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The company delivers competency-based qualifications under the banner of Kortas Training. The registered
office is Unit 1H, 1st Floor, Cambridge Studios, 75 Millmarsh Lane, Enfield, EN3 7PU.
Kortas Training is committed to ensuring a highly competent and motivated workforce is available
to the construction and allied industries by offering a high standard of work-based competency
assessments. Kortas Training recognises that a high standard of training followed by work-based
competency assessments leads to a higher standard of health and safety awareness as well as
increased productivity.
This policy has been produced to specifically support all NVQ activities delivered by KORTAS
TRAINING and to provide guidance to all staff and candidates involved in the delivery of workbased qualifications.
This policy has been devised in accordance with, and to be used alongside:

·

The Qualifications and Credit Framework Requirements for Approved Centres

·

Consolidated Assessment Strategy for Construction and the Built Environment

The terms of the policy are applicable to all candidates who register with KORTAS TRAINING for
NVQs.
Purposes of Policy
 To provide a framework in which all our NVQs are delivered, monitored, assessed and verified
both internally and externally
 To provide a fair, consistent and reliable system in which to monitor and support NVQ
assessment practices
 To ensure all NVQ practices conform of the QCF Requirements for Approved Centres, KORTAS
TRAINING own operational and organisational requirements
 To provide a progressive approach to promoting best practice for NVQ assessments
Scope of Policy
This policy applies to all KORTAS TRAINING personnel involved in the direct or indirect delivery
of NVQs including;






Centre Manager
Internal Verifiers
Assessors
Administrators
Candidates

If you have any queries about the contents of this policy, please contact the Head of Centre directly on 0202
0112620 or email info@kortastraining.com
Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director

Date: 13/01/2020
Next Review Date: 13/01/2021
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Kortas Training (KORTAS TRAINING)
KORTAS TRAINING is responsible for ensuring that the appropriate policies and procedures are in
place and that all staff are supported in implementing them. KORTAS TRAINING is also responsible
for ensuring that conditions at work exist to promote good NVQ practice and supports both NVQ
assessors and candidates.
Centre Manager
The Centre Manager has the responsibility to:







Develop policies, procedures and strategies
Facilitate assessors and candidates to undertake NVQ activities as stipulated in the NVQ
Centre Policy and Procedures
Ensure all staff are treated fairly and consistently regarding access and support for ongoing
training and professional development
Ensure all relevant staff attend NVQ Assessor Standardisation Meetings
Ensure assessors to attend training/re-training as applicable within their roles
Inform the Managing Director of any issues which prevent assessors and candidates
carrying out NVQ activities

Lead Internal Verifier
The NVQ Centre Lead Internal Verifier has the responsibility to:






Monitor the activities of the Internal Verifiers, ensuring they have time, resources and experience
to carry out their duties and taking appropriate action when they do not
Maintain communication with the NVQ Centre Manager to encourage and ensure good
practice
Ensure records are properly maintained and communicated as required
Ensure required information is available for awarding body monitoring visits and
communicate reports within the Centre
Manage appeals and complains as stipulated in the NVQ Appeals and Complains
process

Internal Verifiers
The Internal Verifiers have a responsibility to:
 To facilitate and support assessors to meet on a regular basis
 To assist assessors in the standardisation of assessment evidence and sharing of best practice
 To sample assessment evidence according to the internal verification policy
 To countersign evidence as confirmation of verification
 To complete internal verification reports and summary sheets
 For regulated qualifications only, to maintain a CPD record and make this available to SQA’s external
quality assurance staff on request
 To contribute to the centre’s review of policies, procedures, learning and assessment material and
resources
 To participate in any assessment appeal as indicated in the centre appeals procedure
 To participate in any complaint as indicated in the centre complaints procedure
 To attend and participate in any visits by SQA quality assurance staff, as required
 To be aware of the risk of malpractice and act according to the centre procedure.
 IV’s must hold, or achieve within 18 months, an appropriate verifier award.
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Assessors
The NVQ assessors have a responsibility to:
 To undertake candidate induction and ensure that correct paperwork is completed
 To support the candidate through the qualification
 To provide remediation and re-assessment for candidates where necessary
 To assess candidate evidence against the National standards.
 to record assessment decisions and provide feedback to candidates on submitted evidence
 To identify and support candidates who require assessment arrangements
 To discuss candidate assessment arrangements with colleagues to ensure a standardised approach
 To attend and participate in standardisation meetings
 For regulated qualifications, to maintain a CPD record and make this available to SQA’s external
quality assurance staff on request
 To contribute to the centre’s review of policies, procedures, learning and assessment material and
resources
 To participate in any assessment appeal as indicated in the centre appeals procedure
 To participate in any complaint as indicated in the centre complaints procedure
 To attend and participate in any visits by SQA quality assurance staff, as required
 Assessors must hold, or achieve within 18 months, an appropriate assessor award.

Candidates
The candidates have a responsibility to:
 To attend planned meetings with your assessor and bring your portfolio with you.
 To ensure all contact information is kept up-to-date and to notify your assessor of any changes
 To notify the assessor in advance if you are unable to meet agreed timescales or to attend meetings
 To commit to training and studying
 To respond positively to advice and support from your assessor
 To ensure that all evidence provided to the assessor is your own work

If you have any queries about the contents of this policy, please contact the Head of Centre directly on 0203
0112620 or email info@kortastraining.com

Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021
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OVERALL RESPONSIBILITY

RESPONSIBLE DEPUTY

Mr Cemal Kortas

Position: Managing Director

Mrs Zeynep Kortas

Position: Qualifications Co-ordinator

Kortas Training Ltd is committed to ensure as far as is reasonably practicable, the health, safety and welfare of
its employees, all learners, contractors and other persons who may be affected by its operation, as outlined in
this document and in accordance with current legislation, safe learner and safe guarding principles.
The policy will be applied equally and fairly without exception.
Kortas Training Ltd will achieve this by providing and maintaining places of work, learning environments and
work equipment which are safe and free from risks to health. Kortas Training is committed to provide suitable
arrangements for the welfare of employees, learners and contractors. All necessary information, training and
supervision will be provided to ensure implementation of this policy.
Management, employees and Kortas Training members will do all that is reasonably practicable to avoid
and/or reduce health and safety risks.
This policy will be reviewed periodically and revised if necessary the company will take steps to ensure that its
statutory duties are met at all times.
The Company’s Responsibilities
The company will ensure that:
 All processes and systems of work are designed to take account of health and safety and are properly
supervised at all times.
 A member of senior management maintains specific responsibility for health and safety.
 Competent people are appointed to assist us in meeting our statutory duties including, where
appropriate specialists from outside of the company.
 All employees are consulted on matters relating to health, safety and welfare.
 Adequate facilities and arrangements will be maintained to enable employees to raise issues of health
and safety.
 Each employee will be given such information, instruction and training as is necessary to enable the
safe performance of work activities.
 All arrangements are brought to employee’s attention and are monitored and reviewed to ensure that
they are effective.
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Employees’ Responsibilities
Employees must ensure that they:
 Co-operate with management to enable all statutory duties are complied with.
 Take reasonable care of their own health and safety and the health and safety of others who may be
affected by their acts or omissions.
 Must not intentionally or recklessly interfere with or misuse anything provided in the interests of health
and safety
 Familiarize themselves with the health and safety arrangements that apply to them and their work
activities.
If you have any queries about the contents of this policy, please contact the Head of Centre directly on
0203 0112620 or email info@kortastraining.com

Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021
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Kortas Training Ltd believes that diversity and equality are an essential part of its values and enriches studying
and learning experiences.
The Equality Act 2010 covers nine protected characteristics, making it unlawful to discriminate on the grounds
of:










Age
Disability (those who have, or have had, a disability)
Gender Reassignment (no longer required to be under medical supervision)
Marriage and Civil Partnership
Pregnancy and Maternity
Race
Religion or Belief (including lack of belief)
Gender
Sexual Orientation
We are committed to supporting students to work and study in an environment that is free from unlawful
discrimination and promotes equality of opportunity and good relations between people of different racial
groups.
We are working towards a culture that welcomes equality of opportunity and values diversity. Some changes
are swift to happen; others may take time to evolve. I have experience of and commitment to equal
opportunities, and I can assure you that they are one of my priorities.
We deplore all forms of personal harassment and seek to ensure that the working environment is sympathetic
to all our students and employees. We recognise that we have a duty to implement this policy and all
employees are expected to comply with it. All job applicants, employees and others who may work for us will
be treated fairly and will not be discriminated against on any of the grounds detailed above. Decisions about
recruitment, selection, promotion, remuneration, training or any other benefits will be made objectively and
without lawful discrimination.
Issues can be brought to my attention through email at info@kortastraining.com or in person. I encourage you
to share with us examples of good practice in your area of work and study that could benefit Kortas Training
Ltd and to make suggestions for improvement. We all have an individual responsibility and I urge you to help
Kortas Training Ltd put our action plan into full effect.
If you have any queries about the contents of this policy, please contact the Head of Centre directly on 0203
0112620 or email info@kortastraining.com
Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021

10

KORTAS TRAINING

MALPRACTICE & MALADMINISTRATION
POLICY

For internal and external use. All policies and procedures documents will be formally
reviewed at least every 12 months.

Issued by:
Kortas Training Ltd
Unit 1H, 1st Floor, Cambridge Studios, 75 Millmarsh Lane, Enfield, EN3 7PU
Company Registration Number: 7314442

11

Introduction
This policy is aimed at our customers, including learners, who are delivering/registered on Kortas Training Ltd
programmes or courses, approved qualifications or units within or outside the UK and who are involved in
suspected or actual malpractice/maladministration. It is also for use by our staff to ensure they deal with all
malpractice and maladministration investigations in a consistent manner.
It sets out the steps our centre, and learners or other personnel must follow when reporting suspected or
actual cases of malpractice/maladministration and our responsibilities in dealing with such cases. It also sets
out the procedural steps we will follow when reviewing the cases.
Centre’s responsibility
It is important that all staff involved in the management, assessment and quality assurance of our
qualifications, and learners, are fully aware of the contents of the policy and we have arrangements in place to
prevent and investigate instances of malpractice and maladministration.
Definition of Malpractice
Malpractice is essentially any activity or practice which deliberately contravenes regulations and compromises
the integrity of the internal or external assessment process and/or the validity of certificates.
It covers any deliberate actions, neglect, default or other practice that compromises, or could compromise:


the assessment process;



the integrity of a regulated qualification;



the validity of a result or certificate;



the reputation and credibility of Kortas Training Ltd; or,



the qualification or the wider qualifications community.

Malpractice may include a range of issues from the failure to maintain appropriate records or systems, to the
deliberate falsification of records in order to claim certificates.
For the purpose of this policy this term also covers misconduct and forms of unnecessary discrimination or
bias towards certain or groups of learners.
Definition of Maladministration
Maladministration is essentially any activity or practice which results in non-compliance with administrative
regulations and requirements and includes the application of persistent mistakes or poor administration.
Examples of maladministration


Persistent failure to adhere to our learner registration and certification procedures.



Persistent failure to adhere to our centre recognition and/or qualification requirements and/or



associated actions assigned to the centre



Late learner registrations (both infrequent and persistent)



Unreasonable delays in responding to requests and/or communications from Kortas Training Ltd



Inaccurate claim for certificates



Failure to maintain appropriate auditable records, e.g. certification claims and/or forgery of evidence



Withholding of information, by deliberate act or omission, from us which is required to assure Active

Examples of malpractice
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Failure to carry out internal assessment, internal moderation or internal verification in accordance with our
requirements



Deliberate failure to adhere to our learner registration and certification procedures.



