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i. Overview 

Founded in 2014 Ozo Academy is  part of OZO Malta a member of the OZO Group of companies. The 
concept of the Ozo Academy is built on the principal foundations of OzoMalta, which reflects the 
company’s mission to offer its’ clients the best service from highly trained personnel. 
 
The Academy has been established to effectively promote and deliver high quality training to its 
employees for the general hospitality industry, including cleaning, housekeeping, food and beverage 
amongst others. Building on OzoSystem Malta Ltd’s vast experience in various service areas 
including general cleaning, housekeeping, food and beverage and others, the Academy is ideally 
placed to present custom-made courses aimed at meeting the industry’s highest level of standards. 
In order to ensure high level of quality standards at each stage of the process involved, this 
document is aimed at both guiding internal procedures as well as reflecting the preparedness and 
commitment towards the high standards that the Academy aims at achieving and maintaining.    
 
The substantial suite of training rooms at our Academy in Qormi, includes a modern state of the art 
facility which offers participants the opportunity to grasp both theoretical knowledge as well as 
practical skills as part of a well-planned learning structure. 
 
The Academy offers a variety of courses in the hospitality and healthcare sectors ranging from 
cleaning methodology to health and safety and the training modules can be delivered separately or 
as part of a comprehensive programme. 
   

 

ii. Internal Quality Assurance Policy  

People are the foundation and the key to our growth. We invest in our people through continuous 
training and education to perform to the best of their abilities and provide consistent high-quality 
services. 
As training has always been a fundamental foundation for the group’s success, OZO Academy is 
committed to investing in people to provide highly skilled employees through quality assured and fit 
for purpose industry recognised qualifications. 
 
Ozo Academy’s mission to become the leading training provider in hospitality, hygiene and 
healthcare through building lasting and meaningful partnerships with accreditation bodies and 
organisations that share our vision of providing high quality certified training services. 
 
Ozo Academy operates a robust internal quality assurance system, to maintain the consistency of 
the level of tuition and up to date training methodologies. The company’s Internal Quality Assurance 
is the process of ensuring that training delivering and assessment practice is monitored in order to 
ensure that they meet national standards (See Appendix A Organogram) In pursuit of this we actively 
involve external stakeholders such as External Quality Assurance officers of Awarding Bodies as well 
as representatives of employers we work with in ensuring that qualifications run meet the necessary 
QA standards and industry standards.  
 
The processes for assuring standards are maintained include: 
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 Stakeholder perceptions of programme aims and learning outcomes, programme design, 
admissions and selection, course management, resources, staff development and research 
activities 

 Feedback collected from all stakeholders: teaching staff, administrative support staff, 
external partners, moderators, candidates, as well as employers and professional bodies 
 

The mechanisms for acquiring such feedback include: staff development sessions, validation and 
review events, EQA meetings, trainee evaluations, peer teaching observation  
 
Ozo Academy strives to ensure a uniform approach to internal quality assurance practice, under a 
single quality assurance system that is well documented and systematically reviewed regularly. The 
standards of this internal quality assurance procedure are built on the principles of transparency 
openness, fairness and free from bias. All internal quality assurance decisions are subject to accurate 
and detailed recording.  
 
The Head of the Academy is responsible for ensuring that internal quality assurance of all 
programmes run at the Academy are in line with the requirements of the NCFHE and each foreign 
Awarding Body and the regulators. The internal quality assurance process maintains and monitors 
the quality, transparency and integrity of assessment in line with the requirements of each 
accrediting body.  
 
Purpose 
The purpose of this policy is to: 

 provide a regular check on the uniformity and standards of delivery and the consistency and 
quality vis-a-vis trainees, grading and overall assessment of trainees’ work; 

 facilitates the involvement and identifies the benefits of external quality assurance.  
 meet and exceed the requirements placed upon the academy by local regulators, mainly the 

NCFHE as well as foreign Awarding Bodies 
 ensure that staff receive appropriate information regarding the internal quality assurance 

and assessment process  
 ensure the consistent and fair treatment of all staff in the application of this procedure  
 support academic staff in their classroom delivery by affording them the opportunity to 

receive critically supportive comment; 
 support training staff in their continual professional development;  
 provide critical feedback accurately recorded to via a clear audit trail; 
 protect staff and programme participants from any form of discrimination and intolerance of 

any type;  
 provide trainee-centred approaches to assessment that serves the stated learning objectives 

of the programmes we offer and facilitate the achievement and wider development of our 
trainees 

 ensure that valid assessment decisions are reached; 
 assess trainees’ work with integrity by being consistent and transparent in our assessment 

judgements and processes so that the outcomes are fair, reliable and valid  
 register individual trainees to the correct programme within agreed timescales  
 claim valid certificates within agreed timescales 
 construct a secure, accurate and accessible audit trail to ensure that individual trainee 

registration and certification claims can be tracked to the certificate which is issued for each 
trainee.  

The IQA policy must be applied to every programme with work that is internally assessed and which 
contributes to the final assessment outcome of a candidate/trainee. 
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Trainers and Internal Quality Assurers will be given sufficient time, resources and authority to 
perform their roles and responsibilities effectively.   
 
Scope 
 
All employees and candidates/learners Internal Quality Assurance of any work practices, documents 
and evidence that impact on the delivery, examination and assessment of qualifications and training 
supplied by Ozo Academy.   
 
Roles and Responsibilities 
The Head of the Academy is responsible for ensuring that 

 The quality requirements of the accreditation bodies and partners are met in the delivery 
and assessment of qualifications 

 IQA policies and procedures are sufficient, regularly reviewed and known, understood and 
implemented by all. 

 All employees involved in the processes of delivery of services are appropriately trained and 
qualified through provision of rigorous recruitment processes, induction training and 
continual development. 

 All employees involved in IQA processes are appropriately trained and qualified through 
provision of rigorous recruitment processes, induction training and continual development. 

 
 Inducting employees  
Employees involved in induction of trainee/learners are responsible for ensuring: 

 Checking the identity of the trainee/learner 
 All paperwork is fully and accurately completed 
 Trainees/learners are inducted into their chosen programme in a way that meets their 

needs. 
 

