Equality and Diversity Policy for Developing Credit-Based Units of Assessment and Rules of Combination
Reference to Other Documents
This document supplements
· the guidance provided by the QCA for writing credit-based units of assessment: Guidelines for writing credit-based units of assessment for the Qualifications and Credit Framework (Version 3).
· Regulatory arrangements for the Qualifications and Credit Framework
Introduction
Cogent is committed to equality of opportunity in education and training. In particular, this commitment extends to all, regardless of gender, age, racial origin, nationality, faith, sexual orientation, marital status, employment status or any disability.  
Cogent aims to develop NOS (National Occupational Standards) that meet the needs of industry by working with employers to understand and determine their skills needs. In this way, when developing or reviewing NOS, the needs of all groups of candidates are considered. All associated units of assessment are developed with NOS as the starting point and follow the principles laid out in Guidelines for writing credit-based units of assessment for the Qualifications and Credit Framework (Version 3). 
The equality and diversity policy for writing credit-based units of assessment is set out below.

Equality and Diversity Policy Aims
The overriding aim of this policy is to ensure that units of assessment and associated qualifications developed by Cogent for the QCF are inclusive. The general principles of equality and diversity are to be considered when writing and quality assuring the units and qualifications.

In particular, Cogent aims: 
· to ensure that units of assessment can be taken and met  by the widest group of people within the Cogent footprint
· to ensure that the style and language of units is free from bias, stereotyping and prejudice 
· to ensure that the content is appropriate to the knowledge and skills specified in the corresponding NOS
Cogent confirms that it will comply with equalities legislation in force from time to time. In particular:
· The Equal Pay Act (EPA) 1970 (and as amended)

· The Sex Discrimination Act 1975 (SDA) (and as amended)

· The Race Relations Act (RRA) 1976 (and as amended)

· The Disability Discrimination Act (DDA) 1995 (and as amended)

· The Employment Rights Act 1996 (and as amended by the Employment Relations Act 1999)

· The Sex Discrimination 1999 (Gender Reassignment) Regulations

· The Employment Act 2002

· The Employment Equality (Sexual Orientation) Regulations 2003

· The Employment Equality (Religion or Belief) Regulations 2003

· The Employment Equality (Sex Discrimination) Regulations 2005

· The Employment Equality (Age) Regulations 2005

· The Equality Act 2006

Legislation will be monitored for amendments and/or new legislation on a yearly basis.

Writing Units

General Principles and Considerations
Prior to writing units of assessment, NOS should be scanned for any obviously biased wording or context. The overall impartiality of the NOS should also be examined. Although it is unlikely that any concerns will be identified, the unit writer should reword the corresponding unit to avoid the possibility of bias, if it is considered necessary. 

Cogent units will inevitably have a degree of technical wording and this reflects the nature of the industries in Cogent’s footprint.  All technical references within the units of assessment should be accurate and unambiguous. 
When writing units, the writer will have a feel for the potential level of the unit. This is because the content of the NOS is developed according to industry needs and job contexts. 
The writing style should reflect the probable level of the unit and the intended, or typical, learner.  If necessary, a statement giving an explanation of the typical learner can be included. This statement should only refer to the job role and assumptions made about the need for progression or confirmation of competence. 
The use of headings, sub headings and bullet points is recommended for ease of reading and comprehension.
Title of Unit

Titles of units should reflect the content of the learning outcomes and assessment criteria. Put another way, they should ‘do what they say on the tin’.

Learning Outcomes and Assessment Criteria
Learning outcomes and assessment criteria should be:

· focussed 

· measurable

· unambiguous and free from hidden expectations
· understandable within the context of the target industry

· evidenceable

· realistic and achievable for the learner 

· written so that a variety of assessment methods can be used, where this is appropriate
· written to avoid the use of dense text, superfluous words, clumsy phrases, unnecessary metaphors and redundant information
· written to identify the learning required of a ‘typical or average’ learner
· different ‘command’ words or ‘verbs’ should be used to elicit different responses, not just for the sake of variety
Assessable outcomes
Assessable outcomes should be written in such a way that: 

· assessment criteria do not present an obstacle to particular groups of candidates, except where this cannot be avoided
· any assessment criteria that may present an obstacle to particular groups of candidates are justified
Quality Assurance
The units of assessment undergo two quality assurance mechanisms:

· when the EV quality assures the unit design and assigns an initial credit and level
· at the Standardisation Meeting, when at least a 10% sample of units is reviewed with the Cogent Industry Lead and a training provider representative
The principles of inclusion should be considered when any quality assurance takes place.
Developing Qualifications (Rules of Assessment)
Cogent is committed to designing qualifications that meet the needs of the sector, by engaging with industry to identify their requirements. Cogent ensure that available qualifications are fit for purpose and keep up-to-date with the existing body of sector qualifications where needed, relevant and appropriate.  
As a result of industry engagement, Cogent are, for example, developing a range of competence qualifications providing a much better fit for employers with the way that they actually deliver training.
General Principles and Considerations
Cogent recognise the diverse needs of candidates at the design stage of qualifications so that all candidates have the fairest possible opportunity to show attainment. 
All qualifications should have titles, mandatory content and/or optional content that are designed to offer attractive, relevant and accessible prospects to all groups of candidates within the attainment range of the qualification.
Design of Qualifications (Rules of Combination)
Qualifications should be designed so that:
· titles used in qualifications for each mandatory unit and any optional units denote relevant learning outcomes
· only essential subject matter appropriate to the qualification is mandatory
· any optional units are accessible whilst maintaining the integrity of the qualification
· barriers are not created for particular groups of learners; where a barrier cannot be avoided, there should be a clear justification for it

· prior knowledge and experience is kept to the minimum required to meet the requirements of the qualification

· current working practices of the vocational setting are reflected

Training and Development
Internal staff

Unit developers are selected for their skills match to the job specification for the role. In addition, Cogent recognise that training may be required for the roles needed to develop qualifications.

