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[bookmark: _Toc141792940]Introduction
The Health Education Improvement Wales (HEIW) resource toolkit has been developed to support NHS Wales organisations.  It is aimed to support delivery and assess standardised teaching, learning, education and training of staff through a centralised quality processes.
While HEIW recognises that the statements within the document reflect ‘normal’ operating practices, there is an expectation that organisations will comply with all changes to practices mandated by Welsh Government (WG) and Local Health Boards / Trusts in the event of a national emergency or pandemic situation. 
HEIW are fully aware that strategic approaches and plans may be affected, and normal operational application of process and procedure may be revised by such outbreaks. In all situations HEIW will ensure clear communications that reflect adaptations and modifications to expectations, in line with any situation as it arises. This will take account of approaches to learning, assessment and quality assurance implementation of all work-based programmes, incorporating the expectations of the infrastructure that supports its effective and efficient delivery. 
The toolkit is intended to: 
· Deliver / support high standard work-based learning (WBL) that meets and surpasses national and professional standards.
· Ensure that the programmes are accessible to all staff without unnecessary steps and complications.
· Influence a culture of continuous learning and improvement.
This toolkit will include: 
· Approaches to overarching quality assurance processes. 
· Templates to support the standardisation of WBL.
· Review, monitoring and evaluation processes against Key Performance Indicators (KPIs). 
· Links to other resources and other documents.

[bookmark: _Toc58490621][bookmark: _Toc141792941][bookmark: _Hlk47527732]Quality Assurance for HEIW based NHS Wales Education and Learning Programmes 
As part of the overall quality assurance expectations for teaching, learning and assessment undertaken by centres on behalf of HEIW, the education, learning and development teams within the Health Boards & Trusts are expected to submit an annual self-assessment report (SAR) report (Appendix 1).  This will detail strengths and weaknesses against specific criteria, summarising attrition, and timely / non-timely completion rates.  Health Boards & Trusts are also expected to develop and submit a Quality Development Plan (QDP) (Appendix 1).  This will provide a narrative of the pathway identified to improve the area of development identified in the SAR for the upcoming year. This will allow quality assurance monitoring of standardised approaches and implementation of training and assessment across NHS Wales. The self-assessment, subsequent monitoring and continual implementation of standardised practices will form part of the approved provider approach. At all times the values and behaviours / core principles of NHS Wales are expected to be applied by all staff and learners involved within learning, delivery, and assessment.  Leading to a recognition of the delivery organisation’s good learning practices in non-higher education institution (HEI) and related learning environments.


HEIW will be responsible for ensuring that the management of associated quality assurance is appropriately applied and expectations for all non-HEIW WBL and assessment. This includes content development and availability for standardisation events and internal dissemination of documentation and training courses. With an aim to support the implementation of all quality assurance role expectations available to support best practice. 

HEIW will work with awarding bodies to ensure the content of accredited learning packages are up to date and fit for purpose. This will include feedback from NHS Wales organisations / professional’s comments to the awarding bodies, regarding content, delivery, assessment and accessibility of qualifications and units and areas for development.

[bookmark: _Toc141792942]Management of:
· Agored Cymru contract
· Pearson formal agreement
· Consortium Partnership working
· Qualifications’ review process
· Feedback mechanism to awarding bodies in relation to provider / delivery comments.
HEIW will co-ordinate, for inexperienced staff, the allocation of experienced Quality Assurance (QA) mentors to support a standardised approach to the all-Wales interpretations for apprenticeship and WBL programmes. This would most likely be supported through a centralised record of qualified and experienced assessors and internal quality assurers.

[bookmark: _Toc58490622][bookmark: _Toc141792943]Manager’s / Line Manager’s Responsibilities 
· Be professional, enthusiastic and committed to the training programme in line with the relevant Code of Conduct creating a supportive learning environment.
· Nominate a member of staff to deputise for the manager when they are unavailable.
· Allocate a named mentor to support the learning process.
· Ensure the mentor is kept up to date with learning objectives and progress.
· Ensure that all mandatory and statutory training is in line with the Performance Appraisal and Development Review (PADR), when applications are made for learning and are up to date prior to when learning is commenced.
· Ensure adequate time is allocated for the completion of Essential Skills Wales (ESW) where required for the qualification. 
· Participate in tripartite initial interview with tutor / assessor / learner to identify the most suitable learning programme and optional units relevant to the role, where applicable. 
· Take responsibility for ensuring that the learner is supported in their learning and evidence is collected to meet targets, as agreed with tutors / assessors.
· Allocate protected time for learning and assessment in the workplace / training establishment as agreed with assessor and learner.
· Encourage the learner to pursue independent study in their own time. 
· Participate in tripartite reviews with tutor / assessor / learner to ensure learner progression and additional supporting evidence can be provided. 
· Work in collaboration with the learner and assessor’s assessment plan (Appendix 5) to ensure completion of witness testimonies (Appendix 2) and professional discussions (Appendix 3), where appropriate.
· Attend meetings as planned. However, a minimum of at least 48 hours’ notice of any changes / cancellations should be provided unless extenuating circumstances exist.
· Report any concerns or issues regarding the learning process to the Education / Learning and Development Department (ELDD).
· Complete evaluation documentation. 
· Support with the development and availability of resources, to ensure accuracy of content in line with organisational policies and processes (Appendix 4).

[bookmark: _Toc58490623][bookmark: _Toc141792944]Mentor Responsibilities:
· The role of the mentor is to provide continual support to the learner. 
· To ensure that any arrangement to carry out mentoring, is agreed prior to commencing the role of a mentor.
· To gain the approval from the learner’s line managers (this may be multiple in some learner cases) prior to agreements for learning processes to be embedded in learning plans.
· To enable the learner to meet their responsibilities as part of the learning programme.
· Provide guidance and feedback to enable the learner to grow and develop within their work environment to achieve their qualification. 
· To be a positive role model. 
· To be completely familiar with the programme of learning and any assessment expectations that might be required to be completed, to provide support.
· To identify and co-ordinate, with the learner, the specific learning opportunities, incorporating these into a planned approach to achieving learning outcomes.
· Enable the learner to allow time for skills development under the correct supervision levels and for reflection. 
· Provide feedback to improve and promote progress, monitoring and documenting evidence to be shared with the Approved Recognised Centre (ARC).
· Assessing competence and patient safety if appropriate, in keeping with the programme assessment expectations and reporting any cause for concern internally and with the ARC. 
· Accountable for supporting the learning and assessment process, in collaboration with the learner and assessor. 
The mentor and the workplace assessor may be one and the same person. In this instance both sections are applicable to the roles and associated responsibilities. Mentoring is an active and committed partnership between mentor and learner, fostering professional growth and career development. 
The mentor will be answerable to their own line manager and will utilise the time agreed in developing and supporting the learner. 
The mentor must: 
· Be allocated sufficient time to ensure that the required workplace training occurs. 
· Comply with the assessment strategy.
· Be competent to train the learner in the specific skills required. 
· Communicate with the line manager / assessor, who is responsible for the learner, when there appears to be insufficient progress within the expected timescales.
· Ensure appropriate expert witness reports are submitted to support the assessment process as agreed with the learner and assessor.
· Discuss with the assessor to ensure appropriate assessment methodologies are used, considering any additional learning needs. 
· Promote holistic evidence collection and assessment.
· Ensure effective feedback to enhance the learner experience.
· Attend review meetings as required and stay up to date with learner’s progress.
[bookmark: _Toc58490624][bookmark: _Toc141792945]Learner Responsibilities:
A learner has responsibility for their own Continuing Professional Development (CPD). The learner must be engaged with the collaborative approaches required to implement strategies to achieve the programme learning outcomes. The learner must work in line with the values and behaviours of the organisation, the all-Wales core principles and to respect and gain learning from the wisdom and past experiences of the mentor. 
The learner is expected to: 
· Commit to their personal development. 
· Adopt responsibility for acquiring or improving skills / knowledge, to record and reflect on all learning activities. 
· Maintain an agreed level of communication and engage regularly with the mentor and assessor to enable planning of learning.
· Be open and honest about goals, expectations, challenges and concerns. 
· Participate in all scheduled events for the programme.  
· Constructively engage in the learning process.
· Maintain a supportive and trusting environment. 
· Pursue advice, opinion, feedback against development progress.
· Review and implement appropriate learning timelines.
· Complete all tasks set within the assessment plan within a timely manner.
· Attend meetings prepared with materials in line with the planned programme approach. Provide updates on their progress, having completed all necessary activities / tasks between meetings.
· Apply skills and competency developments in the workplace environment. 
· Give feedback on what is /not working in the mentoring relationship. 
· Be professional, enthusiastic and committed to the training programme in line with Code of Conduct.
· Attend and participate fully in education programme induction and support / training events. 
· Participate in tripartite initial interview with tutor / assessor / manager to identify the optional units relevant to the role. 
· Take responsibility for own learning and evidence collection and submit evidence to meet targets as agreed with tutors / assessors / line managers.
· Pursue independent study in own time. 
· Utilise protected time effectively as agreed with assessor / line manager.  
· Participate in tripartite reviews with tutor / assessor / manager engaging fully with the assessment process.
· Participate in planned and agreed observational assessment sessions in collaboration with the manager / assessor, engaging fully with the process.
· Attend meetings as planned. However, a minimum of at least 48 hours’ notice of any changes / cancellations should be provided unless extenuating circumstances exist.
· Keep a reflective portfolio of learning, ensuring the maintenance of General Data Protection Regulation (GDPR) / confidentiality of personal data. 
· Ensure that all evidence is fully referenced and declared as all their own work. Plagiarism and any other form of educational malpractice will be acted upon in line with local policies and procedures. 
· Submit assessment evidence for the final verification and certification process within the expected timescales.  
· Report any concerns or issues regarding the learning process to the Manager / ELDD.
· Complete evaluation documentation.
[bookmark: _Toc58490625][bookmark: _Toc141792946]Assessor Responsibilities:
The assessor accountable for:
· Managing the assessment process (from assessment planning to recording assessment decisions against qualifications and / or assessments expectations).
· Assessing evidence of learner competence and capability against qualification standards / assessment criteria or mark schemes. 
When working in collaboration with other assessors / mentors, assessors will assess specific learning outcomes which are relevant to their area of expertise and work role. They will ensure that evidence is collected appropriately, and learning is signed off in line with the programme expectations, through rotation where applicable.  Every assessor must communicate with the Education & Training Lead who will directly link with the ARC to manage the overall programme assessment.
The assessor is expected to: 
· Be occupationally competent.
· Be allocated sufficient time from their line manager to ensure that evidence is submitted for the final verification and certification process within the expected timescales. 
· Comply with the assessment strategy. 
· Ensure that learners are only assessed after they have been registered with the awarding body. 
· Have a working knowledge of the learning outcomes they are assessing. 
· Communicate with the site Apprenticeship / Programme Lead responsible for the training programme and where there appears to be insufficient progress, to ensure that evidence is submitted for the final verification and certification process within the expected timescales.
· Ensure appropriate assessment plans (APs) (Appendix 5) are developed and applied with learners. 
· Complete and record initial assessment planning to identify any specific needs of the learners. 
· Recognise, document, and utilise all appropriate prior learning.
· Communicate with the ARC Lead Assessor to enable appropriate assessment methodologies to be used to meet the needs of the learners.   
· Promote holistic evidence collection and assessment. 
· Manage the assessment process effectively to include planning, assessment, review and feedback. 
· Manage the assessment process effectively using a range of assessment methodologies (Appendix 6) to meet the needs of the learners. 
· Provide constructive feedback to learner in a timely manner. 
· Maintain a clear audit trail via the assessment evidence.
· Ensure that evidence is valid, authentic, current, sufficient and reliable. 
· Ensure that all learning outcomes have been assessed appropriately before unit sign off, in line with the assessment strategy. 
· [bookmark: _Hlk47951259]Meet the requirements as an expert witness in line with the awarding body requirements.
· Ensure all assessment practices comply with assessment policies. 
· Process recognised prior learning (RPL) application in line with available evidence and credit transfer.
· Respond positively and effectively to feedback from the Internal Quality Assurance (IQA) QA and External Quality Assurance (EQA) 
· Maintain a clear record of own CPD. 
· Meet with IQA and EQA when applicable.
· Attend training and development opportunities as identified by at least HEIW, the ARC and the awarding body. 

