


[bookmark: _Toc86309711]f[bookmark: _Hlk138933706][bookmark: _Hlk138933707][bookmark: _Hlk138933719][bookmark: _Hlk138933720][bookmark: _Hlk138933740][bookmark: _Hlk138933741][image: ]

HEIW

This resource supports the Work-Based Learning Governance Framework.  The main purpose is to provide further information and templates as a guide.
Toolkit
Supporting the Work-Based Learning (WBL) Governance Framework
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[bookmark: _Toc233796268]Introduction
The Health Education Improvement Wales (HEIW) 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 process.
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 Health Boards / Trusts (HBTs) in the event of a national emergency or pandemic situation. HEIW are aware that any such outbreaks may affect normal operational processes and procedures.
HEIW will provide clear communication which reflect adaptations and modifications to expectations, in line with changing situations. This will take account of approaches to learning, assessment and quality assurance implementation of all work-based programmes. 
This toolkit is intended to: 
· Support high standard work-based learning (WBL).
· Ensure programmes are accessible to all staff.
· Influence a culture of continuous learning and improvement.
This toolkit will include: 
· Templates of documents to support the quality assurance processes. 
· Templates to support the standardisation of WBL.
· Templates to support / complete the Self-Assessment Reporting (SAR) and Quality Development Plan (QDP)
· Exemplar formal / service level agreement 
[bookmark: _Toc58490621][bookmark: _Toc233796269][bookmark: _Hlk47527732]Quality Assurance for HEIW based NHS Wales Education and Learning Programmes 

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. 

As part of the quality assurance expectations undertaken by centres to meet awarding body requirements, the education, learning and development teams within the HBTs are expected to complete formal documentation.

HEIW will be responsible for providing standardised documentation, advice and guidance, and holding all- Wales standardisation. HEIW will also liaise with HBTs and awarding bodies to ensure the development of WBL qualifications and curriculum which meets the needs of NHS Wales. With an aim to support the implementation of all quality assurance role expectations to support best practice. 

Where HBTs are unable to provide sufficient assessor / Internal Quality Assurance (IQA) staff to meet quality assurance (QA) responsibilities, HEIW provide fully funded courses for NHS Wales staff to meet these obligations. HEIW manage a network of qualified assessors / IQA’s which can be utilised to ensure an all- Wales approach to QA. 


HEIW’s guidance for best practice includes the creation of an annual Self-Assessment Report (SAR) report and associated Quality Development Plan (QDP) (Appendix 1).
The aim of a SAR is to identify and evidence strengths and areas for improvement benchmarked against specific criteria. A QDP is developed following the identification of areas for improvement and will provide a route to continuous improvement. The SAR, QDP, subsequent monitoring and continual implementation of standardised practices will form part of the quality assurance expectations. 	


[bookmark: _Toc58490622][bookmark: _Toc233796270]QA Responsibilities 

[bookmark: _Toc233796271]Manager
· Collaborate 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 following local processes /procedures where these meeting need to be cancelled / rearranged.
· Report any concerns or issues regarding the learning process to the Education / Learning and Development Department (ELDD).
· Support with the development and availability of resources, to ensure accuracy of content in line with organisational policies and processes (Appendix 4).


[bookmark: _Toc233796272][bookmark: _Toc58490624]Learner 
· The learner must demonstrate a positive attitude in their communications with their tutor / assessor and mentor. 
· A learner has responsibility for recording their own Continuing Professional Development (CPD).
· Be open and honest about goals, expectations, challenges and concerns. 
· Follow agreed learning timelines. Where necessary, due to unforeseen circumstances, communicating with their assessor in a timely manner to amend learning timelines.
· Attend meetings as planned following local processes /procedures where these meeting need to be cancelled / rearranged.
· Participate in tripartite initial interview with tutor / assessor / manager to identify the optional units relevant to the role. 
· Ensure that all evidence is fully referenced and declared as all their own work. Plagiarism and any other form of educational malpractice, including the use of Artificial Intelligence (AI) 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.  
· Complete evaluation documentation.




