
 

 
 

 

 

 

 

 

 

 

  

 

 
 
 
 
These policies and procedures relate to the delivery of the BCS ECDL qualification at Brompton Hall 
School. It is the responsibility of the Examinations Officer and will be updated annually or when 
required. This document is published on the School website so that it may be accessed by students. 
 
Refer also to the Brompton Hall School Examinations Policy document. 
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Quality Assurance Procedure 
 
1. Context of Policy 
Brompton Hall School is fully committed to continuously reviewing and evaluating our practices and 
procedures to ensure we provide the highest quality of education possible for all our learners. 
 
2. Aim 

 The school will ensure that its pupils receive a high standard of education that meets or 
exceeds the needs and expectations of interested parties; 

 The standard of education provided and the methods of its deployment will be consistent and 
effective throughout the school and have at their core, the values of raising the aspirations 
and achievements of its pupils; 

 The school will provide a coherent structure for monitoring, evaluating and reviewing 
standards across the school. 

 
3. Responsibilities 
All members of staff have a responsibility for ensuring pupils receive an education of the highest 
quality. However some staff have specific responsibilities for aspects of quality assurance as set out 
below: 
 
Review and Evaluation at Whole school level 
 
The Governing Body will regularly review and evaluate Brompton Hall School’s practice through: 

 Termly Full Governor’s meetings 

 Termly Governor Sub-Committee meetings 

 Regular liaison with the Headteacher and senior leadership team 
 
The Headteacher will regularly review and evaluate Brompton Hall School’s practice through: 

 The evaluation of relevant data including census points 

 Weekly Strategy meetings with the senior leadership team 

 A regular programme of line management meetings with members of the senior leadership 
team. 

 Appraisal/ Performance Management Meetings with members of the senior leadership team 
– including lesson observations. 

 Implementation of the Self Evaluation and Improvement Plan 

 Ensure the school’s Equal Opportunities Policy is followed and monitored 
 
The Senior Leadership Team will regularly review and evaluate Brompton Hall School’s practice 
through: 

 Regular line management meetings with Team leaders and joint lesson observations 

 The evaluation of relevant data including census points 

 Leading Examination Review meetings 

 Monitoring visits to all learning teams during term 1 

 Appraisal/ Performance Management Meetings with Team Leaders – including lesson 
observations 

 Implementation of relevant areas of the Self Evaluation and Improvement Plan. 

 Ensure the school’s Equal Opportunities Policy is followed and monitored 
 
 
 



 

Review and Evaluation at Individual Level 
All classroom staff will regularly review and evaluate their practice through: 

 Continual day to day reflection on the effectiveness of their practice 

 The evaluation of relevant data including census points 

 Line management meetings with their team leader 

 Performance management meetings with their team leader 

 Ensure the school’s Equal Opportunities Policy is followed and monitored 
 
Additional Quality Assurance procedures 
Additional specific procedures that are part of the above generic list might include: 

 Additional observations of colleagues at work 

 The sampling of students’ work 

 Reviews of teams or individuals by external consultants/professionals. 

 Team, thematic or Whole School Inspections carried out by OFSTED or HMI. 

 Parental Questionnaires 
 
BCS Quality Assurance – Observation of Invigilation 
In accordance with BCS requirements, observations of Invigilation to be carried out for all 
Invigilators. This is to ensure that assessment regulations are being met, and corrective action can be 
taken where there are non-compliances. 
 
As a minimum, Brompton Hall School will ensure: 
 

 All new invigilators complete BCS training 

 All new Invigilators are observed at their first live test session 

 All invigilators are observed annually 
 
To document the quality assurance of invigilation, the Exams Officer will: 
 

 Ensure the observations are completed by a Centre representative who is registered with 
BCS 

 Ensure the observer observes the whole test session 

 Ensure the Invigilator Observation Reports are completed and signed at the time of the 
observation 

 
If issues are identified with any of the observations, there is a requirement that feedback is provided 
to the Invigilator, and corrective action taken. This may include further training on areas of 
weakness. It may also be appropriate to conduct a further observation to check that improvements 
have been made. 
 

Equal opportunities Policy 
 
The staff and Governors of Brompton Hall School are committed to providing equal opportunities for 
all. This commitment is made regardless of age, gender, ethnicity, disability, religion, sexual 
orientation, family structure or economic background. 
 
