/porgolio/coursework;
• facilita1ng and allowing impersona1on;
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• misusing the condi1ons for special learner requirements, for example where learners are
permi\ed support, such as an amanuensis, this is permissible up to the point where the
support has the poten1al to inﬂuence the outcome of the assessment;
• falsifying records/cer1ﬁcates, for example by altera1on, subs1tu1on, or by fraud;
• fraudulent cer1ﬁcate claims, that is claiming for a cer1ﬁcate prior to the learner comple1ng
all the requirements of assessment;
• failure to comply with awarding body procedures for managing and transferring accurate
learner data.
Maladministra'on
Maladministra1on is any non-deliberate ac1vity, neglect, default or other prac1ce that results in
the ADIA or learner not complying with the speciﬁed requirements for delivery of the
qualiﬁca1ons as set out in the relevant codes of prac1ce, where applicable.
Ac'ons and Responsibili'es
The Principal is expected to:
1. establish the culture and overall values, placing academic issues at the centre of the
discussions and any changes;
2. appoint a named person responsible for ensuring the ins1tu1on is dealing eﬀec1vely with
student plagiarism;
3. ensure policies and procedures are appropriate to the current situa1on;
4. maintain systems for keeping records of all incidents and what ac1on has been taken;
5. iden1fy the person or people responsible for monitoring and reviewing data;
6. iden1fy how and where the resul1ng informa1on will be discussed;
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7. take steps to improve detec1on rates, including access to electronic detec1on tools;
8. create communica1on systems that allow consulta1on, discussion and dissemina1on of
informa1on.
The Quality Nominee is expected to:
1. inform awarding bodies of any acts of malprac1ce.