[bookmark: _Toc58490625][bookmark: _Toc233796273]Assessor Responsibilities

· 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. 
· Comply with the assessment strategy. 
· Ensure that learners are not assessed prior to registration being completed with the awarding body. 
· Have a working knowledge of the learning outcomes they are assessing. 
· Ensure appropriate assessment plans (APs) (Appendix 5), including initial learning plans (ILPs) (Appendix 10), are developed and applied with learners. 
· Manage the assessment process effectively using a range of assessment methodologies (Appendix 6) to meet the needs of the learners. 
· Ensure all learning outcomes have been assessed appropriately before unit sign off, in line with the assessment strategy. 
· Respond positively and effectively to quality assurance (QA) feedback, fully participating in the QA process. 

[bookmark: _Toc233796274][bookmark: _Toc58490626]Expert Witness 
Each health board /trust will need to maintain a list of their Expert Witness’s (EW) (Appendix 8) in line with awarding body requirements. HEIW will support where assistance is required in recognition of EWs, and where these skills need to be shared across NHS Wales.
· Complete learner observations (Appendix 7) as requested by the Approved Recognised Centre (ARC) lead assessor/ tutor / assessor using standardised documentation.


[bookmark: _Toc233796275][bookmark: _Toc58490627]Internal Quality Assurer (IQA) / Internal Verifier (IV) 
The IQA is responsible and accountable for ensuring the quality assurance within assessment practice, the training programme and monitoring performance against targets. 
· Ensure assessors follow the assessment guidance provided. 
· Advise and support assessors to interpret and apply all qualification standards correctly and consistently. 
· Regularly sample assessment activities and records to monitor consistency of assessment decisions and ensure a range of assessment methodologies have been utilised. 
· Provide assessors with prompt, accurate and constructive feedback on their assessment decisions.
· Resolve assessment decision discrepancies.
· Undertake an active role in developing good practice in assessment and addressing areas of poor assessment practice in line with the awarding body expectations.
· Ensure that equal opportunities and anti-discriminatory practices are upheld in the assessment process.  
· Maintain a clear audit trail of verification. 
· Ensure that the assessment strategy is followed.
· Ensure that evidence is valid, authentic, current, sufficient and reliable. 
· Ensure the assessor holds relevant qualification(s) which is approved by the awarding body (Appendix 14).
· Be available to meet with the External Quality Assurer (EQA) as required.
· Respond positively and effectively to feedback from the EQA.
· Attend regular meetings to share and standardise good practice. 
· Attend training and development opportunities to maintain competency and CPD.
· Complete required standardisation documentation (Appendix 8).


[bookmark: _Toc58490628][bookmark: _Toc233796276]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 includes 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 to maintain the integrity of the qualification.
EQAs will generally sample a range of learners, following a sampling strategy to include:
· IQA decisions
· assessor decisions
· assessment locations 
· assessment methods

EQA communication could include learner / assessor / IQA interviews. A Centre Activity Report (Appendix 9) will be completed following a monitoring visit and will provide a 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 have 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 could request EQA reports of all approved providers involved with learning delivery on behalf of HEIW for NHS Wales. 

[bookmark: _Toc58490629][bookmark: _Toc233796277]Role of Estyn in WBL Education and Learning
[bookmark: _Toc58490630]
[bookmark: _Toc233796278]Estyn is the independent education and training inspectorate for Wales, responsible for raising the quality of Work-Based Learning (WBL) through inspections, link visits, and publishing best practices.
[bookmark: _Toc233796279]The ‘Guidance handbook for the inspection of work-based learning providers’ enables all WBL establishments to meet the Estyn’s framework requirements in Wales.

Currently Estyn does not actively carry out inspections of WBL in NHS Wales organisations. However, HEIW recommends evidence should be produced of WBL 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 basic expectations for an Estyn inspection.

