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[bookmark: _Toc187923364]Introduction
This document explains the requirements for end-point assessment (EPA) for the Level 3 Recruiter Apprenticeship (ST1421). 
A full-time recruiter apprentice typically spends 18 months on-programme. The apprentice must spend at least 12 months on-programme and complete the required amount of off-the-job training in line with the apprenticeship funding rules.
The EPA should be completed within an EPA period lasting typically 3 months.
The apprentice must complete their training and meet the gateway requirements before starting their EPA. The EPA will assess occupational competence.
An approved EPAO must conduct the EPA for this apprenticeship. Employers must work with the training provider to select an approved EPAO from the apprenticeship providers and assessment register (APAR).
[bookmark: _Toc187923365]

Overview
There are 2 assessment methods for the Level 3 Recruiter Apprenticeship:
· Assessment method 1 - Presentation with questions: Fail, pass, distinction.
· Assessment method 2 - Professional discussion underpinned by a portfolio of evidence: Fail, pass, distinction.
The result from each assessment method is combined to decide the overall apprenticeship grade. The following grades are available for the apprenticeship: Fail, pass, distinction. 
The assessment methods can be delivered in any order, but it is recommended that the presentation is done first, followed by the Q&A and then the professional discussion. The result of one assessment method does not need to be known before starting the next.
	On-programme – typically 18 months


	The apprentice must:
· Complete training to develop the knowledge, skills and behaviours (KSBs) outlined in this apprenticeship’s standard (see appendix 5 and 6). 
· Complete training towards English and Mathematics level 2 qualifications in line with the apprenticeship funding rules. 
· Complete 20% off the job training requirements, (i.e. if the apprentice works 30 hours a week, a minimum of 6 hours a week should be on off the job training).
· Compile a portfolio of evidence (Typically 15 pieces of evidence).


	End-point assessment gateway requirements.

	The apprentice’s employer must be content that the apprentice is occupationally competent.

The apprentice must:
· Confirm they are ready to take the EPA. 
· Have achieved English and Mathematics qualifications at level 2 in line with the apprenticeship funding rules.

For the professional discussion underpinned by a portfolio of evidence, the apprentice must submit a portfolio of evidence. It is suggested that the portfolio comprises a collection of around 15 pieces of evidence. Evidence must be mapped against the KSBs (appendix 1-mapping document). Evidence may be used to demonstrate more than one KSB.  A qualitative as opposed to quantitative approach is suggested.
Evidence sources may include:
· Workplace documentation and records. 
· Workplace policies and procedures.
· Witness statements. 
· Annotated photographs. 
· Video clips with a maximum total duration 10 minutes, the apprentice must be in view and identifiable. 

This is not a definitive list as other evidence sources can be included. The portfolio of evidence should not include reflective accounts or any methods of self-assessment. 

Any employer contributions should focus on direct observation of performance, for example, witness statements, rather than opinions. 

The evidence provided should be valid and attributable to the apprentice and the portfolio of evidence should contain a statement from employer and apprentice confirming this (appendix 3).

Gateway evidence must be submitted to the EPAO, along with any organisation specific policies and procedures requested by the 
EPAO.


	End-point assessment elements 

Period -typically 3 months

	Assessment methods
· Presentation with questions:
The apprentice will produce and deliver a presentation to an independent end point assessor (IEPA). 

The apprentice must submit their presentation slides and any supporting materials to the RECEPAO by the end of week 7 of the EPA period with the project declaration form (appendix 2).

The presentation and questions will last at least 50 minutes (20 minutes to present and 30 minutes of questions). The IEPA will ask at least 5 questions.

· Professional discussion underpinned by a portfolio of evidence:
The apprentice will have a professional discussion with an IEPA. It will last 60 minutes. They will ask at least 6 questions. The questions will be about certain aspects of the apprentice’s occupation. 

The apprentice will need to compile a portfolio of evidence before the EPA gateway which can be used to help the apprentice answer the questions.


	Apprenticeship Grading
	· Presentation with questions: Fail, pass, distinction.

· Professional Discussion underpinned by a portfolio of evidence: Fail, pass, distinction.

· Overall EPA grade: Fail, pass, distinction.


	Professional recognition


	This apprenticeship aligns with:
· The Recruitment and Employment Confederation for an Affiliate membership.
· The British Institute of Recruiters for Certified Agency Recruiter (Cert PRec) and Specialist in Talent Acquisition and Retention for In-House Recruiters (STAR).



[bookmark: _Toc187923366]Level 3 Recruiter –The Process
[bookmark: _Toc187923367]MOU (Memorandum of Understanding)
The RECAO will agree initial terms of working prior to contract and issue a standard contract regarding EPA services. 
Access to all RECAO policies and guidance documents can be found at https://www.rec.uk.com/about-the-rec/awarding-organisation/information-centres 
[bookmark: _Toc187923368]Registration
A minimum of 6 weeks before gateway, apprentices will be registered. This occurs as early as possible to ensure allocations for EPA for each apprentice and to ensure the RECAO can carry out the assessment process as quickly and effectively as possible upon readiness. 
The Apprenticeship Provider is responsible for the management of all quality assurance (QA), compliance and potential malpractice issues associated with all apprentices it registers. 
[bookmark: _Toc187923369]Gateway 
The apprentice must meet the gateway requirements above before starting their end-point assessment process (EPA). The employer and provider must confirm that the on-programme requirements have been met by the apprentice and the apprentice is ready to undertake the EPA by completing the Gateway Declaration Form (appendix 4). This form should be sent to the RECAO with the apprentice’s Maths and English certificates to epa@rec.uk.com to start the end point assessment process. The customer is responsible for ensuring the accuracy of the information being supplied at gateway.
[bookmark: _Toc187923370]Reasonable adjustments or special considerations 
These will be determined by the RECAO Centre Manager at gateway and the IEPA will be notified before the EPA planning meeting call so they can be discussed in this meeting with the apprentice, employer and/or training provider. If there are any additional learning needs (ALN) requirements or special considerations (SC), the RECAO IEPA will be notified of this and will make the necessary arrangements for the end point assessment.
[bookmark: _Toc187923371]