The Examina'ons Oﬃcer is expected to:
1. ensure 1mely, accurate and valid registra1on, transfer, withdrawal and cer1ﬁcate claims for
learners.
All teaching staﬀ are expected to:
1. provide students with clear explana1ons of what is valued in academic work (integrity,
honesty, wide-ranging research, choosing and using others’ ideas etc.) and why academic
conven1ons are important;
2. make available a wide selec1on of exemplar materials on referencing, cita1ons and
assessment approaches, showing clearly the diﬀerence between acceptable and unacceptable
prac1ce;
3. model integrity themselves when they cite sources in their lectures, or talk about selec1ng
and using authorita1ve sources to support an argument;
4. develop students’ study skills as an integral part of their course. These include note- taking,
paraphrasing and summarising, and using in-text cita1ons. In technical areas, students need to
know the diﬀerence between copying the model and applying it;
5. work closely with the LRC to ensure students receive appropriate support in researching and
interpre1ng text-based resources;
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6. ensure that all incidences of chea1ng and plagiarism, including the results of any
conversa1ons, mee1ngs or feedback with students, are properly reported and recorded;
7. consult with colleagues, managers and awarding bodies on alleged misconduct oﬀences and
seek appropriate guidance, where needed, on managing the inves1ga1ve process;
8. ensure that curriculum managers receive an annual course report on chea1ng and plagiarism
issues at the end of each academic year in the course self-assessment report.
Internal Veriﬁers are expected to:
• make malprac1ce checks when internally verifying work. Heads of Department and
Programme Managers are expected to:
• supervise the inves1ga1on and resolu1on of moderate and serious cases of academic
misconduct;
• report on chea1ng and plagiarism issues as part of the self-assessment process;
• keep senior managers informed of case developments and progress.
All students are expected to:
1. submit work for assessment that is their own original work;
2. a\end all study skills sessions that are relevant to developing their note-taking,
paraphrasing, synthesising and referencing skills;
3. seek advice on assessment prac1ce and procedures from course tutors prior to
submimng work;
4. avoid sharing electronic versions of their work with other students.
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Inves'ga'ons
It is understood that in certain cases, awarding bodies may wish to allocate their own staﬀ to
join or lead an inves1ga1on.
Inves'ga'ons will adhere to the following principles:
Conﬁden1ality – by their very nature inves1ga1ons usually necessitate access to informa1on
that is conﬁden1al to a centre or individuals. All material collected as part of an inves1ga1on
must be kept secure and not normally disclosed to any third par1es (other than the regulators
or the police, where appropriate).
Impar1ality: inves1ga1ons will be undertaken by a senior manager and assessed against the
speciﬁc facts/evidence of the case in arriving at a decision about inten1on and culpability.
Rights of individuals – where an individual is suspected of malprac1ce they should be informed
of the allega1on made against them (preferably in wri1ng) and the evidence that supports the
allega1on. They should be provided with the opportunity to consider their response to the
allega1on and submit a wri\en statement or seek advice, if they wish to. They should also be
informed of what the possible consequences could be if the malprac1ce is proven and of the
possibility that other par1es may be informed e.g. the regulators, the police, the funding agency
and professional bodies. The appeals process should also be communicated to them.
Staﬀ Interviews - these interviews should be carried out in line with ADIA policy and procedures.
ADIA staﬀ may request that they are accompanied by a friend or colleague and these requests
should be processed in line with ADIA and/or awarding body policy.
Candidate Interview - where a candidate is to be interviewed and they are a minor or vulnerable
adult, the ADIA should consider the need to have a parent or representa1ve present or to have
the permission of a parent prior to the interview taking place.
Reten1on and storage of evidence and records – all relevant documents and evidence should be
retained in line with awarding body and ADIA stated policy and procedures.
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Decisions and ac1on plans – all conclusions and decisions should be based on evidence. A
course of proposed ac1on should be iden1ﬁed, agreed between the ADIA and awarding body,
implemented and monitored by EAL to the point of comple1on. The ac1ons should address the
improvements that are required to the centre’s policies and procedures as well as any ac1on
that is related to staﬀ or other resources.
Propor1onality: any decision on the outcome must reﬂect the weight of evidence and the minor
or major nature of the case – the student does not have to admit malprac1ce.
Sanc1ons – any sanc1ons applied to Centres should be propor1onate with the level of noncompliance iden1ﬁed (and evidenced) during the inves1ga1on and should be in line with the
EAL’s sanc1ons policy.
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Reasonable Adjustments and Special Considera6ons Policy
This policy sets out the procedures that learners and tutors should follow when implemen5ng
reasonable adjustments and special considera5ons.
Reasonable adjustment
A reasonable adjustment helps to reduce the eﬀect of a disability or diﬃculty that places the
learner at a substan5al disadvantage in the assessment situa5on.
Reasonable adjustments must not aﬀect the validity or reliability of assessment outcomes, but may
involve:
• changing usual assessment arrangements
• adap5ng assessment materials
• providing assistance during assessment
• re-organising the assessment physical environment
• changing or adap5ng the assessment method
• using assis5ve technology.
Reasonable adjustments must be approved by the Internal Quality Assurer (IQA) and set in place
prior to assessment commencing. It is an arrangement to give a learner access to a qualiﬁca5on.
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 prac5cal in par5cular situa5ons. The learner
may not need, nor be allowed the same adjustment for all assessments.
A reasonable adjustment must never aﬀect the validity or reliability of assessment, inﬂuence the
outcome of assessment or give the learner(s) in ques5on an unfair assessment advantage.
Examples of reasonable adjustments as deﬁned by the above categories are listed below:
• Allowing extra 5me, e.g. assignment extensions
• Using a diﬀerent assessment loca5on
• Use of coloured overlays, low vision aids, CCTV
• Use of assis5ve soQware
• Assessment material in large format or Braille
• Readers/scribes
• Prac5cal assistants/transcribers/prompters
• Assessment material on coloured paper or in audio format
• Language-modiﬁed assessment material
• Bri5sh Sign Language (BSL)
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• Use of ICT/responses using electronic devices
Applying reasonable adjustment
Reasonable Adjustments are the responsibility of the ADIA. Reasonable adjustments are approved
by the Quality Team before an assessment and are intended to allow a]ainment 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 en5tled to reasonable
adjustment.
ADIA 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 ques5on an unfair advantage over other learners taking the same or similar
assessment
• inﬂuence the ﬁnal outcome of the assessment decision.
ADIA is commi]ed to fair and equal assessment of its learners.
Special considera6on
Special considera5ons are diﬀerent to reasonable adjustments as they apply to a disadvantage that
occurs to the learner either just before or during the assessment. Reasons for special considera5on
could be:
•
•
•

Temporary illness
Injury
Adverse circumstances at the 5me of the assessment.

A learner may be eligible for special considera5on if:
•

•
•

Their performance in an external assessment is aﬀected by circumstances beyond the
control of the learner, e.g. recent personal illness, accident, bereavement, serious
disturbance during the assessment
The alterna5ve assessment arrangements which were agreed in advance of the assessment
proved inappropriate or inadequate
Any part of an assessment has been missed due to circumstances beyond the control of the
learner.