Principles 

 equal opportunities are primarily concerned with human rights, self-esteem and respect for 
others; 



 

 the provision of equal opportunities depends on the attitudes and actions of all staff, whilst 
the overall legal responsibility for the development and implementation of this policy remains 
with the Headteacher and the Governing Body; 

 it is unlawful to discriminate against pupils in terms of access to any benefits, educational 
facilities and services or school admission; 

 it is similarly unlawful to discriminate against staff during recruitment, selection or promotion 
procedures; 

 all pupils are entitled to receive a broadly based and balanced curriculum which promotes 
their spiritual, moral, cultural, mental and physical development and which will prepare them 
for the opportunities and experiences of adult life; 

 the provision of equal opportunities should permeate the whole curriculum and be not so 
much a goal to be attained but a road by which to travel. 

 
Guidelines 

 particular teaching/learning styles (e.g. small group work) may encourage less confident 
pupils to take a lead; 

 Personal, Social and Health Education offers many opportunities to consider equal 
opportunity issues; 

 teaching/child care programme and display materials should be selected to avoid bias and 
promote positive attitudes towards minority groups, gender issues and special educational 
needs; 

 home/school liaison and communication with parents is a significant aspect in promoting 
equal opportunities; 

 equal access to resources and facilities should be available to every pupil; 

 it is the responsibility of every subject co-ordinator and key worker to include materials which 
promote equal opportunities; 

 staff must ensure that overt and hidden messages conveyed to pupils are positive and 
promote self-esteem.  Staff may need to communicate this to parents and other professionals 
in the school when discussing pupils, particularly in their presence; 

 written reports should avoid ‘jargon’; 

 special diets can be catered for either medical reasons, cultural reasons or personal choice; 

 the names of all pupils, their parents and staff must be accurate and correctly spelt; 

 assessment and recording procedures are in place which recognise achievement and 
experiences for all; 

 all pupils have access to an appropriate curriculum at statutory school age, including the 
National Curriculum; 

 disapplication to areas of the curriculum or its assessment is not applied lightly and complies 
with statutory requirements; 

 class organisation is carried out according to chronological age, where numbers allow; 

 the Governors follow North Yorkshire County Council guidelines when recruiting and selecting 
staff; 

 the Annual Review procedure offers regular opportunities for ensuring that all special 
educational needs are being met, including access to specialist resources and provision; 

 the Appraisal process and appropriate training ensure that staff have access to professional 
development activities in order to meet special educational needs more effectively; 

 The school purchases appropriate resources to reflect equal opportunities across the 
curriculum and for staff guidance. 

 The school aims to explore cultural traditions from a variety of sources. This work will be 
undertaken in conjunction with Religious Education. 



 

 The school makes opportunities for pupils to recognise and celebrate the success and 
achievement of others. 

 
The NYCC guidelines for equal opportunities offer more extensive advice. These are available from 
the Headteacher on request. 
 

Learner Appeals Procedure 
 
Brompton Hall School is committed to ensuring that whenever staff assess candidates’ work for 
external qualifications, it is done fairly, consistently and in accordance with the specification for the 
qualification concerned. Assessments are conducted by staff who have appropriate knowledge, 
understanding and skills, and who have been trained accordingly. The School is committed to ensuring 
that assessment evidence provided by candidates is produced and authenticated according to the 
requirements of the relevant Examination Board. Where a piece of work is divided between Staff, 
consistency should be assured by internal moderation and standardisation. 
 
If a candidate feels that this may not have happened in relation to his work, he may make use of this 
appeals procedure. Please note that appeals may only be made against the process that led to the 
assessment and not against the actual mark or grade submitted by the Centre for moderation to the 
awarding body. The existence of this procedure is made known to all candidates by reference in the 
candidate examination information issued with the initial examinations details. Copies of this 
procedure document is available from the Exams Officer. 
 

1. Appeals should be made as soon as possible, and must be made at least two weeks before 
the end of the last externally assessed paper in that examinations series. (So the appeal 
must be made before a date in mid-June for the summer series as presently timetabled.) 

2. Appeals should be made in writing to The Examinations Officer who will investigate the 
appeal. 

3. The Head of Centre, in consultation with the Examinations Officer or the relevant Subject 
Teacher will decide whether the process used for the internal assessment conformed to the 
requirements of the awarding body and the examinations code of practice of the JCQ. This 
will be done before the end of the series. (Currently the end of June for the summer series) 

4. Appellants will be informed in writing of the outcome of the appeal, including any 
correspondence with the relevant examinations board, any changes made to the assessment 
of the work, and any changes that we will make to improve such assessment in the future. 