EPA planning meeting
The RECAO IEPA arranges the post gateway meeting with the apprentice, their manager and/or the Training Provider no later than one week after the gateway has been approved by sending the below email to the apprentice, their manager and/or the Training Provider to arrange this meeting:
	Hi ,
I am [insert IEPA full name], this is an introductory email to advise you that I have had the following apprentice assigned to me for End-point Assessment.
· [Insert apprentice full name] - Recruiter apprenticeship standard at level 3 
The planning meeting is provisionally booked for [Insert day, date, month, year]. This will take the form of a 30-minute Microsoft Teams conference call and needs to be with the apprentice, manager and/or their mentor for 30 minutes and once agreed I will send you a link to the online meeting.
Please can you confirm this with your apprentice and respond to me via email that this is agreed. (The planning meeting booking date and time can only be changed if agreed by myself so please inform me as soon as possible if there is a mitigating circumstance why this date and time cannot be agreed).
On the call we can discuss any reasonable adjustments that you may or may not have disclosed at gateway that need to be put into place in order for all components of assessment to be completed for the apprentice.
In advance of this call, please can [insert the apprentice first name] email me the market sectors they recruit in to, whether these are permanent, contract or temporary roles and the typical job roles they resource for. This will speed up the process of allocating the presentation title to the apprentice in this meeting. 
Kind regards,
[Insert IEPA first name]
[Insert IEPA full name]
Independent End Point Assessor (IEPA)
REC Awarding Organisation
EPA Mobile: 
Email:  





[bookmark: _Toc187923372]Invoicing
A charge is made for each apprentice registered at gateway with the RECAO. The RECAO will invoice for all apprentices who completed the Gateway Review in that month. 
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[bookmark: _Toc187923373]EPA Assessment
[bookmark: _Toc187923374]Assessment method 1 - Presentation and Questioning 
[bookmark: _Toc187923375]Presentation overview
The apprentice is required to create and deliver a 20-minute presentation based on a title issued by their RECAO IEPA Advisor. A short break of 10 minutes is permitted before a 30-minute Q&A session.
[bookmark: _Toc187923376]Presentation themes:
The presentation must cover the following 4 themes:

	1. Organisational strategy – K21, K22, K23, S19, S21


	2. Technology and software – K19, S15


	3. Stakeholder engagement and management- K1, K14, S3, S12, S13, B4


	4. Recruitment processes – K4, L10, L12, K13, K18, S2, S5, S6, S10, B3




The presentation topic title is set by the RECAO IEPA in the post Gateway meeting who will choose one appropriate title from the RECAO bank of topics following the discussion with the apprentice, employer and/or the Training Provider in this meeting.
[bookmark: _Toc187923377]Example presentation topics:
	· Effectively managing stakeholder relationships during a challenging recruitment campaign.

	· Utilising technology and software tools to support a recruitment campaign and meet stakeholder requirements. 

	· Effectively implementing strategies for increasing talent and client pipelines.

	· Implementing strategies that have resulted in more sustainable and greener methods of working within recruitment activities and their area of responsibility.

	· Methods and techniques for utilising networking and marketing tools to attract more candidates when sourcing vacancies.



The Apprentice has up to 6 weeks to complete their presentation once it has been assigned to the apprentice in the planning meeting by the RECAO IEPA and given any supporting materials. This must be submitted no later than by the end of week 7 from Gateway, to the RECAO IEPA. The IEPA will set the deadline date in the gateway meeting and confirm this date along with the presentation topic title in an email the same day as the gateway meeting to allow the apprentice to have the full 6 week period to produce the presentation. 



The below email will be used:
	Hi , 
Thank you for your time on the EPA planning meeting call. I have attached the relevant details for your L3 Recruiter End Point Assessment (EPA) presentation.
The presentation (including the signed Declaration of Authenticity attached) must be submitted by 5pm on [insert day, date, month, year] to [insert IEPA mail address] and epa@rec.uk.com 
The presentation topic title agreed in the planning call meeting is:
[Insert presentation title and reference number].

Please confirm receipt of this mail.
Kind regards,
Alison
[Insert IEPA first name]
[Insert IEPA full name]
Independent End Point Assessor (IEPA)
REC Awarding Organisation
EPA Mobile: 
Email:  



The apprentice will submit the presentation and declaration of authenticity form (appendix 2) to the RECAO IEPA for review (it is not assessed) prior to the live assessment day. This will enable the IEPA to select a mandatory question from each of the four KSB areas and possible probing questions in advance of the live assessment to give the apprentice every opportunity of achieving the highest grade possible. 
[bookmark: _Toc187923378]On the day of the live assessment
The Apprentice is required to deliver their 20-minute presentation which is then followed by a 10-minute break before moving onto the 30 minutes of Q&A. There is a 10-minute break between the presentation and Q&A to enable the IEPA to review what has been delivered and adjust questions if required.
TIMINGS: 
Presentation: The apprentice has up to 20 minutes (-/+10%) for the presentation. If under the 10% time, the apprentice will be asked if they would like to add anything additional before finishing.
Questioning: The apprentice has 30 minutes and is allowed up to an additional 10% time to finish an answer.


[bookmark: _Toc187923379]Questioning overview
The IEPA, will ask the apprentice at least 5 questions (one from each of the 4 themes and one closing question from the RECAO question bank) in the live assessment which can be asked in any order. 
The IEPA can add their own probe questions after each of the RECAO mandatory questions has been asked to enable the apprentice to cover all the learning outcomes and stretch the apprentice to a distinction level and ensure a natural flow.
The apprentice will be able to refer to the presentation or presentation aides during the Q&A. The presentation will be conducted using video conferencing software and recorded to satisfy the RECAO quality assurance process.
	
Examples of questions following the presentation:

Organisational strategy – K21, K22, K23, S19, S21
1. Explain how you plan and prioritise activities and allocate and manage resources within budget requirements to meet the organisation’s recruitment strategy and processes and increase talent and client pipelines. 

2. Demonstrate how you utilise ethical and sustainable recruitment strategies, processes and working practices to identify and apply sustainable and greener methods of working. 

Technology and software – K19, S15
1. Explain how you ensure compliance with organisation and legislation requirements when using technology and software tools to manage information and recruitment activities.

Stakeholder engagement and management- K1, K14, S3, S12, S13, B4
1. Explain how you have identified opportunities to improve your own performance and ensure continuous improvement through developing and manging stakeholder relationships.


Recruitment processes – K4, L10, L12, K13, K18, S2, S5, S6, S10, B3
1. What is your approach to managing the recruitment, assessment, and selection process for candidates?

2. Tell me about the networking and marketing tools you use as part of the candidate attraction process.




[bookmark: _Toc187923380]Grading
For the apprentice to pass, ALL PASS criteria must be met. For the apprentice to meet an overall distinction grade, then all the pass and all the distinction criteria must be met. 
If the apprentice fails, they can re-sit or re-take this element of the end point assessment.