Deliberate failure to continually adhere to our centre recognition and/or qualification approval requirements
or actions assigned to your centre



Deliberate failure to maintain appropriate auditable records, e.g. certification claims and/or forgery of
evidence



Fraudulent claim(s) for certificates



Intentional withholding of information from us which is critical to maintaining the rigour of quality assurance
and standards of qualifications



Collusion or permitting collusion in exams/assessments



Learners still working towards qualification after certification claims have been made



Plagiarism by learners/staff



Copying from another learner (including using ICT to do so).

Process for making an allegation of malpractice or maladministration
Anybody who identifies or is made aware of suspected or actual cases of malpractice or maladministration at
any time must immediately notify the Director, of Kortas Training Ltd (Mr Cemal Kortas). In doing so they
should put them in writing/email and enclose appropriate supporting evidence.


All allegations must include (where possible):



Learner’s name and Kortas Training registration number



Kortas Training’s staff members name and job role - if they are involved in the case



Details of the course/qualification affected or nature of the service affected



Nature of the suspected or actual malpractice and associated dates details and outcome of any initial
investigation carried out by the centre or anybody else involved in the case, including any mitigating
circumstances

The Director will then conduct an initial investigation prior to ensure that staff involved in the initial investigation
are competent and have no personal interest in the outcome of the investigation.I n all cases of suspected
malpractice and maladministration reported we’ll protect the identity of the ‘informant’ in accordance with our
duty of confidentiality and/or any other legal duty.
Confidentiality and whistle blowing
Sometimes a person making an allegation of malpractice or maladministration may wish to remain
anonymous. Although it is always preferable to reveal your identity and contact details to us; however, if you
are concerned about possible adverse consequences you may request that the Directors do not divulge your
identity.
While we are prepared to investigate issues, which are reported to us anonymously we shall always try to
confirm an allegation by means of a separate investigation before taking up the matter with those the
allegation relates.
Responsibility for the investigation
In accordance with regulatory requirements all suspected cases of maladministration and malpractice will be
examined promptly by Kortas Training Ltd to establish if malpractice or maladministration has occurred and will
take all reasonable steps to prevent any adverse effect from the occurrence as defined by Ofqual.
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We will acknowledge receipt, as appropriate, to external parties within 48 hours.
Our Director will be responsible for ensuring the investigation is carried out in a prompt and effective manner
and in accordance with the procedures in this policy and will allocate a relevant member of staff to lead the
investigation and establish whether or not the malpractice or maladministration has occurred, and review any
supporting evidence received or gathered by Kortas Training Ltd.
Notifying relevant parties
Where applicable, our Director will inform the appropriate regulatory authorities if we believe there has been an
incident of malpractice or maladministration which could either invalidate the award of a qualification or if it
could affect another awarding organisation.
Where the allegation may affect another awarding organisation and their provision we will also inform them in
accordance with the regulatory requirements and obligations imposed by the regulator Ofqual. If we do not
know the details of organisations that might be affected we will ask Ofqual to help us identify relevant parties
that should be informed.
Investigation timelines and summary process
We aim to action and resolve all stages of the investigation within 10 working days of receipt of the allegation.
The fundamental principle of all investigations is to conduct them in a fair, reasonable and legal manner,
ensuring that all relevant evidence is considered without bias. In doing so investigations will be based around
the following broad objectives:


To establish the facts relating to allegations/complaints in order to determine whether any irregularities
have occurred.



To identify the cause of the irregularities and those involved.



To establish the scale of the irregularities.



To evaluate any action already taken



To determine whether remedial action is required to reduce the risk to current registered learners and to
preserve the integrity of Kortas Training Ltd and the qualification.



To identify any adverse patterns or trends.

The investigation may involve a request for further information from relevant parties and/or interviews with
personnel involved in the investigation. Therefore, we will:


Ensure all material collected as part of an investigation must be kept secure.



If an investigation leads to invalidation of certificates, or criminal or civil prosecution, all records and original
documentation relating to the case will be retained until the case and any appeals have been heard and for
five years thereafter.



Expect all parties, who are either directly or indirectly involved in the investigation, to fully co-operate with
us.

Either at notification of a suspected or actual case of malpractice or maladministration and/or at any time
during the investigation, we reserve the right to withhold a learner’s, and/or cohort’s, results.
Where a member of Kortas Training’s staff or an Kortas Training Ltd Associate is under investigation we may
suspend them or move them to other duties until the investigation is complete.
Throughout the investigation our Director will be responsible for overseeing the work of the investigation team
to ensure that due process is being followed, appropriate evidence has been gathered and reviewed and for
liaising with and keeping informed relevant external parties.
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Investigation report
After an investigation, we’ll produce a draft report for the parties concerned to check the factual accuracy. Any
subsequent amendments will be agreed between the parties concerned and ourselves. The report will:


Identify where the breach, if any, occurred.



Confirm the facts of the case.



Identify who is responsible for the breach (if any)



Confirm an appropriate level of remedial action to be applied.

We’ll make the final report available to the parties concerned and to the regulatory authorities and other
external agencies as required.
If it was an independent/third party that notified us of the suspected or actual case of malpractice, we’ll also
inform them of the outcome – normally within 10 working days of making our decision - in doing so we may
withhold some details if to disclose such information would breach a duty of confidentiality or any other legal
duty. If it’s an internal investigation against a member of our staff the report will be agreed by the Managing
Director, along with the relevant internal managers and appropriate internal disciplinary procedures will be
implemented.
Investigation outcomes
If the investigation confirms that malpractice or maladministration has taken place, we will consider what action
to take in order to:


Minimise the risk to the integrity of certification now and in the future.



Maintain public confidence in the delivery and awarding of qualifications.



Discourage others from carrying out similar instances of malpractice or maladministration.



Ensure there has been no gain from compromising our standards.

The action we take may include:


Imposing actions in order to address the instance of malpractice/maladministration and to prevent it from
reoccurring



In cases where certificates are deemed to be invalid, inform the Awarding Organisation concerned and the
regulatory authorities why they’re invalid and any action to be taken for reassessment and/or for the
withdrawal of the certificates. We’ll also let the affected learners know the action we’re taking and that their
original certificates are invalid and ask – where possible – to return the invalid certificates to Kortas
Training.



Informing relevant third parties (e.g. funding bodies) of our findings in case they need to take relevant
action in relation to the centre.

In addition, to the above the Director will record any lessons learnt from the investigation and pass these onto
relevant internal colleagues to help prevent the same instance of maladministration or malpractice from
reoccurring. If the relevant party (ies) wishes to appeal against our decision to impose sanctions, please refer
to our Complaints Procedure.
If you have any queries about the contents of this policy, please contact the Head of Centre directly on 0203
0112620 or email info@kortastraining.com
Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director , Date: 13/01/2020 , Next Review Date: 09/10/2020
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Kortas Training Ltd understands that your privacy is important to you and that you care about how
your personal data is used. We respect and value the privacy of all our customers and will only collect
and use personal data in ways that are described here, and in a way that is consistent with our
obligations and your rights under the law. This privacy policy sets out how Kortas Training uses and
protects any information that you give us. We are committed to ensuring that your privacy is protected.
Should we ask you to provide certain information; you can be assured that it will only be used in
accordance with this privacy statement.
What Personal Data Do You Collect?
We may collect some or all of the following personal data (this may vary according to your relati onship
with us.
• Name;
• Date of birth;
• National Insurance Number
• Gender;
• Address;
• Email address;
• Telephone number;
• Business name;
• Job title;
• Profession;
• Payment information;
Information about your preferences and interests;
• Previous qualifications
• Information on disabilities, learning difficulties, ethnicity
Other information relevant to your employment or assessment requirements
How Do You Use My Personal Data?
Under the GDPR, we must always have a lawful basis for using personal d ata. This may be because
the data is necessary for our performance of a contract with you, because you have consented to our
use of your personal data, or because it is in our legitimate business interests to use it.




As a training provider we are classed as a processor of your information and will therefore
process personal data supplied to us to fulfil the contract of delivering training and processing
certificates.
We only share data with organisations that support the training and certification of our le arners,
none of which are outside the EU

How and Where Do You Store or Transfer My Personal Data?

We will only store or transfer your personal data in the UK. This means that it will be fully protected
under the GDPR.
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Do You Share My Personal Data?
We only share data with organisations that support the training and certification of our learners.
We will not share any of your personal data with any other third parties for any purposes, subject to
one important exception.
In some limited circumstances, we may be legally required to share certain personal data, which might
include yours, if we are involved in legal proceedings or complying with legal obligations, a court
order, or the instructions of a government authority.
SECURITY
We are committed to ensuring that your information is secure. In order to prevent unauthorised access
or disclosure, we have put in place suitable physical, electronic and managerial procedures to
safeguard and secure the information we collect.
Controlling Your Personal Information
If you have previously agreed to us using your personal information, you may change your mind at any
time by writing to or emailing us at info@kortastraining.com
We will not sell, distribute or lease your personal information to third parties unless we are required by
law to do so. You may request details of personal information which we hold about you under the
Data Protection Act 1998. A small fee may be payable. If you would like a copy of the inf ormation held
on you please write to us at our main office address. If you believe that any information, we are
holding on you is incorrect or incomplete, please write to or email us as soon as possible. We will
promptly correct any information found to be incorrect.
Emailing
We do not endorse 'spam' mail - we know how annoying this is! We will send you information that may
be relevant to you and we will send regular newsletters to all of our customers. If you choose to do so,
you can unsubscribe to these at any point.
Changes to this Privacy Notice
We may change this Privacy Notice from time to time. This may be necessary, for example, if the law
changes, or if we change our business in a way that affects personal data protection.
Any changes will be made available on our website:www.kortastraining.com
If you have any queries about the contents of this policy, please contact the Head of Centre directly on 0203
0112620 or email info@kortastraining.com
Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021

18

KORTAS TRAINING

Data Protection Policy
For internal and external use. All policies and procedures documents will be formally reviewed at least
every 12 months.