[bookmark: _Toc58490631][bookmark: _Toc233796280]The Approved Recognised Centre (ARC) Responsibilities 
[bookmark: _Hlk46928452]All NHS Wales organisations may work collaboratively with a training provider(s) to ensure that all aspects of delivery, assessment and quality assurance are applied in line with awarding body expectations. Where in-house delivery of the qualification is solely undertaken by the HBTs, the ARC will be the NHS Wales organisation.
Each ARC will be responsible and accountable for the management of the WBL programme(s). NHS Wales organisations will be expected to report annually against learner progress and work-based application of skills development as part of the Quality Management System.
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. 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 will hold the contact details of the Education and Training Lead responsible for training programmes and individuals, on each site, within any framework. Where delivery assessment and QA responsibilities are shared a service level agreement should be drawn up to identify the responsibilities of each party (Appendix 15).

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 should provide regular learner progress reports to NHS Wales organisations.

To support learner progress, access to Individual Learning Plans (ILP) (Appendix 10) must be available to all. In addition, learner evaluations of the training programme and support / training events should be shared. The ARC will also be expected to receive employer questionnaires and peer review of delivery and assessment teams involved with learner programmes. Reviews should incorporate the regular appraisals of assessment, collaborative standardisation events and the wider IQA team. 

The ARC is expected to provide regular reports (on at least a quarterly basis) to education & training leads with leaner progress. These reports will communicate details of attendance / punctuality / interaction at support meetings / 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.
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
· up to date CVs, 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 
· the centre’s assessment strategy 
· 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 
· to ensure the decisions of unqualified assessors are checked, authenticated and countersigned by a qualified assessor. The IQA is responsible and accountable for arranging the countersigning process 
· to ensure 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
· to ensure assessors are consistent in their interpretation and application of the assessment criteria / requirements to make equitable decisions
· 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 
· observations of assessors carrying out assessment practice on a risk rated basis

In addition, the ARC will:  
· Inform and support NHS Wales organisations of entry criteria to training programmes and recruitment process.
· Provide learners and Education and Training lead(s) with learner handbooks. 
· Support the learner’s manager to identify appropriate learning units relevant to work role for completion within the qualification.
· Make resources available to learners, assessors and the Education and Training Leads at NHS Wales organisations responsible for the training programme.
· 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 development opportunities for approved assessors and expert witnesses in collaboration with HEIW where appropriate.  
· Claim certification from the awarding body once all aspects of the qualification or programme have been achieved and verified.
· Communicate when the learner is making insufficient progress to the Education and Training Lead and agree a plan which allows the learner to complete within expected timescales.

[bookmark: _Toc58490632][bookmark: _Toc233796281]NHS Wales Learning and Development Department Responsibilities
Depending upon the delivery model, the HBT could be acting as a training provider or maybe working collaboratively with a nominated external training provider. For all partnership delivery models, it is expected that the HBT’s will enter into a formal agreement to ensure the responsibilities of both parties are realised and clearly set out for the purpose of WBL delivery. 

