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ECC QA procedures – a Summary

This document summarises all the agreed procedures regarding QA to be observed by all ECC partners.

NB These rules provide for Lead Partners in each country to insist on additional requirements being met in any of these sections. This may be deemed necessary in order to meet national requirements for trainers, exam procedures etc. 

Section 1 	overview
Section 2	revising the BESCLO, updating question banks etc
Section 3	procedures for administering the paper version of the ECC exam
Section 4	procedures for administering the online version of the ECC exam
Section 5	exam results, issuing certificates & appeals
Section 6	arrangements for candidates with disabilities/ additional needs
Section 7	arrangements for ECC trainers & exam invigilators




QA #1 – Overview of QA

1. The overall responsibility for assuring the quality of the ECC is held by the Board of the ECC.  It shall consider quality issues each year and, where necessary, receive report from Lead Partners on QA issues in their area of responsibility.  Where necessary it shall act as needed to restore confidence and correct shortcomings, this may include adding or removing Lead Partners in an area or postponing exams or requiring re-sits to be undertaken where wrongdoing has been established after proper inquiries have been made.
2. Since the credibility of the ECC as an international award relies on all partners maintaining high standards of quality assurance and procedural compliance.  The Board recognises that it is only as strong as its weakest quality link and that the upholding of standards and the maintenance of our good reputation is of the highest importance.
3. Within each country the Lead Partner (or, If there is more than one LP, all Lead Partners) is responsible for checking on the quality of all ECC activity in their area.  This covers the conduct of exams, registration of candidates, marking, issuing of certificates, six monthly returns to the Registrar, and any compliance procedures required by the Board of the ECC.
4. The performance of Delivery Partners is to be checked by the Lead Partner responsible for them.






QA #2 revising & updating The Besclo & the ECC exam Question Bank

PREAMBLE
The Board of the ECC holds ultimate responsibility for the content of the BESCLO & the Question Bank.  (NB Each Lead Partner holds responsibility for the version of the BESCLO & the question bank as translated and used in their own country.)

BESCLO
Any Lead Partner can propose changes to the BESCLO at any time. These will be considered by the entire ECC partnership and if the consensus is for the proposed changes to be made – a formal proposal to that effect must be approved by the ECC Board. This will specify when the changes come into effect.
As a matter of formal procedure, the Board of the ECC will consider the question of whether or not a revision to the BESCLO is required every three years, if there has been no change in the preceding three years. Where a change has occurred the three year review cycle will be adjusted to run from the date of the most recent change.
Whilst the contents of the BESCLO are fixed and agreed by the Board, the ideas contained within it are not unique to the ECC. However, all partners will be aware of the importance of ensuring that the actual term ‘BESCLO’ and its current content is not misquoted, altered, misrepresented or misappropriated by other agencies.

QUESTION BANK
The same Question Bank is shared by all ECC partners.  No partner may be allowed to develop / use questions about the BESCLO relating just to their country in the ECC exam (but see below).
All partners are equally responsible for securing the safety and integrity of the ECC Question Bank and its contents whether in paper or online format.
Revisions and additions to the Question Bank are encouraged at any time, but must be first considered by the wider ECC partnership before being approved by the ECC Board.
The ‘primary’ version of the ECC Question Bank is as agreed in English. Lead Partners are responsible for translation into their local language(s). It is recognized that ‘translation’ here means not simply a literal translation, but a ‘living’ one which conveys the essence of the point of the question.
Any Lead Partner may propose additional questions to any area of the BESCLO, but they must conform to the existing question format, so that the current online and paper marking systems can be continued.  Proposed questions may not be used in any ECC Exam unless and until the Board has approved them and they have been made available to all partners for translation.
With the prior consent of the Board any Partner may add new questions covering non-BESCLO knowledge to their version of the ECC exam to meet country based needs.  They may not remove any questions relating to the BESCLO areas.

The Board will from time to time ask Lead partners to conduct an analysis of responses to questions, to identify potential problem areas in teaching/ training or in the effectiveness of individual questions.