5. The outcome of the appeal will be made known to the Head of Centre. A written record of 
the appeal will be kept and made available to the awarding body at their request. Should the 
appeal bring any significant irregularity to light, the awarding body will be informed. 

6. In the case of a BCS exam appeal, learners have the right to appeal directly to BCS within 20 
days of the assessment if they are not satisfied with the outcome of the appeal raised with 
the centre. Copies of the complete BCS appeals procedure is available from the Exams 
Officer. 

 
After work has been assessed internally it is moderated by the awarding body (Examination Board) 
to ensure consistency between centres. Such moderation can change the marks awarded for 
internally assessed work. That is outside the control of Brompton Hall School and is not covered by 
this procedure. If you have concerns about this, please ask the Examinations Officer for a copy of the 
appeals procedure of the relevant Examination Board. 
 
Reasonable Adjustments and Special Consideration 



 

Brompton Hall School is committed making any reasonable that helps to reduce the effect of a 
disability or difficulty that places the learner at a substantial disadvantage in the assessment 
situation. It is made to an assessment for a qualification to enable a disadvantaged learner to 
demonstrate his or her knowledge, skills and understanding of the levels of attainment required by 
the specification for that qualification. 
 
Any reasonable adjustments will not affect the integrity of what needs to be assessed, but may 
involve: 

 changing usual assessment arrangements, for example allowing a learner extra time to 
complete the assessment activity 

 adapting assessment materials, such as providing materials in Braille 

 providing assistance during assessment, such as a sign language interpreter or a reader 

 reorganising the assessment room, such as removing visual stimuli for an autistic learner 

 changing the assessment method, for example from a written assessment to a spoken 
assessment 

 using assistive technology, such as screen reading or voice activated software 

 providing the mechanism to have different colour backgrounds to screens for onscreen 
assessments or asking for permission for copying to different coloured paper for paper-
based assessments 

 providing and allowing different coloured transparencies with which to view assessment 
papers 

 
Reasonable adjustments are approved or set in place before the assessment activity takes place; 
they constitute an arrangement to give the learner access to the programme. The use of a 
reasonable adjustment will not be taken into consideration during the assessment of a learner’s 
work. 
 
The school is 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. 
 
These principles should be followed when making decisions about a learner’s need for adjustments 
to assessment: 

 should not invalidate the assessment requirements of the qualification 

 should not give the learners an unfair advantage 

 should reflect the learner’s normal way of working 

 should be based on the individual need of the learner 
 
 
Definition of special considerations 
Special consideration can be applied after an assessment if there was a reason the learner may have 
been disadvantaged during the assessment. For example, special consideration could apply to a 
learner who has temporarily experienced: 

 an illness or injury 

 some other event outside of their control 
 
And which has had, or is likely to have had, a material effect on that learner’s ability to take an 
assessment or demonstrate his or her level of attainment in an assessment. 
 



 

Special consideration should not give the learner an unfair advantage, nor should its use cause the 
user of the certificate to be misled regarding a learner’s achievements. The learner’s result must 
reflect his / her achievement in the assessment and not necessarily his potential ability. 
 
Special consideration, if successful, may result in a small post-assessment adjustment to the mark of 
the learner. The size of the adjustment will depend on the circumstances and reflect the difficulty 
faced by the learner. 
 
The school will take into account that where an assessment requires the learner to demonstrate 
practical competence or where criteria have 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. And also that in 
some circumstances, for example for on-demand assessments, it may be more appropriate to offer 
the learner an opportunity to take the assessment at a later date. 
 

Complaints Policy 
 
Scope 
This policy covers complaints from learners, members of the public, The Centre or any other 
associated third parties who may wish to make a complaint in relation to the qualifications and 
associated services offered by BCS. It is not to be used to cover appeals in relation to decisions made 
by BCS. These areas are covered by our Appeals Policy. Should a complaint be submitted which is in 
fact an enquiry or an appeal we will respond to inform the relevant party that the issue is being 
considered, where appropriate, in accordance with the approach outlined in our Appeals Policy. If a 
learner is unhappy about the way an examination or assessment was delivered and conducted and 
they suspect malpractice or maladministration may have occurred they should send their concern to 
the Deputy Headteacher or examinations officer in accordance with the arrangements in the 
school’s Malpractice and Maladministration Policy. 
 
