MOSAIC

LEARNING TRUST

Raising Aspirations,
Empowering Futures

BTEC
ORGANISATION
CHART

Reviewed by: Headteacher

Policy owner: BTEC Lead
Date adopted: N/A

Last reviewed: April 2026
Next review due: April 2027
Displayed: Central Policy Hub




Document History

Date reviewed:

Comments:

April 2026

Document updated with branding; document reviewed by BTEC Lead.




Organisation BTEC Roles and Responsibilities

Head of Centre Mrs L Barker
Quality Nominee Mrs K R Johnson
Exams Officer Mrs | Campbell

Health and Social Care Digital Information Technology
LIV (If necessary) Mrs | Campbell Mrs K R Johnson

Program Leader Mrs K R Johnson Mr Doran

Other Teachers/ Assessors Mrs K R Johnson
Mrs Heald
Other IV Mrs G Hill

Quality nominee

This person is the main point of contact for Edexcel information related to BTEC programme quality assurance.
The Quality Nominee will receive details about the appointment of external verifiers and will liaise with the
appropriate programme managers and internal verifiers. The QN will complete the Centre Risk Assessment
and prepare for the Centre Review and Development visit.

Lead Internal Verifier LIV
The Lead IV is responsible for:

Managing assessment and internal verification of units and qualifications

Work with your Assessors and Internal Verifiers to agree an assessment and verification plan for all
cohorts from the start of the programme

Ensuring that it is fit for purpose and meets regulatory requirements before you sign it off.

The LIV will train or standardise Assessors and Internal Verifiers to ensure that they understand national
standards. By sampling assessment and verification decisions the LIV will ensure that activity is completed in
line with your plan and that standards are applied consistently.

If a learner is unhappy with their result for an assignment, the LIV can approve a single resubmission to allow
them to meet the assessment criteria targeted, providing:

The learner submitted the work on time (or had an agreed extension)

The tutor feels that the learner will be able to provide improved evidence without further guidance
The learner confirmed the work was their own (by signing and dating the declaration) and the assessor
has authenticated the evidence.

Programme leader
The programme leader is the person designated to take overall responsibility for the effective delivery and
assessment of BTEC courses.

Responsibilities
e Liaise with the Quality Nominee to be aware of information updates and quality assurance
requirements
Liaise with Edexcel staff undertaking quality assurance, including standards verifier (SV)
Ensure that there are sufficient resources to deliver the programmes and units being
operated. This includes ensuring that staff have the necessary expertise and, where relevant,
qualifications




Review the reports arising from quality assurance and ensure that appropriate actions are
taken

Liaise effectively with the examinations officer regarding the registration and certification of
learners.

Internal verifier
The IV is responsible for quality control at the individual course level.

Responsibilities
Verifying assignment briefs prior to distribution to learners

Verifying a sample of assessment decisions

Developing the skills of assessors, especially those new to assessment
Maintaining the consistency of assessment decisions by holding standardisation meeting of assessors

Course teachers (Assessors)
A course teacher is a person who will take responsibility for the delivery BTEC programmes of study, collating
and recording assessment decisions.

Responsibilities
Provide assessment processes that are fair and meet the requirements of students and of the
qualification;
Provide students with a schedule of assessment;
Provide accurate, timely and informative assessment feedback to inform students of their individual
progress and tell them what they need to do to improve.
Record assessment decisions regularly, accurately and systematically, using agreed documentation,
Comply with the School and Awarding Body guidelines regarding work that is submitted after the
submission date and work that is re-submitted following a referral decision;
Familiarise themselves and learners with the School Assessment Appeals procedure(s);
Be aware of and keep up-to-date with Awarding Body guidance in respect of assessment,
standardisation, moderation and verification;
Ensure that the quality of assessment is assured by carrying out internal standardisation, moderation
or verification as required by the School and Awarding Body.
Record internal standardisation, moderation and verification decisions accurately and systematically
using agreed documentation,
Provide special arrangements for learners with learning difficulties and or disabilities according to the
regulations of the awarding body.

Exams officer
It is the responsibility of the Exams Officer
To meet the deadlines for registering learners with the awarding body

To ensure that awarding body data is kept up to date with timely withdrawal or transfer of learners

To claim learners' certificates as soon as appropriate

To claim unit certification when a learner has not been able to complete the full programme of study.