Issued by:
Kortas Training Ltd
Unit 1H, 1st Floor, Cambridge Studios, 75 Millmarsh Lane, Enfield, EN3 7PU
Company Registration Number: 7314442

19

Kortas Training Ltd is required to comply with the provisions of the Data Protection Act 1998 (the ‘Act’) in
relation to how we handle any personal data which we obtain from you. Any personal information gathered will
only be used in the context of the training activity that you undertake with us. We may also collect Sensitive
Personal Data relating to you but only with your explicit consent in advance. We may process all the
information we obtain from you to enable us to fulfil our contractual obligations to you and we may request
further information from third parties or disclose your details to other selected third parties, such as Awarding
Organisations or their regulators as the Security Industry Authority (SIA).
We may from time to time send to you or your company by email or by post details about products or courses,
which we believe may be of interest to you. If you no longer require such information to be sent, or if you have
provided us with any information that you no longer wish us to use, please contact us on the telephone number
given below.
DATA PROTECTION LAW CHANGE ON 25 MAY 2018
The Data Protection Act came into force on 1st March 2002, and means that there are implications for the way
that data is held or stored within Kortas Training Ltd. The Data Protection Act has been put into place to
ensure that individuals / organisations have the power and rights to know of data that is stored about them.
In accordance with the Freedom of Information Act, individuals and companies have the right to not provide
information that is not relevant Kortas Training is registered with the Information Commissioner and therefore
needs to comply with the Data Protection Act 1998.
This privacy policy has been written in line with the new General Data Protection Regulation that comes into
effect on 25th May 2018. For the purposes of GDPR and the Data Protection Act 1988 the Data controller in
relation to the information you supply is Kortas Training Ltd. The registered office is 2B New Road, Chingford,
London E4 8ET United Kingdom.
The policy is broken down into the following sections:
1. Why do we have a privacy policy?
2. What is covered in the privacy policy?
3. What is not covered in the privacy policy?
4. Updates to our privacy policy.
5. What personal information is collected?
6. How is the personal information used?
7. How is the information shared or disclosed?
8. How is the information kept safe?
9. How long do we keep your personal information?
10. How to get a copy of your personal information.
11. How to let us know if your personal information is wrong.
12. How to object to the use of your personal information.
13. How to withdraw your consent.
14. How to complain.
1. Why do we have a privacy policy?
We want you to feel comfortable with the privacy of your personal information. This policy is provided to inform
you on how we use and protect the information that you provide to us through email, telephone conversations
or face to face and any other mean we interact with you.
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As a data controller of your personal information, KT (KT being defined as Kortas Training Ltd) is committed to
protecting and respecting your personal information. We promise not to sell your data and to give you ways to
manage and review your contact preferences at any time.
2. What is covered in this privacy policy?
This privacy policy covers the collection and use of personal information and lets you know what happens to
any personal information that you give to us, or any that we may collect from or about you. It applies to all
products and services, and instances where we collect your personal information.
3. What is not covered in this privacy policy?
Our privacy policy does not apply to the practices of companies that KT does not own or control or to people
that KT does not employ or manage. We do not accept any liability or responsibility in terms of the privacy and
security of third-party organisations.
4. Updates to our privacy policy.
KT may amend this privacy policy from time to time to reflect changes in the law or our privacy practices. If we
make any substantial changes in the way we use your personal information we will notify you by email,
telephone, in person or via visiting one of our websites.
5. What personal information is collected?
KT is unable to provide you with our products and services if you do not provide certain information to us,
therefore we collect the following information from you when you request a quotation and later become one of
our customers: name, address, email, phone numbers (landline and mobile). Or when you provide us with a
credit account and become one of our suppliers: name, address, email, telephone numbers (landline and
mobile), and bank details.
6. How is the personal information used?
KT uses your personal information to fulfil your requests for products and services, to pay invoices you have
provided us with, and to maintain your details. This will be to achieve a smooth working relationship between
us.
7. How is the information shared or disclosed?
KT will not sell or rent your personal information to anyone. However, we will send your personal information to
specific third parties in order to fulfil our obligations to you. For example, if we need to send your details to a
recognised training body who provide certification, such as ProQual Awarding Body.
8. How is the information kept safe?
We have appropriate security measures in place to prevent personal information from being accidentally lost or
used or accessed in an unauthorised way. We limit access to your personal information to those who have a
genuine business need to know it.
Those processing your information will do so only in an authorised manner and are subject to a duty of
confidentiality.
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We also have procedures in place to deal with any suspected data security breach. We will notify you and any
applicable regulator of a suspected data security breach where we are legally required to do so.
You are responsible for your contact information to us and you should notify us immediately of any
unauthorised use of your emails, for example.
9. Our transport arrangements for confidential documents?
Transport arrangements within and between assessment sites, or between a central base and an assessment
site all ensure the security of materials by transporting documents in a lockable briefcase with a combination
lock which only KT assessors/ internal verifiers have access to. Assessors are obliged to be in contact with the
briefcase containing confidential information of candidates at all times unless it is stored away in a secure
locker or locked room.
10.How long do we keep your personal information?
We will keep your personal information for as long as we have reasonable business needs, which include
managing our ongoing relationship with you. Thereafter we will keep your personal information in line with
legal and regulatory requirements or guidance.
11. How to get a copy of your personal information.
You have the right to receive a copy of the personal information we hold about you at any time. Please contact
us in writing at Kortas Training Ltd, 2B New Road, Chingford, London, E4 8ET or by email
info@kortastraining.com
12. How to let us know if your personal information is incorrect.
You have the right to question any information we have about you that you think is wrong or incomplete.
Please contact us if you want to do this and we will take reasonable steps to check its accuracy and correct it.
13. How to object to the use of your personal information.
You have the right to object to our use of your personal information, or to ask us to delete, remove, or stop
using your personal information if there is no need for us to keep it. This is known as the ‘right to object’, and
‘right to erasure’, or the ‘right to be forgotten’.
There may be legal or other official reasons why we need to keep or use your data, but please tell us if you
think that we should not be using it.
14. How to withdraw your consent.
You can update your contact preferences at any time by contacting us (info@kortastraining.com ). If you
withdraw your consent, we may not be able to provide certain products or services to you. If this is so, we will
tell you.
15. How to complain.
Please let us know if you are unhappy with how we have used your personal information. You can contact us
via our website, email (info@kortastraining.com), telephone or in writing. You also have the right to complain to
the Information Commissioner’s Office (ICO).
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You can find out on their website how to report a concern.
If you have any queries about the contents of this policy, please contact the Head of Centre directly on 0203
0112620 or email info@kortastraining.com
Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021
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It is the aim of Kortas Training Ltd to predominately provide a comprehensive service in helping people to
improve their skills and qualifications in order to enhance their employability options. This will incorporate a
high-quality service sustaining client needs and expectations.
The Management Team of Kortas Training Ltd is committed to the Quality Management System, to all the
requirements of ISO 9001 : 2008 and to continuous improvement.
The Mission Statement of Kortas Training Ltd is:



To strive for the relief of poverty, unemployment, low level of communication skills and isolation experienced
by people living within our operational areas.
To advance job creation, job retention and economic regeneration through the promotion of economic activity,
local enterprise and business activities, and in particular to promote and facilitate the establishment of
community and co-operative enterprises; and to encourage employers to recruit from within the area.
The aims and objectives of Kortas Training Ltd are to:






Deliver the highest quality, effective training courses for our employers and learners.
Continually strive to improve the quality of our training courses.
Cater for learners and employers needs to encourage high performance and individual achievement.
Continually seek new ways of improving our business for the benefit of all stakeholders.
All staff shall be given adequate time and resource to ensure the Quality Management System is implemented
effectively.
To achieve these aims, objectives have been set by the Managing Director.
The Quality Policy Statement shall be issued to all staff and displayed within the organisation. Changes to the
Quality Policy Statement shall be made and an amended copy shall be issued to staff and displayed. This
Policy shall be reviewed annually by the Senior Management Team and updated as required.
Principles
Kortas Training believes that a culture of free, open and robust discussion can be achieved only if all
concerned avoid needlessly offensive or provocative action and language.
Kortas Training expects all individuals to be sensitive to the diversity of its community and to show respect for
individual values and beliefs.
Any activity which is likely to give rise to an environment in which people could experience fear, harassment,
intimidation, verbal abuse or violence, particularly because of their ethnicity, race, nationality, religion or belief,
sexual orientation, gender, disability or age, is contrary to Kortas Training Ltd values.
Kortas Training Values
We regard people of all faiths, races and cultures with respect and tolerance.
We want learners to understand that while different people may hold different views about what is ‘right’ and
‘wrong’, all people living in England are subject to its law.
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Kortas Training Ltd promotes the fundamental Human values of democracy, the rule of law, individual liberty,
and mutual respect and tolerance of those with different faiths and beliefs.
Actively promoting the values means challenging opinions or behaviours that are contrary to fundamental
Human values.
Kortas Training Ltd will work with its staff to:
1. Enable learners to develop their knowledge, self-esteem and self-confidence
2. Enable learners to distinguish right from wrong and to respect the civil and criminal law of England
3. Encourage learners to accept responsibility for their behaviour, show initiative, and to understand how they

can contribute positively to the lives and working in the locality of the school and to society more widely
4. Enable learners to acquire a broad knowledge of and respect for public institutions and services in England
5. Promote tolerance and harmony between different cultural traditions by enabling learners to gain an

appreciation of and respect for their own and other cultures
6. Encourage respect for democracy and democratic processes, including respect for the law

The list below describes Kortas Training Ltd expectations of its staff in developing learners’ understanding and
knowledge in the area of Human Values:






An understanding of how citizens can influence decision-making through the democratic process
An appreciation that living under the rule of law protects individual citizens and is essential for their wellbeing
and safety
An understanding that the freedom to choose and hold faiths and beliefs is protected in law
An acceptance that other people having different faiths or beliefs to oneself, or having none, should be
accepted and tolerated and should not be the cause of prejudicial or discriminatory behaviour
An understanding of the importance of identifying and combating discrimination
If you have any queries about the contents of this policy, please contact the Head of Centre directly on 0203
0112620 or email info@kortastraining.com
Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021
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If a candidate disagrees with an internal assessment decision, he/she has the right to appeal. They
must follow the stages below when making an appeal.
Stage One1. If a candidate feels that an assessment decision made by their assessor is unfair, their first
point of contact is the assessor.
2. The assessor will organise a meeting with the candidate to review the ongoing assessment,
and develop an action plan which clearly states the areas where the assessor feels that the
candidate needs to collect more evidence and a clear plan to identify how the learner should
collect evidence.
3. If the candidate still feels aggrieved following the assessor’s explanation, an appeal report
form (Appendix 1) should be completed and given to the assessor in a sealed envelope
marked ‘CONFIDENTIAL’ for submission to the Internal Verifier. The assessor will verbally
acknowledge receipt of the appeals report form and will submit it to the Internal Verifier with
the following documentation:



All evidence put forward by the candidate for the assessment under question



The ongoing assessment, review and action plan

Stage Two1. The Internal Verifier will normally make a decision within 3 working days of the assessment
taking place and provide clear written feedback directly to the learner using the appeals report
form.
2. If the Internal Verifier cannot reach a decision on the basis of the information given, or if the
candidate does not except that decision, it will be referred to the Lead Internal Verifier.
3. If the grievance is resolved and the candidate accepts the decision no further action will be taken. A
record will be forwarded to and kept by the Centre Manager.
4. If the appeal is unresolved or if the Internal Verifier and Lead Internal Verifier cannot agree
on its resolution the matter will be dealt with by the Centre Manager. Before taking this step
the Lead Internal Verifier will;
 Check that the candidate is satisfied that all the relevant information is contained within the original
appeals report form (by reading this to the candidate if necessary). If the candidate is not satisfied the
Internal Verifier should obtain a second appeals record form to expand on the information given by the
candidate.
o
o
o

Check that the candidate has the name and contact point of the Centre Manager
Send all the relevant evidence, assessment records/plans and the appeals report
form to the Centre Manager
Attach their own report to explain why they have upheld the assessor's decision

Stage Three1. The Centre Manager will make his/her decision within three weeks of receiving information
from the Lead IV. S/he will arrange to meet the candidate, assessor and Internal Verifier
concurrently and make a decision based on these interviews and the paperwork supplied to
him/her. S/he will give a decision verbally to the candidate and follow this up, as soon as
practicable, with a written summary.
2. If still unresolved please move onto stage four.
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Stage Four1. If the candidate is still unsatisfied and has exhausted the centres appeals procedure
they have the right to directly call the Awarding Body (ProQual).
2. If still unresolved please move onto stage five.
Stage Five1. If the candidate feels that Awarding Body has not dealt with the appeal appropriately they
can contact Ofqual on 0300 303 3344 or email their concerns to
public.enquiries@ofqual.gov.uk. Alternatively, candidates can contact Qualification
Wales on 01633 373 222 or email their concerns to enquiries@qualificationswales.org

If you have any queries about the contents of this policy, please contact the Head of Centre directly on 0203
0112620 or email info@kortastraining.com
Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021
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Centre Management recognises that there may be times when individuals feel aggrieved and may
wish to complain about matters other than assessment decisions (which are handled through the
appeals procedure). In these instances, the recognised complaints procedure is as follows;
Stage One1. The complainant should complete and return a `Notification of Complaint' form (Appendix 2)
to the Centre Manager.
2. Receipt of the complaint will be acknowledged in writing within 5 working days.
3. The complaint will be reviewed by the Centre Manager and the Managing Director. They will
decide whether the nature of the complaint impacts on the quality standards of NVQ delivery
or if it relates to other areas of the business which does not affect the assessment process.
4. The Centre Manager and the Managing Director will deal with the complaint accordingly.
Those involved in the complaint will have the right to attend any scheduled meetings to
express their views in person.
5. The candidate will be notified of the outcome and subsequent actions within 14 working days.
6. If the complaint cannot be satisfactorily resolved by the Centre Manager and the Managing
Director the candidate will be advised to move onto stage two.