QA #3 Procedures for holding an ECC exam (paper exam version)

There are four main areas to consider

Candidate registration before the exam
Candidate identification before starting the exam
Invigilation & security procedures before, during & after the exam
Reporting of concerns / untoward events

1 CANDIDATE REGISTRATION
All candidates should complete and return the relevant country Candidate Registration Form to the Lead/Delivery Partner at least 4 (four) working days before the day of the exam. (See specimen form for UK MM29UK) No candidate shall be allowed to sit the exam if they have not completed and handed in this form.
The relevant Lead Partner / Delivery Partner is responsible for ensuring that the data on these forms is satisfactorily completed, with correct identifiers added for date, location, L/D P, number of exam to produce a unique reference number. These should look like this for a paper exam.
 Unique ref Number eg the number  UK/02/015/AX/22 can be explained as: 
Country – here it is the UK
/L/DP Number (identifies the Lead/Delivery Partner - in the UK 02=ARC) 
/exam Number (here the 15th exam set by Lead Partner number 2) /exam Question set (eg AX or AY etc)
/candidate Number - eg here number 22 in that exam group on that day – each candidate gets a different number).  
For online exams see QA#4. 
The relevant Lead Partner / Delivery Partner is responsible for ensuring that the data on these forms is entered onto the Lead Partners ‘local’ database and included in the returns sent to EASPD every 6 months of all candidates who have sat the exam.  See MM4 for a blank example of this ‘local’ database.

2  CANDIDATE IDENTIFICATION BEFORE STARTING THE EXAM
The relevant Lead Partner / Delivery Partner is responsible for ensuring that the person sitting the exam is the person named on the Registration Form.
The Lead / Delivery Partner is responsible for providing a complete list of the names of all candidates sitting the exam and must give this list to the Invigilator before the exam along with the same number of perfect, complete and blank exam papers with (at least) an additional one for the Invigilator.
The Invigilator should ask to see some form of ID (eg driving licence / passport / identity card to be satisfied that their identity is correct.  
Where a responsible other person (eg trainer, employer, service user) is present and is able to attest to the identity of an individual, or the candidate is personally known to the invigilator, this will suffice.

3 INVIGILATION & SECURITY BEFORE DURING & AFTER THE EXAM 
The relevant Lead Partner / Delivery Partner is responsible for ensuring that the person acting as Invigilator for the exam has been suitably vetted and approved by the LP and is competent and confident to undertake this task with/without support.
The Invigilator is responsible for ensuring that the exam is conducted under proper conditions. This means:
No access to or use of mobile phones of other electronic device
Candidates are sitting far enough away from other candidates so that they cannot see what other are writing, or be seen by them
The room where the exam takes place is quiet, adequately lit and heated and provided with suitable desk/tables and chairs for candidates to use
No talking or discussion is permitted once candidates enter the room and until the last paper has been collected in.
Check before the exam starts that all candidates are clear about when it will start and end, how questions are to be answered and how mistaken answers are to be corrected. The invigilator should hand out copies of and check that all candidates have seen/ understood the information in MM1 (Exam Paper Guidance).
All candidates start the exam at the same time. It will finish 60 minutes later (unless a candidate has a special dispensation providing for more time). Early finishers are permitted to leave early (and quietly) but may NOT return once they have handed their paper in.
All paper copies of the exam paper are accounted for (including blanks/ spares) and are kept securely by the Invigilator before, during and after the exam. No exam paper may leave the exam room under any circumstances.
When collecting the exam papers in the Invigilator should check that each completed paper has the name of the candidate clearly written on it.
When sitting alone the Invigilator must be able to summon a second person quickly if assistance is required, without having to leave the room. If the group is more than ten candidates it is advisable to have a second person present.
At the end of every exam Invigilators are required to hand out and collect back in Learner/student feedback forms (see example at MM3)


4 REPORTING OF CONCERNS / UNTOWARD EVENTS
For each ECC paper exam the Invigilator must complete MM8 (paper) – the Invigilators Statement and return it to the Lead Partner.
This form (MM8) is a record of the conduct of the exam, who sat it, and what (if any) problems were encountered.  The Invigilator is asked to certify to the Lead Partner that the exam was conducted appropriately and to record any matters of concern – eg external disturbances, instances of talking, cheating, missing papers  etc. Where necessary a separate report may be added to this Form.
If any complaint is raised about any Exam this completed Form may provide important evidence in dealing with it.



