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Purpose
This policy ensures that controlled, supervised, invigilated and otherwise secure assessments are delivered in accordance with the current rules of the relevant awarding organisation or EPAO and that assessment material, learner identity and outcomes remain secure.
Before assessment
Use the current assessment version and instructions and verify any required registrations.
Brief learners on permitted materials, AI use, communication, timing, breaks and malpractice rules.
Confirm approved access arrangements and ensure they do not compromise the assessment requirements.
Secure confidential assessment materials and restrict access to authorised staff.
Check the room, remote-assessment controls and technology meet the relevant assessment conditions.
During and after assessment
Verify learner identity and maintain required supervision/invigilation.
Record attendance, start/finish times and any incident or deviation.
Do not provide unauthorised assistance. Suspected malpractice must be preserved and reported.
Securely upload, store or dispatch completed evidence and maintain the required chain of custody.
Retain assessment, IQA and incident records for the period required by the AO/EPAO, funding rules and MI retention schedule.
AI
Where AI is prohibited by the assessment conditions, its use is not permitted. Where AI is allowed, the learner must comply with the assessment instructions and authenticity requirements. Detection tools may inform an investigation but are not conclusive evidence on their own.
Monitoring and review
The policy owner will monitor implementation through the quality cycle, management information, audit activity, learner and employer feedback, complaints, incidents and awarding organisation or funding assurance activity. This document will be reviewed at least annually and earlier where legislation, funding rules, statutory guidance, awarding organisation requirements or organisational arrangements change.
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	2026 update
	04/09/2026
	Expanded for secure/remote assessment, identity, access arrangements, AI, incident logs and AO/EPAO-specific requirements.
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