Stage Two1. If candidates are not satisfied with the centre outcome/decision regarding the complaint they
have the right to complain to ProQual about assessment- related matters (but not assessment
judgements), once they have exhausted their centres complaints procedure.
Candidates can make a complaint to PtoQual by directly calling the ProQual customer service team on 01430
423822. Alternatively, they can email the SQA customer service team on enquiries@proqualab.com

2. ProQual will respond to most complaints within five working days and complex complaints within
20 working days. Candidates will be kept informed at every stage or of the investigation.
3. If the complaint cannot be satisfactorily resolved by ProQual the candidate will be advised to move
onto stage three.

Stage Three1. Candidates on regulated qualifications also have the right to complain to Ofqual or
Qualifications Wales (as appropriate) once they have exhausted the centre complaints and the
ProQual Awarding Body complaints procedures.
2. Candidates can make a complaint to Ofqual by directly calling 0300 303 3344 or they can email
Ofqual complaints team on complaints@ofqual.gov.uk. Candidates can make a complaint to
Qualification Wales by visiting their website www.qualificationswales.org and completing a
complaints form, which they need to return to corporategovernance@qualificationswales.org.

If you have any queries about the contents of this policy, please contact the Head of Centre directly on 0203
0112620 or email info@kortastraining.com
Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021
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Statement of Assessment
We aim to provide a variety of qualifications which provide all Learners with the opportunity to achieve their full
potential by the most appropriate and direct route.
Our Assessment Policy is based on the concepts of equality, diversity, clarity, consistency and openness.
We will endeavour to ensure that the assessment processes are implemented in a way which is fair and nondiscriminatory. Access arrangements allow Learners to show what they know and can do without changing the
demands of the assessment. For example, through the use of readers and scribes.
Access arrangements are agreed before an assessment. They allow Learner with special educational needs,
disabilities or temporary injuries to access the assessment. Access
Learners are made aware of the existence of this policy and have open access to it.
What Learners can expect from us:
We aim to ensure that all assessment of work is carried out fairly and in keeping with the Awarding
Organisations requirements.
All Learners assessment work will be assessed fairly against the qualification standards
Internal assessments will be carried out fairly and according to Awarding Organisations instructions.
Awarding Organisation. Learners can also expect:




To be fully inducted onto a course/qualification and given information that can be shared with
employers
Learning outcomes, performance criteria and other significant elements of learning and assessment to
be made clear at the outset of the course
to be given appropriate assessment opportunities during the course with feedback provided on the
quality of the work.

Where equivalents and exemptions can be applied, we will ensure this is pursued with the relevant Awarding
Organisation, and where applicable RPL/APL to be applied.
Assessors must consider the follow points when determining suitable access arrangements:
 What arrangements are suitable for the qualification?
 The Learners normal way of working (eg support normally given in the workplace),
 The details of how specific access arrangements would work in an assessment,
 Whether evidence or an application to the Awarding Organisation is required,
Any assistance from the Awarding Organisation that may be required to put the arrangements in place. For
specific vocational qualifications, learners must achieve the required number of unit credits in order to gain the
full qualification. They must meet all the learning outcomes and assessment criteria.
It may be possible to achieve a certificate of unit credit where the learner is not able to achieve the full
qualification. Where health and safety forms part of the qualification requirements the learner will need to
provide evidence that they can meet the learning outcomes of the qualification. Assumptions about health and
safety implications must be avoided; where there is reason to think that in particular circumstances there is a
risk for the learner then a risk assessment will be carried out.
Access arrangements must be put in place before the learner begins any assessment.
Health and Safety may be a concern for some qualifications and this must be taken into consideration when
agreeing suitable access arrangements.
Where an access arrangement has been put in place, the Internal Quality Assurer (IQA) must ensure that
records are kept for quality assurance purposes. Special Consideration Special consideration may be given
following a dated examination for learners who are present for the examination but may have been
disadvantaged, for example, by temporary illness or adverse circumstances
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If you have any queries about the contents of this policy, please contact the Head of Centre directly on 0203
0112620 or email info@kortastraining.com

Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021
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Purpose
This purpose of this policy is to ensure that all parties working for the training centre are free from conflicts of
interest that could adversely affect their judgement or objectivity to the organisation in conducting their given
business activities
*we recognise that that individuals may encounter potential conflicts of interest from time to time, but that such
situations must be carefully managed to ensure that any conflict of interest do not detrimentally impact on *
Any potential conflict of interest raised must be acknowledged, disclosed, and in relevant cases properly
managed.
Definition
A conflict of interest may generally be defined as a conflict between the official responsibilities of a tutor,
assessor, and internal quality assurer and any other interests the individual may have and as such could
compromise or appear to compromise their decisions. This could be related to the assessor, IQA and tutor
and their ability to make appropriate and fair decisions.
Conflict of Interest could be classed as but not exhaustive





Family or personal relationships with a candidate, assessor or IQA
Personal or subjective, previous opinion or working relationship with candidates or employers
Tutors or assessors working with other providers seen as competitors
Personal interests and beliefs that could conflict with professional position

It is the responsibility of each individual to recognise situations in which they have a conflict of interest, or
might reasonably be seen by others to have a conflict; to disclose this conflict and to take such further steps as
may be appropriate and set out in more detail under the procedure below.
Process











Will ensure that all staff are familiar with the conflict of interest policy.
It is the responsibility of all individuals to disclose any activity, whether there is any doubt or not that it
represents a conflict of interest.
Where there is a potential or actual conflict of interest the individual and line manager are responsible
for ensuring that the issue is documented carefully. The line manager must either resolve the issue or
escalate it to the relevant Director.
It is an individual’s responsibility to raise concerns elating to conflict of interest directly with their line
manager and the individual is entitled to receive a response to their concerns.
Any individual considering taking on additional paid work (on either an employed or self-employed
basis) or voluntary work outside the training centre must seek the Director’s written agreement
beforehand, as stipulated in their contract of employment.
If the individual concerned has any changes to their declared circumstances, they must inform their line
manager immediately in writing, so that the conflict of interest can be evaluated, and the register
updated.
The information submitted is then evaluated to identify if any further action is required and a written
record of the outcome of the evaluation is kept.

The training centre acknowledge that most situations will require no further action than the completion of the
conflict of interest form. However, in some instances the information declared on the form will require some
follow up action, in order for the conflict of interest to be managed appropriately.
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The approach agreed between the line manager and the individual, will be documented and held within the
conflict of interest forms.

Section 1
Name:

Conflict of Interest Record
Details of assessor, tutor, IQA staff, customer or learner as appropriate.

Line Manager:
Department
Date:
Section 2
Conflict of interest details
Please provide brief details as to the nature of the conflict of interest:

Section 3
Type of conflict of interest (to be completed by line manager)
Is the conflict of interest:
 Actual
 Perceived
Section 4
Comments

Proposed management of the conflict of interest

Section 5
Comments

Line managers decision (Including reason)

Name:
Date:

Signature:
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If you have any queries about the contents of this policy, please contact the Head of Centre directly on 0203
0112620 or email info@kortastraining.com
Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021
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INTRODUCTION
The Learner Support Policy acts in accordance with the core principals set by OFQUAL. These principals
include:









Ethics
Legality
Care
Equality
Safety
Timeliness
Transparency
Simplicity

To ensure that the provision of learner support is appropriate to meet the principles set out as above, KT will:
Provide relevant pre-entry information and guidance about our work-based learning programmes including:





Course overview
Attainment requirements
Delivery methods and assessments
Demands

WHAT KT WILL DO FOR LEARNERS?








Provide information on the range of support available, both internal and external, and how to access
this. The level of support will be in accordance with an individual’s needs, their programme and funding
available.
Encourage all prospective learners to discuss their learning needs and aspirations with KT staff at
every stage of the learner journey. This will assist in planning appropriate learner support.
Provide all learners with an opportunity to disclose any learning difficulties/disabilities on application
and/or at enrolment or at any point during their time with KT.
Review the individual learner’s needs that are identified at the start of their programme and provide
appropriate resources and/or strategies to respond to those needs effectively.
Monitor the learner’s progress of achievement through assessment, planning and review.
Where identified, provide a range of additional learning support to learners with special educational
needs or disabilities.
Make reasonable adjustments to ensure that the learner’s needs are met at every stage of the preentry, enrolment and on-programme process.

If you have any queries about the contents of this policy, please contact the Head of Centre directly on 0203
0112620 or email info@kortastraining.com
Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021
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Purpose
This policy and strategy has been designed to promote quality, consistency and fairness throughout the Leading
Quality Assurance, Quality Assurance, Delivery and Assessment activities. It will ensure that standards are
maintained and managed to meet the requirements of the Awarding Organisations, Core Curriculum and
National Occupational Standards. (NOS 11)
This document is for all staff involved in the management, quality assurance, delivery, support and administration
of all qualifications and provides information on the organisation, management and procedures for Internal
Quality Assurance. All qualifications will follow the same systems and procedures as detained in this policy.
Centre Manager will manage the IQA activities of the organisation all the qualifications that are delivered through
the KORTAS TRAINING Training centre and liaise regularly with all delivery and quality assurance staff.

Kortas Training will undertake to:













Operate from documented IQA procedures that are regularly reviewed in line with the organisation’s
quality control arrangements.
Deliver quality with accurate and effective assessment for all candidates.
Monitor and ensure consistency in the interpretation and application of the standards.
Review and evaluate the quality and consistency of assessments at all stages of the process.
Maintain up-to-date records of IQA and sampling activity.
Feedback the outcomes of all IQA activity.
Standardise all aspects of the delivery process at ¼ meetings
Ensure CPD is maintained for all staff
A central training matrix is produced and maintained
Carry out ongoing continuous improvement throughout the IQA programme.
Undertake Performance Management appraisals for all of the staff involved with the schemes providing
staff development as required.
Ensure that all staff adhere to the requirements of all policies and procedures of ................ Training
including Health and Safety Policy and the Appeals Procedures.