[bookmark: _Toc187923381]Assessment method 2- Professional Discussion
[bookmark: _Toc187923382]Overview
The apprentice is required to create a portfolio of evidence that forms the basis for the professional discussion. The professional discussion assesses the apprentice’s understanding of their portfolio of evidence to validate competence shown. It is about self-reflection of performance, demonstrating knowledge and how appropriate skills and behaviours have been applied. The apprentice should show judgement and understanding to explain with appropriate examples.
It is suggested that the portfolio comprises a collection of around 15 pieces of evidence. After a review of the apprentice’s portfolio the RECAO IEPA will conduct a professional discussion based on pre-selected open questions from the RECAO question bank combined with questions of their own.
The RECAO must give the apprentice at least 2 weeks’ notice of the professional discussion date. This date should be arranged with the apprentice in the EPA planning meeting call with the RECAO IEPA and confirmed in an email to the apprentice, their employer and the training provider using the template below: 
	Hi [Insert first name],

Please find below confirmation of your L3 Recruiter end point assessment live assessment day.

Date:    [Insert day, date, month, year]
Time:    [Insert start time and end time, allow 3 hours]
Venue: Online – an invite will be sent to you as a calendar invite with a link to MS TEAMS to click in to join the meeting at the above date and time. 

Please ensure that:
· you are set up do this online meeting via video link in a quiet distraction free environment. 
· you have a webcam/camera and audio available on the device you use for this meeting. 
· you will be alone in the room, and you have access to your presentation, portfolio and any notes you would like to use on the day.
                               
Who will carry out the EPA: [Insert IEPA full name].

Other information:
· The end point assessment will be video, and audio recorded.
· I will need to check proof of ID so please ensure you bring a current valid passport full or current valid Driving Licence or provisional photo card driving licence with you (or other form of ID as detailed in the RECAO ID Policy document). You will hold this up to the camera so I can see it please.
· The end point assessment will last a maximum of 2.5 hours. This will comprise of a:
· 10-minute introduction, 
· 20-minute presentation, 
· 10-minute break. 
· Then a 30-minute question and answer on the presentation topic. 
· An optional 5–10-minute break, 
· then a 60-minute professional discussion based on your portfolio of evidence. 
· Then a 5-minute close.

Please refer to the Recruiter ST1421 Level 3 Standard for the criteria you will be assessed against in the end point assessment, so you come fully prepared, the standard can be accessed here https://www.instituteforapprenticeships.org/apprenticeship-standards/recruiter-v1-0?view=standard.

Kind Regards
Insert IEPA first name]
[Insert IEPA full name]
Independent End Point Assessor (IEPA)
REC Awarding Organisation
EPA Mobile: 
Email:  



[bookmark: _Toc187923383]Portfolio of evidence requirements:
The apprentice must compile a portfolio of evidence during the on-programme period of the apprenticeship. It should only contain evidence related to the KSBs that will be assessed by the professional discussion (see appendix 6). It will typically contain 15 pieces of evidence. Evidence must be mapped against the KSBs (appendix 1-mapping document). Evidence may be used to demonstrate more than one KSB.  A qualitative as opposed to quantitative approach is suggested.
Evidence sources may include:
· Workplace documentation and records. 
· Workplace policies and procedures.
· Witness statements. 
· Annotated photographs. 
· Video clips with a maximum total duration 10 minutes, the apprentice must be in view and identifiable. 
This is not a definitive list as other evidence sources can be included.
The portfolio of evidence should not include reflective accounts or any methods of self-assessment. Any employer contributions should focus on direct observation of performance, for example, witness statements, rather than opinions. The evidence provided should be valid and attributable to the apprentice and the portfolio of evidence should contain a statement from employer and apprentice confirming this (see appendix 3).
The RECAO IEPA will review the portfolio (it is not assessed) as it underpins the professional discussion to prepare questions for the professional discussion. 


The RECAO IEPA will conduct and assess the professional discussion against the following 5 themes:
	1. Organisational strategy - K7, K8, K20, S17, S20


	2. Recruitment market and models - K2, K5, S1


	3. Recruitment processes - K9, K11, S7, S8, S9, S14, B5


	4. Stakeholder engagement and management - K3, K15, K16, K17, K25, S11, S22, B1


	5. Policy, regulations, and legislation - K6, K24, S4, S16, S18, B2



The professional discussion is a formal two-way conversation between the RECAO IEPA and the apprentice and should follow a holistic approach to give the apprentice the opportunity to demonstrate the KSBs mapped to this assessment method to the highest available grade possible.
The apprentice can refer to and illustrate their answers with evidence from their portfolio of evidence and must have access to their portfolio of evidence during the professional discussion.
The RECAO IEPA will ask at least 6 questions (one from each of the 5 themes and one opening question from the RECAO question bank) in the live assessment and can be asked in any order. The IEPA can add their own probe questions after the RECAO question has been asked to enable the apprentice to cover all the learning outcomes and stretch the apprentice to a distinction level to ensure a natural flow of discussion. 
TIMING: 
Presentation: The professional discussion must last for 60 minutes. The RECAO IEPA can increase the time of the professional discussion by up to 10% to allow the apprentice to finish their response to a question if necessary. 
	Examples of Professional Discussion questions:

Organisational strategy - K7, K8, K20, S17, S20
1. Explain the impact of the organisation's resource strategy and goals on your role.
2. Explain the principles you use to assess labour market conditions and identify and maximise opportunities to support the organisation’s business strategy. 
3. Explain the external influences on the recruitment market and how you identify future changes in the sector that may impact the organisation.

Recruitment market and models - K2, K5, S1
1. Describe the different types of recruitment and how these impact on your own brand and service offering.

Recruitment processes - K9, K11, S7, S8, S9, S14, B5
1. Explain how you create and present a shortlist of candidates to stakeholders and advise candidates on the outcome of their application.



Stakeholder engagement and management - K3, K15, K16, K17, K25, S11, S22, B1
1. Outline the negotiating and influencing techniques they use to help support stakeholder requirements, including sales and marketing activities.
2. Explain the different methods and media you use with candidates and other stakeholders. 
3. Explain the importance of effective complaint handling processes. 

Policy, regulations, and legislation - K6, K24, S4, S16, S18, B2
1. Explain how you would advise stakeholders on the practical application of regulation and legislation relevant to your work within the organisation and deal with poor practice. 
2. Explain how you monitor the impact on the organisation and recruitment activities of equity, diversity, and inclusion in the workplace.



