
 

 
 
 
BTEC Policy Document 

 
This policy is school-wide and refers to the practices and procedures established to 
ensure students have the best possible chance to achieve. 
 
1. BTEC courses are an important part of the provision at Monks Walk School.  They 

are part of the portfolio of examinations that provide for the range of abilities and 
preferred learning styles of our students.  Learners are advised as to their 
suitability for specific courses as part of the school’s IAG processes that lead to 
KS4 courses that are suited to and personalised for the needs of individuals.  This 
process starts early in Year 9 and involves a broad range of strategies that involve 
the learners, their teachers and parents as well as the YC Herts Careers Advisor. 

 
2. The courses are delivered by specialist staff, qualified to do so.  Where the 

knowledge and skills of staff are in need of development the subject leader will 
identify this as being the case and in conjunction with the Assistant Headteacher, 
ensure that appropriate training and personal development opportunities address 
these issues. 

 
3. Each subject delivering a BTEC course will identify a specialist member of staff 

within their area who will act as a co-ordinator for that course.  Where there is only 
a single member of staff delivering the award, the Head of Department will ensure 
that there is appropriate co-ordination within the department.  This person will be 
responsible for ensuring the requirements of the course are fully met, in line with 
this policy and advice and direction given by the awarding body: 

 
a. Ensuring appropriate schemes of work are in place 
b. Assignment sheets are formulated and through their rigor are fit for purpose, 

meeting the specification that supports student access to all requirements of 
the grading criteria.  This process will involve oversight of meetings where 
assessments are shared, checked, cross-checked, changed and finally 
checked again 

c. They will act as a subject IV, regularly sampling work from assignments to 
ensure grades given by staff fully meet grading criteria.  They will also gather 
such work as requested by the appointed EV, complying with the awarding 
body requirements, including sending copies rather than original samples.   

d. Ensuring that both teacher and assessor feedback takes advantage of 
involving students in ATL.  The co-ordinator will take at least a 5% sample of 
completed assessments each term and pass comment on such feedback 
(Assessor:”This is a Pass.  You did x well. To get a merit you need to complete 
Y” IV: “This is correct.  Your teacher was right to point out that you needed x 
for a merit.  Having completed this, your work is now at that level”).  The 
expectation is that feedback given will be both formative and summative.  Each 
teacher delivering a unit will submit work for sampling 



e. Complete Edexcel “Internal Verification Assignments Briefs” for each 
assignment prior to delivery, instigating where appropriate remedial action to 
ensure assignments are fit for purpose. 

f. Maintain records showing evidence of adherence to the detail of this policy: 
such records being securely kept and available for inspection by the Assistant 
Headteacher/Exams Officer and other authorised persons 

 
 

4. The Assistant Headteacher shall have oversight of all BTEC courses delivered at 
Monks Walk School.  Each subject co-ordinator will provide the Assistant 
Headteacher with evidence that their subject is adhering to this policy on a termly 
basis.  Such evidence will confirm that work completed and units to be delivered 
have been through appropriate IV processes 

 
5. The Assistant Headteacher will: 

 
a. Act as the central reference point for all matters relating to Monks Walk 

School’s BTEC provision.  This includes the co-ordination of external visits 
b. Maintain records showing evidence of adherence to the detail of this policy: 

such records being securely kept and available for inspection by authorised 
persons 

c. QA such records to ensure equitability between difference subjects delivering 
BTEC qualifications 

d. Act as the designated staffing quality nominee.  In this role the Assistant 
Headteacher will work closely with both the Senior Leader responsible for 
BTEC and the subject coordinators. 

e. Ensure that moderation processes are fairly and equitably executed, where 
appropriate involving staff who are not directly involved in the delivery of 
courses 

f. Identify the need for, and with both the Senior Leader responsible for BTEC 
and the Assistant Headteacher CPD, facilitate both induction and continuing 
development for staff 

g. Identify opportunities for staff to update their vocational/industrial experience 
building on the schools existing business links and enabling staff to complete 
their OSCA2 training.  This work will be done utilising the Assistant 
Headteacher CPD, subject coordinators and the school Business Links 
Coordinator 

 
6. Planning and review 
 

a. Line management meetings will support this policy and the resultant 
processes.  This will be evidenced through SLT line management meeting 
minutes and departmental meeting minutes. 

b. This policy demands, wherever possible, that the school adopts standardised 
paperwork regarding the planning, reporting and review of BTEC courses. 

 
7. Timetabling and Resources 
 

a. All BTEC courses will be allocated the appropriate number of GLH.  These 
hours may take a variety of forms including classroom lessons, vocationally 
relevant trips and visits, work experience, independent study and collaborative 
consortia arrangements. 

b. Consideration is given to the placement and blocking of lessons to support 
trips and visits. 



c. Where appropriate work experience placements are an integral part of the 
provision. 

d. Subjects taught are provided with access to appropriate resources and 
wherever possible joint teaching opportunities. 

e. The timetable for assessment allows formative feedback which shall be 
recorded on the appropriate tracking sheets. 

f. Funded through the relevant departmental and CPD budgets, subjects taught 
are provided with access to appropriate resources.  Where appropriate, joint 
teaching opportunities also form part of the provision. 

 
8. Appeals process: 
 

a. Students have the right to appeal against grades given in the assessment of 
their work.  Such appeals will first be made verbally to the class teacher.  When 
the issue remains unresolved, students have the opportunity to formally appeal 
to the subject coordinator or IV.  Where this process still fails to give 
satisfaction, further appeal may be made to the Assistant Headteacher who will 
arbitrate finally on the issue.  Both latter stages of this process will be recorded 
formally in writing, records being securely kept by the persons making these 
judgements. 
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