Assessors/Trainers Assessors/trainers are responsible for ensuring that trainees/learners are aware 
of: 

 The different types of evidence that they can collect to prove competence of knowledge and 
working practices. 

 Their responsibilities in the collection, authentication and presentation of evidence. 
 The trainees/learners are fully supported throughout the term of their qualification. This 

should include: 
o Assessing the persons learning style and discussing their preferred ways of learning 
o Effective management evidence gathering, assessment and attainment 
o Agreeing and recording assessment and visit plans for each person 
o Completing regular reviews with the person and their employer to review progress 

and agree new targets 
o Providing the person with prompt, accurate, formative and summative feedback. 
o Demonstration of anti-discriminatory practice and equal opportunities 
o Maintenance of confidentiality and compliance with the Data Protection Act. 

 They observe learners’ performance through formative assessment and/or in simulated 
situations, and/or conduct other forms of assessment in accordance with the qualification 
and unit standards and requirements of the NCFHE and the awarding body.  Such as 

o ensuring validity, authenticity, currency and sufficiency of evidence 
o maintaining appropriate, accurate and verifiable records 
o confirming that learners have demonstrated competence/knowledge and have 

completed the required documentation 
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 As required they make themselves available and organise for their allocated 
candidates/learners (and their portfolios) to be available to: 
 The Head of the Academy 
 Their Internal Quality Assurer 
 External Quality Assurers 

 
 Internal Quality Assurers 
Internal Quality assurers are responsible for ensuring that they lead, advise and support the 
assessors/trainers allocated to them through: 

 Ensuring adherence to the principles of assessment and guidance provided by the Academy 
 Provision of guidance on the interpretation and application of assessment criteria correctly 

and consistently applied 
 Observation and supply of formative feedback on working practices 
 Sampling of assessment activities such as assessment decisions, formative feedback 

supplied, completion of portfolio documents etc. 
 Ensuring assessors have opportunities for updating and developing their vocational and 

professional competence 
 Portfolios of evidence are valid, authentic, current and sufficient by: 

o Following the sampling plan 
o Ensuring that all learners portfolios are sampled for each component 
o Carrying out a quality audit of the documentation used within and format of the 

portfolios of evidence 
 Undertaking an active role in raising issues of good practice in assessment 
 Ensuring that equal opportunities and anti-discriminatory practices are upheld in the 

assessment process 
 Liaising with other IQAs and the External Quality Assurance to implement the requirements 

of the assessment system 
 Ensuring that all trainees’ achievement records and Academy documentation are completed 

in accordance with requirements 
 Attending regular IQA meetings 

 
Policy Implementation – Procedures 
The IQA policy must be applied to every programme with work that is internally assessed and which 
contributes to the final assessment outcome of a candidate/trainee. 
Trainers and Internal Quality Assurers will be given sufficient time, resources and authority to 
perform their roles and responsibilities effectively.   
 
Qualifications 
Only appropriately qualified and experienced employees must carry out un-supported assessment, 
all assessors must have significant experience in the sector of the qualification  
Where trainee internal quality assurers undertake IQA, this must be verified by a qualified IQA and 
countersigned 
 
Sampling 
All IQAs must follow the sampling plan developed and maintained by the Head of the Academy. 
Sampling must be across all assessors, all types of evidence and all learners including plans, reviews 
and records in addition to candidate evidence. 
Frequency of assessment will be decided following a risk assessment of the assessor, looking at 
experience and competence, but to meet the requirements of the awarding bodies and our partners 
all portfolios will be quality assured the IQA will at the minimum: 
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 Sample at least one piece of evidence for each component of the qualification, both 
formative and summative assessment should take place. 

 For each piece of evidence sampled the IQA must 
o update the sampling plan 
o complete and sign the relevant IQA paperwork 
o give the assessor written formative feedback 
o produce an action plan (if appropriate) 
o Inform the assessor that the portfolio is ready for collection 
o If actions required re-sample the evidence to ensure actions are completed within 

the agreed timescale 
 Quality audit each portfolio 

o Complete the File Audit Paperwork 
o give the assessor written formative feedback 
o produce an action plan (if appropriate) 
o Inform the assessor that the portfolio is ready for collection 
o If actions required re-sample the evidence to ensure actions are completed within 

the agreed timescale 
 
Completed IQA form (see Appendix C) will be stored in the relevant portfolio, the file audit in its 
section and the component sampling with the units/components grid sheet. 
The IQA must sign and date: 

 Any paperwork audited 
 Each criteria sampled on the 

o grid sheet, next to the sampled criteria 
o evidence, next to the sampled criteria 
o The evidence index 

Where the sampling is of a completed unit the IQA must also sign and date: 
 The bottom of the unit grid sheet 
 The unit on the sign off sheet 

Where the component is completed the IQA must also sign and date: 
 The rest of the units of the component on the sign off sheet 

 
IQA must be carried out continuously throughout the year. In addition to this, each programme will 
identify the appropriate periods of time when IQA takes place on the target sheet.  The final IQA 
must be completed within four weeks of the completion of the course and must take place before 
assessment decisions are finalized at the Review Board and notified to trainees and certification is 
requested. 
 
Standardisation & Development 
The Academy will organize: 

 at least 6 standardisation meetings per year 
 at least 6 team development meetings every year 

These meetings will normally be held at the same time and include a general team meeting. 
These meetings are also used to discuss any updates from the NCFHE and partners to ensure 
understanding and consistency of delivery and supply assessors and IQAs with packs of information 
on the same.    
Assessor development & standardisations will be recorded in the meetings minutes and all 
employees must update their CPD with details of development. 
All employees are encouraged to continually develop their skills and knowledge in their assessment 
sectors and in teaching and training techniques. 
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IQA Team Meetings 
All Internal Quality Assurers must attend quarterly IQA meetings chaired by the Head of the 
Academy, these meetings are used to discuss: 

 Any new standards 
 Any new accreditation body guidance 
 Required standardizations 
 Any issues since the last meeting 
 Expected standards 

 
Academic Fraud: Malpractice & Maladministration Policy 
  
Policy Statement  
  
Malpractice consists of those acts which undermine the integrity and validity of assessment, the 
certification of programmes of learning or examinations, and/or damage the authority of those 
responsible for conducting the assessment and certification.  
  