[bookmark: _Toc187923384]Grading
For the apprentice to pass, ALL PASS criteria must be met. For the apprentice to meet an overall distinction grade, then all the pass and all the distinction criteria must be met. 
If the apprentice fails, they are able to re-sit or re-take this element of the end point assessment.
[bookmark: _Toc187923385]Overall EPA grading
To achieve an overall pass, the apprentice must achieve at least a pass in all the assessment methods. 
To achieve a distinction overall, the apprentice must meet all the pass and distinction grading descriptors to achieve a distinction in all assessment methods.
Grades from individual assessment methods must be combined in the following way to determine the grade of the EPA overall.
	PRESENTATION WITH QUESTIONS
	PROFESSIONAL DISCUSSION UNDERPINNED BY A PORTFOLIO OF EVIDENCE
	OVERALL GRADING

	Fail
	Fail
	Fail

	Pass
	Fail
	Fail

	Fail
	Pass
	Fail

	Pass
	Pass
	Pass

	Pass
	Distinction
	Pass

	Distinction
	Pass
	Pass

	Distinction
	Distinction
	Distinction



[bookmark: _Toc187923386]Re-sits and re-takes
If the apprentice fails one assessment method or more, they can re-sit or re-take one or both assessments at their employer’s and/or Training provider’s discretion. The apprentice’s employer and/or Training provider needs to agree that a re-sit or re-take is appropriate. A re-sit does not need further learning, whereas a re-take does. The apprentice should have a supportive action plan to prepare for a re-sit or a re-take.
The employer and the RECAO will agree the timescale for a re-sit or re-take. A re-sit is typically taken within 2 months of the EPA outcome notification. The timescale for a re-take is dependent on how much re-training is required and is typically taken within 3 months of the EPA outcome notification. If the apprentice fails the presentation assessment method they will need to be given a new subject to present on.
Failed assessment methods must be re-sat or re-taken within a 6-month period from the EPA outcome notification, otherwise the entire EPA will need to be re-sat or re-taken in full.
Re-sits and re-takes are not offered to an apprentice wishing to move from pass to a higher grade.
The apprentice will get a maximum EPA grade of ‘pass’ if they need to re-sit or re-take one or more assessment methods, unless the RECAO determines there are exceptional circumstances.















[bookmark: _Toc187923387]Appendices 
The following appendices are included for reference only.  
The most up to date versions are available on our website, https://www.rec.uk.com/about-the-rec/awarding-organisation/information-centres.
[bookmark: _Toc187923388]Appendix 1: Portfolio evidence locator document for Level 3 Recruiter Apprenticeship ST1421 – v1.0 End Point Assessment  
Professional discussion underpinned by a portfolio of evidence mapping document 
Apprentice Details
	Apprentice name
	

	Employer

	

	Training Provider
	



The published assessment plan requires you, the apprentice to compile a portfolio of evidence during the on-programme period of the apprenticeship. It should only contain evidence related to the KSBs that will be assessed by the professional discussion. It will typically contain 15 pieces of evidence. Evidence must be mapped against the KSBs. Evidence may be used to demonstrate more than one KSB.  A qualitative as opposed to quantitative approach is suggested.
Evidence sources may include:
· Workplace documentation and records. 
· Workplace policies and procedures.
· Witness statements. 
· Annotated photographs. 
· Video clips with a maximum total duration 10 minutes, the apprentice must be in view and identifiable. 
This is not a definitive list as other evidence sources can be included. It could be a single thing or activity, or it could also be a combination of one main document that is supported by 2-3 annexes/appendices. They will all be related and when combined provide full coverage of an activity undertaken that you wish to showcase. 

The portfolio of evidence should not include reflective accounts or any methods of self-assessment. Any employer contributions should focus on direct observation of performance, for example, witness statements, rather than opinions. The evidence provided should be valid and attributable to the apprentice and the portfolio of evidence should contain a statement from employer and apprentice confirming this. 


	Evidence Reference Number
	Activity or Title of Document
	Number of annexes / appendices
	Location of evidence


	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	

	11
	
	
	

	12
	
	
	

	13
	
	
	

	14
	
	
	

	15
	
	
	


Please complete the following table and list the 15 pieces of evidence you are using within your showcase portfolio.
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Using the matrix below, map your evidence to the relevant KSBs. 
	
Stakeholder engagement and management


	KSBS reference
	Learning outcome
	Evidence reference number
	Recording time stamp, page number or paragraph number

	K17, S11 
	Methods for communicating information and interacting with candidates and other stakeholders to facilitate understanding, for example face-to-face or online meetings, emails, reports, and presentations. (K17)

Communicate information through different media, for example face-to-face or online meetings, emails, reports, and presentations. (S11)

	
	

	K3
	Stakeholder requirements, for example consultation, salary benchmarking, market trends analysis, competitor analysis, sourcing candidates and or job roles. (K3)

	
	

	K25, S22
	The complaint handling process for their organisation. (K25)
Respond to stakeholder complaints and escalate where appropriate. (S22)

	
	

	K15
	Sales and marketing activities that support stakeholder requirements. (K15)

	
	

	K16
	Negotiating and influencing techniques. (K16)

	
	

	B1
	Acts professionally, ethically and with integrity. (B1)

	
	



	
Recruitment market and models


	KSBS reference
	Learning outcome
	Evidence reference number
	Recording time stamp, page number or paragraph number

	K2
	Different types of recruitment organisation, including their own organisation’s brand and service offering. (K2)

	
	

	K5
	Recruitment models, including permanent, temporary, fixed term, managed service provider (MSP) contracts, and recruitment process outsourcing (RPO) contracts. (K5)
	
	

	S1

	Identify, progress, and convert leads into new candidates, placements, or clients. (S1)

	
	





	
Organisational strategy


	KSBS reference
	Learning outcome
	Evidence reference number
	Recording time stamp, page number or paragraph number

	K7, S17
	External influences on the recruitment market, including social, economic, legislative, political, and technology. (K7)

Identify future changes in the sector that may impact the organisation, for example technology advances. (S17)
	
	

	K8
	Principles of assessing labour market conditions, including identifying shortages for specific roles and demand for candidates with transferrable skills to move from the legacy carbon economy into green economy jobs. (K8)

	
	

	K20, S20
	The organisation's resource strategy and goals, and how this impacts their role. (K20)

Identify and maximise opportunities to support the organisation’s business strategy, for example growing client or candidate pipelines. (S20)
	
	





	
Policy, regulations and legislation


	KSBS reference
	Learning outcome
	Evidence reference number
	Recording time stamp, page number or paragraph number

	K6, K24, S4, S16, S18
	Regulations, legislation, and codes of practice that impact their role and the organisation, and the implications of non-compliance, including data protection, the Employment Agencies Act and the Equality Act. (K6)

Principles and policies of equity, diversity and inclusion in the workplace, and their impact on the organisation and recruitment activities. (K24)

Interpret and apply regulation and legislation, share best practice, and advise stakeholders on their application. (S4)

Challenge poor practice and non-compliance with the recruitment process and escalate where appropriate. (S16)

Interpret policies to support and promote the delivery of equity, diversity, and inclusion in the workplace, and monitor their impact on recruitment activities. (S18)
	
	






	
Recruitment processes


	KSBS reference
	Learning outcome
	Evidence reference number
	Recording time stamp, page number or paragraph number

	K9, K11, S7, S8
	Methods used for assessing candidates, for example planning and facilitating assessment centres, interview panels, informal telephone conversations, and how to support the candidate experience, including those requiring reasonable adjustments. (K9)

