Strategy for conducting tests associated with the Skills for Life (SfL), Vocationally Related Qualifications (VRQs) and Technical Certificates for the Waste Management Industry
Introduction

This document is complementary to all other WAMITAB guidance for centres and must be used in conjunction with those other documents.

1. This document sets out the strategy for conducting tests for the Skills for Life, Vocationally Related Qualifications and Technical Certificates for the Waste Management Industry.

2. The strategy has been developed on behalf of the Waste Management Industry Training and Advisory Board (WAMITAB) in its capacity as a QCA recognised Awarding Body.
3. The Test Strategy covers the following Qualifications:

Level 1 Literacy

Level 2 Literacy

Level 1 Numeracy

Level 2 Numeracy

All WAMITAB Vocationally Related Qualifications (VRQs).
All WAMITAB Technical Certificates

4. The Strategy describes WAMITAB’s expectations with regard to the testing of the Skills for Life, Vocationally Related Qualifications and Technical Certificates listed above.  As with all Qualifications included in the National Framework, Awarding Bodies are expected to meet nationally specified requirements for the quality control of the qualifications as laid down in the following documents: the QCA NVQ Code of Practice, the QCA Common Code of Practice (2001) and the Statutory Regulation of External Qualifications (2004).
5. The delivery of training and the assessment of performance for Vocationally Related Qualifications and Technical Certificates will take the same format as that of the NVQ delivery.  Therefore it is expected that those involved in the delivery of VRQs and Technical Certificates will comply with the published requirements and associated CPD activities for the delivery and assessment of NVQs.  This information can be obtained from WAMITAB or any WAMITAB approved Assessment Centre.

6. The criteria for approving delivery centres for the Skills for Life Qualifications, VRQs and Technical Certificates will be the same as the requirements for the approval of an NVQ assessment centre.  Details of these requirements can be obtained from WAMITAB.

The Strategy for conducting Tests
The Strategy set out below makes statements in respect of the five components of a strategy for conducting tests:

· The recommended approach to external quality control

· Requirements for the invigilation of tests
· The security of test papers
· The expertise requirements of those involved in the delivery and testing of Skills for life, vocationally related qualifications and technical certificates
· The Moderation of Assessment, Teaching and Testing associated with Skills for life, vocationally related qualifications and technical certificates
A.  External Quality Control

1. It is proposed that external quality control (moderation) of the Skills for Life, Vocationally Related Qualifications and Technical Certificates in the Waste Management Industry will be achieved through development of WAMITAB’s existing external verification systems and procedures, including a systematic approach to statistical monitoring, trend analysis and risk assessment. 

2. Accordingly, WAMITAB requires all Centres approved to deliver the WAMITAB Skills for Life qualifications, Vocationally Related Qualifications and Technical Certificates to develop effective statistical monitoring systems to provide information on the performance of assessors and the achievements of learners over time and use the results of this monitoring to inform the deployment of moderating activities such as verification and training/development events as well as to identify trends in the achievements of learners.  In addition, risk assessment approaches should be used to identify and evaluate the likely risks that assessment decisions and testing techniques may be unsound, so that prompt and effective actions can be taken to achieve reliable, valid and consistent delivery.

3. Effective use of statistical monitoring and risk assessment is dependent upon the quality and quantity of data obtained.  Verification and monitoring procedures should ensure representative sampling of assessment, testing and internal verification processes and decisions, as well as the monitoring of other key performance indicators in relation to centre performance, e.g. planning, resourcing, equal opportunities, record keeping.

4. In addition, WAMITAB recommends that each centre establishes effective systems for ensuring consistency of interpretation and assessment of the qualifications delivered through, for example, regular meetings for all assessors, trainers and verifiers involved in the process.

B. Requirements for the invigilation of tests
1. All invigilators will be authorised by WAMITAB to carry out invigilation activities.  A data base of authorised invigilators will be maintained by WAMITAB.  Only authorised Invigilators will be able to conduct tests leading to WAMITAB qualifications
2. Invigilators will have working knowledge of the tests that are being conducted, WAMITAB will require all invigilators to submit details of how they are able to demonstrate their working knowledge of the tests being conducted.
3. Invigilators will have sufficient knowledge of the test subjects to answer simple questions that the candidates might ask.  On an annual basis WAMITAB will require all invigilators to demonstrate that they have kept their knowledge up to date through appropriate CPD activities.
4. In order to resolve any technical problems with the questions in a test WAMITAB will arrange for the availability, by telephone, of subject specific expert support whenever a test is being conducted.  This support will be provided by individuals selected by WAMITAB on an as required basis.
5. All tests will be carried out within the stated timescales as set out on the test guidance sheet provided by WAMITAB.  The guidance sheet, giving specific details for conducting the test, will be forwarded to the test centre at least one week prior to the agreed test date.
6. If the test is IT based and is being conducted “on-Line” (e-test) the invigilator must ensure that candidates do not use the internet to access information that might provide them with an unfair advantage.