Internal staff have two appraisals a year where training needs are identified.  Suitable training is then identified and attended to address any professional development needs. 

Staff have regular meetings (approx monthly) where issues are raised, discussed and resolved.  

The Qualification Reform Manager has the final say on Equality and Diversity issues.

Quality Assurance

EVs who undertake quality assurance of Units of Assessment selected for their skills match to the job specification for the role.  EVs supply a list of CPD activities that should match the requirements of the Job Specification. If there are any gaps in knowledge or understanding of Equality and Diversity, the person will be required to attend an Equality and Diversity workshop or training event.

Monitoring
The Role of Awarding Organisations and Training Providers
Cogent is keen to assess the impact of its equality and diversity aims and Awarding Organisations play a pivotal role in this process.  
Cogent acknowledges that Awarding Organisations operating within the QCF will already have policies and procedures in place to comply with the regulatory requirements. In this way, Awarding Organisations are able to monitor the success of its QCF provision, through its centres.  It is particularly important for Awarding Organisations to have policies that enable fair, consistent and accurate assessment of learners, to ensure inclusion of the widest range of candidates. Cogent reserves the right to view these policies, if it is felt necessary. Awarding Organisations that offer qualifications for the Cogent sector will assure Cogent that the principles of inclusion are embedded into the assessment of qualifications.  This will include making reasonable adjustments for learners, where this is necessary.  This assurance will be in the form of a self-assessment questionnaire (Appendix 1) which should be completed annually.  This form will form part of the evidence for the review of provision.
Barriers to Learning and Achievement
Where significant barriers to learning and achievement of particular Units of Assessment and/or Rules of Combination are identified by an Awarding Organisation, they should alert Cogent as these are discovered. Awarding Organisations are able to do this on an ad hoc basis, at the Keep in Touch (KIT) meetings, or at the quarterly Awarding Organisation Forum meetings.  

Cogent will take all reasonable steps to amend or modify their provision as necessary, as a result o this feedback. 

In particular, Awarding Organisations should consider the following when assessing whether there is a barrier to entry or achievement:

Do the Rules of Combination make the qualification accessible to the widest range of learners?

Do the Units of Assessment have learning outcomes and assessment criteria that meet the aims of the Cogent Equality and Diversity policy?

Are certain groups of learners disadvantaged because of the way the Rules of Combination have been developed?

This list is not exhaustive; feedback is welcome on any aspect of the design of Units or Rules of Combination, especially where it highlights a barrier to achievement for particular learners. 
It happens, from time to time, that individuals contact Cogent directly with feedback or concerns about the qualifications that are offered in the Cogent sector. Training providers can also feed back at the yearly Training Providers Information Day.

Cogent will accept and act on comments and suggestions for improvement from any interested party, including individual learners, external verifiers, centres or regulators.  
Feedback will be directed to the Qualification Reform Manager, who will review the comments and decide if (and when) further action is required. All feedback will form part of the evidence for the review of provision.

Monitoring the Effectiveness of Provision
It is expected that Awarding Organisations will gather data about their learners and monitor the qualifications they offer, as part of their own quality assurance mechanisms. This will include monitoring to ensure that the qualifications they offer are inclusive, in line with the aims of the Cogent Equality and Diversity policy and the regulatory requirements. Awarding Organisations will have processes in place to consult with relevant learners and/or their representatives to ensure that there are no barriers to entry to units and qualifications it develops and/or offers for disabled people, for women or men, or people from different racial groups, other than those directly related to the integrity of units or qualifications.
Awarding Organisations that offer qualifications for the Cogent sector agree to share their monitoring, quality assurance data and statistical analysis with Cogent on a yearly basis. The information provided by Awarding Organisations will help Cogent to review its provision, in line with the Sector Qualification Strategy.  
Confidentiality

All information shared by Awarding organisations with Cogent will remain confidential and only be shared with the qualifications regulators, on request.
Appendix 1

AWARDING ORGANISATION SELF MONITORING FORM

Equality Diversity and Inclusion in the Cogent Sector

	Question
	Yes/No
	Additional Comments

	
	
	

	Does the Awarding Organisation have policies in place to ensure fair consistent and inclusive assessment?
	
	

	Are equal opportunities fully integrated into policies and procedures?
	
	

	Is there a complaints procedure to address issues related to Equality and Diversity?  
	
	

	Does assessment of units and qualifications provide the opportunity to demonstrate the learning outcomes of the qualification?
	
	

	Are the assessment methods appropriate to the needs of the learners?
	
	

	Does the Awarding Organisation use a range of assessment methods?
	
	

	Does the Awarding Organisation make reasonable adjustments in order to prevent barriers to achievement?
	
	

	Where barriers are present, are they necessary for the integrity of the Units of Assessment and/or the Qualification?
	
	

	Have any reasonable adjustments been made for learners in the last twelve months? If yes, please give details of: 

· the adjustment made 
· whether this enabled the learner to achieve the unit without compromising its integrity
· the feedback given by the learner (if any)
	
	

	Does the Awarding Organisation have processes in place to review their qualification offering and policies, to ensure inclusion?
	
	

	Does the Awarding Organisation involve the views of learners and employers in the review process?
	
	

	Are learners able to contribute to the review process in an open and welcoming environment? 
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