Principles and techniques of candidate assessment, including assessing transferable skills to fulfil stakeholder requirements, for example to identify candidates with skills that could transfer into new green economy jobs. (K11)

Process, review, and progress candidate applications. (S7)

Create and present diverse short lists of candidates to stakeholders. (S8)

	
	

	S9, S14
	Inform and advise candidates on the outcome of their application at the individual stages of the recruitment process, including those that have been unsuccessful. (S9)

Place candidates into roles that match their skills and stakeholder requirements. (S14)

	
	



Please return the above completed form to epa@rec.uk.com

[bookmark: _Toc187923389]Appendix 2: Presentation Declaration of Authenticity Form
		Full Name of Apprentice:
	

	Organisation Name:  
	

	Date of submission:
	




	
IMPORTANT NOTE: As part of the RECAO’s quality assurance systems, a copy of submitted presentation may be retained until the assessment grading decision has been released. By submitting the presentation, you agree to this copy being kept, and where your presentation contains confidential information relating to your employer you must ensure that they agree to this too.



Authentication by the apprentice: 
I confirm that the presentation is all my own work, and any sources used have been acknowledged and adheres to the RECAO ‘Use of AI Statement Policy’ see appendix 8.
	[bookmark: _Hlk186736939]Name in block capitals
	

	Signature
	

	Date
	



Authentication by the employer/training provider 
To the best of my knowledge, I confirm that the presentation is valid and attributable to the apprentice and adheres to the RECAO ‘Use of AI Statement Policy’.
	Name in block capitals
	

	Signature
	

	Date
	



This form must be fully completed and signed and submitted with the apprentice’s presentation and delivered to the Assessment Organisation.  

Presentations submitted without this declaration form fully completed and signed will not be accepted. 
Please return the above completed form to epa@rec.uk.com
[bookmark: _Toc187923390]Appendix 3: Portfolio Declaration of Authenticity Form
		Full Name of Apprentice:
	

	Organisation Name:  
	

	Date of submission:
	




	IMPORTANT NOTE: As part of the RECAO’s quality assurance systems, a copy of submitted portfolio may be retained until the assessment grading decision has been released. 
By submitting the portfolio, you agree to this copy being kept, and where your portfolio contains confidential information relating to your employer you must ensure that they agree to this too.



Authentication by the apprentice:
I confirm that the evidence contained in this portfolio of evidence is all my own work and any sources used have been acknowledged and adheres to the RECAO ‘Use of AI Statement Policy’ see appendix 8.
	Name in block capitals
	

	Signature
	

	Date
	



Authentication by the employer/training provider
To the best of my knowledge, I confirm that the portfolio of evidence is valid and attributable to the apprentice and adheres to the RECAO ‘Use of AI Statement Policy’.
	Name in block capitals
	

	Signature
	

	Date
	



This form must be fully completed and signed and submitted with the apprentice’s portfolio and delivered to the Assessment Organisation.  
Portfolios submitted without this declaration form fully completed and signed will not be accepted. 
Please return the above completed form to epa@rec.uk.com

[bookmark: _Toc187923391]Appendix 4: Gateway Readiness Declaration Form
	Apprentice and Employer have been advised of the importance of the End-Point Assessment
	

	If a resit is required does the apprentice still have the job open for the timeframe
	

	Apprentice has passed and has evidence of:
· Level 2 English
	

	

	· Level 2 Maths
	
	

	Apprentice has:
· Compiled a portfolio of 15 pieces of evidence
	
	

	· Completed the portfolio of evidence mapping document
	
	

	· Evidence of 20% off the job training
	
	

	Apprentice has had a minimum of 12 months on programme
	

	Apprentice has been prepped for the End-Point Assessment
	

	The apprentice is competent in the role and therefore ready to do the EPA-meet the skills, knowledge and behaviours in the standards
	

	The apprentice has been informed that their details will be stored by RECAO for purposes of EPA, and given a copy of the Privacy Policy
	

	Employer/Training provider has gained correct parental consent for this apprentice (in under 19)
	

	Apprentice gives their consent for their assessments to be recorded in a written/video/audio format
	

	Apprentice is aware and gives consent that their assessment materials (after being made anonymous) may be used to aid training and standardisation
	

	The apprentice has given their permission for RECAO to apply for ESFA for certification when they have successfully achieved the EPA of their apprenticeship. 
	

	The apprentice is able to provide suitable photographic proof of their identity (see appendix 7, Proof of ID Policy).
	

	Does the apprentice have any requirements for reasonable adjustments or special considerations? (Proof of evidence required – see RECAO ‘Reasonable adjustments policy’, see appendix 9 and ‘Special considerations Policy’, see appendix 10).
	



 Confirm contact details to arrange EPA planning meeting of below:
	Employer name:
	Signed
	Date
	Tel/email

	

	
	
	

	Apprentice name:
	Signed
	Date
	Tel/email

	

	
	
	

	Training provider:
	Signed
	Date
	Tel/email

	

	
	
	


Please return the above completed form to epa@rec.uk.com

[bookmark: _Toc187923392]Appendix 5: Recruiter Level 3 Standard ST1421 Assessment Plan 
Presentation with questions
	THEME
KSBS
	PASS
APPRENTICES MUST DEMONSTRATE ALL OF THEPASS DESCRIPTORS
	DISTINCTION
APPRENTICES MUST DEMONSTRATE ALL OF THE PASS DESCRIPTORS AND ALL OF THE DISTINCTION DESCRIPTORS

	Recruitment processes 
K4, K10, K12, K13, K18
S2, S5, S6, S10
B3
	Describes their approach to managing the recruitment, assessment, and selection process for candidates to support them throughout the recruitment lifecycle, including those who require reasonable adjustments. (K4, K18, S10)
Outlines the techniques and networking and marketing tools they use when sourcing vacancies and candidates in line with stakeholder requirements and organisational policies and procedures, and how they research, identify, and attract candidates using methods to satisfy job requirements. (K10, K13, S2, S6)
Explains how they take accountability and ownership of their tasks and workload when creating, planning, managing, and monitoring the performance of recruitment campaigns to meet stakeholder requirements. (K12, S5, B3)

	Justifies their approach to managing the recruitment, assessment, and selection process for candidates, making recommendations for how they can enhance support for candidates throughout the recruitment lifecycle. (K4, K18, S10)
Evaluates the effectiveness of candidate sourcing techniques and tools used by their organisation in attracting candidates when sourcing vacancies. (K10, K13, S2, S6) 