As part of the ongoing approaches to standardisation and quality assurance all assessors will be expected to participate in regular meetings to share and standardise ongoing good practice.
[bookmark: _Toc58490626]
[bookmark: _Toc141792947]Expert Witness Responsibilities:
Each organisation will need to maintain a list of their Expert Witness’s (EW) (Appendix 8) in line with Estyn requirements. HEIW will support where assistance is required in recognition of EWs, and where these skills need to be shared across NHS Wales.
Whilst it is considered good practice for the EW to be a qualified assessor, HEIW recognises there may be situations where other appropriate experienced members of staff are able to take on this role. For this to be deemed appropriate HEIW would require that an EW must: 
· Be occupationally competent.
· Be approved by the ARC. 
· Provide witness statements for agreed areas of learning. 
· Complete learner observations (Appendix 7) as requested by the ARC lead assessor/ tutor / assessor using standardised documentation.
· Record all responses given in relation to oral or written questions asked to learners as part of any observation. 
· Provide feedback and developmental guidance relating to any observation. 
· Be allocated sufficient time to complete observations and provide feedback 
· Participate in standardisation meetings as required. 
· Attend training and development opportunities as identified by at least HEIW, the ARC and the awarding body.
· Maintain a clear record of CPD. 

The expert witness does not detract from the role of assessor within the collection of evidence. A learner can still name a suitable witness who has witnessed that an activity has taken place. The relevant assessor(s) will authenticate all evidence with any named witness.

[bookmark: _Toc58490627][bookmark: _Toc141792948]Internal Quality Assurer (IQA) / Internal Verifier (IV) Responsibilities:
The IQA is responsible and accountable for ensuring the quality assurance within assessment practice, the training programme and monitoring performance against targets. 
They must: 
· Ensure that assessors follow the assessment guidance provided. 
· Advise and support assessors to assist them in interpreting and applying all standards correctly and consistently. 
· Regularly sample assessment activities, methods and records to monitor consistency of assessment decisions as specified by qualification / learning documentation. 
· Provide assessors with prompt, accurate and constructive feedback on their assessment decisions, resolving discrepancy disparity to establish an agreed outcome.
· Undertake an active role in cultivating issues of good practice in assessment and developing areas of poor assessment practice in line with HEIW and awarding body expectations.
· Ensure that equal opportunities and anti-discriminatory practices are upheld in the assessment process.  
· Maintain a clear audit trail of verification via the relevant systems. 
· Ensure that the assessment strategy is followed.
· Ensure that evidence is valid, authentic, current, sufficient and reliable. 
· Ensure the assessor holds a relevant qualification which is approved by the awarding body (Appendix 14).
· Ensure the requirements of any expert witness meets the awarding body requirements.
· Ensure a range of assessment methodologies have been utilised to show competency. 
· Not sign off learning unless there is sufficient evidence across all assessment criteria ensuring the range is applicable to the work role. 
· Ensure there is sufficient performance evidence for the learner to have demonstrated competency consistently over a period of time.
· Be available to meet with the EQA as required.
· Respond positively and effectively to feedback from the EQA.
· Attend regular meetings to share and standardise good practice. 
· Maintain a clear record of own development via the Internal Quality Assurer Activity Log of the e-portfolio. 
· Attend training and development opportunities as identified by at least HEIW, the ARC and the awarding body.
· Be allowed sufficient time to fulfil their duties. 
· Follow the verification sampling strategy in line with the HEIW quality assurance model / the awarding body quality assurance model as agreed with the ARC. 
· Ensure a standardised approach to quality assurance practice. 
· Provide IQA feedback reports to assessors using a relevant system.
· Complete required standardised documentation (Appendix 8).

[bookmark: _Toc58490628][bookmark: _Toc141792949]External Quality Assurer (EQA) / External Verifier (EV)
The EQA is employed by the awarding Body to support, monitor and quality assure the assessment process which include inspection of procedures and sampling of assessments. They must be provided with access to premises, people, and records relating to learner assessment, achievement and internal quality assurance. The EQA will monitor the assessment activity of all centre staff involved in the assessment and internal quality assurance process. Quality assurance is the focus of all EQA monitoring to confirm that valid, authentic, current, sufficient and reliable assessment decisions are being made. 
In line with the awarding body expectations, EQAs will generally sample a range of learners following a sampling strategy to include:
· IQA decisions
· assessor decisions
· assessment locations 
· assessment methods

EQA communication approach could encompass learner / assessor / IQA interviews. They will always complete a Centre Activity Report (Appendix 9) as part of a monitoring visit which will detail the Qualification Approval Risk Status: 
· Low: 
· The centre can register learners and claim for certificates at will. This is known as Direct Claims Status (DCS). 
· Any issues identified can be easily corrected without further consequences and do not have an adverse effect on the learner. 

· Medium: 
· The centre may register learners at will, but any claims for certification must be agreed by the awarding body approved EQA 
· Issues identified could potentially damage the integrity, credibility and validity of the qualification and / or be detrimental to the learner. 

· High: 
· The centre is unable to register or certificate learners. 
· Issues identified will a significant impact on the integrity, credibility and validity of the qualification or the effective operation of a centre as a whole, if corrective action is not taken quickly.  

HEIW will monitor EQA reports of all approved providers involved with learning delivery on behalf of HEIW for NHS Wales. 

[bookmark: _Toc58490629][bookmark: _Toc141792950]Role of Estyn in WBL Education and Learning
[bookmark: _Toc58490630][bookmark: _Toc141792951]Estyn published the ‘Guidance handbook for the inspection of work-based learning providers’ to enable all establishments to meet the education inspection framework requirements in Wales.

The guidance sets out the way the inspectorate will conduct inspections of work-based learning providers from September 2019. It sets out the inspection arrangements for providers and offers guidance to inspectors on making inspection judgements.

Where the inspection identifies important concerns in relation to standards, quality of education and training or leadership and management, then the inspectorate will conduct follow-up activity in the provider to support improvement. Guidance on the different types of follow-up activity is available on Estyn’s website Welcome to Estyn | Estyn (gov.wales).

As a co-provider of education with delivery organisations (ARC) the ELDD within NHS Wales organisations are expected to be able to evidence their practices against education provision inspection guidelines. If inspections are completed with the lead organisations all partner centres can be inspected as part of the evidence for ongoing practice.
Through the completion of the SAR/QDP (Appendix 1) NHS Wales organisations will be compliant with the basis expectations for an Estyn inspection.








[bookmark: _Toc58490631][bookmark: _Toc141792952]The Approved Recognised Centre (ARC) Responsibilities 
[bookmark: _Hlk46928452]All NHS Wales organisations will work collaboratively with their chosen training provider(s) to ensure that all aspects of delivery, assessment and quality assurance are applied in line with awarding body expectations for ARCs. It should be noted that for some WBL programmes this will be the specific NHS Wales organisation, where the programme is being delivered in-house.
Each ARC will be responsible and accountable for the management of the WBL programmes. The NHS Wales organisation will be expected to report annually on the collaborative interface for learner progress and work-based application of skills development as part of the Kite Mark commentary.
The ARC has a responsibility to ensure that the health, safety, safeguarding and wellbeing policies are in place and implemented at all WBL sites.  The ARC must monitor and maintain the quality, consistency and integrity of the delivery and assessment of the qualifications delivered. Completion of a health and safety check of the work-based learning site must be achieved collaboratively between the recognised centre and the NHS Wales organisation, where these are separate establishments.

The ARC and the NHS Wales organisation will comply with any contractual agreements made with WG through Apprenticeship contracts and have in place current signed Service Level Agreements. The ARC will hold the contact details of the site Education and Training Lead responsible for training programmes and individuals in all other roles stated within any framework. 

Registration and certification of learners with the awarding body will be the responsibility of the ARC.  Regular quality assurance elements will be the responsibility of both the training provider and the NHS Wales organisation. The ARC will receive nominations for learners one month prior to planned induction and will complete initial assessment tests to identify learning needs and programme suitability prior to the education programme induction. Learners are expected to receive regular planned support for completing Essential Skills Wales (ESW) where applicable. The ARC is expected to meet the requirements of the Health Education team in providing at least once every two months (61 days as per WG apprenticeship guidelines) outline operational reports with a brief summary progress for each learner.