Ozo Academy does not tolerate actions (or attempted actions) of malpractice by learners or staff in 
connection with our programmes of learning or examinations.  
 
We may impose penalties and/or sanctions on learners or staff members where incidents (or 
attempted incidents) of malpractice have been proven. We are required to report cases of 
malpractice to the programmes of learning or awarding organisation where relevant and whenever 
evidence is found, results or certificates may be invalid.  
 
Maladministration is a sub-category of malpractice which relates directly to the administration of 
assessment of a qualification, but which has not been a deliberate act to attempt to subvert the 
integrity or security of the assessment process. 
An instance of potential maladministration may be escalated to Malpractice if the individual 
concerned does not cooperate with any investigation or has repeated maladministration events 
logged which indicate an endemic issue in relation to administrative processes and Quality 
Assurance measures. 
 
 
Introduction  
 
Staff members must be vigilant regarding assessment malpractice and maladministration and where 
either occurs it must be dealt with in an open and fair manner.  
  
The policy on malpractice aims to:  
 

 define malpractice and maladministration in the context of teaching, learning and 
assessment for our organisation  

 set out the rights and responsibilities, with regard to malpractice and maladministration, of 
the learner and staff members 

  
In the interest of learners and all staff, all staff members need to respond effectively and openly to 
all requests for an investigation into an incident or a suspected incident of malpractice or 
maladministration. Normally, the Director is expected to supervise investigations resulting from 
allegations of malpractice and maladministration and are required to inform the relevant learners 
and staff of their responsibilities and rights.  
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We reserve the right, in suspected cases of malpractice, to suspend learners from their programme 
or learning or staff members from teaching / assessment / invigilation / administrative activities 
whilst an investigation is in progress. Depending on the outcome of the investigation, disciplinary 
action may be enforced.  
  
We require teachers and other staff members to ask learners to declare that their work is their own, 
e.g. for programmes where externally set examinations are provided, an invigilator must verify the 
identity of a learner before they take an examination. 
  
Many staff members take positive steps to prevent or reduce the occurrence of learner malpractice. 
These steps often include:  
 

 using the induction period and the trainee materials to inform learners of our policy on 
malpractice and the penalties for attempted and actual incidents of malpractice  

 showing trainees the appropriate formats to record cited texts and other materials or 
information sources including websites. Learners should not be discouraged from 
conducting research; indeed evidence of relevant research often contributes to the 
achievement of higher grades. However, the submitted work must show evidence that the 
trainee has interpreted and synthesised appropriate information and has acknowledged any 
sources used.  

 introducing procedures for assessing work in a way that reduces or identifies malpractice, 
e.g. plagiarism, collusion, cheating, etc. These procedures may include: periods of 
supervised sessions during which evidence for assignments/tasks/coursework is produced 
by the trainee, altering assessment assignments/tasks/tools on a regular basis, the assessor 
assessing work for a single assignment/task in a single session for the complete cohort of 
learners, using oral questions with learners to ascertain their understanding of the 
concepts, application, etc. within their work, assessors getting to know their trainees’ styles 
and abilities, etc.  

 ensuring access controls are installed to prevent learners from accessing and using other 
people’s work when using networked computers and ensuring that learners do not take 
prohibited material into an examination room.  

  
1. Learner malpractice  
 
Attempting to, or actually carrying out any malpractice activity is not permitted. The following are 
examples of malpractice by learners; this list is not exhaustive and other instances of malpractice 
may be considered by us at its discretion:  

 plagiarism by copying and passing off, as the learner’s own, the whole or part(s) of another 
person’s work, including artwork, images, words, computer generated work (including 
Internet sources), thoughts, inventions and/or discoveries whether published or not, with 
or without the originator’s permission and without appropriately acknowledging the source  

 collusion by working collaboratively with other learners to produce work that is submitted as 
individual learner work. Learners should not be discouraged from teamwork, as this is an 
essential key skill for many sectors and subject areas, but the use of minutes, allocating 
tasks, agreeing outcomes, etc. are an essential part of team work and this must be made 
clear to the learners  

 impersonation by pretending to be someone else in order to produce the work for another 
or arranging for another to take one’s place in an assessment/examination/test   

 fabrication of results and/or evidence  
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 failing to abide by the instructions or advice of an assessor, a supervisor, an invigilator, or 
conditions in relation to the assessment/examination/test rules, regulations and security  

 misuse of assessment/examination material  
 introduction and/or use of unauthorised material contra to the requirements of supervised 

assessment/examination/test conditions, for example: notes, study guides, personal 
organisers, calculators, dictionaries (when prohibited), personal stereos, mobile phones or 
other similar electronic devices  

 obtaining, receiving, exchanging or passing on information which could be 
assessment/examination/test related (or the attempt to) by means of talking or written 
papers/notes during supervised assessment/examination/test conditions  

 behaving in such a way as to undermine the integrity of the assessment/examination/test  
 the alteration of any results document, including certificates  
 writing down questions during an examination/test and taking them out of the examination 

room to give to other learners   
 cheating to gain an unfair advantage 

  
2. Staff malpractice  
 
The following are examples of malpractice by staff. The list is not exhaustive and other instances of 
malpractice may be considered by us at our discretion:  
  

 failing to keep mark schemes secure  
 alteration of mark schemes  
 alteration of assessment and grading criteria  
 assisting learners in the production of work for assessment, where the support has the 

potential to influence the outcomes of assessment, for example where the assistance 
involves centre staff producing work for the learner 

 producing falsified witness statements, for example for evidence the learner has not 
generated 

 allowing evidence, which is known by the staff member not to be the learner’s own, to be 
included in a learner’s assignment/task/portfolio/ coursework  

 facilitating and allowing impersonation  
 misusing the conditions for special learner requirements, for example where learners are 

permitted support, such as an amanuensis, this is permissible up to the point where the 
support has the potential to influence the outcome of the assessment 

 failing to keep learner computer files secure  
 falsifying records/certificates, for example by alteration, substitution, or by fraud 
 fraudulent certificate claims, that is claiming for a certificate prior to the learner completing 

all the requirements of assessment  
 failing to keep assessment/examination/test papers secure prior to the 

assessment/examination/test  
 failing to validate the identity of learners taking an examination/test  
 obtaining unauthorised access to assessment/examination/test material prior to an 

assessment/examination/test.  
  