	Stakeholder engagement and management 
K1, K14
S3, S12, S13
B4
	Explains how they develop, manage, and maintain relationships with stakeholders, engaging them to review recruitment processes and services in order to identify opportunities to improve their own performance and ensure continuous improvement. (K1, K14, S3, S12, S13, B4)
	Evaluates the impact of continuous improvement activities on the recruitment process and services, stakeholder engagement and their own performance. (K1, K14, S3, S12, S13, B4)

	Organisational                                                                                 strategy 
K21, K22, K23
S19, S21
	Explains how they plan and prioritise activities and allocate and manage resources within budget requirements to meet the organisation’s recruitment strategy and processes and increase talent and client pipelines. (K21, K22, S21)
Demonstrates how they utilise ethical and sustainable recruitment strategies, processes and working practices to identify and apply sustainable and greener methods of working. (K23, S19)
	Evaluates the extent to which their planning and prioritising of activities and management of resources has increased talent and client pipelines. (K21, K22, S21) 

	Technology and software 
K19
S15
	Explains how they ensure compliance with organisation and legislation requirements when using technology and software tools to manage information and recruitment activities. (K19, S15)
	None







[bookmark: _Toc187923393]Appendix 6: Recruiter Level 3 Standard ST1421 Assessment Plan 
Professional Discussion underpinned by a portfolio of evidence
	THEME
KSBS
	PASS
APPRENTICES MUST DEMONSTRATE ALL OF THEPASS DESCRIPTORS
	DISTINCTION
APPRENTICES MUST DEMONSTRATE ALL OF THE PASS DESCRIPTORS AND ALL OF THE DISTINCTION DESCRIPTORS

	Stakeholder engagement and management 
K3, K15, K16, K17, K25
S11, S22
B1
	Outlines the negotiating and influencing techniques they use to help support stakeholder requirements, including sales and marketing activities. (K3, K15, K16)
Explains the different methods and media they use to facilitate understanding when communicating information and interacting with candidates and other stakeholders. (K17, S11)
Demonstrates how they follow their organisation’s complaint handling process and act professionally, ethically and with integrity when responding to, and when escalating stakeholder complaints. (K25, S22, B1)
	Evaluates the extent to which their negotiating and influencing techniques have helped to support stakeholder requirements, including sales and marketing activities. (K3, K15, K16)
Justifies the methods and media they have used to communicate and interact with stakeholders and candidates, suggesting improvements to facilitate understanding. (K17, S11)

	Recruitment market and models 
K2, K5
S1
	Describes the different types of recruitment organisations and models and how these impact on their own brand and service offering when identifying, progressing, and converting leads into new candidates, placements, or clients. (K2, K5,S1)
	None

	Organisational strategy 
K7, K8, K20
S17, S20
	Explains the impact of the organisation's resource strategy and goals on their role and the principles they use to assess labour market conditions and identify and maximise opportunities to support the organisation’s business strategy. (K8, K20, S20)
Explains the external influences on the recruitment market and how they identify future changes in the sector that may impact the organisation. (K7, S17)
	Evaluates the extent to which they have maximised opportunities to support the organisations business strategy. (K8, K20, S20) 

	Policy, regulations and legislation 
K6, K24 
S4, S16, S18
B2
	Explains their approach to challenging and escalating poor practice and non-compliance with the recruitment process, and how they advise stakeholders on the practical application of regulation and legislation relevant to their work within the organisation. (K6, S4, S16)
Explains how they interpret policies to support and promote the delivery of equity, diversity, and inclusion in the workplace, and how they monitor their impact on the organisation and recruitment activities. (K24, S18, B2) 
	Evaluates the impact on organisational culture and recruitment activities of their approach to supporting and promoting equity, diversity, and inclusion in the workplace. (K24, S18, B2) 

	Recruitment processes 
K9, K11
S7, S8, S9, S14
B5
	Proactively seeks to be flexible with work routines and responds to changing circumstances when applying methods to assess candidates and place them into roles that match their skills and stakeholder requirements. (K11, S14, B5)
Demonstrates the methods they use to process, review, and progress candidate applications to create and present a shortlist of candidates to stakeholders, and how they inform and advise candidates on the outcome of their application. (K9, S7, S8, S9)
	Justifies the selection of techniques they use to assess candidates in terms of successfully placing them into roles that match their skills and stakeholder requirements. (K11, S14)
Justifies the methods they have used to process, review, and progress candidate applications when shortlisting for stakeholders. (K9, S7, S8, S9) 


	Recruitment processes 
K9, K11
S7, S8, S9, S14
B5
	Proactively seeks to be flexible with work routines and responds to changing circumstances when applying methods to assess candidates and place them into roles that match their skills and stakeholder requirements. (K11, S14, B5)
Demonstrates the methods they use to process, review, and progress candidate applications to create and present a shortlist of candidates to stakeholders, and how they inform and advise candidates on the outcome of their application. (K9, S7, S8, S9)
	Justifies the selection of techniques they use to assess candidates in terms of successfully placing them into roles that match their skills and stakeholder requirements. (K11, S14)
Justifies the methods they have used to process, review, and progress candidate applications when shortlisting for stakeholders. (K9, S7, S8, S9) 














[bookmark: _Toc187923394]Policy documents
The following are copies of each relevant policy and are included for reference only.  
From time to time the RECAO will update these documents and for the most current version of each document please visit https://www.rec.uk.com/about-the-rec/awarding-organisation/information-centres. 
In the event of a point of difference between the policies included in these appendices and those published on the REC website, the published documents are considered as definitive.
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Introduction

1 Candidates will not be permitted to take an examination unless they can
produce suitable identification. This policy defines the types of suitable
photographic dentification for RECAO examinations. Invigilat not
make any decision to accept any non-listed forms of ID on examination day
The ID produced on examination day must be the same as the one used

ocumentation only
illnot be accepte

British expired passport, if within 6 months of its expiry date; or
current full or provisional photo card driving licence; or

valid proof of age card with photograph with PASS logo; or

current valid EEA Member State/EU National Identity photo card; or
current valid national identity photo card for non-EEA foreign nationals;
or

current valid identity card issued by the Electoral Office for Northern
Ireland; or

biometric Residence Permit (UK); or

valid student card with photograph.

Additionally,should the name on the identification document differ from the name the
candidate has registered with, the candidate will be expected to provide proof of the
name change, such as a marriage/civil partnership certificate or deed poll.

Candidates wearing a face covering will be expected to remove the covering for the
Invigilator to verify their identity. Candidates requiring an Invigilator of a specific
gender in order to perform the check must inform the RECAO before their examination

day.
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Important Statement Regarding the use of Artificial Intelligence

‘The REC recognises and welcomes enhancements in technology which are being engaged within
the recruitment sector, and further afield, to support and enhance the work of their operations.

‘Whilst we understand the temptation to use Artificial Intelligence (Al) when studying, preparing, or
revising for an examination or assessment, the use of Al, in any area of an assessment, whether it is
project-based, a portfolio of evidence or within an examination is strctly prohibited.