To support learner progress access to Individual Learning Plans (ILP) (Appendix 10) or Personal Annual Development Review (PADRs) for learners must be available. in addition, evidence of learner evaluations of training programme and support / training events should be made available throughout the duration of the programme. The ARC will also be expected to receive employer questionnaires and peer review of delivery and assessment teams involved with learner programmes. The ARC must ensure the completion of reviews at the NHS Wales organisation a minimum of every 8 weeks (61 days) with the learner and their associated mentor or trainer.  These should incorporate the regular appraisals of assessment, collaborative standardisation events and the wider IQA team. 
In addition to the summary monthly reports, the ARC must also provide Education & Training leads with formal quarterly progress reports of learners and provide a progress report every six months, to include work-based assessor and expert witness performance. These reports will communicate details of attendance / punctuality / interaction at support/ any changes in assessor / attendance at training events for each learner to ensure progress remains in line with programme expectations. The proforma for reporting is not stipulated by HEIW and can be as simple as highlighting key feedback within email communication. Where issues or anomalies are identified, reasons for delay (workplace, learning provider or learner) will be discussed with actions collaboratively agreed, particularly where a learner is struggling to complete the qualification within the expected timeframes.

Further to WG contractual expectations the ARC must comply with the requirements of the awarding body which include provision of: 
· a single named centre quality contact 
· the facility to securely transmit details of assessment outcomes 
· staff and resources to support the delivery and ongoing learner assessment 
· documented quality assurance procedures 
· policies to cover all aspects of training, delivery, assessment and quality assurance
· an organisational chart, including reference to the NHS Wales organisational arrangement for learner teaching, assessment and ongoing support
· up to date CVs, original certificates and / or assessor qualifications of the assessment team including IQAs 
· learner tracking documentation 
· procedures for recording exemptions, appeals, complaints, malpractice, maladministration, reasonable adjustments, special considerations and plagiarism 
· induction plans for centre staff involved with delivery, assessment and internal quality assurance 
· a documented Equal Opportunities policy 
· a documented Health & Safety policy 
· a standardised approach to quality assurance practice 
· awarding body access to premises, people, and records relating to learner assessment, achievement and internal quality assurance. 
· appointing assessors to carry out centre assessment. 
· assessors competent to perform their role and provide appropriate training and development opportunities to ensure that they meet the required standards set out in the qualification and / or assessment documentation 
· ensuring that decisions of unqualified assessors are checked, authenticated and countersigned by an assessor or IQA. The IQA is responsible and accountable for arranging the countersigning process 
· ensuring that decisions of unqualified IQAs are checked, authenticated and countersigned by a qualified and experienced IQA.  
· appropriate training, support and / or development opportunities to enable assessors and IQAs to meet their responsibilities. 
· ensuring accuracy and consistency of assessment decisions between assessors 
· ensuring that assessors are consistent in their interpretation and application of the assessment criteria / requirements 
· appointing IQAs who are responsible for regularly planning sampling and sampling activities (throughout and before certification) the evidence of assessment decisions made by all assessors across all assessment methods 
· establishing procedures to ensure that there is standardisation across all assessors 
· monitoring and supporting the work of skills, knowledge and competency-based assessors 
· facilitating appropriate staff development and training of assessors 
· feedback to assessors and the EQA on effectiveness
· ensuring that IQAs have sufficient time to perform roles 
· ensuring a standardised approach to quality assurance practice 
· observing assessment practice on an annual basis 

In addition, the ARC will: 
· Inform and support NHS Wales organisations of entry criteria to training programmes and recruitment process.
· Make application forms available electronically. 
· Provide learners with learner handbooks. 
· Provide NHS Wales organisation Education and Training Leads responsible for the training programmes with both site and learner handbooks. 
· [bookmark: _Hlk46931119]Support NHS Wales organisation educator managers to identify appropriate learning units relevant to work role for completion within the qualification.
· Create learner learning groups via appropriate electronic facility.
· Make resources available to learners, assessors and the Education and Training Lead at NHS Wales organisations responsible for the training programme via electronic means.
· Invoice NHS Wales organisations prior to education programme induction as per contracting arrangements. 
· Ensure any supplied documentation / workbooks have been appropriately referenced to relevant standards.
· Inform NHS Wales organisations of dates and location of induction and deadline for applications.
· Provide support / training events for learners where appropriate to enhance learning experience and facilitate collection of evidence. 
· Communicate dates of planned support / training events. 
· Maintain a list of approved assessors and expert witnesses. 
· Provide development opportunities for approved assessors and expert witnesses in collaboration with HEIW where appropriate.  
· Complete assessor evaluations of assessment process. 
· Review approved list of assessors, expert witnesses and IQAs annually and remove assessors and expert witnesses from approved list where they are unable to meet required standards following collaborative working and discussions with NHS Wales organisations.
· Communicate directly with learners in relation to programmes. 
· Claim certification from the awarding body once all aspects of the qualification or programme have been achieved.
· Forward all hard copy certificates to learners once issued by the awarding body, including sending notification to the NHS Wales organisation Education & Training Leads of a learners successful completion (this can be via an email).
· Make all relevant documentation available to the NHS Wales organisation Education & Training Leads and Lead Assessors responsible for the training programme.
· Communicate with the site Education and Training Lead responsible for the training programmes when there appears to be insufficient progress to ensure that evidence will be submitted for final verification and certification within the expected timescales. 
· Complete learner evaluations of training programme and support / training events for all learners. 
· Recruit assessors in line with relevant programme assessor role requirements. 



[bookmark: _Toc58490632][bookmark: _Toc141792953]NHS Wales Learning and Development Department Responsibilities
It is expected that the Health Board and Trusts will enter into an Apprenticeship Learning Agreement / formal agreement with any learning providers to ensure that the responsibilities of both parties are realised and clearly set out for the purpose of WBL delivery. 

The areas that should be considered through the agreement and are suggested by HEIW to support best practice for WBL delivery, fall within several general areas.
The Health Boards and Trusts, through tripartite communications, should have responsibility for:
· Making available all WBL opportunities through the relevant marketing routes both internally and externally, ensuring that any marketing activity undertaken in relation to WBL underpins, and does not contradict, WG learning and skills marketing and communications. 
· The application process for WBL to be in place before recruitment and allocation of placements is finalised, where applicable.
· Supporting the ARC and line managers with the completion of all necessary checks to confirm eligibility of learners.
· Supporting the ARC with ensuring that learning achievements have been planned against the learning aims of the program and the ILP is updated accordingly, in line with local policy and procedure. 
· Ensuring all learners participate in a thorough education program induction process related to their learning program.
· Ensuring the learners progress is monitored using the ESR system.
· Submission of nomination and enrolment details to the ARC to enable registration of the learners within 8 weeks (61 days) of any learning program start date and all information submitted is included within the learner files.
· Ensuring all staff members are suitably qualified and experienced to undertake learning delivery, assessment and, where applicable, IQA processes, meeting the expectations of HEIW and the awarding bodies.
· Supporting accessibility to appropriate and adequate resources and materials to support the delivery of learning and assessment within the work environment. Resources could include protected time, equipment, in-situ skills development and ongoing support.
· Monitoring the review of learner progress through regular tripartite meetings (assessor, learner and line manager) and updates to achievements against the learning agreement, monitoring that line-managers are actively involved in the learner review process.
· In collaboration with the ARC, actioning a suspension and / or termination of a learner when the learner has transferred, completed or ceased learning either permanently or temporarily, ensuring the necessary evidence and documentation requirements are met. This includes claiming accreditation of the units successfully completed prior to early leaving, where permissible by the awarding body.
· Support the ARC in ensuring that learners are made aware of any financial support and that they receive personal assistance to enable them to access or remain in learning. 
· Ensuring the appropriate management and security of data held for learners in line with GDPR.
· Maintaining and implementing relevant policies and procedures in line with educational delivery. Any issues that arise from these will be reported to the ARC in a timely manner, at least at the regular meetings.
· In partnership with the ARC, submission of data in a timely manner to enable renumeration against any contractual agreements.
· Informing the ARC of any deviation from financial viability, that will affect the ability of the learner to complete learning. Centres are expected to complete the relevant WG paperwork.
· Meeting the inspection requirements of both WG WBL contracts and education inspectorates. 
· Support the annual monitoring and review of all WBL service level agreements and any related financial scheduling.
· Annual evaluation of programme delivery and subsequent recommendations.
· Informing ARC of any exceptional circumstances that affect learning, learner experience and achievement of outcomes.

[bookmark: _Toc58490633][bookmark: _Toc141792954]The recruitment and monitoring of apprentices in an organisation
HEIW will hold responsibility to review and determine workforce requirements from data analysis. 
NHS Wales organisations will promote and advertise the availability of required apprenticeships within NHS Wales, to support the usual active recruitment methodologies utilised by training providers. Formal arrangement should be completed between the training providers and the NHS Wales organisations prior to any apprenticeship recruitment. There will be collaborative approaches where apprenticeship responsibility sits with an external training organisation. Apprentices can either be new employees to NHS Wales or existing staff undertaking skills development for their role. New apprentices will be paid in accordance with organisational policy, whilst existing staff will remain on their terms and conditions. Normal advertisement and recruitment processes will be utilised to enable allocations to be filled. Job descriptions should include reference to expectations for enrolment onto an apprenticeship framework and level of entry required to undertake the programme. All new apprentices will be expected to undertake the relevant corporate induction as required by their employing organisation prior to enrolment on a learning programme.
It is the responsibility of each NHS Wales organisation to determine the training provider with whom they collaborate. However, HEIW will hold responsibility for Kite Mark approvals, and it is expected that all NHS Wales organisations will utilise providers from the list wherever possible.

The NHS Wales organisation should consider whether the training provider is on the HEIW approved list (Appendix 11) and the NHS Wales organisation has the responsibility to check the most recent Estyn report for the potential training provider on the Estyn website Welcome to Estyn | Estyn (gov.wales).

[bookmark: _Toc58490634][bookmark: _Toc141792955]Pre-enrolment and Enrolment
[bookmark: _Toc58490635][bookmark: _Toc141792956]Pre- enrolment 
Learners must provide full, complete and accurate information at pre-enrolment to evaluate whether they are likely to complete the programme, and achieve the standards required for the award. To make this evaluation, providers must consider previous attainment, qualifications already held and evidence of appropriate equivalent skills and experience. Equivalent skills and experience should demonstrate the same level of merit, ability and potential as the nationally and internationally recognised qualifications that are required for entry to the programme.
NHS Wales organisations should work with the providers to ensure that reasonable adjustments and support are available to their apprentices. Providers are expected to work with employers to advise and support workplace adjustments. Where the provider has identified any difficulties, support can only be provided if the apprentice declares, or gives permission for the provider to declare, their learning support need to their employer.  

