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Policy Statement
Typical Systems run a training centre that offers conducive environment where various categories of learners can undertake qualification courses and assessments that are safely conducted, to the awarding bodies standard requirements, free of corruption and malpractice. The work produced at the centre will be verified internally by a competent person and verified externally by awarding bodies to ensure that it meet their respective standard.
The Centre will be run by the Centre Manager who will be responsible to ensure that the centre meets the criteria set by the awarding bodies plus the Typical Systems policies and procedures established to that respect and effectively implemented, monitored, and reviewed accordingly.
Typical Systems Academy Centre will cooperate with the awarding bodies in their yearly external quality assurance inspections to ensure that the Centre maintained relevant standard as an approved centre which is a key role of an awarding bodies responsibilities. The awarding organisation in its own part are subject to regulatory inspections and approval from the Office of Qualifications and Examinations Regulatory (Ofqual), which was created in 2009 by the Apprenticeship, Skills, Children and Learning Act and Education Act 2011.
Typical Systems Academy Senior management are committed to run the qualification NCFE Level 3 Certificate in Cyber Security Practices QN: 603/5762/9 in the centre and ensure maximum support is provided for the development or enhancement of the course in complete alignment to NCFE requirements.


[bookmark: _Hlk136339386]Policies and Procedures
Typical Systems Academy have established relevant policies, and procedure that are supported by senior management and understood by all delivery trainers, assessors, staffs and learners.
These policies include:
· Typical Systems Centre Management and Administration Policy
· Typical Systems Equality and Diversity Policy
· Typical Systems Guidance Policy
· Typical Systems Health and Safety Policy
· Typical Systems Safeguarding Policy
· Typical Systems Data Protection Policy
· Typical Systems Learner Recruitment Registration and Certification Policy
· Typical Systems Conflict of Interest Policy
· Typical Systems Malpractice & Plagiarism Policy
· Typical Systems Centre Management and Administration

Recruitment and Induction
All learners and staff shall be inducted prior to the commencement of their respective assessment, training course or employment. The Centre Coordinator or Manager will notify all responsible persons including the assessors and trainers of any reasonable arrangements via email prior to course or employment commencement. We will ensure that recruitment processes are established, and appropriate inductions are undertaken by trainers, assessors, and staff, learners prior to commencement of duty or training.
The induction will consist of:
· Formal introduction by trainer, assessor, or responsible personnel by name and a brief history and background.
· Fire alarm, firefighting equipment, evacuation, assembly point
· Smoking areas and policy
· Welfare facilities such as toilets, Kitchen, hot and cold-water drinks
·  Common health and safety briefing covering highlighted hazards in risk assessment.
· Breaks
· PPE requirements if necessary
· Reasonable adjustments
· Overview of standards to which learners are being assessed or trained to.
· Overview of the Typical Systems Academy, Centre, awarding bodies policies and where to find them.
· Test Paper, online assessment, result, marks required and relevant opportunities to give and receive any feedback.
The recruitment will consist of:
· Development of job specification tailored towards both company and awarding bodies requirements and standards.
· advertisement position.
· Review of CV and selection of specific number of candidates.
· Interviews 
· Offer consideration.
· Basic (DBS) or enhanced check BPSS or SC or both

Staff Training and Support
· We will provide support and advise to enable staff identify relevant training and development needs through ongoing continuous professional development (CPD)
· Monitor the Continuous Performance Development of our staff training records.

Responsibilities
· Typical Systems Academy will provide support to ensure all staff including trainers and assessors have full understanding of their responsibilities, authority, and accountabilities in delivery of training, assessment of all qualification courses.
· We generally share the responsibility for the successful application of our policy, while the managers and advisors who are professionally involved in learners and staff support, development, and supervision own specific responsibility based in our Equality and Diversity Policy.
· Typical Systems seek to ensure that there is non-discriminatory to all policies and procedures relating to selection and recruitment procedure for learners and staff including the monitoring and positive action processes are regularly reviewed and monitored based in our Equality and Diversity Policy.


Head of Centre
· Our head of Centre or Training Manager/Coordinator have the overall responsibility of identifying and executing our strategic initiatives to ensure Typical System Academy is delivering standard training qualification based on respective awarding organisation requirements. 

Exam Officer
· Typical Systems Academy Exam Officer or assessor is responsible for ensuring that our assessment process and activities are carried out based on Typical Systems Academy layered processes and procedures as well as awarding bodies requirements.

Finance
· Typical Systems Academy Finance Officer is responsible for all our finance activities internally and externally relating to salaries, incomes including associate payment, staff payments, learners funded qualifications, Taxes etc.

