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Please ensure that you refer to VTCT specification and individual qualification requirements for delivery and
assessment of TLQ qualifications. Below is a support sheet which lists some of the key requirements. Please note that
this does not include every aspect of what you are required to do as a centre but will provide a useful checklist for
you to refer to prior to the visit:

1. Assessment plans for the year are to be emailed to the EQA within the first month of delivery. Any updates must
be sent to the EQA as a matter of priority. Information must include documentation (e.g. course plan or scheme
of work) showing how the requirements of the gqualification will be met. The documentation for each TLQ must
include a list of: -

Unit assessment dates — details of day and time — designated staff i.e. Assessor/IQA/Employer for each
session.

Synoptic Dates — details of day and time, designated staff i.e. — Assessor/IQA/Employer for each session.

Exam window choices for Exam 1 and Exam 2.

Please note that without this information the EQA will not be able to allocate appropriate visit dates and this may
unnecessarily hold up the process of confirming preliminary grades.

2. Requirements for the EQA verification visit, please ensure that:

The EQA can observe you grading 4-6 learners for an end of unit assessment from the set scheduled plan.

Up to 6-8 learners are permissible for the final synoptic grading and the second EQA visit). This is outlined in
the qualification specification.

Make sure the allocated room is set up to provide a clear view of all learners so they can be observed
throughout the entire assessment.

The EQA will also observe the IQA process on the day to ensure assessments meet qualification
requirements.

Other than the Learners undergoing their graded assessment no other learners should be present in the
examination zone.

Appropriate examination signage should be displayed and other staff members should be made aware of the
exam in progress.

A copy of the grading descriptors for the unit/synoptic being assessed is to be available for the assessor/IQA
and EQA. The EQA will require a desk/area in the room, with access to other portfolios from all other TLQ
learners made available for after the assessment session has taken place, to show the ‘service/treatment
work’, as outlined in the guidance.

A copy of the centres ‘check points’ for the assessments that are to be observed - the analytical/key stages
to check throughout assessment.

A copy of centre assessment documentation to be used throughout the session.
A copy of any agreed grading decisions at the end of the observation.

If any learner area i.e. dispensary or mixing area is out of sight, please ensure there is an available staff
member to accompany learners during this task to ensure there is no exchange of information. Learners
should be briefed that they are not permitted to talk to another during the examination process.

If a learner cannot find a resource, or have an issue or concern, i.e. their client may wish to use the toilet they
are permitted to ask a designated member of staff for assistance. The assessor should not enter into any
other activity other than observing/assessing the learners.
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3. A designated private area for the opportunity after the assessment to carry out individual professional discussion
or oral questioning if required and after to discuss the grading as a team with the EQA present confirming those
present, agree the grading decisions.

Please allow plenty of time for this part of the process and the provision for a waiting/holding area with a staff
member to ensure learners do not have the opportunity to discuss or exchange information until any professional
discussion/oral guestioning has been completed.

Feedback and grading decisions can be given to learners but are not confirmed until after the EQA has made a
unit graded or synoptic assessment visit respectively and confirmed the process meets the qualification and
awarding organisation requirements.

If more than one group of learners are undergoing assessment, then it is recommended that feedback should not
be given until all learners have completed their assessment as the risk of exchanged information may advantage
learners yet to undergo their assessment.

Grading can then be given with the understanding that grading is preliminary and is only confirmed once an EQA
visit has confirmed process and practice meets the qualification requirements.

4. After the assessment has taken place the EQA will need to see evidence of the employer engagement for
individual learners on the TLQ and the centre must have identified the part they will play in the assessment plan.
The employer should be involved in an element of the assessment process for the qualification.

5. The EQA will ensure that both process and practice requirements of the qualification, as outlined by VTCT, have
been met.

6. Seating plans for exams already completed should be available. Please note that an appropriate theory exam
room should be provided for examinations - the therapy rooms or salon are not a suitable location.

7. Afew general reminders for TLQ assessment/grading:

e learners must be judged on their performance on the day — without consideration to previous levels of
achieverments and this should not be taken into account when grading.

e learners arejudged on their proficiency, not competency — Proficiency is not competence, itis the ability to
carry something safely, autonomously, accurately, and timely to an acceptable realistic working standard
(this is a pass). The assessor will measure technical skills, aptitude, ability, process, end result.

e  Anassessor and occupational qualification is required to assess TLQ's.
e  Oral questioning should only be used to clarify something.

e Anideal opportunity is after the assessment e.g. “I see you changed brushes when you moved to the front
can you just talk me through your choices?” Leading the learner must be avoided.

e Anassessor/staff member should only step in to avert a health and safety issue as this will void the
assessment.

e The assessor should refer to grading criteria:

- Proficiency = Pass, i.e. proficient technical skills/H&S followed throughout and meets minimum
standards of industry practice.

- Emerging Expertise = Merit i.e. excellent technical and organisational skills, process and soft
skills/communication skills.

- Mastery = Distinction i.e. mastery via higher order thinking skills, as well as outstanding technical skills -
professional techniques mastered, soft skills, reflection and evaluation. If it is not ‘'mastered’ and learner
does not get the outcomel(s) expected, a Distinction cannot be given — even if they can explain why.

N.B. Remember that adequate HES is imperative — learners will fail if H&S is not followed, regardless of
predicted achievement.
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8. On the day of the EQA visit(s) please confirm what other courses the centre are running as the EQA may visit
other cohorts. Portfolios for all VTCT programmes must be available for sampling.

This document has been created as a guide to assist with a smooth transition to the Technical Level Qualifications,
both graded unit and synoptic assessment process. If you have any further queries, please refer to the technical

specification found on the website under documents on the specific Technical Qualification page or contact your
EQA for further advice.
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