  
3. Investigating alleged malpractice and/or maladministration 
 
As part of an investigation we retain the right to:  
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 involve the learner and others in the investigation process  
 deal with the learner (if aged 18 or above) and/or the learner’s representative.  

  
This may occur, for example, when a learner’s account of events is at variance with that of others’. 
Where learners aged 18 or under are involved they may wish to be assisted by parents or guardians.  
  
During the investigation period, we may:  

 
 withhold the release of results  
 withhold test/examination papers if the security of a test/examination is considered at risk 

pending the outcome of the investigation 
 contact Awarding Organisations to seek further advice and ensure compliance  

 
If malpractice or maladministration is discovered by one of our representatives (e.g. a teacher, 
administrator or invigilator) or has been reported directly to us by a third party, we will conduct an 
investigation in a form commensurate with the nature of the malpractice or maladministration 
allegation. Such an investigation will require the full support of all personnel linked to the allegation.  
  
In suspected cases of malpractice or maladministration that involve one of our representatives (e.g. 
teacher, administrator or invigilator) we will conduct an investigation appropriate to the nature of 
the allegation.  
  
 
4. Malpractice or maladministration discovered by a learner  
 
Any actual or attempted acts of malpractice or maladministration which have influenced assessment 
outcomes must be reported by learners to us directly.  
  
Any alleged incident of malpractice or maladministration brought to our attention after the issue of 
certificates will result in a full investigation. Depending on the outcome of the investigation and the 
decisions of the relevant Awarding Organisation, results already issued may be cancelled and 
disciplinary action brought forward. 
 
 
5. Dealing with malpractice and maladministration 
 
It is the responsibility of the Head of the Academy to carry out an investigation into allegations of 
malpractice and maladministration. Investigations against the Head of the Academy will normally be 
conducted by an appointed nominee. The alleged incident must be reported to us at the earliest 
opportunity.   
 
We reserve the right to carry out an independent investigation in full under any circumstances 
relating to any individual and full cooperation from all individuals will be expected. 
  
If a staff member, associate or learner discovers or suspects anyone of malpractice or 
maladministration, the Director must make the individual fully aware (preferably in writing) at the 
earliest opportunity of the nature of the allegation and of the possible consequences should the 
allegation be proven. 
 
We reserve the right to access any documents held by in relation to alleged malpractice, including 
documentation held by Associates and learners. Also, as required by Awarding Organisations, we 
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may report certain cases (e.g. where members of staff are found to have committed malpractice) 
and include details of the action taken by us. It may be necessary during this process to notify 
funding authorities and for us to share information with other training organisations or contractors. 
We may also have to notify the police in some cases of malpractice.  
  
6. Penalties and sanctions 
 
Where malpractice or maladministration against a member of staff/learner is proven, we will have 
to consider whether the integrity of the assessments/examinations/tests might be jeopardised if the 
centre/member of staff/learner in question were to be involved in future 
assessments/examinations/tests.  
 
We may take action to protect the integrity of assessments/examinations/tests in the future. This 
action may include for programmes of learning or examinations:  
  

 refusing to accept assessment entries from an assessor in cases where malpractice has been 
established  

 reserving the right to withdraw employment from staff members where malpractice has 
been identified  

 
 
7. Appeals  
 
The Academy has established procedures for staff members that are considering appeals against 
penalties and sanctions arising from malpractice or maladministration.  
 
Appeals against a decision made by us will normally be accepted by only the Director and from 
individual members of staff (in respect of a decision taken against them personally).   
 
EQUALITY & DIVERSITY POLICY 
 
 

1. Purpose 
The purpose of this policy is to establish the approach which Ozo Academy adopts in order to 
provide for diversity and equality in the delivery of our services in prohibiting any intolerance or 
discrimination against trainees or staff 

2. Scope 
This policy applies to all staff, clients and trainees. 

3. Responsibility and Authority 
 

The Head of Academy is responsible for ensuring that all necessary actions are taken to ensure the 
effective implementation of this policy by all staff and associates. 
We recognise our legal responsibility to ensure that, through our policies, procedures and actions, 
everybody who uses its services is treated fairly, with respect, with dignity and on an equal basis, in 
line with all current equalities legislation. 
All staff, customers and clients are expected to have a clear commitment in support of this objective. 
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All staff, trainers, assessors and moderators are required to support diversity and equality, both in 
spirit and in practice. 
 
All staff, trainers, assessors and moderators will be provided with guidance and training in relation to 
diversity and equality through the induction process and through the staff appraisal process. 
 
We will ensure the prevention of discrimination on any grounds which are not appropriate to good 
employment or learning practice.  
 
We actively promote diversity, equality and inclusivity in relation to access and entitlement to its 
services. All trainees are given equal opportunities regardless of age, disability, ethnic origin, gender, 
marital status, religious belief or practice or sexual orientation. We positively encourage all sections 
of society to engage with us in any activities specified by the project /contract. Target groups will 
also occasionally be determined within the scope of the service offer. 
 
Our training, qualifications, services and employment will be open to all, regardless of gender, race, 
culture, religious faith or beliefs, marital status (including civil partnership), disability, employment 
status, nationality, ethnic origin, age, sexual orientation, gender reassignment or pregnancy and 
maternity. 
 
We ensure that no learner is subjected to unfair discrimination on any of these grounds in relation to 
access to assessment and to the fairness of the assessment. 
 
We monitor our adherence to the principles of diversity and equality. 
 