Formal testing for ESW is expected with plans for ongoing development and assessment. Apprentices are more likely to engage and succeed in a programme of support that is tailored to their specific needs.  Employers should utilise tutors or additional support staff if they have the apprentice’s permission to disclose this. One of the main issues that providers and employers face in identifying support needs is that they often rely on individuals to declare these. Employers and providers play a key role during the apprenticeship programme in identifying social support needs by observing and monitoring performance and attitude over time.   

Under the Equality Act 2010 all protected characteristics act as factors in learning support requirements and in addressing social and safeguarding support needs. Providers should identify learning support needs, with wider questioning on home-life characteristics to identify social support needs. Providers are expected to use a range of approaches to support apprentices with additional learning needs. 

Learners should know in advance, when and how their programme will be structured. Learners need to be provided with guidance on their programme of study, including a detailed breakdown of their programme into modules or study sessions and applicable study material. This will be recorded within the Individual learning plan (ILP). This document must be reviewed and updated regularly with the learner and the manager.
Learners may be asked to provide references, additional information and undertake tests (numeracy or literacy regardless of existing qualifications), interviews or other selection processes (such as occupational health checks) in order to conform to admission for the programme. 
Learners must be in a role relevant to the programme to allow for naturally occurring evidence to be collated and submitted for achievement.  
If learners do not meet requirements, they may be denied admission on the programme or signposted to another more appropriate qualification. 
[bookmark: _Toc58490636][bookmark: _Toc141792957]Enrolment
Providers must register all learners promptly, within a timely manner, appropriate to the duration of the programme start date. Providers must also ensure that the internal data protection policy reflects current legislation, and that controls are in place to protect the security of the learner’s details. 
Tripartite meetings to be held with the individual learner, their manager and assessor to choose the optional units that best reflect the competence requirement of the individual’s current or identified and planned future role. This meeting may identify specific units that will need to be delivered and assessed by the workplace team to reflect the specialist occupational requirements of the unit/s. These elements should be clearly identified in the ILP and signed by the individual, their manager and the assessor.
Once enrolled, it is important that the manager regularly meets with the individual and the assessor to support the learning process, including any units that are being delivered by the workplace team. This should be supported with a clear training plan, including timeframes incorporating enough time for completion of all elements of the programme.


[bookmark: _Toc58490637][bookmark: _Toc141792958]Essential Skills assessment in NHS Wales Learning Programmes
The Essential Skills Wales (ESW) suite of qualifications introduced in September 2015 is designed to assess the range of skills that learners need for successful learning, employment and life. They provide a single ladder of progression, spanning six levels and comprising of qualifications in communications, numeracy and digital literacy.

HEIW expects the assessment for essential skills to include the initial assessment process as well as formative and summative assessment and that these are integral to the learner’s learning journey.

HEIW would expect every organisation to ensure learners have sufficient time to develop their communication, numeracy and digital literacy skills within all learning programmes. 

Through the ongoing governance arrangements, HEIW will support every Approved Recognised Centre (ARC) and the health organisations offering work-based learning programmes to:

· review and evaluate the current initial assessment processes, and how this varies with different types of learners. It should include verification of a learner’s current ability level, a diagnosis of strengths and weaknesses and the creation of an ILP
· establish robust initial assessment processes within the ESW provision
· implement agreed, planned and regular formative and summative assessment in the learning journey

HEIW strongly supports the use of the Wales Essential Skills Toolkit (WEST). It is a web-based learning environment designed to manage the assessment and delivery of ESW. It has been designed to deliver a consistent and reliable approach to initial and diagnostic assessment and learning materials. WEST brings together a full suite of tools to support communications (English & Welsh), Application of Number, Digital Literacy and English for Speakers of Other Languages (ESOL) 
WEST guide

Once the learner and tutor have agreed the development plan within the ILP it will be signed by the learner in recognition of the commitment to their own learning. Formative assessment will enable the progress of the learner to be monitored and supported in achievement of the final summative outcomes. Regular reviews will be held to discuss progress and any other support requirements needed. Guidance for summative assessment will be completed in line with the documentation published by the awarding body, and will only be attempted once the tutor is confident that the learner has the skills to successfully achieve. 

Where learners have documented evidence of proxy qualifications for the essential skills required within a learning framework, they should be offered progression opportunities that could potentially benefit their career roles. The learner should be directed in the contextual application of their essential skills development to encourage and motivate the learning process.
[bookmark: _Toc58490638][bookmark: _Toc141792959]Learner Questionnaires 
(Appendix 12)
HEIW expects that the learner questionnaire is undertaken after successful completion of, or withdrawal from, the programme. This is regardless of completion within other organisations. 

Expectations of the SAR include integration of feedback from learners to enable process changes and continuous improvements with sharing of good practices. Where the learner is withdrawing from the programme the reason should be clearly identified.
[bookmark: _Toc58490643][bookmark: _Toc141792960]Apprenticeship Frameworks in Wales
WG is now the Issuing Authority for Apprenticeship Frameworks in Wales.  This means that WG quality check, approve and publish apprenticeship frameworks.
Apprenticeship Frameworks should:
· meet the statutory requirements set out in the Specification of Apprenticeship Standards in Wales
· follow the recommendations and priorities of the Welsh Apprenticeship Advisory Board.  HEIW is represented on this Board
Details of Apprenticeship Frameworks available in Wales across all sectors are found in the Apprenticeship Framework Library. This will detail the qualifications which sit within each framework.
Apprenticeship funding and development is devolved to the WG. Development of frameworks are decided according to the needs of the Welsh economy and are developed in collaboration to meet employer demands and to drive growth and prosperity.  Framework completion rates across all sectors are consistently over 80%. WG is committed to delivering a minimum of 100,000 quality apprenticeships over their term of office, available to people of all ages.  The WG will continue to deliver its apprenticeship programme via the Welsh apprenticeship provider network.
[bookmark: _Toc58490644]WG have agreed that HEIW will be the development partners for health apprenticeships in Wales.  HEIW will work with all key stakeholders to ensure that a suite of frameworks is developed for NHS Wales which is fit for purpose, reviewed and updated appropriately.  HEIW will work closely with specialist teams and organisations to achieve this e.g. NWIS, WAST, Dental and Pharmacy teams within HEIW.
[bookmark: _Toc141792961]The Welsh Apprenticeship Advisory Board
The Welsh Apprenticeship Advisory Board (WAAB) was established in April 2018 and is an independent enterprise-led board, including Trade Unions, Further and Higher Education representation.  WAAB has a key role in advising and making recommendations to WG on priorities for commissioning apprenticeship frameworks to meet economic need and identifies sectors where new apprenticeships can make a real difference to both employers and apprentices.
[bookmark: _Toc141792962]Apprenticeship Funding
WG has a contract with 19 education and training providers to deliver apprenticeship frameworks within Wales. These 19 providers subcontract to a large number of other education and training providers. In total there are between 80 and 90 providers able to deliver apprenticeship frameworks across all sectors in Wales. 
Each of the published apprenticeship frameworks has a monetary value. The funding rate is based on the amount of time it takes to deliver and the number of credits required to achieve the training. The funding rates are subject to change due to the nature of the WG contracting arrangements. 
Calculating the funding rate of an apprenticeship, allows employers to:
· see a return on their investment as an Apprenticeship Levy Payer
· provides a monetary value to the training received through an apprenticeship
[bookmark: _Toc58490645][bookmark: _Toc141792963]Apprenticeship Levy
The Apprenticeship Levy is a UK-wide employment tax introduced by the UK Government that came into force on 6 April 2017. Apprenticeship Levy is an amount paid at a rate of 0.5% of an employer’s annual pay bill. As an employer, you have to pay Apprenticeship Levy each month if you have an annual pay bill of more than £3 million. An additional £15,000 will be added by the government for apprenticeship training and assessment purposes. This amount is equivalent to 0.5% of £3 million.
The levy has been set at 0.5% of the total annual ‘pay bill’ and this will exclude benefits in kind, but it is expected to include other remuneration that is liable to PAYE and/or NIC with holdings. The levy is collected via the Real Time Information System alongside Income Tax and National Insurance Contributions.
Employers receive an allowance of £15,000 to offset against the levy and there is an exemption for Employers Class 1 National Insurance Contributions for qualifying apprentices under the age of 25. 
[bookmark: _Toc58490646][bookmark: _Toc141792964]Regional Skills Partnerships
These have been established to engage with employers and provide WG with intelligence on skills needs and gaps in order for apprenticeship frameworks to reflect these skills shortages.
Regional Skills Partnerships (RSP) are in place to drive investment in skills by developing responses based upon local and regional need.  It is important that NHS Wales organisations feed into their local RSP so that the skills needs of all employers within a specific geographical area are represented.
The Regional Skills Partnerships are:
· North Wales Regional Skills Partnership (NWRSP)
· South-East Wales Cardiff Capital Region Skills Partnership (CCRSP)
· South-West and Mid Wales Regional Learning and Skills Partnership (RLSP)
They produce Regional Employment and Skills Plans to analyse and influence the provision of skills based on regional economic need, to support growth and key infrastructure projects in each region. 
The plans are refreshed every three years and provide recommendations to WG to influence the prioritisation and deployment of skills funding including apprenticeship and further education allocations.
[bookmark: _Toc86309712][bookmark: _Toc141792965]Standardisation & Quality Assurance Pathway 1
These accredited programmes attracting significant numbers of registrations would be delivered within NHS Wales organisations, usually in partnership with a local training provider. 
Assessment of the learners’ work would be the joint responsibility of the training provider, and a workplace mentor/assessor approved by the ELDD. The assessor would need to be occupationally competent in the skill being undertaken and hold an appropriate assessment qualification as outlined in the HEIW ‘s Assessment Principles and Approved Assessor Qualifications (2021) (Appendix 13). The ELDD would need to monitor that the learners’ manager was involved in the learners’ choice of optional units, reflecting either, their current job role or, planned extension of their role.
Internal Verification of the learners’ work would be carried out collaboratively by qualified, occupationally competent, Internal Verifiers (IVs) from the NHS Wales organisation and their Learning Provider Partner.   (Appendix 11)
The NHS Wales organisation would be responsible, with the learners’ manager, for ensuring that evidence of achievement / assessments is submitted for the verification and certification within the agreed timescales. The certification of the accredited programme would be the responsibility of the Learning Provider Partner (where one was being used) or the NHS Wales organisation where they are the sole provider.
The standardisation of evidence of achievement / assessments would be reviewed on an annual all-Wales basis using a tripartite standardisation meeting, consisting of:
· HEIW
· NHS Wales organisations delivering the qualifications and their respective learning providers 
· relevant awarding body 
There would be an expectation that the NHS Wales organisation also hold internal standardisation events on at least an annual basis. For further detail on all-Wales Standardisation please see pathway 2.
[bookmark: _Toc86309713][bookmark: _Toc141792966]Standardisation & Quality Assurance Pathway 2
These accredited programmes attracting only a few registrations would be delivered on an all-Wales basis. NHS Wales organisations will be expected to work in collaboration through their specialist all-Wales groups to deliver the specialist content to learners from across Wales. The assessment of the learners’ work would be the joint responsibility of the workplace mentor / assessor and the specialist with the responsibility of delivering the specific accredited learning content. The mentor / assessor and the specialist would need to be occupationally competent in the skill being undertaken and hold an appropriate assessment qualification as outlined in HEIW’s Assessment Principles and Approved Assessor Qualifications Skills for Care and Development Assessment Principles 2016 (Appendix 13).
At a local level the ELDD would need to monitor that the learners’ manager was involved in the learners’ choice of optional units and this reflects either, their current job role or, planned extension of their role. 
Registrations and certification of these programmes would be through one of NHS Wales’s recognised Agored Cymru centres. As a part of this process IV and standardisation will also be undertaken on an all-Wales basis and facilitated by HEIW.  See Fig 1 for detail of the process.
[bookmark: _Toc86309741][bookmark: _Toc141792967]Requirement for multi-professional approaches,
“Much of our education and training has been traditionally delivered in uni-professional or uni-discipline formats, this needs to change to reflect the need for more multi-professional approaches, seamless working, and accessibility to those most underrepresented in our workforce. We also need to ensure that education and training pathways reflect the needs of volunteers and carers, rural and remote communities where the solution to the workforce challenge is to ‘grow your own’, requiring more flexibility in delivery and location. 
The need for the workforce to have additional skills has also emerged over recent years – the emphasis on care in primary and community settings, the increased focus on prevention and health promotion, quality improvement and research, evidence informed practice, leadership, the commitment to the Welsh language, and digital as described earlier in this document.  These need to be embedded in core education not developed as additional skills”.  (Social Care Wales, 2020)