Responsibility 
Brompton Hall School takes all responsible steps to ensure that staff involved in the management, 
assessment and quality assurance of BCS qualifications, and learners, are aware of the contents of 
this policy. If an individual is unhappy about a service or activity being delivered by the school the 
individual should first of all go through the school’s complaints process before bringing the matter to 
BCS. 
 
Review arrangements 
The school will review the policy and its associated procedures annually as part of self-evaluation 
arrangements and revise it as and when necessary in response to customer, learner or regulatory 
feedback (eg to align with any appeals and complaints process established by the regulators) and 
any trends that may emerge in the subject matter of complaints received. 
 
How should I complain? 
Any complaints should be first addressed by the Deputy Headteacher. The complaint will be 
investigated and any queries from the complaint will be passed through BCS before responding to a 
complaint. If, after receiving a response a learner is not satisfied, they can request to be contacted 
by a member of the Senior Leadership Team. If the complaint is not then satisfied the learner is able 
to contact BCS directly where there customer service ECDL Complaints Policy team will review the 
complaint. Learners and/or members of the public who wish to complain about a level of service 
provided by the school at which they have received training for a BCS qualification should have 
exhausted the school’s own complaints process before bringing the complaint to BCS. However, 



 

learners can make the complaint directly to BCS in exceptional circumstances where they feel there 
was a significant breach by the school. 
 
If I complain what details do I have to give? 
When you contact us, please give your full name and contact details with: 

 A full description of your complaint (including the subject matter and dates and times if 
known); 

 any names of the people you have dealt with so far; 

 copies of any supporting documentation to do with the complaint 
 
What will happen to my complaint? 
The school will acknowledge receipt of any complaint within a maximum of 2 working days, 
indicating who is investigating the complaint and the ongoing status. Any complaint will be 
investigated by the Deputy Headteacher and examinations officer. If a complaint is more complex, 
you will be kept updated on timescales which will be dependent upon the complexity of your 
complaint. We may contact you to seek further information or clarification (in some instances we 
may recommend a meeting). In the event of complex cases; timescales may exceed 10 working days. 
We commit to providing an update to customers every 5 working days throughout the investigation 
process. At the end of the investigation we shall write/email to inform you of our decision. 
 
Successful complaints 
If any part of the complaint is upheld, The Centre will respond to the complainant accordingly and 
give due consideration to how service and arrangements can be improved. For example, by 
reviewing our procedures to assess the impact on our qualification development, delivery or 
awarding arrangements and assessment process (if relevant) or arranging for staff training. In 2 
extreme circumstances, internal disciplinary procedures may be exercised where the performance or 
behaviour in question is deemed inappropriate. In situations where a complaint has been successful 
The Centre will give due consideration to the outcome and will take appropriate actions such as: 

 identify any other learner who has been affected by that failure, 

 correct, or where it cannot be corrected, mitigate as far as possible the effect of the failure, 
and 

 ensure that the failure does not recur in the future. 
 
What if I am not happy with the reply? 
If you disagree with the decision the first point of call is the Deputy Headteacher or examinations 
officer. If you are still unhappy with the decision taken by the school in reviewing the complaint you 
can, where relevant, take the matter through to BCS directly. 
 

Malpractice & Maladministration Policy 
 
Brompton Hall School will cooperate fully with any Awarding Organisation or regulatory 
investigation and supply timely, accurate and full information regarding malpractice and 
maladministration. 
 
The Deputy Headteacher, all staff involved in the assessment and quality assurance of ECDL and the 
learners are fully aware of the contents of the policy and that arrangements are 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 BCS 

 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 (e.g. within a training provider, inappropriate learner records). 
 
Process for reporting an event 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 BCS. 
 
If the Centre has conducted an initial investigation prior to formally notifying BCS, the Centre should 
ensure that staff involved in the initial investigation are competent and have no personal interest in 
the outcome of the investigation. However, it is important to note that in all instances the training 
provider must immediately notify BCS if malpractice is suspected or maladministration has occurred 
as BCS have a responsibility to the regulatory authorities to ensure that all investigations are carried 
out rigorously and effectively. 
 
In all cases of suspected malpractice and maladministration reported, BCS will protect the identity of 
the ‘informant’ in accordance with our duty of confidentiality and/or any other legal duty. 


