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1. Learner Recruitment
Requirements:
· Clear and transparent recruitment policies.
· Equality, Diversity & Inclusion (EDI) compliance.
· Vetting and safeguarding checks.
· Initial assessment and suitability screening.

Evidence Required:
· Recruitment and vetting policies and records.
· Equality, Diversity and Inclusion Policy.
· Assessment interviews and selection documentation.

Supporting Documents:
✔ Recruitment, Selection and Vetting Policy – covers safer recruitment, DBS checks, references, qualifications, and right to work checks.
✔ Equality, Diversity and Inclusion Policy – outlines inclusive recruitment practices and monitoring.
✔ Assessment Interview – referenced as part of onboarding and screening.
Additional Supporting Documents:
✔ 'Instructions for Partnership Coordinators – Sept 2024' – outlines the full application pipeline, including numeracy and literacy checks, personal statement review, Systems (e.g. Sharepoint, One Drive and HubSpot) tracking, and interview scheduling.
✔ 'Information Session Guidance – Sept 2024' – provides pre-enrolment information and expectations for learners.
✔ 'Assessment Interview Questions and Guidance Notes – Sept 2024' – supports structured and fair eligibility interviews.
✔ 'Secondary Assessment Task – Sept 2024' – assesses subject knowledge and lesson planning through a formal task.
2. Learner Registration
Requirements:
· Secure, timely, and accurate registration with NCFE by the Exams Officer
· Secure storage and handling of learner data.
· GDPR compliance.
Evidence Required:
· Learner registration forms and database records.
· GDPR and data protection policies.
· Access and storage protocols for learner files.

Supporting Documents:
· GDPR/Data Protection Policy – details storage, processing, security, and retention of learner records (minimum 3 years).
· ICO Registration Certificate – confirms legal registration as a data processor.
· Trainer School Agreement – shows how trainees are placed, registered, and tracked throughout the programme.
3. Learner Certification
Additional Supporting Documents:
· HubSpot CRM steps outlined in the 'Partnership Coordinators Instructions' – ensures traceable learner data from application through to onboarding.

Requirements:
· Processes in place for assessment tracking and evidence collection.
· Secure and accurate reporting to NCFE.
· Retention of achievement records and outcomes for external quality assurance.
· IQA quality assures the assessors marking and signs off the learner's completion of the customised qualification
· The Exams Officer claims the certificates via the NCFE Portal and issue certificates, liaising with the NCFE to resolve any discrepancies or issues.
Evidence Required:
· Assessment plans and learner portfolios.
· Secure assessment record storage protocols.
· Certification and achievement logs.
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