 
Figure 1
Standardisation & Quality Assurance Pathways


Pathway 1 learners: it is the responsibility of the individual NHS Wales organisation to ensure that the processes outlined above for nomination, registration, assessment, IV, and EV are met in collaboration with their individual delivery partners (if used). 
Pathway 2 learners: it is the responsibility of the individual NHS Wales organisation to:
· make appropriate nomination of learners for the specialist qualifications to HEIW
· work with HEIW to ensure that the specialists required to deliver the programmes across Wales are supported to do so via specific service level agreements
· ensure that the leaners have the support of their local manager, including time for education, training and assessment throughout their programme
· report any concerns or issues to HEIW in a timely manner
· monitor the on-going assessment of learners
· ensure the assessor has
· occupational competence 
· appropriate assessor qualifications
· notified where multiple assessors have undertaken assessment of the learner’s evidence
· identify and agree the role and use of expert witness testimony
· utilise and create monthly progress reporting mechanisms
· meet expected timeframes for completion of accredited learning programmes
· enable a feedback-mechanism for learners, assessors and managers
· where a partnership delivery model is being used:
· clarity regarding who delivers, assesses and quality assures which parts of the programme
· funding arrangements
· highlight any notice period to terminate agreements

An exemplar Proforma Formal Agreement /Service Level Agreement can be found in Appendix 15
In addition to the items noted above regarding the number of registrations and completions and the number of assessors per learner, reports should include quality indicators such as:
· exit questionnaires for learners and managers (on completion or withdrawal from a programme)
· other methods of feedback – including external QA reports
· attrition rates
· completion times
· regularity and number of tripartite meetings (learner, assessor and workplace manager) per learner
· reporting mechanisms for any concerns or issues – appeals procedure
· SAR




[bookmark: _Toc86309742][bookmark: _Toc141792968]
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[bookmark: _Toc141792969]Appendix 1: Self- Assessment Report and Quality Development Plan


SELF-ASSESSMENT REPORT (SAR)

Health Board / Trust:

Date: 





	


	Persons involved in creating the SAR (Name & Job Title)
	Persons involved with monitoring actions identified in the SAR

	
	

	
	

	
	

	
	

	
	





Key strengths identified

	SAR reference
	Brief outline of strength

	
	

	
	

	
	

	
	

	
	




Key areas for improvement

	SAR reference
	QDP reference
	Brief outline for area of improvement

	
	
	

	
	
	

	
	
	






Key ‘S’ = Strength A/I = Areas for Improvement 
HEIW SAR suggested template:

	Areas of reporting

	Statements of Activity 
(it is assumed that the evidence of activities other than outstanding or requiring development is required, the organisation is able to produce this to substantiate ongoing practices)


	
About the NHS provider











	Stimulus information / questions; remove upon completion of the SAR
This section of the report should be brief and should contain factual background information.  It should not contain any evaluation of the department or its provision. It should contain brief information on:
· the size, nature and location
· any significant changes /requirements in training provision – these can be identified from training needs analysis & IMTPs carried out for past year and for future.  Information here should be retrospective, looking at reasons for changes over last year also forward looking for next year / longer term
· any other relevant factors affecting training choice and training delivering – eg focus due to shortage of staff in HB/T, national initiatives, geographical / socio-economic factors for your HB/T

Complete table with relevant data

	Name of programme
	Level of qualification
	Mode of delivery 
(In-house/partner provider)
	Stand-alone WBL or Apprenticeship
	Number of learners currently on programme

	Clinical Induction
	2
	In-house
	WBL
	210

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	Partnership working









	Stimulus information / questions; remove upon completion of the SAR
· List with contact details of all partnership organisations / departments
· Evaluation of working relationships with partner organisations 

Complete table with relevant data
	Name of Partner provider
	Contact details of partner provider
	Qualification(s) delivered by training partner
	Evaluative comments

	ACT
	Mr Jones, Ocean Park House, Cardiff, CF24 5ET
02920464724
	L2 Health Informatics
	Good working relationship, allows access to staff for monitoring, learners make good progress with high achievement rates

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	






	
	Evidence reference
	S
	A/I
	QDP Ref

	Standards and progress overall

	1.1 Standards and progress overall, including specific groups
	Stimulus information / questions; remove upon completion of the SAR
· Areas of non-compliance – why did they occur?

· Any trends in completion/attainment/enrolment according to gender/ethnicity/age/time in role?
	Learner info spreadsheet
Non-compliance records

	
	
	

	1.2 Learner enrolment, retention and achievement
















	Stimulus information / questions; remove upon completion of the SAR
· Previous years (3 years) 

· Attainment rates against enrolments annually. Annually means 1st April to 31st March.  This is to match the funding requests to HEIW for funding of WBL in the HB/T.

· Retention rates against enrolments annually - % completed calculated by total enrolments / no of learners who completed the course *100.  Annually means April to April.  Completion rates below 80% are classed areas for improvement – detailed action to be inserted onto the QDP.  

· Achievement rates = % of learners who completed the course and were awarded certification/ successful completion.  Any achievement rates below 80% should be classed as areas for improvement – detailed action to be inserted onto the QDP.  

· All accredited learning registered   - this needs to be more clearly recognised as including all WBL and individual units (submissions suggest that focus has been on clinical induction for some HB)

· All data included within data returns for HCSW Framework (L2, L3 & L4)

· Good news stories (exceptional achievements)

· Progression For future – may be worth developing a coded system for tracking progression upon completion.  Some HB have sent learner tracking documents – these could be amended – do all HB use these?










Complete table with relevant data
	Name and level of qualification
	Number of students enrolled on the course (01.04.22 – 31.03.23)
	% completed
(01.04.22 – 31.03.23)
	% achieved (01.04.22 – 31.03.23)
	Previous year x 2

	L2 Clinical induction
	215  
	60%
	58%
	

	L3 Occupational Therapy Support (Wales)
	20
	70%
	40%
	

	
	
	
	
	

	
	
	
	
	




	Registration data / spreadsheet

Completion spreadsheet / ESR data 
	
	
	

	1.3 Learner feedback / learner voice


	Stimulus information / questions; remove upon completion of the SAR
Include statistics and data
· Summary of all engagement, communications and feedback received 
· Learner evaluation forms evaluation summary 
· What has the learner voice told you – what evaluations can you make from the feedback.  Identify AI and S
· How does the HB ‘hear’ what learners have to say about the learning they have undertaken – learner forums, learner voice evaluation etc?

	Can be taken from any feedback documents / forms used
	
	
	

	1.4 Staff feedback


	Stimulus information / questions; remove upon completion of the SAR
Include statistics and data
· Summary of all engagement, communications and feedback received 
· Challenges / barriers
· Areas for development / improvement
· Good practices
· Feedback from staff on the quality/quantity of CPD opportunities offered 
· Feedback from staff involved in teaching and learning – how is it gathered?  How does it inform future practice?
· What has the staff voice told you – what evaluations can you make from the feedback, identify AI and S

	Can be taken from any feedback documents / forms used.
Minutes from meetings
	
	
	

	2. Provision for skills 

	2.1 Provision for skills development & standards and progress in skills













	Stimulus information / questions; remove upon completion of the SAR

The purpose of this section is for you to document how the skills of the assessors have been maintained, and where necessary upskilling of assessors & others who are involved in the judgements of the assessment e.g. witnesses, those who write professional observations etc has been carried out to ensure excellence in teaching, learning and delivery

· Clinical skills refresher training
· Assessor / IQA training
· Basic literacy, numeracy, digital skills training
· Awareness of plagiarism or referencing training

Complete table with relevant data
	Name and level of qualification
	Number of learners enrolled on the course (01.04.22 – 31.03.23)
	% completed
	% achieved

	L2 ESW Literacy
	10  
	100%
	100%

	Registered Practitioner revalidation
	200
	100%
	95%

	Academic referencing support
	6
	80%
	100%

	
	
	
	

	
	
	
	

	
	
	
	



	Registration 
CPD records
Standardisation minutes
	
	
	

	3.Wellbeing and attitudes to learning

	3.1 Wellbeing
	Stimulus information / questions; remove upon completion of the SAR
Processes and approaches to learner support and wellbeing. 
Provisions to ensure staff support and wellbeing.
· 1:1 support sessions

· Mentoring

· PDAR (focus on the wellbeing support)

· Opportunity for wellbeing training

· How the HB/T signposts to external webpages, organisations, networks etc (on a sharepoint, noticeboard app etc)

	Sharepoint references
Emails
Posters
Support documentation
	
	
	

	3.2 Attitudes to learning 


	Stimulus information / questions; remove upon completion of the SAR
· How do you continually improve induction to the learning provision approaches for learners?