4. Aims & Objectives 
 
We aim to ensure that: 

a) The content of our training, the provision of our advice service and the assessment of our 
qualifications are non-discriminatory and allow for the widest diversity of learners. 

b) The style and language of our documentation do not reflect stereotyped or biased attitudes. 
c) All of our staff will apply a non-discriminatory approach. 
d) We have an effective appeals procedure. 

 

We will take all necessary action to ensure that our diversity and equality policies are effectively 
implemented: 

a) Through steps to ensure that there is no bias in the format, content or language of any of its 
documents and materials, which might place unnecessary barriers to specific groups. 

b) In the selection and actions of all those working for or on behalf of us. 
c) By flexible interpretation of rules and regulations which may inhibit the access or 

performance of learners with special requirements. 
 

Data pertaining to diversity and equality (which may include, but is not limited to, gender, age, 
ethnicity) may also be used for the following purposes 

a) To monitor our compliance with Equality legislation 
b) To evaluate the accessibility of services we supply 
c) To inform market research and marketing strategy 
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d) To inform external agencies such as awarding organisation the volume of services accessed 
by diverse groups and individuals so as to inform business planning and development. 

 
Collation and use of such data will be fully compliant with Data Protection and Privacy regulations. 
 
Mutual Respect Policy 
 
In addition to the above all staff and trainees at the Academy are subject to our Mutual Respect 
Policy which ensures: 
Staff Responsibilities 

 Treat all learners with respect and fairness. 
 Treat all learners equally regardless of age, gender, race, ethnicity, religion, disability, or 

sexual orientation. 
 Provide course materials in an effective format for learning. 
 Provide timely feedback with constructive suggestions and opportunities for 

improvement/remediation when needed. 

Trainee Responsibilities 

 Treat all fellow learners and trainers with respect and fairness. 
 Treat all fellow learners and trainers equally regardless of age, gender, race, ethnicity, 

religion, disability, or sexual orientation. 
 Commit the time and energy to their studies necessary to achieve the goals and objectives 

of each course. 
 Communicate concerns/suggestions about the curriculum, teaching methods, trainers, or 

the learning environment in a respectful, professional manner. 

 

iii. Institutional probity  

The Ozo Group, maintains yearly audited accounts and strict financial procedures, in which all the 
Groups financial statements are audited by third party auditors before being submitted to the MFSA. 

Ozo Group operates and maintain sound financial management systems and processes to track and 
monitor resource utilisation for each of the companies within the Group. The purpose of these 
processes is to assist each company to: 

 Ensure the efficient and effective use of resources 
 Make sound business decisions 
 Demonstrate accountability 
 Take remedial action where needed 

 
Financial Planning 
 
The Chief Financial Officer is responsible for preparing annually a rolling five-year financial plan for 
approval by the Group Senior Management on the recommendation of the Head of the Academy 
and for preparing financial forecasts. Financial plans should be consistent with the strategic plans 
approved by Senior Management. 
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The Ozo Group sets aside annual budgets for each of the companies within the group and Academy 
Senior Management in cooperation with the Chief Financial Officer and Group Human Resources 
Director identify training needs for employees within the Group and based on the training needs 
analysis develop business plans with appropriate budgets to cover the implementation of courses 
and training programmes. The purpose of this process is to define the training strategy for the year 
and identify what financial resources will be needed and how they will be deployed to deliver the 
strategy 
 
The Academy whilst not being a profit-making organisation is subject to the processes outlined here 
and submits financial statements to the Group’s Finance Department on a monthly basis. This 
ongoing monitoring of expenditure ensures the long term financial stability of the Academy in that 
financial resources are made available to meet the budgeting needs of the Academy based on 
objective and effective use of available financing.  
 
Budget objectives 
The Head of the Academy will, from time to time, set budget objectives for the Academy. These will 
help the CFO in preparing his more detailed financial plans for the Academy.  
 
Resource allocation 
Resources are allocated annually by the Head of the Academy on the basis of the above objectives. 
The Head of the Academy is responsible for the economic, effective and efficient use of resources 
allocated to him/her. 
 
Budget preparation 
The CFO is responsible for preparing each year an annual revenue budget for consideration by Senior 
Management. The CFO must ensure that detailed budgets are prepared in order to support the 
resource allocation process and that these are communicated to the Head of the Academy as soon 
as possible following their approval by the Head of the Education Institution. 
During the year, the CFO is responsible for submitting revised budgets to Senior Management for 
consideration before submission to the Head of the Academy for approval. 
 
Budgetary control 
The control of income and expenditure within an agreed budget is the responsibility of the 
designated budget holder, who must ensure that day-to-day monitoring is undertaken effectively. 
Budget holders are responsible to CFO for the income and expenditure appropriate to their budget.   
Significant departures from agreed budgetary targets must be reported immediately to the CFO by 
the Head of Academy and, if necessary, corrective action taken. 
 
Accounting Arrangements 
Financial year: The Academy’s financial year will run from 1st January until 31st December of the 
same year. 
Basis of accounting: The consolidated financial statements are prepared on the historical cost basis 
of accounting and in accordance with applicable accounting standards. 
Format of the financial statements: The financial statements are prepared in accordance with local 
common practice and legislation. 
Accounting records: CFO is responsible for the retention of financial documents. These should be 
kept in a form that is acceptable to the relevant authorities. 
 
The Academy is required by law to retain prime documents for ten (10) years. These include but are 
not limited to: 

 Invoices 
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 Bank statements 
 Copies of receipts 
 payroll records 
 Petty cash vouchers 
 Visa Statements 
 Receipt books 
 Statements of purchasing accounts 
 Monthly sales reports 

The CFO will make appropriate arrangements for the retention of electronic records. 
 
Audit Requirements 
External auditors and internal auditors shall have authority to: 

 access Academy premises at reasonable times 
 access all assets, records, documents and correspondence relating to any financial and other 

transactions of the Academy 
 require and receive such explanations and supporting documentation as are necessary 

concerning any matter under examination 
 require any employee of the Academy to account for cash, stores or any other School 

property under his or her control 
 access records belonging to third parties, such as contractors, when required. 

The CFO is responsible for drawing up a timetable for final accounts purposes and will advise staff 
and the external auditors accordingly. 
Following consideration by Senior Management, the financial statements should be reviewed by the 
Audit Committee.  
 