The areas that should be considered in the agreement, to support best practice for WBL delivery include:
· Marketing responsibilities – ensure any marketing activity is undertaken in relation to the WBL underpins, and does not contradict, WG learning and skills marketing and communications. 
· Application process - to be in place before recruitment and the method of allocating learning places is finalised.
· Checking eligibility of learners – to ensure entry requirements for individual programmes are met.
· Planning programme delivery - ensuring learning activities have been planned against the learning aims of the programme and the ILP is updated accordingly, in line with local policy and procedure. 
· Induction - provide all learners with a detailed and timely induction programme.
· Learner progress - ensure progress is monitored and reviewed using an appropriate system.
· Registration - submission of learner details to enable registration of the learners within 8 weeks (61 days) of any learning programme start date.
· Qualified staff - all staff members are suitably qualified and experienced to undertake learning delivery, assessment and, where applicable, IQA processes.
· Learning resources – development of, and accessibility to, appropriate and adequate learning materials to support the delivery of learning and assessment within all environments. 
· Suspension and / or termination of a learner – where a learner has transferred, completed or ceased learning either permanently or temporarily, the necessary evidence and documentation requirements are met. 
· Claiming certification - this also includes claiming accreditation of the units successfully completed prior to early leaving, where permissible by the awarding body.
· Adverse circumstances – situations which impact the ability to deliver contracted elements of the qualification e.g. changes in financial or staff situations, should be shared in a timely manner via the agreed method of communication. 
· Inspection requirements – arrangements to ensure Welsh Government / Estyn inspections can be met. 
· Evaluation of programme – frequency and method of evaluations to be considered.
· Division of funding – where funding is provided by an external source (e.g. apprenticeships) the proportion of this funding for each delivery partner needs to be agreed.
· Conflict of Interest – where a conflict of interest (COI) is identified the responsibility of reporting to the awarding body lies with the principle training provider.
· Safeguarding – the principle training provider is responsible for ensuring the safeguarding of learners and the identification of a designated safeguarding officer.
· Recognising Prior Learning – to avoid duplication of learning any relevant previous qualifications should be identified and recognised.

[bookmark: _Toc58490634][bookmark: _Toc233796282]Pre-enrolment and Enrolment of WBL
[bookmark: _Toc58490635][bookmark: _Toc233796283]Pre- enrolment 
Learners must provide full, complete and accurate information at pre-enrolment to evaluate whether they are working within a role which would facilitate the acquisition of necessary competencies and enrolling on a suitable qualification. To make this evaluation, the ARC 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 or internationally recognised qualifications that are required for entry to the programme.
NHS Wales organisations should work with the ARC to ensure reasonable adjustments and support are available to learners. The ARC is expected to work with employers to advise and support workplace adjustments. Where additional learning needs have been identified, support can only be provided if the learner declares or gives permission for their learning needs to be shared with their employer.  

The Equality Act 2010 can be used to identify situations where learning and safeguarding support may be required. ARCs are expected to use a range of approaches to support learners.

Learners should know in advance how their programme will be structured. This should include a detailed breakdown of the programme into modules / study sessions, assessment methodologies and timeframes and applicable study material. This will be recorded within the course handbook.
Learners may be asked to provide references, additional information and undertake tests, 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 programme entry requirements, they may be signposted to another more appropriate qualification. 

[bookmark: _Toc58490636][bookmark: _Toc233796284]Enrolment
The ARC must register all learners promptly with the awarding body, in a timely manner. The ARC must also ensure that the internal data protection policy reflects current legislation, and controls are in place to protect the security of the learner’s details. 
Tripartite meetings to be held with the individual learner, their line manager and assessor to identify the optional units that best reflect the competence requirement of the learner’s current or planned future role. The choice of optional units should be clearly recorded and signed by the learner, line manager and the assessor. The Education Learning and Development Department (ELDD) should be involved with monitoring this process.
Once enrolled, it is important that the line 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. 
[bookmark: _Toc58490637][bookmark: _Toc233796285]Essential Skills Assessment in NHS Wales Learning Programmes
The Essential Skills Wales (ESW) suite of qualifications introduced in September 2015 is designed to equip learners with the practical, transferable skills most critical for success in education, training and the workplace. ESW comprises of qualifications in literacy, numeracy and digital skills (Essential Skills Wales Qualification Suite (wjec.co.uk)).

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

HEIW 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 literacy (English & Welsh), numeracy, digital skills and English for Speakers of Other Languages (ESOL). WEST guide

The agreed development plan will be signed by the learner in recognition of the commitment to their own learning. Regular reviews will be held to discuss progress and any other support requirements needed. Summative assessment will be completed in line with the qualification documentation should only be attempted once the tutor is confident that the learner has the skills to successfully achieve. 