Centre Manager/Coordinator
· To be Typical Systems first point of contact between the awarding bodies and the centre
· To ensure that relevant policies and procedures are in place to support our centre quality assurance process.
· To ensure that Typical Systems policies and procedure are in line with awarding bodies regularly reviewed and updated.
· To ensure that the organisation up to date version of all documentations is utilized and communicated to relevant staff.
· To arrange and chair quarterly assurance meetings for internal assessor’s and reviewers to discuss feedback, strategy, and standards.
· To support sharing of best practice amongst assessors, trainers, and internal reviewers
· To liaise between trainers, assessors, and awarding bodies assurance staff when the external quality assurance staff planned to visit.
· To ensure that staff are communicated appropriately on the subsequent quality assurance report.
· To ensure that identified development and action points in internal and external quality assurance reports properly discussed and acted upon.
· To ensure record of internal quality assurance activities are maintained in accordance to centre policy and alignment to awarding organisation requirement
· To ensure adequate time are allocated to allow appropriate internal duties to take place at the centre.
· To support effective sharing of best practice amongst assessor’s, trainers, and internal reviewers.
· To ensure that the awarding bodies are notified of any learner who enters an appeal or requires reasonable adjustment.
· To ensure that all data passed on by assessors, trainers and internal reviewers is processed and submitted to awarding bodies in line with Typical Systems data protection policy within the stipulated time frame. 
· To ensure that the assessors, trainers, and internal reviewers are made aware of this policy and others set by Typical Systems in respect to the centre.
· To ensure completion of accident investigation, communicated and assist with the awarding bodies relevant findings of any investigation that is linked to activities of Typical Systems centre.
· Provide appropriate safe working environment for learners and employees.
· To ensure appropriate notification of any learner’s reasonable adjustment to assessor’s and trainers of any learners prior to assessment or course delivery.
· Maintain and communicate all training and assessment feedback to Typical Systems and learners Manager where necessary. 

Trainer
· To conduct learners’ induction and ensure the right paperwork are completed.
· To ensure relevant risk assessment are completed before the course take place.
· To provide support to learners throughout the delivery of course
· To make sure that any reasonable adjustment for learners is identified and discussed with their confidentiality discussed that with the Centre Manager/ coordinator where necessary. 
· To deliver courses in accordance with Typical Systems/Centre or awarding bodies standard when internal courses are delivered.
· To conduct necessary induction to learners into the Typical Systems Centre and make them fully aware of various welfare arrangements, emergency arrangements, egress access and egress.
· To ensure that that all learners are aware of Typical Systems/Centre policies and procedures.
· To provide support to learners where necessary
· To discuss with colleague’s learners training arrangements to ensure standardized method.
· To provide necessary feedback to Typical Systems Centre Manager/Coordinator and Director/Operation Manager (Company only)
· To participate and attend in standardisation meetings.
· To maintain CPD record and make it available upon request to external quality assurance and awarding bodies.
· To contribute where necessary to Typical Systems/Centre review of learning and assessment material and resources including policies and procedures.
· To participate in any appeal as specified in the Typical Systems Centre appeals procedure.
· To participate in any complaint as specified in the Typical Systems Centre complaint procedure.
· To participate or attend in any awarding bodies quality assurance staff visit.
· To act where necessary according to the centre procedure and be aware of risk od malpractice.
· To attend training and where required read updated materials.
· To notify centre manager/Coordinator of any changes in contact information and ensure that they are all kept up to date.

Assessor
· To conduct learners’ induction and ensure the right paperwork are completed.
· To ensure relevant risk assessment are completed before the course take place.
· To provide support to learners throughout the delivery of course
· To make sure that any reasonable adjustment for learners is identified and discussed with their confidentiality discussed that with the Centre Manager/ coordinator where necessary. 
· To deliver courses in accordance with Typical Systems/Centre or awarding bodies standard when internal courses are delivered.
· To conduct necessary induction to learners into the Typical Systems Centre and make them fully aware of various welfare arrangements, emergency arrangements, egress access and egress.
· To ensure that that all learners are aware of Typical Systems/Centre policies and procedures.
· To provide support to learners where necessary as well as make them aware of all assessment process and standard.
· To provide where necessary re-assessment for leaners.
· To assess learners’ evidence against the standard 
· To record all assessment decisions and ensure feedback is provided to learners on evidence submitted.
· To discuss with colleague’s learners training arrangements to ensure standardized method.
· To provide necessary feedback to Typical Systems Centre Manager/Coordinator and Director/Operation Manager (Company only)
· To participate and attend in standardisation meetings.
· To maintain CPD record and make it available upon request to external quality assurance and awarding bodies.
· To contribute where necessary to Typical Systems/Centre review of learning and assessment material and resources including policies and procedures.
· To participate in any appeal as specified in the Typical Systems Centre appeals procedure.
· To participate or attend in any awarding bodies quality assurance staff visit.
· To act where necessary according to the centre procedure and be aware of risk od malpractice.
· To attend training and where required read updated materials.
· To notify centre manager/Coordinator of any changes in contact information and ensure that they are all kept up to date.