QA #4 Procedures for holding an ECC exam (online/web exam version)

There are four main areas to consider

Candidate registration before the exam
Candidate identification before starting the exam
Invigilation & security procedures before, during & after the exam
Reporting of concerns / untoward events

1 CANDIDATE REGISTRATION
All candidates should complete and return the relevant country Candidate Registration Form to the Lead/Delivery Partner before the exam. (see specimen form for UK MM30 UK) No candidate shall be allowed to sit the exam if they have not completed and handed in this form. (Alternatively, it may be completed online (if available) and submitted to the LP online before the exam)
The relevant Lead Partner / Delivery Partner is responsible for ensuring that the data on these forms is satisfactorily completed, with correct identifiers added for date, location, L/D P, number of exam to produce a unique reference number. These should look like this for an online exam .
 Unique ref Number eg UK/02/015/OLE/22 can be explained as: 
Country – here it is the UK
/L/DP Number (identifies the Lead/Delivery Partner - in the UK 02=ARC) 
/exam Number (here the 15th exam set by Lead Partner number 2) 
/exam Questions (here it is OLE = OnLine Exam – this never changes)
/candidate Number - eg here number 22 in that exam group on that day – each candidate gets a different number).  
For paper exams see QA#3. 
The relevant Lead Partner / Delivery Partner is responsible for ensuring that the data on these forms is entered onto the Lead Partners ‘local’ database and included in the returns sent to EASPD every 6 months of all candidates who have sat the exam.  See MM4 for a blank example of this ‘local’ database.
The relevant Lead Partner / Delivery Partner is responsible for ensuring that the Invigilator is provided with a list of exam candidates each of which must have its own ‘username’ and ‘password’ provided to the Lead Partner by the Brussels office of EASPD.

2  CANDIDATE IDENTIFICATION BEFORE STARTING THE EXAM
The relevant Lead Partner / Delivery Partner is responsible for ensuring that the person sitting the exam is the person named on the Registration Form.
The Lead / Delivery Partner is responsible for providing a complete list of the names of all candidates sitting the exam and must give this list to the Invigilator before the exam.
The Invigilator should ask to see some form of ID (eg driving licence / passport / identity card to be satisfied that their identity is correct.  
Where a responsible other person (eg trainer, employer, service user) is present and is able to attest to the identity of an individual, or the candidate is personally known to the invigilator, this will suffice.

3 INVIGILATION & SECURITY BEFORE DURING & AFTER THE EXAM 
The relevant Lead Partner / Delivery Partner is responsible for ensuring that the person acting as Invigilator for the exam has been suitably vetted and approved by the LP and is competent and confident to undertake this task with/without support.
The Invigilator is responsible for ensuring that the exam is conducted under proper conditions. This means:
No access to or use of mobile phones or other electronic device
Candidates are sitting far enough away from other candidates so that they cannot see what other are writing onscreen, nor can their screens be seen by others
The room where the exam takes place is quiet, adequately lit and heated and provided with suitable desk/tables, computer screens, internet connection and chairs for candidates to use
No talking or discussion is permitted once candidates enter the room and until the last candidate has finally logged off from the exam website.
Check before the exam starts that all candidates are clear about when it will start and end, how questions are to be answered and how mistaken answers are to be corrected. The invigilator should hand out copies of and check that all candidates have seen/ understood the information in MM21 (Online exam instructions). Candidates must also be given their username and associated password in order to log on to the exam when instructed.
All candidates start the exam at the same time, although some minor slippage may occur if there are logging on delays due to weight of numbers.  It will finish 60 minutes later (unless a candidate has a special dispensation providing for more time). Early finishers are permitted to leave early (and quietly) but may NOT return once they have submitted their paper online. They should be told that their exam paper is not reachable from an IP address other than the one they first used.
On completing the exam the Invigilator must ensure that the candidate has pressed ‘submit’ for their answers to be sent for marking. (Those who fail to finish in time will find that their exam paper will automatically close and be sent after 60 minutes is up.)
When sitting alone the Invigilator must be able to summon a second person quickly if assistance is required, without having to leave the room. If the group is more than ten candidates it is advisable to have a second person present.
At the end of every exam Invigilators should check that candidate have completed the online exam feed back form before they leave the exam room. 

4 REPORTING OF CONCERNS / UNTOWARD EVENTS
For each ECC online exam the Invigilator must complete MM8 (online) Form D – the Invigilators Statement and return it to the Lead Partner.
This Form D (MM8) is a record of the conduct of the exam, who sat it, and what (if any) problems were encountered.  The Invigilator is asked to certify to the Lead Partner that the exam was conducted appropriately and to record any matters of concern – eg external disturbances, instances of talking, cheating, missing papers  etc. Where necessary a separate report may be added to this Form.
If any complaint is raised about any Exam this completed Form may provide important evidence in dealing with it.