External audit 
The appointment of external auditors will take place annually and is the responsibility of the Head of 
the Academy. The Head of the Academy will be advised by the Audit Committee in this matter. 
The primary role of external audit is to report on the Academy’s financial statements and to carry 
out such examination of the statements and underlying records and control systems as are 
necessary to reach their opinion on the statements and to report on the appropriate use of funds.  
The external auditors will also provide feedback to the Audit Committee on the operation of the 
internal financial controls reviewed as part of the annual audit. 
 
Internal audit 
The internal auditor is appointed by the Head of the Academy on the recommendation of the Audit 
Committee.  
The main responsibility of internal audit is to provide the Head of the Academy & senior 
management with assurances on the adequacy of the internal control system. 
 
Fraud and corruption 
It is the duty of all members of staff, management and the Head of the Academy to notify the 
Internal Auditor immediately whenever any matter arises which involves, or is thought to involve, 
irregularity, including fraud, corruption or any other impropriety. 
 
Other auditors and investigators 
The Academy may, from time to time, be subject to audit or investigation by external bodies such as 
the NCFHE and other Government entities. They have the same rights of access as external and 
internal auditors, subject to relevant law. 
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Ozo Academy in preserving its integrity and reputation seeks to select, recruit and retain staff 
particularly those in senior positions who have acquired the appropriate qualifications and 
experience to satisfy the stipulated requirements of NCFHE, the awarding bodies, and qualifications 
offered. We also maintain a workforce of an appropriate size and competence, including sufficient 
managerial, academic and administrative staffing and other resources, to undertake the delivery of 
the qualifications run at the Academy. This includes taking reasonable steps to ensure occupational 
competence where this is required for the assessment of specific qualifications  
 

iv. Design and approval of programmes  

The Academy will submit and seek approval by NCFHE, following the Commission’s standards and 
practices, with a focus on the guidelines as per Malta Referencing Report 2012. The approval process 
is based on ensuring all the requirements are met for accreditation as set out by the NCFHE. 
The Academy maintains, in particular through the operations of the parent company Ozo Malta, an 
open contact with skills’ gaps and other learning/teaching opportunities within the various 
occupational settings it operates in. This contact is maintained through the Academy Senior 
Management in liaison with the Group’s HR Director who regularly conduct meetings with 
departmental senior supervisors in monitoring employee performance and identifying future 
training needs. This is enhanced by feedback received following employee evaluations where specific 
training needs are highlighted and earmarked for action. This ensures that courses proposed are of 
high relevance and satisfy both the needs of employers and employees. Involvement of programme 
participants, both past and prospective, is actively sought.    
 
All new programmes require formal approval by the Review Board, which is made up of Senior 
Management of Ozo Group, Group HR Manager and Academy’s Management Team. The Review 
Board is also acts as a Review Panel to consider the renewal or updating of a programme following 
consultation with staff, trainees and external stakeholders 
 
Following confirmation of a proposed progamme, approval the Review Board is responsible for the 
overseeing the development of the programme and approving its formal submission & 
implementation.  The Review Board must ensure: 
 

 the appointment of a programme planning team normally including the Course Leader and 
relevant teaching team who will be responsible for the development of the programme and 
progress it to implementation. 

 that the submission complies with the Academy's requirement regarding prescribed format 
and contents and meets the requirements of the relevant professional body (if appropriate). 

 that the stakeholders both from within the Ozo Group including employees/former trainees 
and other entities are involved as appropriate.  

 
Ozo Academy is committed to including externality in quality assurance and will ensure that 
externality is present as an integral part of the approval process.  
 
The Approval Process 
 
The approval process is the means by which the Academy determines whether a proposal meets its 
requirements for approval and ensures that its programmes provide trainees with a high quality 
educational experience.  It assesses the quality and standards of proposed programmes and their 
awards and stimulates curriculum development through a process of critical evaluation by the 
teaching staff, internal and external peers. 
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Prescribed Format & Content Requirements 
The precise format of documentation is a matter for the Programme Planning teams to decide.  
However, there are a number of general principles governing the relevant documentation. For each 
proposed programme, the Programme Planning team need to produce a Proposed Programme 
Document. This document provides the Academy, stakeholders and trainees with a comprehensive 
programme specification and provides for the gathering of information on programme development 
and good practice 
 
As a matter of good practice all documents should be: 
 

 Simple to read and succinct 
 Documents in their own right; not photocopied extracts of other documents 
 A4 in size and bound  
 Produced to a professional standard, making use of up-to-date IT facilities, large and easy to 

read fonts, and tables and diagrams 
 
A Proposed Programme document should include sections on: 
 
a)  Basic Data: 

 Programme title 
 Mode(s) of attendance 
 Subject category(ies) 
 Expected trainee workload in ECTS or ECVET learning credits 
 Breakdown of trainee-trainer contact hours, self study, practice and assessment    

appropriate to level and credits of the proposed programme 
 Target audience and minimum entry requirements to the programme 

 
b)  Details of the planning and development of the programme: 

 Rationale for the programme 
 The context of the programme in terms of the Academy’s policies and plan 
 Evidence of market research and consultation within the Ozo Group, potential employers 

and candidates who are likely to benefit from provision of such a programme 
 Analysis/comment on the quality and quantity of resources available to support the 

programme 
 

c)  Programme aims and objectives and learning outcomes: 
 Aims and objectives of the programme 
 Specific learning outcomes for awards, i.e. 

o Knowledge and understanding that a candidate will be expected to have on 
completion 

o Key skills (communication, numeracy, use of IT, learning how to learn) 
o Competences and subject specific skills  

 
d) The trainee experience: 
 

 The balance of lectures, seminars, tutorials, practicals and other group-work 
 The teaching and learning strategy 
 The assessment rationale and requirements for the programme 
 The balance between different forms of assessment and relative loading. 
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e) Programme content: 
 A list of all compulsory and optional units(if appropriate) 
 Details of unit conten 
 t, assessment methods, level, credit rating, etc. These should normally include the following 

information: 
o Unit title/code 
o Level according to MQF and Malta Referencing Report 2012 
o Credits (ECTS/ECVET) 
o Pre-requisites/Co-requisites (if relevant) 
o Teaching methods e.g. lectures, seminars, etc. 
o Aims of the unit 
o Learning outcomes: Knowledge & Understanding, Skills & Competences 
o Synopsis of module content 
o Assessment requirements  
o Core and supplementary reading list 

 
 
f) Details of staffing and physical resources: 

 A list of teaching, technical and administrative staff to be involved in the programme and the 
minimum requirements in terms of staff qualifications and teaching experience 

 Brief curricula vitae of the teaching staff who will be involved, including their qualifications, 
their teaching and other relevant experience with dates 

 A statement of staff continual professional development  
 IT resources including equipment, access to facilities and technical support. 