Misleading Marketing and Advertisement
Typical Systems Academy will engage only in a clear, accurate and not misleading marketing and advertisement in compliance to our guidelines.

Work Placement
· Where applicable ensure availability of sufficient work placements to learners in accordance with our policies and procedures. All learners will have excellent quality access regarding labour market and future learning opportunities as contained in our Guidance Policy,

[bookmark: _Hlk136339413]Staff Communication 
Typical Systems have integrated recognizes the important of effective communication will enable successful delivery of our qualification courses and that is evidenced in some of our policies as stated in our Health and Safety Policy where it is noted the following:
· We recognise that employee consultation and participation in our safety system is vital and improves decision– making about health and safety matters in the workplace. Consultation is also included in the process of risk assessments and the development of our safe work practices.
· Employees shall be actively involved in the workplace safety system. Suggestions for change and improvements to policies, procedures or safe work practices are encouraged, through reporting to management. Meetings to consult and inform employees on safety issues shall be conducted through staﬀ meetings, as regularly as is necessary.
Therefore, Typical Systems is committed to ensuring effective communication between all staff and meetings will be held through staff meeting to discuss issues relating to the qualification courses.

Recruitment and Registration 
· All candidates will be registered by Typical Systems Academy delivery centre for relevant qualification using Typical Systems academy registration process or where applicable awarding organisations online registration process. The record of registration and date of registration of a candidates will be made accordingly.
· Typical Systems Academy generally, shares the responsibility for the successful application of our policy, while the managers and advisors who are professionally involved in learners and staff support, development, and supervision own specific responsibility based in our Equality and Diversity Policy
· Typical Systems will seek to ensure that there is non-discriminatory to all policies and procedures relating to selection and recruitment procedure for learners and staff including the monitoring and positive action processes are regularly reviewed and monitored based in our Equality and Diversity Policy


[bookmark: _Hlk136339428]Enrolment and Induction 
· During enrolment, People are made to understand the purpose and limitation of the Information, guidance, and advice as contained in our Guidance Policy. 
· Our services are designed to meet respective learners needs, totally integrated with equality and diversity mindset based on our Guidance Policy commitment. 
· We will deliver appropriate induction to our potential candidates and delivery staff, ensuring that they are aware of our relevant policies procedures. 
Credit Transfer 
Typical Systems Academy will seek to:
· Ensure recognition of prior learning during candidates’ enrolment and registration
· Review all document submitted by candidates relating to previous learning.
· Identify any accumulated credits. 
· Ensure proper recording of exemption. 
· Communicate and update relevant awarding bodies accordingly.
· Transfer learner’s credits based on the awarding bodies requirement. 
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Student development 
Typical Systems Academy will seek to:
· Learners will be initially assessed to ascertain the right level, in terms of qualification  and other relevant training needs that they may require based on the centre learners assessment plans and procedures.
· Create learners evidence tracking to keep track of their work.
· Identify development need of learners.
· Discuss opportunities for further assistant to learners.
· Design where possible early intervention program to meet the need of learners.
· Liaise trainer/assessor and with the learner’s confidentiality discuss with the sponsors on actions required to meet the needs of learner.

Curriculum Development Plan
Trainers and Learners Analysis
· Who are the trainers?
· Level
· Part time, full time
· Working professional
· Location 
· Motivation
· Required course?
· Elective why might they choose the course?

· Foundation Knowledge
· What do the learners need to know before starting the course?
· What do you think the learner’s attitude will be towards the course?
General Course Information
· Course title
· Course number
· Course goals
Course Objectives and Associated Assessments
Course Outline
Content Delivery
Interaction Plan
Lesson Plan

Planned Delivery Program 
· NCFE Level 3 Certificate in Cyber Security Practices 
· QN: 603/5762/9

Unit content and assessment guidance
· Unit 01 Understand cyber security principles (A/618/0866) 
· Unit 02 Threat intelligence in cyber security (F/618/0867) 
· Unit 03 Cyber security testing, vulnerabilities, and controls (J/618/0868) 
· Unit 04 Cyber security incident response (L/618/0869) 
· Unit 05 Understand legislation and ethical conduct within cyber security (J/618/0871) 
· Unit 06 Professional skills and behaviours for cyber security (L/618/0872)

All learners will be undergoing appropriate units assessment in accordance to the requirement of the awarding bodies and accurate assessment tracking including progress, and achievement.
An up-to-date record of completion date with associated assessor and learner will be maintained.