QA #5 Exam Marking, results, certificates & appeals


1  MARKING EXAMS
It is the overall responsibility of the Lead Partner to ensure that exams are marked correctly, results stored and sent in to EASPD and candidates notified of their result.
LPs may choose to delegate to DPs of proven reliability and capacity some of these activities but LPs will still retain ultimate responsibility for what happens.
[bookmark: _GoBack]Online exams are marked automatically and the results are available almost immediately after submission.  However, the software will normally only send results to the named contact in the LP. This forwarding email address must be pre-arranged with EASPD and entered in the database and linked to that exam. Before sending out any results the LP must check the results for any obvious faults, eg missing papers/ candidates, unusual results (eg all pass/fail) and investigate any obvious problems. Results should be with the designated person/organization (usually a college/trainer/ employer/ school) within 4 working days of the date of the exam.
Paper exams must be marked by a competent person approved by the LP, using the Excel auto marking spreadsheet for the relevant exam. Papers and results must be stored and a set of results sent in to EASPD on Form D (MM4). Results should be with the designated person/organization (usually a college/trainer/ employer/ school) within 7 working days of the date of the exam.
 Ultimate responsibility for the marking of exam papers lies with the ECC Board, in which each LP representative shall be considered to be the Lead Examiner in their country.  The Board shall act as the Board of Examiners and the Chair of the Board shall be the Chief Examiner – where national regulators require such bodies to be set up.

2 SENDING OUT THE RESULTS OF THE EXAM
The relevant Lead Partner / Delivery Partner is responsible for ensuring that the candidates are informed of their exam result person as soon as is practicable after the exam.  The precise way this will be done (eg sending the results to the college/ trainer/ employers – or direct to an individual candidate) will have been agreed before the exam takes place.
The results are sent out in a standardized manner, (see example at MM27 for a paper exam and MM28 for a online exam result)) showing the score achieved by the candidate for each BESCLO area and the overall result.
The Lead Partner is then responsible for issuing ECC Certificates to successful candidates.  This should normally be done within 1 month of the date of the exam and must be in the format approved by the ECC Board.  They must contain the name of the candidate, unique reference number and date and place of the exam. All these items of data will be sent to EASPD for entry on the central database.

3 COMPLAINTS/APPEALS AGAINST THE RESULT OF THE EXAM 
The Lead Partner in the country where the exam took place is the body to whom all complaints or appeals should be sent. Lead Partners should provide candidates with information on how/ where to make a complaint or lodge an appeal.
The Lead Partner has full discretion, depending on their view of the complaint, to order a re-sit at nil/full cost or change the outcome of the exam if justified or dismiss the appeal/complaint.  A written explanation for the LP’s decision must always be provided to the appellant/complainant.
Where the appeal is against the potential mis-marking of a paper, a representative of the LP may (at their discretion) meet with the candidate and go through their paper with them. Candidates should be told that their (mis)interpretation of a question and their view that their answer is correct are not permissible grounds for appeal.  Candidates will not be allowed to keep of copy of their exam paper and the original must remain with the LP at all times. Where marking errors are identified these should be corrected and the exam result altered accordingly. (NB see below for QA sampling on marking etc).
Where the complaint is against some other aspect of the exam (eg a disturbance during the exam, or possible cheating by other candidates) the LP must investigate fully and decide on a course of action to endure fair treatment of the candidate and to uphold the validity of the exam. This might involve all candidates re-sitting the exam.
If the candidate is not satisfied with the result of their complaint / appeal, then it may be referred to a specially convened subcommittee of the Board of the ECC, consisting of the Chair and two Lead Partners from other countries. This subcommittee will receive all the papers relating to the appeal/complaint and may invite final written submission from both parties.  Their decision, communicated to both parties by the Chair of the ECC Board in his/her capacity as Chief Examiner, is final and may include any option for example, ordering a free re-sit, an apology, ruling on pass/failure or dismissing the complaint/appeal.