[bookmark: _Toc58490638][bookmark: _Toc233796286]Learner Questionnaires 
(Appendix 12)
Feedback from learners should be used to inform any amendments or supports programme development. This feedback will be obtained from learner questionnaires which should be distributed at the start, mid-point and end of a programme. The start point questionnaire will predominantly provide feedback on the induction and the registration processes.

Feedback from learners facilitates continuous improvements and should be reflected in self-assessment reports and quality development plans. 
[bookmark: _Toc58490644]

[bookmark: _Toc233796287][bookmark: _Toc86309712]Models of WBL Delivery 
[bookmark: _Toc233796288]Option 1: Offsite Education Training Partner Delivery:
This option requires the training provider (TP) to deliver all aspects of the accredited learning package required by the HBT. There is no HBT clinical expertise required for delivery or assessment. The HBT needs to enable learning time on and off site, access to the workplace for assessment and time to attend the TP site for learning days. There is no HBT responsibility for assessment or accreditation of learners.
The TP holds responsibility for overarching quality assurance.

[bookmark: _Toc233796289]Option 2: Independent in-house Health Board and Trust Delivery:
This option would be possible if the HBT (as a recognised awarding body centre) had sufficient, suitably qualified and experienced staff / education leads to deliver, assess and quality assure all aspects of the accredited learning programme. The HBT would need to have the qualifications within their centre framework. Clinical expertise is required for delivery and assessment. The HBT needs to enable learning time for on-site learning. HBT hold full responsibility for the learning programme in line with awarding body expectations.
This option may not be possible for departments / disciplines at local venues, with smaller staffing numbers or smaller learner numbers, as the requirements for staffing to co-ordinate learning programmes, deliver education, assess and quality assure the processes may not be viable.

[bookmark: _Toc233796290]Option 3: Collaborative TP local HBT partnership delivery
This model is where a single HBT and TP collaborate on a one-to-one relationship. The individual HBT enables various specialist aspects of the learning programme to be completed where the TP is unable to deliver due to staff competency. 

[bookmark: _Toc233796291]Option 4: Collaborative Regional / Once for Wales TP HBT partnership delivery.
This model is where more than one HBT and TP collaborate. 
This option is suited to departments / disciplines from across Wales, with smaller staffing numbers (with specialist knowledge and skills in particular areas) and / or smaller learner numbers. The burden of the learning programme and regulatory expectation is then shared between multiple HBTs and the TP. The requirements for staff to deliver education, assess and quality assure the processes is viable when roles and responsibilities are defined and shared out in line with the SLA.
Clinical expertise is required for a proportion of the unitised content delivery and assessment. The HBT need to enable learning time support. HBT and TP hold elements of responsibility for assessment and accreditation of learners, in line with agreed distribution of actions within the SLA expectations (Appendix 15).



[bookmark: _Toc233796292]Option 5: Once for Wales HEIW delivery	Comment by Rachel Mooney (HEIW): Do we now need an option 6 - POD within HEIW?
This model is established as a once for Wales approach where HEIW directly employs faculty to deliver all aspects of the accredited learning programme.
HEIW will be the awarding body recognised centre. They will ensure employment of sufficient, suitably qualified and experienced staff / education leads to deliver, assess and quality assure the accredited learning programme. Clinical expertise may be required for specialised assessment interpretations.
This option is suited to small specialist disciplines across Wales, with small learner numbers. The burden of the learning programme and regulatory expectation is held within HEIW.