The ADIA will submit a wri]en Special Considera5on request to the Awarding organisa5ons.
All applica5ons for special considera5on can only be made on a case-by-case basis and thus
separate applica5ons must be made for each learner.
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Learners may apply for special considera5on during or aQer an assessment but may not apply for
special considera5on in the case of a permanent disability or learning diﬃculty. The size of the
adjustment will depend on the circumstances during the assessment and will reﬂect the diﬃculty
faced by the learner.
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Recogni(on of Prior Learning (RPL) Policy
Principles
Recogni(on of Prior Learning (RPL) is a method of assessment leading to the award of credit that
considers whether learners can demonstrate that they can meet the assessment requirements for
a unit of work or several units of work, through knowledge, understanding or skills they already
possess and so therefore not need to develop through a course of learning.
RPL also enables recogni(on of achievement from a range of ac(vi(es using any appropriate
assessment methodology. Provided that the assessment requirements of a given unit or
qualiﬁca(on have been met, the use of RPL is acceptable for accredi(ng a unit, units or a whole
qualiﬁca(on. Evidence of learning must be valid, current and reliable.
The ADIA encourages the use of RPL where it is of value to our learners in facilita(ng assessment
and in ensuring that valid work, experience and knowledge gained previously is valued and
counted. It is important to note that RPL is an alterna(ve route to achievement and not an easy
op(on or shortcut. Evidence must be produced for RPL which is subject to the same assessment
and quality assurance requirements as applied to evidence produced as part of a course.
Aims
To ensure that RPL is a valid method of enabling individuals to claim credit for units, irrespec(ve of
how and where their learning took place and that there should be no diﬀerence between the
achievement of the learning outcomes and assessment criteria of a unit through prior learning
than through a formal programme of study.
To ensure that RPL policies, processes, procedures, prac(ces and decisions will be transparent,
rigorous, reliable, fair and accessible to all individuals so that everyone can be conﬁdent of the
decisions and outcomes.
To ensure that RPL is a learner-centred, voluntary process whereby the individual will be oﬀered
advice on the nature and range of evidence considered appropriate, to support a claim for credit
through RPL, and be given guidance and support to make a claim.
To ensure that the process of assessment for RPL is subject to the same quality assurance and
monitoring standards as any other form of assessment and that the award of credit through RPL
will not be dis(nguished from any other credits awarded.
To ensure that assessment methods for RPL must be of equal rigour to other assessment methods,
be ﬁt for purpose and relate to the evidence of learning. Credit may be claimed for any unit
through RPL unless the assessment requirements of the unit do not allow this, based on a ra(onale
consistent with the aims and regula(ons of the framework.
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To ensure that RPL is also of value to learners transferring across various learning programmes who
have relevant learning but do not hold relevant credits or cer(ﬁcates. This may include learners
transferring from NQF to QCF speciﬁca(ons.
Prac(ce
There are three ways of recognising prior learning which may be open to a learner:
Route 1 – Submit a porXolio of evidence based on previous relevant knowledge, skills and
competences which will be assessed against the assessment criteria of the unit(s) for which RPL is
being sought to ensure that all learning outcomes have been achieved.
Route 2 – Undertake the same assessments as learners following a formal course of learning and
assessment that lead to award of the unit or qualiﬁca(on. The assessments may be undertaken
without aZending teaching sessions.
Route 3 – Assessment through a summa(ve assessment against a unit or full qualiﬁca(on.
The ADIA advocates a six-stage procedure for RPL as set out below with the process of RPL
involving learners from the moment they consider making a claim, suppor(ng them through to the
result of the assessment. The School will no(fy the accredi(ng body about claims for credit
through RPL and will keep records of RPL for three years.
Stage 1: General awareness about claiming credit through quality informa(on, advice and
guidance. Programme leaders will include RPL procedures in their induc(on sessions.
Once individuals have made a decision to reﬂect on their learning they will need to know about:
•
•
•
•

The process of claiming credit through RPL
The sources of professional support and guidance available to individuals and employers
The administra(ve processes for RPL applica(ons
Timelines, appeals processes and any fees and subsidies.

Stage 2: Pre-assessment – gathering evidence and giving informa(on
An individual may decide to make his or her learning visible and to claim credit. This stage is vital
to ensure that the learner is fully informed of the RPL process and has suﬃcient support to make a
viable claim and to make decisions about evidence collec(on and presenta(on for assessment.
During this stage the learner will carry out the evidence collec(on and develop and an assessment
plan. The evidence required for the award of credit will depend on the purpose, learning outcomes
and assessment criteria for the relevant unit or units.
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Stage 3: Assessment/documenta(on of evidence
Assessment as part of RPL is a structured process for gathering and reviewing evidence and making
judgments about a learner’s prior learning and experience in rela(on to unit standards.
Assessment must be valid and reliable to ensure the integrity of units and qualiﬁca(ons and the
RPL system as a whole. The assessment process for RPL must be subject to the same quality
assurance processes of awarding organisa(ons as any other part of the assessment process.
Stage 4: Awarding credit
The School will be responsible for awarding credit and issuing cer(ﬁcates a`er taking advice from
the accredi(ng body. The procedure will be the same as for other forms of assessment.
Stage 5: Feedback
A`er the assessment the assessor will need to give feedback to the learner, discussing the results
and giving support and guidance on the op(ons available to the learner, which may include, for
example, further learning and development.
Stage 6: Appeal
If learners wish to appeal against a decision made about their claim for credit they would need to
follow the standard appeals processes that exist (see appeals policy) within the centre.
Prior learning and achievement must be current to be used by the learner, which will normally be
within the last three years, this means three years star(ng from the date of the original award to
the point at which the learner registers on the course for which the claim will be made.
A maximum percentage claimed of a qualiﬁca(on through RPL will be decided by the programme
leader and not in conﬂict with the accredi(ng board’s guidance and criteria. Factors taken into
account will be :If the award of credit leads to a licence to prac(ce, health and safety requirements, regulated
professions or work placements.
Addi(onally, RPL will not be used where units and qualiﬁca(ons are subject to external
assessment.
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