7. All tests must be conducted in accordance with the current version of the Guidelines for Invigilation published by WAMITAB.

C. The security of test papers and candidate access to the tests
For all tests, regardless of testing method, an application for a test form must be completed and returned to WAMITAB at least 10 days before the required test date.  Wherever possible, within the constraints of 10 days notice, WAMITAB will endeavour to provide an “on-demand” test facility for all candidates.  However, for some qualifications, it may be necessary to set test dates in advance, where this is necessary WAMITAB will inform all candidates of the test dates prior to registration.
Hard Copy Test Papers

1.  All test papers that are distributed in hard copy will be transported by courier and delivered directly to the invigilator.

2.  On receipt all hard copy test papers must be stored in a secure manner prior to the test start time.
3.  Hard copy test papers will be provided in separate envelopes with the learners name clearly printed on the outside of the envelope.

4.  The identification of each learner must be clearly established before the test paper is handed over.  It is recommended that photo ID, such as a Passport or Drivers Licence, is used for this purpose.

5.  All learners must sign for their test paper before the test commences.

6.  On completion of the test each test paper must be collected and sealed in the envelope provided, the invigilator must sign the seal of the envelope, and returned to WAMITAB, by first class mail, by the invigilator.

E-Testing

1. All candidates must sign an attendance register before commencing the test.

2. The identification of each learner must be clearly established before the candidate logs onto the test site.  It is recommended that photo ID, such as a Passport or Drivers Licence, is used for this purpose.

3. A unique login name and password will be issued to each learner before the test date; they must use this information to start the test.
4. The invigilator must also log in to authenticate each candidate; the invigilator must be approved by WAMITAB in advance of the test date.

5. The invigilator will ensure that the candidate only accesses the test site and does not gather information from the computer or other web based sources during the test.

6. On completion of the e-test the candidate must log off from the web site before leaving the room.
Test Results

Test results, and certificates for successful learners, will normally be forwarded directly to the learner, and copied to the test centre, within 3 weeks of the test date.

D. The expertise requirements of those involved in the delivery and testing of Skills for life, vocationally related qualifications and technical certificates
1. All assessors, tutors, trainers, internal verifiers, moderators and invigilators must meet the relevant nationally specified requirements for assessor qualifications and, for verifiers and moderators the verifier qualifications, as laid down in the current Codes of Practice for Awarding Bodies.

· In addition, assessors, trainers and invigilators must have sufficient relevant and recent experience and understanding to competently assess the qualifications that they wish to provide.  Accordingly, new assessors, trainers and invigilators should have held a relevant waste industry post for at least three years within the previous seven years.
2. Assessors, tutors, trainers and Invigilators must also be able to satisfy the External Verifier that they have completed an appropriate range of Continuing Professional Development (CPD) activities, including at least one training day arranged by the Awarding Body or the Approved Centre per year.

3. Internal Verifiers must meet the same occupational experience and CPD requirements as set out above for assessors and trainers.

4. Moderators (External Verifiers) must have current or recent (within three years) experiences of working in a position where they come into routine contact with operators or managers, and must be familiar with the demands and opportunities of operating on or managing a waste management facility.
5. Invigilators must also attend a WAMITAB training programme for those involved in invigilation.
6. In addition to the requirements set out above all those involved in the delivery, assessment, testing, invigilation and moderation of the Skills for Life qualifications must have completed the WAMITAB training programme for Skills for Life providers.
7. It is also recommended that all those involved in the delivery, assessment, testing, invigilation and moderation of the Skills for Life Qualifications should hold the appropriate FENTO, Level 2 -4, qualifications in Literacy and Numeracy as appropriate.

E.
The Moderation of Assessment, Teaching and Testing associated with Skills for life, vocationally related qualifications and technical certificates
Moderation will take the form of Internal Moderation and External Moderation as defined below.  All internal and external moderators must satisfy the requirements set out in section D of this document.  All moderators must comply with the requirements of the WAMITAB Guidance for Centres and the appropriate Code of Practice.
Internal Moderation

All Internal Moderation will be conducted in accordance with the WAMITAB Guidance for Centres – Internal Verification.

All Internal Moderators will comply with the WAMITAB Internal Verifier Code of Practice.

All assessment must be subjected to Internal Moderation.  The Internal Moderator will be required to authorise all judgements and test results made by centre assessors, trainers and invigilators.  The degree of inspection will be based on the risk assessment and experience of the centre’s assessors, trainers and invigilators that are making the judgements or conducting the test.
All centres will be subject to external moderation.

External Moderation

All External Verifiers will comply with the WAMITAB External Verifier Code of Practice.

External Moderation will be carried out by the WAMITAB approved External Verifiers.  Moderation will be carried out on a sampling basis that is based on the moderators risk assessment of the centre.  This method of sampling provides the necessary degree of quality assurance whilst minimising the need for moderator involvement.
External Moderators must not check the work from any centre in which they have a personal interest.
WAMITAB will scrutinise the work of External Moderators through observations carried out by the Qualifications Manager.
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