[bookmark: _Toc233796293]Requirements for implementing the model
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 (Appendix 14). 
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 8)
The standardisation of evidence of achievement / assessments should be reviewed on at least an annual basis. The scale of required standardisation will vary depending on the model of delivery adopted.
Depending upon the model of delivery adopted, either the TP or the HBT need 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). 
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 /QDP




[bookmark: _Toc86309742][bookmark: _Toc233796294]
Appendices

[bookmark: _Toc233796295]Appendix 1: 
[bookmark: _Toc233796296]Self- Assessment Report and Quality Development Plan
PO006_ SAR Template V5.docx
PO007_QDP Template.docx

[bookmark: _Toc233796297]Appendix 2: 
[bookmark: _Toc233796298]Witness Testimony Template
FO005_Witness Testimony Template.docx

[bookmark: _Toc233796299]Appendix 3: 
[bookmark: _Toc233796300]Professional Discussion Template
FO006_Professional Discussion Template.doc

[bookmark: _Toc233796301]Appendix 4: 
[bookmark: _Toc233796302]HEIW Recommended Organisational Policies and Processes
Resources - HEIW

[bookmark: _Toc233796303]Appendix 5: 
[bookmark: _Toc233796304]Assessment Plan
FO013_Assessment Plan.docx

[bookmark: _Toc233796305]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: _Toc233796306]Appendix 7: Learner Observation Template
FO007_Learner Observation Template.doc

[bookmark: _Toc233796307]Appendix 8: IQA Standardisation Templates
FO017_Pre-Delivery unit_qual review.docx

FO001_Course & QA Checklist V2.docx

FO015_IV of new assessment_task tempate.docx

FO016_Assessment Decision Template.docx

FO014_sampling plan template.docx

FO018_list of people involved with quality at center.doc

[bookmark: _Toc233796308]Appendix 9: EQA Report (Example)
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Appendix 10: Individual Learning Plan Template


[bookmark: _Toc233796310]Appendix 11: HEIW Approved List of Training Providers

	ACT

	Coleg Cambria
	Grwp Llandrillo Menai
	Cambrian Training


	ALS

	Educ8

	ITEC
	LRC Training

	CTC

	Gower College Swansea

	Neath Port Talbot College
	Coleg Sir Gâr


	Talk Training

	Cardiff and Vale College

	Pembrokeshire College
	University Trinity Saint David

	Cardiff Metropolitan University

	Coleg Gwent
	Merthyr College
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[bookmark: _Toc233796311][bookmark: _Toc86309743]Appendix 12: Learner Questionnaires
[bookmark: _Toc58490640][bookmark: _Toc233796312]Quality of Delivery

	For each statement, please select the answer that most closely matches your experience.
	Strongly Agree
	Agree
	Neither 
Agree nor 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: _Toc58490641][bookmark: _Toc233796313]Quality of the programme 

	[bookmark: _Hlk47944155]For each statement, please select the answer that most closely matches your experience.
	Strongly Agree
	Agree
	Neither Agree nor 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: _Toc233796314]Essential Skills
	[bookmark: _Hlk138939781]
For each statement, please select the answer that most closely matches your experience.

	
Strongly Agree
	
Agree
	
Neither Agree nor Disagree
	
Disagree
	
Strongly Disagree
	Not Applicable

	WEST was available to use throughout the programme
	
	
	
	
	
	

	The expectations for Essential Skills were 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
	
	
	
	
	
	





[bookmark: _Toc233796315]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: _Toc233796316]Appendix 13: Assessment Principles and Approved Assessor Qualifications 

[bookmark: _Toc233796317]1. Introduction 
This appendix sets out the minimum expected principles and approaches to assessment, and should be read alongside qualification regulatory arrangements, awarding body qualification requirements, and the all-Wales WBL Governance Framework. Additional information and guidance regarding assessment can be obtained from awarding bodies’ 

[bookmark: _Toc233796318]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 up to date skills and knowledge required for 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 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 Expert witness: An expert witness must:
· have a working knowledge of the units and be occupationally competent in the area for which they are providing the expert testimony 
· have either a qualification in assessment of workplace performance, or a work role which involves evaluating everyday practice of staff within their area of expertise. 


2.4 Witness testimony: Witness testimony is an account of practice that has been witnessed or experienced by someone other than the assessor. 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. 