At the RECAO we have a range of tools available to us to assist in the detection of plagiarised and
Al generated work and answers, and as an organisation we take a zero-tolerance approach to
individuals who attempt to submit work that isn't their own.

‘The use of Al, whether attempted or actual, to produce responses within an examination, or to
create projects, or NVQ evidence is strictly prohibited and is considered as malpractice. More
specificall, it is considered s Plagiarism, Cheating, and/or Fraud, depending on the circumstances.

‘The consequences for individuals or organisations attempting to use Al or plagiarism to fraudulently
gain a qualification could include Disqualification, which will prevent the individual from taking
another RECAQ qualification in the future, Removal of centre approval to deliver one or more of our
qualifications, and, in the case of significant centre level fraud, referral to the relevant authorities.

Where we take any action against an RECAO Centre or a member(s) of centre staff, we are required
to notify other Awarding Organisations, under section AB.7b of the General Conditions of
Recognition, of the identified issue and the action(s) we have taken.

=

Simon Crask
Head of Awarding Organi
and Responsible Officer
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RECAO Policy Document   Reasonable Adjustments   and Special Considerations   Introduction     RECAO is a Regulated Awarding and End Point Assessment Organisation offering qualifications and end  point assessments linked to the recruitment sector.     At the RECAO we  recognise   tha t  on occasion an individual m a y  have particular  require ments to allow them  to be  able to  access  our assessments and examinations ,   or w ho may have been affected by unforeseen  circumstances   on the day  that they feel  had a   negative  impact on   them during their assessment or  examination.     This document sets out  our policy  for applying for Reasonable Adjustments and   Special Considerations, the  types of adjustments  we can apply and the application  process for  requesting  S pecial  Considerations.        If you have any questions  or feedback  about this document ,   or the fees we charge ,   please emai l  centres@rec.uk.com   in the first instance.   Section 1  –   What are Reasonable Adjustments and Special Considerations ?     Reasonable Adjustments   The Equality Act 2010 requires awarding  organisations   to make reasonable adjustments where a learner  with  a   disability  would be at a substantial disadvantage in undertaking an assessment in comparison to  learners who  do  not  have a  disab ility .     A reasonable adjustment for a particular person may be unique to that individual and may not be included in  the  r easonable  a djustments table  in section 2 of this document     How reasonable the adjustment is will depend on a number of factors including the needs of the disabled  candidate/learner. An adjustment may not be considered reasonable if it involves unreasonable costs,  timeframes or affects the security or integrity of  the assessment.     There is no duty on Awarding  Organisations   to make any adjustment to the assessment objectives being  tested in an assessment.     This policy sets out the process for requesting reasonable adjustments and special considerations and  provides guidance for implementing these.      The recommendations in this guide are not exhaustive  and  the   RECAO   will  determine on a case - by - case  basis whether reasonable adjustments are necessary and what reasonable adjustments will be effective.     This policy covers the three following ways in which learners can be granted access to fair assessment:      reasonable adjustment permitted at the discretion of the centre;  
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   reasonable adjustment agreed by  RECAO ;      special consideration usually applied post assessment.     Circumstances not covered by this policy, or where further clarification is necessary, should be discussed  with  RECAO   before  any  assessment takes place.     A Reasonable  A djustment is defined  by Ofqual  as : “ an adjustment made to an assessment for a qualification  so as to enable a disabled Learner to demonstrate his or her knowledge, skills and understanding to the  levels of attainment required by the specification for that qualification ” .   ( Taken   from the Ofqual Handbook  and  General Conditions of Recognition . )     A lthough Ofqual’s definition includes specific  reference to a disabled learner, the individual requesting   a  reasonable adjustment  does not necessarily have to be disabled (as defined by the Equality Act 2010) to   be  entitled to reasonable adjustments to assessment under this Policy.        Equally not every  Learner who is   disabled will necessarily be entitled to or need an adjustment to  the  assessment. The   Learner may have developed coping mechanisms which minimise or remove the need for   reasonable adjustments.     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.   They are made to an assessment for a  qualification to enable a disabled Learner to   demonstrate his or her knowledge, skills and understanding of  the levels of attainment   required by the specification for that qualification.   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.     Reasonable Adjustment should not give the Learner an unfair advantage, neither should its use cause users  of the certificate to be misled regarding a Learner’s achievements. The Learner’s result must reflect their  achievement in the assessment and not nece ssarily their potential ability.      I ndividuals who  are unhappy about their result, or  believe that their  result is  incorrect, can   apply to  the  us   to  either  have their  examination script (paper) clerically  checked, re - marked   or to have a full report on their  performance , please refer to the  result enquiries and appeals policy, available on our website  https://www.rec.uk.com/about - the - rec/awarding - organisation/information - centres .      Special Consideration   Special consideration   is defined by Ofqual as: “A special consideration is consideration to be given to a  Learner who has temporarily experienced an illness or injury, or some other event outside of the Learner’s  control, which has had, or is reasonably likely to have material ly affected the Learner’s ability to:   (a) take an assessment, or   (b) demonstrate his or her level of attainment in an assessment.   (Taken from the Ofqual Handbook and General Conditions of Recognition . )  
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Special Considerations can only be applied for after the assessment has been completed   and e ach request  will be unique to that Learner or assessment.      Special  C onsideration should not give the Learner an unfair advantage, neither should its use cause users of  the certificate to be misled regarding a Learner’s achievements. The Learner’s result must reflect their  achievement in the assessment and not necessarily t heir potential ability.        Section 2  -   Reasonable Adjustments    The following table sets out the  types of reasona ble adjustments that can be applied , how they are applied   and whether formal notification to us is required .   This list is not  exhaustive   and covers in - person   and online examinations .       Reasonable Adjustments Table  

Adjustment  Description  (where Required)  Associated Rules  Associated  Qualifications  or  Examinations  Potential  Sanction  Application  

Adaptation/   enlarging of  Learning Materials  This can include changing  background or font colours,  creating  high - definition   materials  etc.   None  All  Qualifications   None  Can be applied  without seeking  permission  

Scribe/   Amanuensis  An independent person, who  does not know the  learner nor  has any knowledge of the  examination/subject matter,  engaged to write a learner’s  responses during the  examination.  The Scribe/   Amanuensis  must precisely write the  response given by the  learner, without any  interference, additional  prompting, leading,  paraphrasing or  rewriting/wording.   They cannot assist the  learner with their answer .     Online and computer system  dictation tools *   can be used,  but a  reader/scribe an d   separate invigilator must be  present to ensure that the   learners answers are  recorded correctly   on screen .  All  examinations  Where  unauthorised   assistance is  identified , each  related question  will  not be  marked.    Persistent  assistance may  result in  disqualification   from that  examination .    Learner/Centre  Application   to  AO  