 

v. Student-centred learning, teaching and assessment  

Ozo Academy ensures that prospective and current trainees that can benefit from its activity are 
given the best opportunity to acquire new skills and competences and are given the facility to 
demonstrate and express learning in ways that facilitates their success.    
 
A variety of delivery methods will be used by Ozo Academy, including lectures, seminars, tutorials, 
and guest lectures, observations, placements & practical demonstrations etc in achieving learning 
aims, outcomes and skills set out in the programme specification.   
The delivery and assessment methods will follow those set out in the programme specification and 
relevant unit specifications.  
In order to ensure the quality and standards of a regulated programme, the assessment and 
examination must be conducted in accordance with: 

 The detailed and documented criteria agreed at accreditation and within the requirements 
specified in Regulations, Protocols and other guidelines issued by the Academy and/or 
Accrediting Body.  

 In addition, all programmes operated at the Academy are subject to audit by the NCFHE.  
 The maintenance of universally high standards in the interests of all parties involved in the 

Academy’s training programmes.  
The following are intended to provide general guidance regarding the conventions that shape the 
pattern of assessment and examination of programmes. 
 
Purpose of Assessment  



OZO Academy IQA v.2.2 May 2018   20 
 

The purpose of assessment is to measure trainee knowledge, understanding or skills. Good 
assessment practice is designed to ensure that trainees can demonstrate that they have met the 
intended learning outcomes of the unit / programme of study and achieved the standard required at 
the point of assessment for the award / award of credit being undertaken. Assessment can also 
promote and support trainee learning by providing the trainee with feedback to help improve 
his/her performance. 
Forms of Trainee Assessment: Assessment is usually construed as being formative or summative. 
These terms are used to mean the following. 

 Formative assessment has a developmental purpose and is designed to help learners learn 
more effectively by giving them feedback on their performance and on how it can be 
improved and/or maintained. 

 Summative assessment is used to indicate the extent of a learner’s success in meeting the 
assessment criteria used to gauge the intended learning outcomes of a module or 
programme. 

 
An assessment process for a particular unit can involve more than one of the aforementioned 
assessment purposes. Within a programme, the use of a range of assessment types enables trainees 
to demonstrate their capabilities and achievements in meeting different intended learning 
outcomes. Diversity of assessment practice is to be expected and is encouraged, in order to test a 
wide range of outcomes. Accepted methods of assessment include: 

1. Essays Examination papers (including open book) 
2. Objective tests  
3. Direct observation 
4. Oral tests 
5. Structured practical assessments 
6. Self-assessment  
7. Written assignments 
8. Reports on projects 

Assessment should also be at the appropriate level – assessment methods should relate to the 
appropriate level descriptors within the qualifications framework. 
It is expected that all trainees on any unit will undertake the same assessment programme and every 
effort should be made to ensure that assessment is based on the trainee's individual performance, 
and that assessment makes a positive contribution to trainee learning.  
Whatever assessment methods are adopted they must be agreed in advance with both the Head of 
the Academy. The course document, programme specification and trainee handbook must also 
clearly present the assessment methods, weighting and schedule. 
Examination question papers should be prepared in draft some months prior to the examination 
period. They should be sent (accompanied by model/indicative answers/marking criteria) to the 
Head of the Academy at least 10 weeks before the examinations take place. It is considered good 
practice to submit the re-sit examination papers at the same time.  
Any comments and/or corrections suggested by the Academic Head will be returned to the 
responsible trainer for final drafts to be completed.  
The same process applies to any form of assessment (e.g. coursework) that contributes 50% or more 
towards the final module mark.  
Draft examination paper can be transmitted by email, provided that they are password protected 
and that the password is transmitted separately. 
 
Prior to transmitting proposed assessments teaching staff should ensure that assessments:  

 Must be at the academic level and content are appropriate to the award level 
 Must be in accordance to house style as set by the Academy 
 Meet learning outcomes of the specific module  
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 Are corrected for typographical or other minor errors 
  Are compared to assessment schedule to ensure the co-ordination of assessment deadlines 

in order to avoid clashes and excessive assessment burdens for trainees and staff.  
Care should also be taken to ensure that trainees have adequate time to reflect on learning before 
being assessed. 
 
Assessment questions should show clearly how many of the total marks for the paper have been 
allocated to it. In addition, for questions which contain a number of individual tasks/requirements, 
the distribution of those marks between the key elements of the question should be shown. 
Not only should the paper format be appropriate for the area of examination but this format should 
also be known to the trainees. The trainee handbook should outline the methods of assessment for 
each module (e.g. 50% by three hour unseen examination, 50% by 2000 word assignment). It is 
important that both staff and trainees are aware of, and understand, the marking criteria that will be 
used to mark each assessment task. These should be issued with the coursework assessment. 
Assessment questions must examine the course syllabus and be able to be completed by the 
average trainee in the time available. The learning outcomes and the award classification system will 
be the major determinants of the type of assessment and of the nature of the questions posed.  
 
Security/Confidentiality 
It is of vital importance throughout this process that the greatest possible care be exercised in 
securing the confidentiality of the question papers prior to the examination.  
All staff must ensure that all examination papers, and associated documentation, are kept and 
transmitted under strictly confidential conditions. Any possible breaches of security must be 
reported immediately to the Head of the Academy 
All staff must be made aware of their responsibilities in this area and should ensure that their 
working drafts as well as completed papers cannot enter the public domain whether as hard copy or 
through a computer network.  
Examination papers and other assessments are central to ensuring the quality and validity of awards.  
Any breaches of security will invalidate awards. 
 