· How do you set expectations and create positive learning environments?
 
· How do you identify future learning opportunities for learners?

· How do you monitor learner attitudes to learning?  Could include attendance figures, cross reference to information from learner voice if relevant, reasons for low completion rates, reasons for non-compliance

· Proportion of staff on certain grades / in certain roles who take up education opportunities.  Are there some departments / roles who have lower take up of education opportunities – if so why?  Have you done a training needs analysis to find out why?  


· Attendance / take up at events organised eg conferences, HCSW days, apprenticeship events

Complete table with relevant data
	Course name
	Attendance
	Non-compliance
	Past Expected End Date

	Clinical Induction
	75%
	20%
	40%

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	Spreadsheet
Learner feedback
Assessor/tutor feedback
Course registers
	
	
	

	3.3 Tracking monitoring and provision of learning support
	Stimulus information / questions; remove upon completion of the SAR

· Summary of monitoring mechanisms for learner support and integration into Multi-Disciplinary Team.

· How do you address learning support issues?  


· What is the effectiveness for raising and dealing with learner issues and concerns? 

· How you identify and support Additional Learning Need. What adjustments are made to the learning programme – do you put PEPs in place? (Personal education plans?)


· Do ALL learners have an Individual Learning Plan, is this document ‘live’ and reviewed regularly?

· What is your process for learner requests for special considerations?

	ILP
PEPs
Adjusted delivery/
assessment methodologies
	
	
	

	4. Teaching and learning experiences

	4.1 Quality and effectiveness of the provision for teaching, learning and delivery methodology 
	Stimulus information / questions; remove upon completion of the SAR
· Full list of all qualified assessors, IQAs and deliverers
· How are EQA actions identified in these reports disseminated / acted upon / monitored etc.  If no actions, then highlight as an area of strength.
· Evidence of assessor / IQA activity / monitoring including: checking resources to ensure they are current etc
· IQA observations of delivery to ensure quality & effectiveness of teaching, learning and delivery methods

Complete table with relevant data
	Name 
	Role (Assessor, IQA, tutor)
	Qualification held
	Area of competence

	F Bloggs
	Assessor, IQA 
	L3 Assessor award, L2 IQA
	Ophthalmology

	
	
	
	

	
	
	
	


· 
	EQA reports
IQA reports/
documents
	
	
	

	4.2 Breadth, balance and appropriateness of curriculum in relation to the learning content
	Stimulus information / questions; remove upon completion of the SAR
· The type and level of training programmes delivered through partnership, inhouse and apprenticeships
· Are all areas where Learning & Development opportunities highlighted provided for?  If not, then this becomes an area of improvement – eg is there a group of staff that require training but can’t access a course, there is no course available to meet requirements etc.
· Scheme Of Work (SOW) / Lesson plans demonstrating curriculum in relation to learning content
· Which qualifications are offered other than accredited learning eg, health and safety, dementia awareness
· Think about references / links to IMTP and training needs analysis (TNA)


	SOW/Lesson plans
IMTP
TNA
	
	
	

	4.3 Use of resources
	Stimulus information / questions; remove upon completion of the SAR
· This can include physical resources / facilities, written/printed resources, human resources
· Availability of learning resources, printed and online
· Use of resources external to specific environment eg outside speakers, professionals from other departments


	Asset register
Storage location for shared resources
Email

	
	
	

	4.4 Self-evaluation process and improvement planning
	Stimulus information / questions; remove upon completion of the SAR
· How effective is/was this process
· How readily available is/was data
· Is the QDP a ‘live’ document 
· Did you manage to get the right people involved in the process of SAR & QDP?

	Evidence from ‘live’ QDP
	
	
	

	4.5 Professional learning of all staff
	Stimulus information / questions; remove upon completion of the SAR
· How is CPD / revalidation identified, reviewed, and updated.
· Mechanisms for integration of standardisation for all staff.
· How do you ensure all staff learn from EQA feedback?
	CPD summary
Standardisation minutes
Email

	
	
	

	5. Care and support

	5 Safeguarding
	Stimulus information / questions; remove upon completion of the SAR
· How do you ensure safeguarding? 
· How is the learner made aware of who to contact with a safeguarding issue?
· Are all parties aware of how to escalate safeguarding concerns?
· Number of safeguarding incidents in past year (1st April – 31st March)
· Number of staff trained in safeguarding / number of safeguarding leads


Complete table with relevant data
	3- year rolling period
	No of safeguarding incidents reported

	1st April 2023 – 31st March 2024
	

	1st April 2024 – 31st March 2025
	

	1st April 2025 – 31st March 2026
	



	Safeguarding policy / procedure

Records of reports / referrals

Certs for qualified staff
	
	
	

	6. Leadership and management

	6 Effectiveness of Leadership and management
	Stimulus information / questions; remove upon completion of the SAR
· How effective is communication through the levels of the organisation? 
· Are management supportive and communicated strategic goals effectively? 


	
	
	
	






 Quality Development 
Plan 

Health Board/Trust: 

Date: 










	Persons involved in creating the QDP (Name & Job Title)
	Persons involved with monitoring actions identified in the QDP

	
	

	
	

	
	

	
	

	
	



	


Targets carried over from previous year
	QDP reference
(from previous year)
	Target carried over
	Brief reason for carry over
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	1. Standards -Standards and progress overall
	

	QDP 
No. 
	                                                SMART Action: (to be put in place to drive improvement in area identified as requiring           
                                                improvement on SAR)  
	Monitoring (time period)

	By Whom 
	Expected completion 
	SAR Ref

	1.1 
	Standards and progress overall, including specific groups
	1. 
	
	
	
	

	
	
	2. 
	
	
	
	

	
	
	3. 
	
	
	
	

	
	
	4. 
	
	
	
	

	
	
	5. 
	
	
	
	

	Monthly Update: To be completed throughout the year.  Will relate to progress of the actions identified above and contain further details e.g. reasons for delay, particular successes, partial completion etc


	1.2
	Learner enrolment, retention and achievement
	1. 
	
	
	
	

	
	
	2. 
	
	
	
	

	
	
	3. 
	
	
	
	

	
	
	4. 
	
	
	
	

	
	
	5. 
	
	
	
	

	Monthly Update: To be completed throughout the year.  Will relate to progress of the actions identified above and contain further details e.g. reasons for delay, particular successes, partial completion etc




	1.3
	Learner feedback / learner voice
	1. 
	
	
	
	

	
	
	2. 
	
	
	
	

	
	
	3. 
	
	
	
	

	
	
	4. 
	
	
	
	

	
	
	5. 
	
	
	
	

	Monthly Update: To be completed throughout the year.  Will relate to progress of the actions identified above and contain further details e.g. reasons for delay, particular successes, partial completion etc


	1.4
	Staff Feedback
	1.
	
	
	
	

	
	
	2.
	
	
	
	

	
	
	3.
	
	
	
	

	
	
	4.
	
	
	
	

	
	
	5
	
	
	
	

	Monthly Update: To be completed throughout the year.  Will relate to progress of the actions identified above and contain further details e.g. reasons for delay, particular successes, partial completion etc


	2. Provision for skills 

	QDP 
No. 
	                                                SMART Action: (to be put in place to drive improvement in area identified as requiring           
                                                improvement on SAR)  
	Monitoring
(time period)
	By Whom
	Expected completion
	  SAR Ref

	2.1
	Provision for skills development & standards and progress in skills
	1.
	
	
	
	

	
	
	2.
	
	
	
	

	
	
	3.
	
	
	
	

	
	
	4.
	
	
	
	

	Monthly Update: To be completed throughout the year.  Will relate to progress of the actions identified above and contain further details e.g. reasons for delay, particular successes, partial completion etc




	3. [bookmark: _Hlk496705119][bookmark: _Hlk22567884]Wellbeing and attitudes to learning

	QDP 
No. 
	                                                SMART Action: (to be put in place to drive improvement in area identified as requiring           
                                                improvement on SAR)  
	Monitoring
(time period)
	By Whom 
	Expected completion 
	SAR Ref 

	3.1
	Wellbeing 
	1. 
	
	
	
	

	
	
	2. 
	
	
	
	

	Monthly Update: To be completed throughout the year.  Will relate to progress of the actions identified above and contain further details e.g. reasons for delay, particular successes, partial completion etc




	3.2
	Attitudes to learning
	1. 
	
	
	
	

	
	
	2. 
	
	
	
	

	
	
	3. 
	
	
	
	

	
	
	4. 
	
	
	
	

	
	
	5. 
	
	
	
	

	Monthly Update: To be completed throughout the year.  Will relate to progress of the actions identified above and contain further details e.g. reasons for delay, particular successes, partial completion etc



	3.3
	Tracking, monitoring and provision of learning support
	1. 
	
	
	
	

	
	
	2. 
	
	
	
	

	
	
	3. 
	
	
	
	

	
	
	4. 
	
	
	
	

	
	
	5. 
	
	
	
	

	Monthly Update: To be completed throughout the year.  Will relate to progress of the actions identified above and contain further details e.g. reasons for delay, particular successes, partial completion etc


	4. [bookmark: _Hlk22568032]Teaching and learning experiences
	

	QDP 
No. 
	                                                SMART Action: (to be put in place to drive improvement in area identified as requiring           
                                                improvement on SAR)  
	Monitoring
(time period)

	By Whom 
	Expected completion 
	SAR Ref

	4.1
	Quality & effectiveness of the provision for teaching, learning, and delivery methodology
	1. 
	
	
	
	

	
	
	2. 
	