Equal Opportunities and Diversity


Kortas Training will embed equality and diversity throughout their quality assurance, delivery and
assessment activities. (See the E&D policy)

Quality Assurance
Centre Manager will audit the quality of assessment and identify problems and trends around the development
needs of the delivery team, advising where actions and training needs to be implemented to maintain the quality
of the programme.
The Quality Assurance, Delivery and Assessment will be monitored to ensure it meets the requirements of the
NOS and the Awarding Organisations



Each assessor /tutor will be sampled on basis of the risk matrix to determine ratio of sampling required,
this will be reviewed annually or as per required following IQA process
Each Assessor/tutor will be observed at a point throughout the year in line with the quality process.
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All learner’s will be part of the quality assurance process at some point during their programme, both
formatively and summatively in line with risk matrix of assessor.
The IQA Sample Plan is used to identify which units and which learners will be sampled at each sampling
session and will be adaptable to deal with change.
Selection is made from initially consulting the Training Plan to identify when unit training took place and
when assessment on these units has been completed. The first sampling takes place at the formative
stages of the programme to monitor assessment planning.
Sampling will take place throughout the learning programme. This may be desktop, onsite at Learner’s
workplace or the Learner may visit Kortas Training.
A range of quality assurance methods will be used, including, observation, learner interviewing,
assessment plan and review sampling, unit and portfolio sampling
The QA team will embed equality and diversity into their procedures and working practice.
Assessor’s and tutor decisions will be judged formatively, interim and at summative stage so that
assessment planning can be checked early for risks that may lead to inconsistencies in assessment
practice or rejection.
The quality of assessment will be maintained through QA sampling, monitoring assessment practice and
standardisation of judgments across all programmes.
The quality of all delivery will be maintained through QA sampling, monitoring, observation and
standardisation.
If a unit sampled by an QA shows the assessment is not of a consistent standard to the rest of the
assessment team, the QA will sample another unit from that portfolio and resample the same unit from
another trainee to check for consistency of assessment standards. Any problems would be highlighted
to the centre manager
The coordination of External QA visits is organised by the Centre Manager in conjunction with the QA
team liaising with our Centre Coordinator and visits will take place from each sector’s External QA at
least twice a year.

Internal Verification Policy Statement
Kortas Training is committed to robust Internal Verification of assessment judgements in order to ensure
consistency and fairness across all awards and for all candidates and to comply with the requirements
of the Qualifications and Credit Framework Requirements for Approved Centres.
Our aim is to ensure that Internal Verification will always exceed the minimum requirements of the
awarding body.
Supporting New Assessors Working Towards A1







All new assessors working towards A1 will shadow and be mentored by a fully qualified and
occupationally competent assessor until they have achieved their A1 qualification
The assessment decisions of assessors working towards their A1 qualification will have all their
assessment decisions countersigned by an occupationally competent assessor
After qualifying new assessors will have their assessment performance checked by direct
observation by a qualified Internal Verifier once each month for a minimum period of six months
After qualifying, new assessors will have their first 10 learner portfolios fully verified by the
Internal Verifier across all units and all assessment decisions prior to application for learner
certification.
The lead Internal Verifier will review the newly qualified assessor’s performance three months
after qualifying for A1 and provide support, advice and guidance for continuing improvement
which will be recorded and placed on the assessor’s file
Six months after qualifying for A1 the lead Internal Verifier will again review the newly qualified
assessor’s performance and agree an individual verification scheme based on his or her
assessment performance. This will be recorded and placed on the assessor’s file. The individual
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verification scheme will be reviewed, revised and agree at each performance review point
thereafter.

Supporting Qualified Assessors New to the Centre






All assessors new to the centre will receive a thorough induction to the centre’s Internal
Verification and Assessment Strategies and their roles and responsibilities will be explained and
agreed with them prior to them carrying any assessment activities
Assessors new to the centre will have their assessment performance checked by direct
observation by a qualified Internal Verifier once each month for a minimum period of three
months to ensure they are compliant with the centre’s Internal Verification and Assessment
Strategies
Assessors new to the centre will have their first 10 learner portfolios fully verified by the Internal
Verifier across all units and all assessment decisions prior to application for learner certification
After three months the lead Internal Verifier will review the assessor’s performance and agree
a verification scheme based on his or her assessment performance. This will be recorded and
placed on the assessor’s file. The individual verification scheme will be reviewed, revised and
agree at each performance review point thereafter

Supporting Qualified and Established Assessors






An assessor will be deemed to be ‘established’ once they have been actively carrying out
assessments within the centre for 6 months or until they have had 30 of their learner portfolios
satisfactorily Internally Verified, whichever is the later.
Established assessors will have their assessment performance checked by direct observation
by a qualified Internal Verifier in accordance with their individual verification scheme but at an
interval not exceeding 6 months
The lead Internal Verifier will review the performance of each established assessor at an interval
not exceeding 6 months and agree an individual verification scheme based on his or her
assessment performance. This will be recorded and placed on the assessor’s file. The individual
verification scheme will be reviewed, revised and agree at each performance review point
thereafter.

Individual Assessor’s Verification Scheme
Each assessor will have a verification scheme drawn up which is based on their individual requirements.
The individual assessor verification scheme will be agreed between the assessor and the lead Internal
Verifier and will be based on past performance. The individual assessor verification scheme will take
into account;






The assessor’s level of experience
Prior verification reports of observations of assessments
Ongoing training requirements
Appeals against the assessor or his/her assessment decisions
The caseload of the assessor

The individual assessor’s verification scheme will include the following;




Action points for assessment performance
Frequency of verification of assessment performance by observation
Frequency of verification of leaner portfolios
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Requirements for maintaining or improving assessment standards
Feedback to and from the assessor

Supporting Internal Verifiers



Internal Verifiers will hold peer to peer meetings to discuss assessor performance, assessment
and verification issues, changes which may affect the qualification, the centres performance or
any other issues of relevance
Internal Verifiers will agree their own verification schedule with the lead verifier which will take
into account the needs of the verification/assessment teams, ongoing training needs of each IV
and other relevant information which supports them in their job role

Internal Verification Procedures
Providing a Verification Plan
It is the internal verifier’s responsibility for developing an internal verification plan. The plan for
internal verification is essential and should cover two aspects:
1. Teaching timetable and allocation of units;
2. Details of learner registrations and units being taken and when;
Sampling Procedures and Selection
When considering the size of the sample at the start of the course, the internal verification plan
should give you a clear indication of what should be appropriate. Changes can be implemented at
any time within the timescale of the plan, but the sample should reflect an accurate picture of the
quality of assessment in the centre.
Learners work should be marked in accordance with the marking criteria. The internal verifier should
also ensure that tutor feedback to students is constructive and assists students to gauge their abilities
and progression.
Interim Sampling
This procedure entails a review of the assessment process throughout the course, including a review
of candidates work before decisions have been made on any unit and looking at course work with
one or two completed units. This will also involve checking the progress review report given to
candidates by assessors. This will enable the internal verifier to determine the quality of general
guidance on assessment and assessment planning.
The internal verification system will allow problems with assessment to be evaluated at an early stage
and identify assessor training or development needs.
A well-constructed sample should ensure that:
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The full range of assessment decisions made is covered
External verifier or assessors feedback from previous years is taken into account
The experience of the assessor/tutor is taken into account
The sample size is sufficient

Summative Sampling
This should involve a review of the decision-making process by the assessors and determine how
this was reached. An audit trail is required to ensure the assessor has checked evidence provided,
which should be:
Valid – relevant to standards;
Authentic – produced by the candidate;
Reliable – reflecting level of performance consistently demonstrated by the candidate;
Sufficient – meets standards in FULL;
It is important that internal verification is conducted as an on-going process applied throughout the
duration of the course and not end-loaded. This ensures that internal verification is benchmarked
consistently throughout the period against student performance.
Recording Outcomes
Internal verification details should be maintained within a course file for availability at external
verification. Actions should be discussed with the assessors and problems highlighted. The internal
verifier and assessor are required to sign the completed report. Verification reports should also be
discussed by the course team at meetings with records of meetings being held within the course file.
Centres are responsible for ensuring that internal verifier/assessment records are kept for five years
after certification.
Responsibilities of the Internal Verifier
The Internal Verifier will:













Ensure that a schedule is in place and operational
Check the quality of assessment instruments are fit for purpose
Advise on the interpretation of the subject area
Coordinate assessment arrangements
Assure an effective system of recording learner achievement is in place
Keep records of the verification process
Liaise with awarding organisation external verifiers
Provide advice and support to assessors on a regular basis, covering all assessors and all
units
Advise on the appropriateness of assessment evidence with regard to level, sufficiency,
authenticity, validity and consistency
Use subject specialism to sample assessments to verify assessors’ judgements
Arrange standardisation meetings
Check the quality of assessment to ensure that it is consistent, fair and reliable
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Ensure own assessment decisions are sampled by another internal verifier when teaching on
the qualification
Monitor and advise on assessment decisions by sampling
Give qualification team decisions and feedback on sampling
Ensure appropriate action is taken when necessary
Take part in the formal stages of an appeal
Advise the qualification team on any training needs
Provide feedback on aspects of the assessment system to the programme team

Role of the Assessor
The assessor is responsible for all assessed work relating to specified units within the approved
centre. The role is required to conform to the assessment process and marking arrangements within
the approved centre to ensure a consistent approach. The development of a continuous and rigorous
procedure is a key factor in the management of risk, ensuring that when certification is claimed for a
learner, it reliably reflects the achievement of awarding organisations standards.
The main aspects of an assessment role are:





Completing assessments within required timescales;
Ensuring that marking and assessment criteria are in accordance with SQA procedures;
Managing quality of course delivery;
Ensure consistency of compulsory assignment work.
The assessor is appointed by the teaching institution. Assessors should be competent
in the following areas:






Delivery of the specific course units
Have a comprehensive understanding of assessment methods and criteria;
Have suitable industrial experience relating to course provision;
Teaching qualifications and/or experience as appropriate.
Assessors may also be internal verifiers, as long as they never internally verify their own work.
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Internal Verification Flowchart

Stage 1
Pre-Assessment

Internal verifiers check:
Assessor qualifications
Assessment briefs

Make a verification plan
Stage 2
During Assessment
(See Appendix 3)

Select a sample

Verify learner work

Stage 3
Post Assessment
(See Appendix 4)

Record Outcomes

Feedback to assessor
Assessor comments
Take necessary action
Make recommendations
Feedback to learner
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Standardisation
Standardisation will be held on a minimum of bi annual basis, where all delivery staff must attend. The QA for
each route will lead their section of standardisation. This will include:











Standardisation and consistency of the portfolio proforma
Proforma portfolio is given to all candidates and assessors to ensure professionalism and consistency
of the qualification.
Any updates or changes to the qualification
Portfolio comparison
Assessment comparison and standardisation
Delivery ideas
Best practice
Forward planning
Links to NOS
Lesson planning & resources

QA Standardisation
QA Standardisation meetings will be held twice yearly for all occupational sector’s QA and will include the
following items:















Reviewing and updating the interpretation of the standards.
Industry updates on awarding organisation information.
Discussing standardisation of judgments.
Reviewing consistency of assessment, delivery and QA procedures.
Coaching and assisting new QAs, mentor’s progression.
Monitoring any marginal evidence, which could give cause for concern.
Ensuring UMT Certification is made available.
Consider RPL provision.
External updates / regional updates.
Sharing ESW and New Standard updates / new scheme approvals.
Discussing opportunities for staff development and associated external Workshops and updating CPD’s.
Identifying any assessment and delivery training needs.
Progression and Sharing Good Practice.
Monitoring and updating Equal Opportunity practice.