4 QUALITY ASSURING THESE PROCESSES
Each Lead Partner is responsible for assuring the quality of ECC exam processes in their own country.  Lead Partners will report to the Board on the outcome of any complaint / appeal made and on the outcome of any sampling processes undertaken. Each Lead Partner will appoint a Quality Verifier to lead and report on these processes.
The main area where errors occur is in the marking of the paper version of the exam, transferring the candidate’s answers on to the Excel auto marking spreadsheet.   This process should be subject to a sampling crosscheck in which one paper in 20 is marked by a second person (not necessarily the Quality Verifier) to promote accurate data transfer (NB this problem doe not arise in the online exam).  Form G (MM11) records the outcome of this sampling / second marking/data transfer and should be sent to the Quality Verifier. The Quality Verifier summarises the sampling of the marking/ data transfer and reports it using Form H (MM12).
The other area where QA processes contribute is in monitoring the actual exam itself.  The exam can of course be observed by the Quality Verifier in person (rarely done because of expense but it is encouraged wherever possible) and/or by the Quality Verifier examining the completed Invigilator Forms D (MM8) and recording the outcome using Form E (MM9). The Quality Verifier annually summarises the sampling of the conduct of the exam and reports it using Form F (MM10).
The Board may require any Lead Partner to report on their QA processes at any time.

The cumulative reporting to the Board of both these QA processes is summarised by LPs in the annual summary Form F (MM10) and  Form  (MM12)



QA #6 Special Arrangements for candidates with disabilities/additional needs


It is the intention of the ECC Board that all Lead and Delivery Partners should be prepared and able to make ‘reasonable adjustments’ to ECC exam arrangements in order to allow candidates with disabilities to sit the ECC exam.
In line with general ECC Board policy, the Lead Partner has overall responsibility for ensuring that the policy is implemented at a local level in any location they are responsible for.
If any candidate with disabilities wishes to have special arrangements made for the ECC exam, they should inform the LP/ DP about the nature of their disability and what assistance might be required. 
The LP has responsibility for assessing if the request is well founded (in case of doubt it might ask for independent evidence of the nature and impact of the disability if needed) and for establishing what a ‘reasonable accommodation’ might mean.  Examples so far established include, allowing extra time, having someone read the question and possible answers out loud, providing a separate room / time for the candidate to sit the exam.
In every case where special arrangements are made the LP must keep a record of the details of the candidate, their disability,  and the changes made to the usual procedures. 
It should be noted that the LP has the responsibility to make a decision on any concessions to be made.  Should the candidate wish to appeal, this must be made in writing to the Chair of the Board of the ECC.





QA #7  Quality Assuring Trainers and Invigilators


The Lead Partner has overall responsibility for ensuring that the Trainers and Invigilators used in any ‘official’ ECC training and ECC exams provided by their DPs (and their own LP organisation) are competent and meet the standards of knowledge and experience set by the LP.

Whilst it is acknowledged that the LP cannot be held responsible for the quality of in-house training provided by employers to ECC candidates prior to any exam, the LP has a duty to advise the employer, on the basis of the exam results in any group of candidates, of evident areas of weakness in individual candidates and the group as a whole.  This may indicate the need for additional/ better training in one or more BESCLO areas. 

For trainers using the ECC training package, there is an absolute minimum requirement of the following:
They must have at least two years experience in health/social care.
They must have passed the ECC exam themselves
They must have completed the ECC Train The Trainer course

In addition each LP may, in following local practices / regulations, require trainers to have additional qualifications and/or experience or demand that they attend training prior provided by the LP on matters relating to the ECC course and exam. The LP will hold copies of the CV and personal contact details of all the ECC trainers certified to deliver the ECC training course.

For people acting as Invigilators to the ECC exam, the LP must hold copies of the summary CV  and personal contact details of each approved Invigilator.  The LP must be satisfied that each Invigilator understands their duties and is capable of undertaking this role. Previous experience of exam invigilation is an advantage, where this is not possible/available the LP must give special consideration to the possibility of observing/ supporting the Invigilator’s performance. LPs should check the following specific matters regarding the Invigilator’s knowledge / performance:
· Checking all the candidates sitting the exam, with ID checks as needed
· Check all candidates have seen either MM1 (Exam Guidance paper) or MM21 (Online Exam Instruction paper)
· Providing each candidate with a registered username and password to begin the exam (online exam only)
· Giving a clear explanation of the exam process, the behaviour expected and required of candidates during the exam
· Completing the Form MM8 (in online or paper format) and sending it in to the LP/DP immediately after the exam with all the exam papers.
· Keeping all the exam papers safe and secure before during and after the exam, including unused exam papers.
· Collecting in and sending to the LP/DP all the candidate exam feedback forms after the exam is over (paper exam only)
· Maintaining proper exam conditions during the exam (silence, vigilance against all forms of cheating, effective timekeeping, providing a ten minute warning of the impending end of a (paper) exam.
· Appropriately assisting any candidate who has questions and reacting appropriately to any unexpected event, whilst maintaining the integrity of the exam process.
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