Student Record Storage and Integrity 
· Ensure up to date and accuracy of all records.
· Update records of candidates to reflect unit or qualification achievement.
· Ensure candidates are registered with relevant awarding organisation following their approval.
· Prepare necessary notification documentation to appropriate personnel on candidate achievement.
· Undertake quarterly checks on the accuracy of relevant internal records containing details of candidates, online testing, traditional investigation, remote investigation, internal quality assurers and assessors.  
· Maintain accurate records of internal Quality Assurance meeting.
· Maintain record and files held by the Assessment centre.
· Undertake necessary periodic audits to check and confirm accuracy of relevant data held by the centre.
· Ensure candidate records i.e., live and completed candidates’ assessment records including exam materials where applicable are stored in a secured manner in accordance with Typical Systems relevant policy.
· Typical Systems expects all employees, volunteers, and associates to maintain confidentiality.  Information will only be shared in line with the General Data Protection Regulations (GDPR) and Data Protection as detailed in in our Safeguarding Policy.

[bookmark: _Hlk136339451]Compliant Processes 
· We will ensure complaints are treated, responds to swiftly, treated fairly, transparently, consistently and in timely manner depending on the circumstances in accordance with Typical Systems Compliant Policies.

[bookmark: _Hlk136339461]Qualification Withdrawal Process 
· Where the need for qualification withdrawal arises, we will carry out the action based on the awarding organisation standard and regulatory requirements.
· if a situation arises where centre approval is withdrawn, we are committed to ensure appropriate protection of learner’s interest in accordance to awarding bodies requirement. 

Certification Process 
· Typical System will issue certificate of achievement to learners who completed their training and assessment based on the awarding organisation standard and regulatory requirements.





Feedback 
· Typical Systems Trainers and Assessors are responsible to collect feedbacks from leaner at the end of assessment or training and submit it to Typical Systems Centre Manager/Coordinator and Director/Operation Manager (Company only)
· Typical System shall provide via their website opportunity for the leaners to complete their feedback online about their experience.
· Learners will receive regular written and verbal feedback after completion of each unit.

Appeals
APPEALS PROCEDURE 
Typical Systems will provide a written appeals to learners who becomes dissatisfied with the conduct or outcomes of their respective assessments. There is need to ensure that the learners judgement is fair and accurate throughout the process of the assessment.
A situation where the assessors are unsure whether the learner has as expected demonstrated competences, the assessor will inline with Typical Systems Policy declare the learner not yet competent. Whilst the learner may strongly believe that he/she is competent and have in regards of their given task has demonstrated competence, after having discussions about this with their assessor and the issue were not resolved and if the leaner still remain aggrieved, then leaner may lodge an appeal.

When to lodge an appeal.
An appeal in respect of an assessment may be made if the leaner feels that:
· He / She has not been given access to assessment against the relevant criteria.
· The conditions of assessment were not appropriate.
· The judgement of the assessor conflicts with the standards

Notification Process 
Typical Systems Academy will notify all relevant organisations of any material changes that will directly or indirectly affect our ability to maintain delivery or assessment of any qualification in accordance with the specific requirement of the qualification organisation. 
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Updated Content 
· To ensure all the delivery course content is updated based on the requirement of the awarding bodies.
· There will be quarterly review of our course content to ensure is fit for purpose.
[bookmark: _Hlk136339476]

Registered Professions 
· Where be applicable for our trainers or assessor are required to be professionally registered with a particular organisation body ensure they are fully registered to comply with our policy or the awarding bodies standard requirement.

Fitness to Practice 
· To ensure that trainers and associates are assessed to determine if they are fit to practice.
 
Work-Based Supervision
· Typical Systems Academy will laisse with the learners and apprenticeship company where applicable to ensure that agreements relating to our learners work based supervision are managed properly and implemented based on the awarding organisation standard.

Work-based Placement 
· Typical Systems Academy will laisse with the learners and apprenticeship company where applicable to ensure that agreements relating to our learners work based placement are managed and implemented properly based on the awarding organisation standard.

Character Check Process 
· Typical Systems will carry out character check where required about our prospective learner and staff to meet up our policy, awarding bodies standard and regulatory requirement.
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