Lead Internal Quality Assurance
The Centre Manager, has overall responsibility for the Leading of Internal Quality Assurance.
They are responsible for ensuring the quality assurance of assessment and delivery is robust and meets all
awarding body standards and requirements
Lead IQA will


Sample all IQA documentation based on risk, to determine quality of sampling, decisions and consistency
of sample.
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Observe IQA with assessors or tutors based on risk banding, to identify consistency and training needs
of IQA’s
Sample the Risk Assessment matrix for assessors and tutors
Hold IQA development meetings
Identify best practice within IQA
Identify improvements to be made to IQA procedures

Other Internal Quality Assurance Policies
Plagiarism / Authenticity
The quality assurance process will consistently check the standard of candidates work, to ensure authenticity of
all candidates work submitted.
Candidates are asked to sign authenticity statements before the submission of any portfolios.
If any inconsistency is detected, the IQA will take appropriate action.
This could include:
 Discussion with learner
 Advice from IQA
 Advice & Guidance from head of Vocational Standards and Learning
 Advice from Awarding Organisation
Conflict of interest
Kortas Training has a formal, Conflict of Interest Policy and formal procedure to follow
Malpractice & Maladministration
Kortas Training take both malpractice & maladministration very seriously.
There is a s formal policy detailing the action to be taken in the unlikely event this is found.
If you have any queries about the contents of this policy, please contact the Head of Centre directly on 0203
0112620 or email info@kortastraining.com

Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021
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This policy is aimed at delegates and sets out the steps to follow when submitting requests for reasonable
adjustments and special considerations to Kortas Training for all our approved ProQual courses.
All delegates and employees of Kortas Training need to be fully aware of the contents of this policy.
Policy Overview
We seek to uphold human rights relating to race relations, disability discrimination and special educational
needs of our learners and to provide equal reasonable adjustments and special considerations for all learners
registered on our qualifications.
As an approved centre, we expect to have a fair access to assessment policy in operation, which reflects the
following principles and guidelines.
Assessment should be a fair test of learners’ knowledge and what they are able to do. However, for some
learners the usual format of assessment may not be suitable. We ensure that our qualifications and
assessments do not bar learners from taking our qualifications.
We recognise that reasonable adjustments or special considerations may be required at the time of
assessment where:
• Learners have a permanent disability or specific learning need.
• Learners have a temporary disability, medical condition or learning need. • Learners are indisposed at the
time of the assessment.
The provision for reasonable adjustments and special consideration arrangements is made to ensure that
learners receive recognition of their achievement so long as the equity, validity and reliability of the
assessments can be assured. Such arrangements are not concessions to make assessment easier for
learners, nor advantages to give learners a head start.
There are 2 ways in which access to fair assessment can be maintained:
1. Through reasonable adjustments.
2. Through special considerations.
A reasonable adjustment is any action that helps to reduce the effect of a disability or difficulty that places the
learner at a substantial disadvantage in the assessment situation.
Reasonable adjustments must not affect the integrity of what needs to be assessed, but may involve:
• Changing standard assessment arrangements, for example allowing learners extra time to complete the
assessment activity.
• Adapting assessment materials, such as providing materials in Braille.
Providing access facilitators during assessment, such as a sign language interpreter or a reader. • Reorganising the assessment room, such as removing visual stimuli for an autistic learner.
Reasonable adjustments are approved or set in place before the assessment activity takes place.
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The use of a reasonable adjustment will not be taken into consideration during the assessment of a learner’s
work.
Awarding organisations and centres are only required by law to do what is ‘reasonable’ in terms of giving
access.
What is reasonable will depend on the individual circumstances, cost implications and the practicality and
effectiveness of the adjustment. Other factors, such as the need to maintain competence standards and health
and safety, will also be taken into consideration.
SPECIAL CONSIDERATIONS
Special consideration can be applied after an assessment if there was a reason the learner may have been
disadvantaged during the assessment. Reasons for special consideration could include:




temporary illness
injury
adverse circumstances at the time of the assessment

Learners cannot enter a plea for special considerations for assessment solely on the grounds of disability or
learning difficulty. Learners must declare their needs prior to the assessment period and all necessary
arrangements must have been implemented by you. If learners leave such a declaration until after the
assessment, reasonable adjustment arrangements cannot be made until the next available assessment
opportunity.
Special consideration should not give the learner an unfair advantage. The learner’s result must reflect his or
her achievement in the assessment and not necessarily his or her potential ability. Special consideration may
result in a small post-assessment adjustment to the mark of the learner.
The size of the adjustment will depend on the circumstances during the assessment and will reflect the
difficulty faced by the learner, but will always be a minor adjustment as to do more may jeopardise the
standard.
Where an assessment requires a competence, criterion or standard to be met fully, or in the case of
qualifications that confer a License to Practice, it may not be possible to apply special consideration.
In some circumstances it may be more appropriate to offer the learner an opportunity to retake the assessment
at a later date or to extend the registration period so that the learner has more time to complete the
assessment activity.
REASONABLE ADJUSTMENTS





Not invalidate the assessment requirements of the qualification.
Not give the learners an unfair advantage.
Reflect the learner’s normal way of working.
Be based on the individual need of the learner.

These principles should be followed when making decisions about a learner’s need for adjustments to
assessment. We have a responsibility to ensure that the process of assessment is robust and fair and allows
the learner to show what they know and can do without compromising the assessment criteria.
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When considering whether an adjustment to assessment is appropriate, Kortas Training need to bear in mind
the following:




Learners should potentially be able to achieve the assessment requirements.
Adjustments to assessment should not compensate the learner for lack of knowledge and skills.
The learner must be able to cope with the content of the assessment and be able to work at the level
required for the assessment.

Any adjustment to assessment must not invalidate the assessment requirements of the qualification/award or
the requirements of the assessment strategy. Competence standards should not be altered. While awarding
bodies should take all reasonable steps to ensure that learners with a disability or difficulty are not placed at a
substantial disadvantage in terms of access to assessment, there is no duty to make any adjustment to a
provision, criterion or practice which is defined as a competence standard.
All learners’ performance will be assessed against set standards. These standards cannot be altered, but it
may be possible to change the delivery or process of assessment so that each learner has an equal
opportunity to demonstrate what they know and can do.
Any adjustment to assessment must not give the learner an unfair advantage nor should it disadvantage the
learner. The qualification of a learner who had an adjustment to assessment must have the same credibility as
that of any other learner. As some of our qualifications may lead to employment, achievement of such
qualifications must give a realistic indication to the potential employer of what the holder of the certificate can
do.
Any adjustment to assessment must be based on the individual need of the learner. Decisions about
adjustments to assessment should be taken after careful consideration of the assessment needs of each
individual learner, the assessment requirements of the qualification and the nature and extent of the support
given as part of normal teaching practice. Centres should not assume that the same adjustment will be
required for all assessments.
Different qualifications and different methods of assessments can make different demands on the learner.
Learners should be consulted throughout the process. Any adjustment to assessment should reflect the
learner’s normal way of working providing this does not affect what is being assessed in any way.
The learner should have experience of and practice in the use of the adjustment.
CENTRE ROLE AND RESPONSIBILITIES
Internal assessment:
Arrangements for reasonable adjustments for the internal assessment must ensure that the resulting learner’s
evidence:




Meets the performance criteria
Is assessable
Is capable of internal verification/moderation and external verification/moderation

In cases where arrangements have been made for reasonable adjustments for a learner to complete the
internal assessment component, the details must be made available to the awarding body External Verifiers
during their centre visit.
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External assessment:
For learners completing external assessments, their arrangements details will need to be recorded and
returned to the awarding body with requests for certification.
Any arrangements for the internal assessment needs to be clearly referenced in the relevant learner work (e.g.
portfolio) so the External Verifier can see this when they visit.
Learners who have a learning difficulty e.g. dyslexia:







Use of a reader
Use of a scribe
Use of audio-cassettes
Use of a speech synthesiser
Use of word-processing or transcription packages/typewriters (except where hand writing is an
assessment objective)
Use of coloured overlays

Learners who have a hearing impairment:




Use of a communicator/interpreter
Use of mechanical/electronic aids
Use of any other suitable aids (recommended by a teacher of the hearing impaired)

Learners who have a visual impairment:





Use of a reader
Use of a scribe
Use of mechanical/electronic aids (e.g. audiotape, speech synthesiser)
Use of coloured overlays

Learners who have a permanent physical impairment:





Use of a reader
Use of a scribe and/or interpreter
Use of mechanical/electronic aids
Use of an assistant in practical tasks

Learners who have a medical condition or temporary injury:




Use of a reader and/or scribe and/or interpreter
Use of mechanical/electronic aids
Use of an assistant in practical tasks

Learners whose first language is not English, Gaelic or Welsh:
• Use of a bilingual dictionary (book form only; not electronic dictionaries or translators)
Changing an assessment room:
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Minor changes to the organisation of the assessment room may benefit some learners with autistic spectrum
disorder, with visual or hearing impairment or with physical difficulties. For example:




Visually impaired learners may benefit from sitting near a window so that they have good lighting.
Hearing impaired learners may benefit from being seated near the front of the room.
Removing visual/noise stimuli, such as a ticking clock, from the room.

Learners are required to provide evidence of their learning needs or medical condition. Each request should
indicate the:



Nature of the learner’s disability/learning need
Special assessment arrangements requested

Reviewing the Request



The awarding body will review the request and inform Kortas Training of the decision within 48 hours. If
the review is going to take longer, the awarding body will contact Kortas Training to advise accordingly.
If the application for special consideration is successful, the awarding body will review the learner’s
performance in the light of available evidence. Please note that a successful application of special
consideration would not necessarily change a learner’s result.

APPEALS


If a learner wishes to appeal against a decision to decline requests for reasonable adjustments or
special consideration arrangements, please refer to Kortas Training Appeals Policy.

If you have any queries about the contents of this policy, please contact the Head of Centre directly on 0203
0112620 or email info@kortastraining.com
Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021
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RECOGNISED PRIOR LEARNING POLICY (RPL)
The RPL process is relevant where a learner has previously learnt something but has never received formal
recognition for this learning through a qualification or other form of certification.
Within the QCF an individual is able to ‘claim’ that he or she knows or can do something already and does not
need to attend a course to learn it again. If the leaner can prove this claim (through assessment of relevant
evidence) then credit can be awarded for that achievement. In short, RPL refers particularly to previously uncertificated learning, and achievements through RPL always lead to the award of credit within the QCF.
In the context of the QCF, the definition of RPL is quite specific and related to assessment leading to award of
credit. Assessment for RPL is conducted against the learning outcomes and assessment criteria of a unit and
is subject to the same quality assurance requirements as any other kind of assessment in the QCF. If a learner
can demonstrate that they can meet the standard of the unit, defined by the learning outcomes and
assessment criteria, then they can claim credit for that unit, irrespective of whether they prepared for
assessment through a formally taught course or through previous experience.
It should be noted that there is no concept of ‘partial achievement of a unit’ in the QCF. All learning outcomes
of a unit must be achieved for credit to be awarded, and the number of credits will always be defined by the
credit value of the unit. There is no facility to claim or be awarded some of the credits in a unit. Therefore,
where the RPL processes only evidences partial achievement of learning outcomes, some other form of
assessment must be employed to confirm achievement of all outcomes. If necessary, a learning programme
could be developed to cover only those outcomes which were not achieved in the RPL evidence.
ASSESSMENT OF RPL EVIDENCE
It is the role of the Assessor, supported by the IV team, to accept or reject RPL evidence using the usual audit
check.
That the evidence is:
• Valid
• Authentic
• Sufficient
• Reliable (and therefore ‘current’)
The following RPL principles should be followed to ensure the process retains vigour and quality assurance as
of any other type of assessment.