	
	
	

	
	
	3. 
	
	
	
	

	
	
	4. 
	
	
	
	

	
	
	5. 
	
	
	
	

	Monthly Update: To be completed throughout the year.  Will relate to progress of the actions identified above and contain further details e.g. reasons for delay, particular successes, partial completion etc


	4.2
	Breadth, balance and appropriateness of the curriculum in relation to the learning content
	1. 
	
	
	
	

	
	
	2. 
	
	
	
	

	
	
	3. 
	
	
	
	

	
	
	4. 
	
	
	
	

	
	
	5. 
	
	
	
	

	Monthly Update: To be completed throughout the year.  Will relate to progress of the actions identified above and contain further details e.g. reasons for delay, particular successes, partial completion etc


	4.3
	Use of resources 
	1. 
	
	
	
	

	
	
	2. 
	
	
	
	

	
	
	3. 
	
	
	
	

	
	
	4. 
	
	
	
	

	
	
	5. 
	
	
	
	

	Monthly Update: To be completed throughout the year.  Will relate to progress of the actions identified above and contain further details e.g. reasons for delay, particular successes, partial completion etc


	4.4
	Self-evaluation process and improvement planning
	1.
	
	
	
	

	
	
	2
	
	
	
	

	
	
	3.
	
	
	
	

	
	
	4.
	
	
	
	

	
	
	5.
	
	
	
	

	Monthly Update: To be completed throughout the year.  Will relate to progress of the actions identified above and contain further details e.g. reasons for delay, particular successes, partial completion etc


	4.5
	Professional Learning of all staff
	1.
	
	
	
	

	
	
	2.
	
	
	
	

	
	
	3.
	
	
	
	

	
	
	4.
	
	
	
	

	
	
	5.
	
	
	
	

	Monthly Update: To be completed throughout the year.  Will relate to progress of the actions identified above and contain further details e.g. reasons for delay, particular successes, partial completion etc


	5. Care and support
	

	QDP 
No. 
	                                                SMART Action: (to be put in place to drive improvement in area identified as requiring           
                                                improvement on SAR)  
	Monitoring
(time period)

	By Whom 
	Expected completion 
	SAR Ref

	[bookmark: _Hlk23247817]5
	Safeguarding
	1. 
	
	
	
	

	
	
	2. 
	
	
	
	

	
	
	3. 
	
	
	
	

	
	
	4. 
	
	
	
	

	
	
	5. 
	
	
	
	

	Monthly Update: To be completed throughout the year.  Will relate to progress of the actions identified above and contain further details e.g. reasons for delay, particular successes, partial completion etc


	6. Leadership and management
	

	QDP 
No. 
	                                               SMART Action: (to be put in place to drive improvement in area identified as requiring           
                                                improvement on SAR)  
	Monitoring
(time period)

	By Whom 
	Expected completion 
	SAR Ref

	6
	Effectiveness of leadership and management
	1. 
	
	
	
	

	
	
	2. 
	
	
	
	

	
	
	3. 
	
	
	
	

	
	
	4. 
	
	
	
	

	
	
	5. 
	
	
	
	

	Monthly Update: To be completed throughout the year.  Will relate to progress of the actions identified above and contain further details e.g. reasons for delay, particular successes, partial completion etc












[bookmark: _Toc86309743]
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[bookmark: _Toc141792970]Appendix 2: Witness Testimony Template
[image: ]

[bookmark: _Toc141792971]Appendix 3: Professional Discussion Template
[image: ]
[bookmark: _Toc141792972]Appendix 4: HEIW Recommended Organisational Policies and Processes

As a minimum supporting documentation HEIW would expect the following policies (or their equivalents) to be in place and appropriately applied within the context of work-based learning provision: (if any of these are missing, proforma policy documentation can be accessed here)
	Policy Title

	Acceptable IT use

	Admissions

	Assessment and reasonable adjustments

	Bullying and harassment

	Complaints / Appeals

	Conflict of interest

	Data protection

	Disclosure 

	Distance assessment 

	E-assessment

	Enquiries and appeals

	Equality and diversity

	Health and safety

	Internal quality assurance

	Learner relationship management 

	Literacy and numeracy

	Malpractice and maladministration

	Partnership arrangements

	Plagiarism

	Recognition of prior learning (RPL)

	Registration and certification 

	Retention of assessment materials

	Safeguarding

	Special considerations 

	Standardisation 

	Welsh language 

	Whistleblowing 






[bookmark: _Toc141792973][image: ]Appendix 5: Assessment Plan

[bookmark: _Toc141792974]Appendix 6: Assessment Methods

Suggested list of assessment methodologies:
· practical tasks
· observations
· professional discussions
· simulation
· reflective accounts
· written assignments
· quizzes e.g, drag and drop
· Q&A (verbal and written)
· multiple choice questions (MCQ)
· witness statements
· workbooks
· presentations to include PowerPoint and face to face (group work)
· project work i.e. producing a leaflet/poster
· audio / video recordings – must have time stamp document
· group work / discussions
· scenarios
· role play
· contribution in team meetings
· feedback 
· self-assessment
· case studies

[bookmark: _Toc141792975]Appendix 7: Learner Observation Template
[image: ]
[bookmark: _Toc141792976]Appendix 8: IQA Standardisation Templates
[image: ]
[image: ]
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[bookmark: _Toc141792977]Appendix 9: EQA Report (Example)
For full exemplar click the clink:
[image: ]




[bookmark: _Toc141792978]Appendix 10: Individual Learning Plan Template
[image: ]

[image: ]

[bookmark: _Toc141792979]Appendix 11: HEIW Approved List of Training Providers
	Educ8

	Llandrillo/Cambria College

	ACT 

	ALS

	Talk Training

	Cardiff and Vale College

	Gower College

	Neath Port Talbot College

	Coleg Sir Gâr

	LRC Training

	Cambrian Training

	Pembrokeshire College





[bookmark: _Toc141792980]Appendix 12: Learner Questionnaires
[bookmark: _Toc58490640][bookmark: _Toc141792981]1. Quality of Delivery
	For each statement, please select the answer that most closely matches your experience.
	Strongly Agree
	Agree
	Neither 
Agree or Disagree
	Disagree
	Strongly Disagree
	Not Applicable

	The assessor explained the course clearly
	
	
	
	
	
	

	My individual learning plan (ILP) was reviewed and updated regularly throughout the programme  
	
	
	
	
	
	

	The assessor clearly explained the assessment plan including methods that would be used throughout the programme 
	
	
	
	
	
	

	I was made aware of the appeals and plagiarism procedure?
	
	
	
	
	
	

	I was clear in the learning that was expected to achieve the units
	
	
	
	
	
	

	The assessor / mentor helped me achieve my goals
	
	
	
	
	
	

	The assessor was helpful when I had difficulties or questions
	
	
	
	
	
	

	The assessor provided clear constructive feedback
	
	
	
	
	
	

	The assessor presented content in an organised manner
	
	
	
	
	
	

	I was given enough time to meet with my assessor
	
	
	
	
	
	

	The assessor provided flexibility around timings of meetings 
	
	
	
	
	
	

	I understood the process of quality assurance and how this impacted my progress within the programme
	
	
	
	
	
	

	I was given the opportunity to undertake aspects of my learning through the medium of Welsh 
	
	
	
	
	
	

	My learning needs were recognised and supported (dyslexia, vision impairment, language barriers)
	
	
	
	
	
	








[bookmark: _Toc141792982][bookmark: _Toc58490641]2. Quality of the programme 
	[bookmark: _Hlk47944155]For each statement, please select the answer that most closely matches your experience.
	Strongly Agree
	Agree
	Neither Agree or Disagree
	Disagree
	Strongly Disagree
	Not Applicable

	The programme work helped me understand concepts more clearly
	
	
	
	
	
	

	Programme materials (including manuals, handouts, etc.) were clear
	
	
	
	
	
	

	The programme developed my ability to apply theory to practice
	
	
	
	
	
	

	The programme was in-depth enough and easy to understand
	
	
	
	
	
	

	The programme was relevant to my role

	
	
	
	
	
	

	The pace of delivery was acceptable for my learning need
	
	
	
	
	
	

	I understood the teaching and learning materials used throughout my course
	
	
	
	
	
	

	Access to the learning platform (where applicable) supported my ongoing learning and was easy to use 
	
	
	
	
	
	

	Do you feel that there was anything missing from the programme?
	
	
	
	
	
	

	Have you been able to apply your knowledge in practice?
	
	
	
	
	
	

	How would you rate the availability of the equipment and resources required to complete the programme?
	
	
	
	
	
	

	Do you feel that the number and type of assessors supported you to achieve your outcomes?
	
	
	
	
	
	

	Did your experience support your learning requirements to allow you to achieve the outcomes of the programme?
	
	
	
	
	
	

	Were there processes in place to enable you to discuss concerns?
	
	
	
	
	
	

	Were concerns raised addressed to deliver appropriate outcomes?
	
	
	
	
	
	

	Were you fully supported by your line manager throughout the programme to enable you to achieve your learning goals?
	
	
	
	
	
	





[bookmark: _Toc58490642][bookmark: _Toc141792983]3. Essential Skills
	[bookmark: _Hlk138939781]
For each statement, please select the answer that most closely matches your experience.

	
Strongly Agree
	
Agree
	
Neither Agree or Disagree
	
Disagree
	
Strongly Disagree
	Not Applicable

	WEST was available to use throughout the programme
	
	
	
	
	
	

	The expectations for Essential Skills was clearly explained at the beginning of the programme
	
	
	
	
	
	

	There was flexibility in completing the controlled assessments 
	
	
	
	
	
	

	The use of WEST was supported and encouraged throughout the programme
	
	
	
	
	
	





4. End of programme review
	
For each statement, please select the answer that most closely matches your experience.

	
Too much
	
About right
	
Too little

	Overall, how do you feel about the frequency of assessments?
	
	
	

	How did you feel about the workload of your programme
	
	
	

	Are there any additional comments you would like to include?
	