Reader  An independent person, who  does not know the learner nor  has any knowledge of the  examination/subject matter,  engaged to read the questions,  without nuance, to the learner  during the examination.  The reader must precisely  read the question to the  learner, without any  additional assistance,  clarification, prompting,  leading, paraphrasing or  wording.   They cannot assist the  learner with their answer .   Built in screen reader   s oftware   may be used   as an  alternative .  All  examinations  Where  unauthorised  assistance is  identified, each  related question  will not be  marked.   Persistent  assistance may  result in  disqualification  from that  examination .    Learner/Centre  Application   to  AO  

Additional Time  Where  a   learner  has been  identified as  requiring additional  time   to complete their  examination , up to 15% of  additional  time   can be added   to  the  exam   length .     The additional time may be  related  to  the individual’s  particular need s , or in  recognition  of the additional The AO will review the  request and determine  whether additional time is  required .     On c e confirmed, the  increase will be added to the  online exam timing.     For in - person examinations,  the exam will be paused at  the  end time to allow other All  examinations  None  Learner/Centre  Application to  AO  
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Additional Time  Where  a   learner  has been  identified as  requiring additional  time   to complete their  examination , up to 15% of  additional  time   can be added   to  the  exam   length .     The additional time may be  related  to  the individual’s  particular need s , or in  recognition  of the additional  time required when using a  scribe or reader .  The AO will review the  request and determine  whether additional time is  required .     On c e confirmed, the  increase will be added to the  online exam timing.     For in - person examinations,  the exam will be paused at  the  end time to allow other  candidates to leave and  will  then  be continued for the  remaining duration  All  examinations  None  Learner/Centre  Application to  AO  

Separate  accommodation  Where a scribe or reader is  required , and other learners are  present , separate  accommodation should be used.  A separate invigilator must  be used for each room  examinations are being taken  in.   The room must conform to  RECAO examination room  requirements and cannot  have any materials on display  that could assist the learner .  All  examinations  None  Learner/Centre  Application to  AO  

Braille  For learners with sight  impairments, a braille version of  the examination can be  requested.   The RECAO will require at least  three months’ notice in order to  be able to source, print and  quality assure the examination  paper.     An alternative to braille is the  use of a reader or screen reader  and a scribe or online dictation  tool*.  Whilst a braille question  sheet can be  provided to the  learner, all answers must be  in written form and in  English.  All  examinations  None  Learner/Centre  Application to  AO  

Supervised rest  breaks  Where a learner’s medical needs  require   additional breaks during  the examination.     The learner remains under exam  conditions .  Any additional rest breaks  are  permitted;   however,  these must be supervised by  the invigilator   and not  exceed the requested   number of breaks .     For online examinations, rest  breaks must be taken in  full  view of the  camera and the  microphone must be  switched on throughout , the  number of rest breaks  cannot exceed the  requested  number.  All  examinations  Where  malpractice /  cheating is  identified  during  rest breaks , the  learne r may  be  disqualified   from  th e   examination .  Learner/Centre  Application to  AO  

Supervised  additional  comfort  breaks  Where a learner’s medical needs  require additional comfort/  bathroom breaks during the  examination.     The learner remains under exam  conditions .  The learner must inform the  camera/invigilator where  they are going.      For in - person examinations  the Invigilator will  accompany the learner,  check the toilets prior to the  learner entering and wait for  them outside.     Online, the invigilator will  monitor  and  make a note of  when the learner   leaves and  returns.  All  examinations  Where  malpractice/  cheating is  identified during  rest breaks, the  learner may be  disqualified   from  th e   examination .  Learner/Centre  Application to  AO  

* Where the assessment system supports the use of these tools .    
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Section  3   –   R equesting  Reasonable Adjustments  and  Special Considerations     To apply for either  a Reasonable Adjustment or Special Consideration, please  fully  complete the following  form and submit it to the RECAO   via  centres@rec.uk.com .     Applications  can  be made   by  either  the   centre   on the learners’ behalf , or the learners themselves, however,  where the learner is requesting either special consideration or a reasonable  adjustment, a   copy  of the form  must  also be sent to the  centre .     Special consideration and Reasonable Adjustment Applications   Applications for Reasonable adjustments must be submitted no later than the examination entry closing date  for that exam session.      RECAO aims to respond to all requests within 10 working days.      All relevant medical certification/employer certification must be provided where appropriate.      Medical certification must be relevant and detailed and confirm that an assessment would be affected  by the condition.     Applications for Special Considerations must be submitted no later than 7 days after the examination.      RECAO aims to respond to all requests within 10 working days.      Special Considerations are only granted when the candidate can demonstrate that there were  exceptional circumstances that affected their ability to perform to the best of their ability during the  examination.      All relevant medical certification must be provided where appropriate.      Medical certification must be relevant and detailed and confirm that an assessment would be affected  by the condition.     Appeals   If you  are   unhappy with our decision   regarding the application of Reasonable Adjustments or Special  Consideration , you   may submit an appeal.        For information about appeals, please refer to the Results Enquiries and Appeals Policy available on our  website:  https://www.rec.uk.com/about - the - rec/awarding - organisation .       Please be aware that the appeals process is subject to additional charging, refunded should the appeal be  successful.          
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Next Step s   If ,   a fter  fully  exhausting the appeals process , a ny  c andidate or  c entre   remain s unhappy with  the   outcome  and  decision relating to the application of Reasonable Adjustments or Special  Consideration ,   the y  may  contact our   Qualifications Regulator, Ofqual.     For more information about Ofqual please visit :   https://www.gov.uk/government/organisations/ofqual       Contact Details:   Ofqual   Earlsdon Park   53 - 55 Butts Road   Coventry   CV1 3BH   Email: public.enquiries@ofqual.gov.uk   Telephone: 0300 303 3344  
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Section  3   – Reasonable Adjustment  and Special  Consideration Application Form    

Type of Application  Reasonable Adjustment            Special Consideration  

Learner Name   Telephone Number   

Email Address   Candidate Number                   (if known)   

Centre Name   Centre Number    (if known)   

Examination Date   Examination   Name (s)    

If successful, would you like this Reasonable Adjustment to be applied  for all future examinations?  Yes        No  

Reason for  application  

 

Ha ve   supporting  medica l  documents  been attached?        Yes        No  Has college/employer evidence been  attached?       Yes        No  

Has learner previously received a Reasonable Adjustment  or Special  Consideration  from RECAO?  Yes        No  

Summary of Reasonable Adjustment requested  or a brief outline of the exceptional cir cumstances beyond the control of the learner.  

 

Declaration  

I declare that the information provided  above  is true and complete to the best of my knowledge.  

Signature:   Date:   
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