RPL is a valid method of enabling learners to claim credit for units in the QCF, irrespective of how their
learning took place. There is no difference between achievements of the learning outcomes and
assessment criteria of a unit through prior learning and through a formal study programme.
RPL policies, processes, procedures, practices and decisions should be transparent, rigorous, reliable,
fair and accessible to individuals.
RPL is a learner-centred, voluntary process. The individual must be offered advice on the nature and
range of evidence considered appropriate to support a claim through RPL.
The process of assessment for RPL is subject to the same quality assurance and monitoring
standards as any other form of assessment.
Assessment methods for RPL must be of equal rigour as any other assessment methods.
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THE RPL PROCESS
The RPL process involves learners from the moment they consider making a claim and supports them through
to the result of the assessment. Kortas Training follow a stage by stage process when offering and completing
RPL applications:
Stage 1 – General Awareness, Information Advice and Guidance
When an individual indicates an interest in registering for a QCF qualification, the possibility that they may be
able to claim credit for some of their previous learning will need to be raised with them. If the learner is
interested in this, they will need to know:





The process of claiming credit through RPL
The sources of professional support and guidance available to them
The administrative processes for RPL applications
Timelines and appeal processes

Stage 2 – Pre-assessment, gathering evidence and giving information.
During this stage the learner will carry out the process of collecting evidence against the requirements
of the unit or units for which credit is being claimed. In some cases this may entail the development of
an assessment plan or similar tool to support the learner through the process.
The evidence gathered will need to meet the standard of the unit (as expressed in the learning
outcomes and assessment criteria).
Stage 3 – Assessment/documentation of evidence
Assessment as part of RPL is a structured process for gathering and reviewing evidence and making
judgments about an individuals’ prior leaning and experience in relation to unit standards. Assessment must be
valid and reliable to ensure the integrity of the award of credit and the RPL system as a whole.
Stage 4 – Feedback
After the assessment the assessor will, where possible, need to give feedback to the learner, discuss the
results and give support and guidance on the options available to the learner.
Stage 5 – Awarding Credit
All credits achieved through RPL are recorded by the assessor/ Centre in the same way as all other credits.
Stage 6 – Appeal
If a learner wishes to appeal against a decision made about their claim for credit, they need to follow the
Kortas Training Appeals Procedures.
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If you have any queries about the contents of this policy, please contact the Head of Centre directly on 0203
0112620 or email info@kortastraining.com
Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021
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Purpose
The purpose of this policy is to protect people, particularly children, at risk adults and beneficiaries of assistance,
from any harm that may be caused due to their coming into contact with Kortas Training Ltd. This includes harm
arising from:
 The conduct of staff or personnel associated with Kortas Training ltd
 The design and implementation of Kortas Training ltd’s programmes and activities
The policy lays out the commitments made by Kortas Training ltd, and informs staff and associated personnel
of their responsibilities in relation to safeguarding.
This policy does not cover:
 Sexual harassment in the workplace – this is dealt with under Kortas Training ltd’s Anti Bullying and
Harassment Policy
 Safeguarding concerns in the wider community not perpetrated by Kortas Training ltd or associated
personnel
Kortas Training ltd believes that everyone we come into contact with, regardless of age, gender identity,
disability, sexual orientation or ethnic origin has the right to be protected from all forms of harm, abuse, neglect
and exploitation. Kortas Training ltd will not tolerate abuse and exploitation by staff or associated personnel.
This policy will address the following areas of safeguarding [as appropriate]: child safeguarding, adult
safeguarding, and protection from sexual exploitation and abuse. These key areas of safeguarding may have
different policies and procedures associated with them (see Associated Policies).
Kortas Training Ltd commits to addressing safeguarding throughout its work, through the three pillars of
prevention, reporting and response.
Kortas Training Responsibilities
Kortas Training Ltd will:
 Ensure all staff have access to, are familiar with, and know their responsibilities within this policy
 Design and undertake all its programmes and activities in a way that protects people from any risk of
harm that may arise from their coming into contact with Kortas Training ltd. This includes the way in
which information about individuals in our programmes is gathered and communicated
 Implement stringent safeguarding procedures when recruiting, managing and deploying staff and
associated personnel
 Ensure staff receive training on safeguarding at a level commensurate with their role in the organization
 Follow up on reports of safeguarding concerns promptly and according to due process
Staff Responsibilities
Child safeguarding
Kortas Training staff and associated personnel must not:
 Engage in sexual activity with anyone under the age of 18
 Sexually abuse or exploit children
 Subject a child to physical, emotional or psychological abuse, or neglect
 Engage in any commercially exploitative activities with children including child labour or trafficking
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Adult safeguarding
Kortas Training staff and associated personnel must not:
 Sexually abuse or exploit at risk adults
 Subject an at-risk adult to physical, emotional or psychological abuse, or neglect
Protection from sexual exploitation and abuse
Kortas Training staff and associated personnel must not:
 Exchange money, employment, goods or services for sexual activity. This includes any exchange of
assistance that is due to beneficiaries of assistance
 Engage in any sexual relationships with beneficiaries of assistance, since they are based on inherently
unequal power dynamics
Additionally, Kortas Training staff and associated personnel are obliged to:
 Contribute to creating and maintaining an environment that prevents safeguarding violations and
promotes the implementation of the Safeguarding Policy
 Report any concerns or suspicions regarding safeguarding violations by a Kortas Training ltd staff
member or associated personnel to the appropriate staff member
Reporting
Kortas Training ltd will ensure that safe, appropriate, accessible means of reporting safeguarding concerns are
made available to staff and the communities we work with.
Any staff reporting concerns or complaints through formal whistleblowing channels (or if they request it) will be
protected by Kortas Training Disclosure of Malpractice in the Workplace (Whistleblowing) Policy.
Kortas Training Ltd will also accept complaints from external sources such as members of the public, partners
and official bodies.
Reporting a Concern
Staff members who have a complaint or concern relating to safeguarding should report it immediately to their
Safeguarding officer. If the staff member does not feel comfortable reporting to their Safeguarding Officer (for
example if they feel that the report will not be taken seriously, or if that person is implicated in the concern) they
may report to any other appropriate staff member. For example, this could be a senior manager or Director.
Response
Kortas Training ltd will follow up safeguarding reports and concerns according to policy and procedure, and legal
and statutory obligations (see Procedures for reporting and response to safeguarding concerns in Associated
Policies).
Kortas Training Ltd will apply appropriate disciplinary measures to staff found in breach of policy.
Kortas Training Ltd will offer support to survivors of harm caused by staff or associated personnel, regardless of
whether a formal internal response is carried out (such as an internal investigation). Decisions regarding support
will be led by the survivor
Confidentiality
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It is essential that confidentiality in maintained at all stages of the process when dealing with safeguarding
concerns. Information relating to the concern and subsequent case management should be shared on a need
to know basis only, and should be kept secure at all times.

Associated policies
Disclosure of Malpractice in the Workplace (Whistleblower) policy
Other policies as appropriate
Beneficiary of Assistance
Someone who directly receives goods or services from Kortas Training ltd’s programme. Note that misuse of
power can also apply to the wider community that the KORTAS TRAINING LTD serves, and also can include
exploitation by giving the perception of being in a position of power.
Child
A person below the age of 18
Harm
Psychological, physical and any other infringement of an individual’s rights
Psychological harm
Emotional or psychological abuse, including (but not limited to) humiliating and degrading treatment such as bad
name calling, constant criticism, belittling, persistent shaming, solitary confinement and isolation
Protection from Sexual Exploitation and Abuse (PSEA)
The term used by the humanitarian and development community to refer to the prevention of sexual exploitation
and abuse of affected populations by staff or associated personnel. The term derives from the United Nations
Secretary General’s Bulletin on Special Measures for Protection from Sexual Exploitation and Abuse
(ST/SGB/2003/13)
Safeguarding
In the UK, safeguarding means protecting peoples' health, wellbeing and human rights, and enabling them to
live free from harm, abuse and neglect1
In our sector, we understand it to mean protecting people, including children and at-risk adults, from harm that
arises from coming into contact with our staff or programmes. One donor definition is as follows:
Safeguarding means taking all reasonable steps to prevent harm, particularly sexual exploitation, abuse and
harassment from occurring; to protect people, especially vulnerable adults and children, from that harm; and to
respond appropriately when harm does occur.
This definition draws from our values and principles and shapes our culture. It pays specific attention to
preventing and responding to harm from any potential, actual or attempted abuse of power, trust, or vulnerability,
especially for sexual purposes.
Safeguarding applies consistently and without exception across our programmes, partners and staff. It requires
proactively identifying, preventing and guarding against all risks of harm, exploitation and abuse and having
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mature, accountable and transparent systems for response, reporting and learning when risks materialise. Those
systems must be survivor-centered and also protect those accused until proven guilty.
Safeguarding puts beneficiaries and affected persons at the center of all we do.
Sexual abuse
The term ‘sexual abuse’ means the actual or threatened physical intrusion of a sexual nature, whether by force
or under unequal or coercive conditions.
Sexual exploitation
The term ‘sexual exploitation’ means any actual or attempted abuse of a position of vulnerability, differential
power, or trust, for sexual purposes, including, but not limited to, profiting monetarily, socially or politically from
the sexual exploitation of another. This definition incudes human trafficking and modern slavery.
Survivor
The person who has been abused or exploited. The term ‘survivor’ is often used in preference to ‘victim’ as it
implies strength, resilience and the capacity to survive, however it is the individual’s choice how they wish to
identify themselves.
At risk adult
Sometimes also referred to as vulnerable adult. A person who is or may be in need of care by reason of
mental or other disability, age or illness; and who is or may be unable to take care of him or herself, or unable
to protect him or herself against significant harm or exploitation.

If you have any queries about the contents of this policy, please contact the Head of Centre directly on 0203
0112620 or email info@kortastraining.com

Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021
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Kortas Training Identification Policy ensures that there is a system in place to check the identification and have
a verification arrangement for all candidates who request to undertake an NVQ qualification offered by Kortas
Training.
Identification
Candidates will be asked for formal Identification in the form of photo ID prior to registration. Examples of types
of ID accepted by Kortas Training include:




Passport
ID Card
Drivers licence

Photocopies of all supplied identifications must be taken and kept in the candidate portfolio at the end of
Section 1.
Verification
On induction, for all qualifications offered by Kortas Training, candidates are required to provide a portrait
photo with a white background as a verification of identification. This photo of the candidate is taken by the
inductor / assessor on the day of induction. The candidate photo is used on the registration form to verify that
the photo of the candidate taken on induction matches the photo on any provided ID.
Where relevant a check is made for an existing Unique Learner Number (ULN) to ensure qualifications are
correctly attributed to Candidates.
Change of Name
It is the responsibility of the Candidates and staff to ensure that there is consistency between their records and
their form of ID.
Kortas Training Ltd will comply with requests for changes, initially on production of formal documents
(passport; drivers licence; marriage, civil partnership, divorce, dissolution certificate) prepared by a solicitor,
Deed Poll or other documents approved by funding agencies.