[bookmark: _Toc141792984]Appendix 13: Assessment Principles and Approved Assessor Qualifications

[bookmark: _Toc141792985]1. Introduction 
1.1 Health Education and Improvement Wales (HEIW) is dedicated to transforming the workforce for a healthier Wales. We are a special health authority within NHS Wales and sit alongside Health Boards and Trusts. HEIW have a leading role in the education, training, development, and shaping of the healthcare workforce in Wales, to ensure high-quality care for the people of Wales.
1.2 This document sets out the minimum expected principles and approaches to assessment, and should be read alongside qualification regulatory arrangements, any specific requirements set out for qualifications and the all-Wales WBL Governance Framework. Additional information and guidance regarding assessment can be obtained from awarding bodies, and the all-Wales WBL Governance Toolkit. The toolkit includes information that supports the quality assurance processes expected by awarding bodies when associated organisations deliver qualifications on behalf of NHS Wales. 
1.3 Throughout this document the term ‘unit’ is used for simplicity, but this can refer to ‘module’, ‘component’ or any other similar denoted construct of learning outcomes. 
[bookmark: _Toc141792986]2 Definitions 
2.1 Occupationally competent: This means that each assessor must be capable of carrying out the full requirements of the role they are assessing. Occupational competence may be at unit level for specialist areas: this could mean that different assessors may be needed across a whole qualification while the final assessment decision for a qualification remains with the lead assessor. To be occupationally competent an assessor must have the (up to date) skills and knowledge to practice. This occupational competence should be maintained through clearly demonstrable continuing learning and professional development. 
2.2 Qualified to make assessment decisions: This means that each assessor must hold a qualification / training suitable to support the making of appropriate and consistent assessment decisions. Awarding bodies will determine which qualifications are required by those making assessment decisions. For a list of assessor qualifications and their equivalencies (as maintained by HEIW that are used in health services) (Appendix 14). 
2.3 Qualified to make quality assurance decisions: Awarding bodies will determine which qualifications are required by those undertaking internal and external quality assurance.
2.4 Expert witness: An expert witness must:
· have a working knowledge of the units and be occupationally competent for which they are providing the expert testimony 
· have either any qualification in assessment of workplace performance, or a work role which involves evaluating the everyday practice of staff within their area of expertise. 
2.5 Witness testimony: Witness testimony is an account of practice that has been witnessed or experienced by someone other than the assessor and the learner. A witness testimony has value in confirming reliability and authenticity, particularly in the assessment of practice in sensitive situations and / or highly specialist units. A witness testimony provides supporting information for assessment decisions and should not be used as the only evidence of skills. 
[bookmark: _Toc141792987]Appendix 14: Assessor Qualification Equivalency List
A recognised equivalency must be approved by the IQA and awarding body. 
	Qualification / Programme (reference only, not an exhaustive list)
	Level 

	Mentorship and Assessment in Health and Social Care Settings
	4

	Mentorship in Clinical/Health Care Practice
	3

	Teaching and Assessing Modules (Nursing) (includes Diploma/ Cert / 998 modules)
	6 /7

	Education in Post Compulsory Education and Training (PCET) 
	6

	Diploma in Teaching in the Lifelong Learning sector (DTLLS)
	5

	Learning and Skills Teacher
	5

	Post Graduate Certificate in Education (PGCE & Drs PGCE)
	7

	Teaching Certificates -Teaching degree (BEd)
	6

	Award in Assessing Competence in the Work Environment (for competence / skills learning outcomes only) 
	3

	Award in Assessing Vocationally Related Achievement (for knowledge learning outcomes only) 
	3

	Certificate in Assessing Vocational Achievement 
	3

	A1 Assess Learner Performance Using a Range of Methods 
	3

	A2 Assessing Learners' Performance through Observation
	3

	D32 Assessing Candidate Performance  
	3

	D33 Assess Learner Using Differing Sources of Evidence
	3

	D34 Internally Verify the Assessment Process
	3

	Certificate in Teaching in the Lifelong Learning Sector (CTLLS)
	3/4

	Agored Cymru Train the Trainer Unit
	3

	Teaching, Assessment and Quality Assurance (TAQA)
	3 / 4

	Certificate Assessing Vocational Achievement (CAVA)
	3

	Award in the Internal Quality Assurance of Assessment Process and Practice (IQA)
	4



If you hold an assessor qualification that is not listed above, please contact HEIW by e-mail (Teresa.Davies-Elvin@wales.nhs.uk and Sian.Page@wales.nhs.uk), with details of the programme achieved including: title, accrediting awarding body, how your assessor abilities were confirmed and a copy of your qualification/programme transcript.
HEIW’s ambition is for all those involved in the assessing and quality assurance of health care work-based learning to align with the gold standard expectations:
 Assessors:
· Have current, relevant occupational competence (within at least the last 2 years) and/or maintain their registration (with governing bodies) to ensure their occupational knowledge and competence is current.
· Hold a recognised assessor qualification.

Internal Quality Assurers:
· Occupationally knowledgeable and competent in the unit they are assuring and be qualified to make quality assurance decisions.
· Hold a recognised IQA qualification.
[bookmark: _Toc141792988]Appendix 15: Exemplar Formal Agreement / Service Level Agreement

This is an agreement between the training provider and the individual NHS Wales organisation.  It can be used on a local or regional basis. HEIW can support this process from an all-Wales perspective if required.
This proforma is a guidance document.
To provide the [insert level of qualification] training programme in [insert course name] for [insert organisation name]
1. BASIS OF THE SERVICE LEVEL AGREEMENT 
1.1 This agreement is made between [insert Hospital Site & Health Board details here] the  
‘Commissioner' and [insert training provider name] as the ‘Provider’ of service.      
1.2 Variations to the terms of this agreement may be made in writing by the parties at any time during the term of the agreement; otherwise, neither party shall change the training specification.   Any alteration to the existing agreement would be subject to negotiation between both parties, although the Commissioner retains the right to specify details relating to the service purchased. 
 2. TERMINATION OF CONTRACT 
This agreement shall be on an ongoing basis subject to termination from either party in line with the terms and conditions below, or by the Provider’s insolvency or bankruptcy (see Standard Conditions of Contract). The contract is terminable by either party giving a minimum of three months’ notice in writing to the other party.   
 3. PRINCIPAL OBJECTIVES OF THE AGREEMENT 
The Provider will: 
 Provide the XXX training programmes in XXX in accordance with the Quality Assurance Framework (QAF), / This <<Apprenticeship Framework Name>>
 The Commissioner will: 
 Support the training programmes in XXXX in accordance with the Quality Assurance Framework (QAF), / This <<Apprenticeship Framework Name>>
4. QUALITY ASSURANCE 
The quality markers of work commissioned, will be monitored internally by the [training provider] / [Organisation Name] and [Position] and externally by HEIW, awarding body and the identified all-Wales standardisation group responsible for the programme.  
5. PAYMENT  

[Funding level / monetary value to be agreed between Provider and the Health Board for the collaborative provision of the WBL / apprenticeship]
 6.  FAILURE TO COMPLY 
If any condition or requirement set out in this agreement is not fulfilled, the Commissioner or the Provider, may require the other party to take such steps to secure compliance with the agreement (as detailed in the Quality Assurance Framework (QAF), / This <<Apprenticeship Framework Name>>).
Failure to comply may, with due notice, result in termination of the agreement.  
The parties hereby agree to the terms and conditions of this agreement:
Signed on behalf of the Provider: 
Name: ………………………………………   
Designation: ...............................
Date: ………………………………………...
 
Signed on behalf of the Commissioner: 
Name: ………………………………………   
Designation: ...............................
Date: ………………………………………...
 













[bookmark: _Toc141792989]Glossary
[bookmark: _Toc86309759][bookmark: _Toc141792990]Additional Learning Needs (ALN)
HEIW recognises that there are a range of factors which mean learners may require additional support to enable them access and progress through apprenticeship / WBL programmes. This may include learners with ‘diagnosed’ ALNs; ‘undiagnosed’ ALNs; and those who do not have an ALN but require additional support in order to meet the learning requirements of the apprenticeship / WBL. 
There is also a second category of potential support required. Which can include a wide range of personal, social and economic factors - including financial, technological, housing, or a lack of familial support.
Mental health concerns act as factors in learning support requirements and in addressing social and safeguarding support needs. Providers should identify learning support needs, with wider questioning on home-life characteristics to identify social support needs.  
Providers are expected to use a range of approaches to support learners with additional learning needs.
[bookmark: _Toc86309760]Awarding Body
To offer regulated qualifications in Wales an organisation must first be recognised by Qualifications Wales. Once recognised the organisation can be known as an awarding body – one that can design, develop, quality assure and certificate qualifications. It is the responsibility of the awarding body to make sure that appropriate assessment is always fairly applied. All delivery centres will be in ongoing contact with the awarding body. A certificate will be issued by the awarding body following successful completion and EQA activities. 
[bookmark: _Toc86309762][bookmark: _Toc141792991]On the Job Training
The direct instructions given to enable performance of a job role while in the workplace, learning the skills required to perform the role under real work conditions, while becoming accustomed to the working environment. It usually consists of experienced workers passing down their knowledge and skills to a new employee through the principle of “learning by doing”.
[bookmark: _Toc86309763][bookmark: _Toc141792992]Off the Job Training
This learning and development can occur at many locations but does not include the performance of the work for which they have been employed. This method allows the learner to achieve additional knowledge, skills and behaviours of the approved accredited programme referenced in the learning agreement, not learnt through direct practical application. 
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[bookmark: _Appendix_E_Apprenticeship]

Accredited Education Pathway 1


Significant learner registrations


Programmes delivered by individual organisation may be in partnership with training provider


Accredited Education Pathway 2


A few learner registrations 


Programmes delivered across NHS Wales by subject specialists, may be in partnership with training provider


Nomination, registration and management and assessment of programme / learners is the responsibility of the individual NHS Wales organisation and delivery partner (if used) 


Nominations sent to HEIW by NHS Wales organisations. Registration, management and co-ordination of the programme is the responsibility of the HEIW in collaboration with the subject specialists and delivery partner (if used)


Internal verification is the responsibility of the NHS Wales organisation and the Learning Provider (if used)


IV is the responsibility of HEIW, all-Wales subject specialists and the learning provider (if used)


Regional and all-Wales standardisation events co-ordinated by regional IV on behalf on HEIW


All-Wales standardisation events are co-ordinated by HEIW in collaboration with all-Wales specialist groups
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