2.5 Approved Recognised Centre (ARC): Is a centre recognised by an awarding body to deliver agreed qualifications as approved on their centre framework e.g. education / training provider, health board /trust.


[bookmark: _Toc233796319]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

	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 (heiw.wblapprenticeships@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 WBL to align with the best practice:
 Assessors:
· Have current (within the last 2 years), relevant occupational competence and/or maintain their registration (with governing /professional bodies) to ensure their occupational knowledge and competence.
· Hold a recognised assessor qualification.

Internal Quality Assurers:
· Occupationally knowledgeable and competent in the unit they are quality assuring and be qualified to make associated decisions.
· Hold a recognised IQA qualification
[bookmark: _Toc233796320]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 [Health Board / Trust details here] the ‘Commissioner' and [insert training provider name] as the ‘Provider’ of training.      
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 terms of agreement.   Any alteration to the existing agreement would be subject to re negotiation between both parties. 

 2. TERMINATION OF AGREEMENT
This agreement shall be on a continuing 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). A minimum of three months’ notice in writing to the other party is required for termination of the agreement.

 3. PRINCIPAL OBJECTIVES OF THE AGREEMENT 
The Provider will: 
Deliver the [training programme] in accordance with the Quality Assurance Framework (QAF), / [Apprenticeship Framework Name]
 The Commissioner will: 
 Support the training programmes in [name of NHS organisation] in accordance with the Quality Assurance Framework (QAF), / [Apprenticeship Framework Name]

4. QUALITY ASSURANCE 
The quality assurance for the work commissioned, will be monitored by the Provider [Role of individual responsible within the provider organisation] and externally by awarding bodies and any identified all-Wales standardisation group responsible for the programme.  


5. PAYMENT  
N.B Funding can be determined by number of learners, level of learning, proportion of collaborative delivery / assessment between the provider and the Commissioner. 
Clarity needs to be sort regarding a one off or reoccurring 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), / [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: ………………………………………...
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[bookmark: _Toc86309759][bookmark: _Toc233796322]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 WBL programmes. This may include learners with ‘diagnosed’ ALNs; ‘undiagnosed’ ALNs; and those who do not have an ALN but require additional support to meet the learning requirements of the WBL programme. 
There is also a second category of potential support required. These may 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. The ARC should identify learning support needs, with wider questioning on home-life characteristics to identify social support needs.  
The ARC is 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 which 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: _Toc233796323]Reference List

· Apprenticeship Certification Wales 
Available at:  Find an Apprenticeship Framework | Apprenticeships
(Accessed 1st July 2026)

· Agored Cymru Policies 
Available at: Policies (agored.cymru) 
(Accessed 1st July 2026)

· Estyn Welcome to Estyn
Available at: https://www.estyn.gov.wales/ 
(Accessed 1st July 2026)

· Estyn Guidance handbook for the inspection of work-based learning providers
Available at: Guidance for the inspection of WBL providers - 2018
(Accessed 1st July 2026)

· Mid Wales Regional Skills Partnership Our Vision
Available at: Mid Wales Regional Skills Partnership - English - Growing Mid Wales 
(Accessed 1st July 2026)

· Cardiff Capital Region  
Available at: Skills Programme - Cardiff Capital Region
(Accessed 1st July 2026)

· Regional Skills Partnership  
Available at: Opportunities in North Wales | Explore the North Wales skills Portal : Portal
(Accessed 1st July 2026)

· Social Care Wales Work placement guide
Available at: https://socialcare.wales/qualifications-funding/work-placement-guide 
(Accessed 1st July 2026)

· Wales Essential Skills Wales Essential Skills Toolkit
Available at: https://www.walesessentialskills.com/?q=node/6
(Accessed 1st July 2026)

· Qualifications Wales Information and Support
Available at: https://qualificationswales.org/
(Accessed 1st July 2026)
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