If you have any queries about the contents of this policy, please contact the Head of Centre directly on 0203
0112620 or email info@kortastraining.com
Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021
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Purpose
The purpose is to establish and implement, as needed, policies and procedures for
responding to an emergency or other occurrence (for example, fire, vandalism, system
failure, and natural disaster) that damages systems that contain sensitive information.
A contingency plan is a routinely updated plan for responding to a system emergency that
includes performing backups, preparing critical facilities, and appropriately detailed migration
plans that can be used to facilitate continuity of operations in the event of an emergency and
recovering from a disaster.
Scope
This policy applies to Kortas Training in its entirety, including all workforce members.
Further, the policy applies to all systems, network, and applications that process, store or
transmit sensitive information.
Policy
Kortas Training will develop contingency plan documents to identify core activities in the
areas of Data Backup Plan, Disaster Recovery Plan and loss of staff.
Kortas Training will develop and implement a contingency plan to ensure the confidentiality,
integrity, and availability of sensitive information during and after an emergency.
The core objectives of contingency planning include the capability to:




Restore operations at an alternate site (if necessary)
Recover operations using alternate equipment (if necessary)
Perform some or all of the affected business processes using other means

The contingency plan will be developed for the entire enterprise. The contingency plan must
address IT system components such as:







Local, wide area and wireless networks including Internet access (if critical to the
operation of the business)
Server systems such as file, application, print and database
Web sites
Security systems such as firewalls, authentication servers, and intrusion detection
Desktop, laptop, PDA systems
Insurance Policy with third party in the event of such occurrances.

Step 1: Contingency Policy Objective Statement
The first step for the organization to address the requirements associated with contingency
planning is to very clearly define the contingency planning policy. The core objective of the
policy statement is to establish the organizational framework and responsibilities for
contingency planning.




Roles and responsibilities
Scope of policy with respect to systems/platforms and organizations functions
subject to contingency planning
Resource requirements
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Training requirements
Frequency of backups and storage of backup media

Step 2: Business Impact Analysis (BIA)
One of the critical steps in contingency planning is Business Impact Analysis (BIA). BIA helps
to identify and prioritize critical Information Technology (IT) systems and components. IT
systems may have numerous components, interfaces and processes. BIA enables a complete
characterization of:




System requirements
Processes
Interdependencies

As part of the BIA process, information is collected, analysed and interpreted. The information
provides the basis for defining contingency requirements and priorities.
The objective is to understand the impact of a threat on the business. The impact of the
threat may be economical, operational or both.
BIA is performed at the beginning of disaster recovery and continuity planning to specifically
identify the areas that would suffer the greatest financial or operational loss in the event of a
disaster or disruption. A key objective is to identify all critical systems that are required for
the continuity of the business. Further, a determination of the time it would take to recover
such systems in the event of a loss.
The critical steps for BIA include the need to:
1. Identify critical business functions
2. Identify disruption impacts and allowable outage times
3. Develop recovery priorities
Step 3: Preventive Controls
The BIA provides vital information regarding system availability and recovery requirements.
It may be possible to mitigate some outage impacts identified in the BIA through preventive
controls. The objective of preventive controls is to deter, detect, and/or reduce impacts to the
system. Wherever possible, preventive controls are preferable to actions to recover the
system after a disruption.
Step 4: Recovery Strategies
The objective of recovery strategies is to restore IT operations quickly and effectively
following a disruption. A critical focus is to provide access to all sensitive information.
Several factors will influence recovery strategy including cost, allowable outage time,
security and integration with larger organizational-level contingency plans.
The choice for the recovery approach would depend on the incident, type of system and its
operational requirements.
Step 5: Development of Contingency Plan
The contingency plan contains detailed roles, responsibilities, teams, and procedures
associated with restoring critical systems following a disruption. The contingency plan should
document technical capabilities designed to support contingency operations. The
contingency plan should be tailored to the organization and its requirements.
All electronic evidence is stored with password encryption and backed up on cloud format.
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All relevant staff have access in the event of loss of staff, illness and loss of electronic
documentation.
All Documentation stored in locked storage, and only access to relevant staff is affordable.
In the event of loss of staff, or failure of business, existing staff will liaise with the Awarding
Organisation, to place candidates with other centres and provide sub contracted assessment
teams.
Step 6: Testing and Training
Testing of the plan is a critical element of a viable contingency capability. Testing enables
plan deficiencies to be identified and addressed. Testing also helps evaluate the ability of
the recovery staff to implement the plan quickly and effectively. Each IT contingency plan
element should be tested to confirm the accuracy of individual recovery procedures and the
overall effectiveness of the plan. This will be completed on a twelve-month basis. The
following areas should be addressed in a contingency test:







System recovery on an alternate platform from backup media
Coordination among recovery teams
Internal and external connectivity
System performance using alternate equipment
Restoration of normal operations
Notification procedures.

Step 7: Review and Maintenance
To be effective, the plan must be maintained in a ready state that accurately reflects system
requirements, procedures, organizational structure, and policies. IT systems undergo
frequent changes because of shifting business needs, technology upgrades, or new internal
or external policies. Therefore, it is essential that the contingency plan be reviewed and
updated regularly, as part of the organization’s change management process, to ensure new
information is documented and contingency measures are revised if required. As a general
rule, the plan should be reviewed for accuracy and completeness at least annually or
whenever significant changes occur to any element of the plan. This is reviewed annually.
Responsibilities:
The Director and administration is responsible for leading compliance activities that bring
Kortas Training into compliance with regulatory requirements in areas such as:
 Data backup plan
 Disaster recovery plan
 Emergency mode operation plan
 Testing and revision
 Application and data criticality analysis
Procedure(s):
Procedures related to the Contingency Plan standard include:
 Data backup
 Disaster recovery
 Emergency mode operations

71

If you have any queries about the contents of this policy, please contact the Head of Centre
directly on 0203 0112620 or email info@kortastraining.com

Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021
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Determining the whereabouts of early leavers, as swiftly as possible, increases the chances
that they reengage.
Once learners drop out, the longer they stay outside education and training:





the more difficult it is to re-join former classmates, and the more likely it is that they
will have to join groups of students younger than them, unless alternatives are in
place;
the more likely the young person gets involved in activities other than education and
training, such as unqualified employment; and
the higher the chances that the young person loses basic routines (e.g. following a
daily schedule of activities) needed to reintegrate in a programme and succeed.

All these issues often act to demotivate young people to return to education and training.
However, in some cases, in particular when the young person is employed, a period of dropout can also help to mature and gain motivation to return to education and training.
Education and training providers have information on the students who drop out of their
programmes or leave the school or training centre before attaining a qualification. However,
they usually do not have the necessary information to verify if the young person is an early
leaver, has enrolled in a programme elsewhere, or is employed. A centralised monitoring
system can help follow up early leavers with more accuracy. This will be recorded on our
registration portal, and that of the Awarding Organisation.
The main purpose of monitoring is to identify early leavers as to be able to provide them with
timely and appropriate support. Such systems can serve additional purposes such as:




Monitor early leaving at local, regional or national level,
Assess the effectiveness of measures to tackle early leaving,
Increase knowledge on the education pathways of early leavers and the protective
and risk factors linked to early leaving.

The services or structures contacting early leavers are in charge of our Administration staff.
The information collated and discussed with the early leaver is as follows: 




Verifying if the young person is indeed an early leaver
Check if the young person is already receiving support;
Collect information on the characteristics of the young person and his or her needs to
be able to offer tailored support;
Coordinate the different services and education and training providers to offer an
adequate response to each young person.

An adequate follow-up of young people who left our programmes early requires sharing data
with other relevant services (e.g. public employment services, social services, health
services, youth services, or other awarding bodies).
Data will be held for 12 months only be used by organisations providing support to young
people, or by researchers and evaluators in charge of assessing if the support provided is
beneficial.
In the event of closure of our business, or loss of staff, all candidates will be offered support
and information on process to complete qualifications through other Approved Training
Centres registered with the applicable Awarding Organisation. The Awarding Organisation
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will be made aware of this, through direct contact from Administration and Central staff
members.
If you have any queries about the contents of this policy, please contact the Head of Centre
directly on 0203 0112620 or email info@kortastraining.com

Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021
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Kortas Training is committed to maintaining the highest level of standards and
integrity in order to ensure that the assessment decisions are robust and
reliable and support the award of a competence-based qualification

All Directors, owners, staff, clients and learners associated with the centre
have a duty to report any issues relating to;








Conduct which is an offence or a breach of law
Health and safety risks, including risks to the public
as well as other employees or learners
Damage to the environment whether intentional or not
The taking of bribes or other inducements which may affect
objectiveness
Possible fraud and corruption
Sexual or physical abuse of employees or learners
Other unethical conduct

Anyone wishing to report any issue listed above must approach the most
senior person in management at the time of reporting. If the issue involves
management then the person must approach the relevant enforcing authority
which may be the Police or awarding body.
If you have any queries about the contents of this policy, please contact the Head of
Centre directly on 0203 0112620 or email info@kortastraining.com

Signed on behalf of Kortas Training Ltd.
Cemal Kortas
Managing Director
Date: 13/01/2020
Next Review Date: 13/01/2021
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Candidate Appeals Form

If a candidate feels that an assessment decision made by their assessor is unfair, they should,
initially, verbally inform their assessor at the time of the decision setting out their reasons for
dissatisfaction and itemising the areas where they feel they have not been fairly assessed. If
the candidate is still aggrieved following the assessor’s explanation this appeals report form
should be completed and given to the assessor for submission to the Internal Verifier in a
sealed envelope marked ‘CONFIDENTIAL’.
Section 1 of this form should be completed by the candidate and given to the centres Internal
Verifier. The candidate should keep a copy of this form.

Section 1:
Name of Candidate:
Qualification Title:

Level:

Name of Assessor:
Date of Assessment:
Describe the nature of your appeal as fully as possible. Attach more sheets if you need to.

Candidate Signature:

Date:

Section 2. Assessors comments regarding the appeal (obtained by IV).

Assessors Signature:

Date:

Section 3. Internal Verifiers comments and recommendations.

IV Name:
I.V. Signature:

Date:
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Complaints Form
KORTAS TRAINING recognises that there may be times when individuals, candidates or
customers feel aggrieved and wish to complain about matters other than assessment decisions
(which are handled through the centre’s appeals procedure).
In these instances, the recognised complaints procedure is to complete this complaints report form and
submit it to the Centre Manager in a sealed envelope marked ‘CONFIDENTIAL’.
Section 1 of this form should be completed by the complainant and forwarded to the registered office at
the address shown below. The complainant should keep a copy of this form.
.
Section 1:
Name of complainant:
Company:
Date/s of Incident:
Describe the nature of your complaint as fully as possible. Attach more sheets if you need to.

complainant Signature:

Date:

Section 2. Centre Manager’s comments and recommendations.

Centre Manager Name:
Centre Manager Signature:

Date:

This form should be sent in a sealed envelope marked ‘CONFIDENTIAL’ to:
The Centre Manager
KORTAS TARINING, 2B New Road, Suite 11, Chingford, E4 8ET
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