Marking and Moderation 
Strict guidelines with regard to Marking and moderation are set by the Academy as follows and must 
be adhered to at all times: 
Double Marking and Internal Moderation Guidelines. The aims of internal moderation & double 
marking are principally to: 

 Provide a check that an assessment has been marked in line with the expressed aims and 
learning outcomes of the assignment/examination, and in terms of marking criteria; 

 Provide assurance for trainees of fairness of marking and hence the equality of treatment of 
each trainee; 

 Assure internal consistency of assessment within a unit; 
 Provide an approach to the comparability of standards across units within a subject area. 

Trainees are not permitted to appeal against academic judgement and so it is important to ensure 
fairness and consistency through the double marking process. These notes outline the minimum 
standard for double marking required by the Academy, as well as guidance to practical 
considerations in operating the policy. 
The Minimum Standard will apply to:  

 All Assessed Work that Contributes towards the completion of the Award/Certificate 
 All marking and assessment strategies should be agreed in advance, e.g. through the 

provision of outline or ‘skeleton’ suggested answers/marking schemes (these should be 
submitted at the same time as draft assessments are submitted for approval). 

The following should normally be subject to second marking: 
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Examination Papers, Class Tests and Continuous Assessment (where the latter constitutes 50% or 
more of the total marks awarded for the unit) which require the exercise of a substantial element of 
academic judgement by the marker and where the mark awarded by the first marker(s) falls into one 
of the following categories: 

 All distinction marks; 
 All failing marks; 
 Any marking undertaken by persons other than members of the Academy’s Academic Staff; 
 All rubric violations in examinations. 

The Academy should ensure the above procedures are followed such that the following total 
minimum percentages of all examination papers or class tests that contribute towards the final 
award are second marked: 
Number of Trainees taking the Assessment/Percentage of Assessment to be Double Marked: 

 Up to 5  - 100% 
 Up to 20 minimum of 40% 
 21-50 minimum of 30% 
 51-100 minimum of 20% 
 101-200 minimum of 10% 
 Above 200 a minimum of 20 assessments (or trainees) 

Such sampling should ensure a full range of marks/degree classes is included and all borderline fails. 

Mark Variances between First and Second Markers 

These should be expected and arise naturally from independent judgement. Nevertheless, 
the External Examiners and the Board of Examiners Meeting will expect to be given a single 
set of agreed marks.  
Where differences arise in cases where the assessments have been fully double marked they should 
be resolved by: 

 A discussion between the markers; 
 an average mark (but only where the two marks are already close and both rest within the 

same degree classification); 
 Be provided to a third marker of the relevant subject area for 3rd marking in extreme cases. 

 
Should the above measures fail to resolve differences an additional marker, senior academic 
member of staff (nominated by the chair of the board of examiners) should review the assessed 
work and guide colleagues to an agreed set of marks.  
Where differences arise in cases where assessments have been moderated, individual marks should 
not be changed (except in a case of arithmetical error) to ensure that no trainee may be advantaged 
or disadvantaged as a result of their assessment being included in the sample.  
Instead, depending on the level of difference between the internal examiners the chair of the board 
of examiners should discuss with both markers whether; 
Based on the sample moderated (or an increased percentage), a judgement be applied to the 
assessment as a whole;  
The entire set of assessments be fully double marked (see possible outcomes above). 
The result of any such action should be discussed in full with the Head of the Academy 
 

vi. Student admission, progression, recognition and certification  

TRAINEE RECRUITMENT & ADMISSIONS 
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Ozo Academy recruits potential trainees via publicity on its web page and by word-of-mouth 
recommendations channelled through the Group HR Manager. Prospective trainees are then 
requested to contact Ozo Academy to commence the application process. 
The Academy operates a policy of equality & diversity policy as outlined in IQA Manual. Applications 
are accepted without prejudice to the applicant and adjudicated solely on the basis of qualification 
and/or the applicants’ ability to complete the training course successfully. 
The next stage is when applicants complete and submit the application form with their personal 
details and course selection. Applicants also sign a declaration on the application form confirming 
that they have read and understood the terms and condition of sale incorporated in the registration 
form. 
The completed application forms are received by the Head of Academy for vetting. The application 
forms are reviewed for completeness and accepted or, in case or errors or omissions, the application 
forms are returned to applicants for corrections. Only correct and complete application forms are 
accepted for processing. 
The Head of Academy with Group HR Manager process the application forms by checking that the 
applicant has the minimum requirements for admission to the training course. If the case requires 
the Head of Academy may request the candidate to attend an interview to assess his/her suitability 
and the Head of Academy will record his decision to admit or reject the applicant on the application 
form. 

 
TRAINEE REGISTRATION 
 
Trainees’ entry requirements are stated in the Programme specification and form the 
comprehensive requirements for entry onto any programme of study. All trainees of the Academy 
must complete the application procedure and apply through the Academy before registering on a 
programme of study.  All trainees seeking registration on any programme offered at the Academy 
must complete the Application Form and return it to the Academy to be processed 
 
The Application procedure enables the Academy to verify trainees’ suitability for study against the 
entry criteria stated in programme specification and serves to confirm criteria such as:   

 Qualification, i.e. possession of a recognized initial degree, etc  
 In cases where relevant experience forms the basis of entry, the Academy’s documentation 

on Recognition of Prior Learning must be consulted, unless otherwise stated, for groups of 
trainees following a particular qualification and as stated within the respective programme 
specification. 

 
The application form should also be accompanied with the necessary documentation (where 
applicable): 

 a certified copy of the initial degree certificate must be attached.  
 Where trainees’ certificates are in a language other than English, a signed and stamped 

English version must be provided by a formal translation organisation together with an 
MQRIC statement.  

 The Academy may in certain cases request potential trainees to attend an interview to 
assess further their competency to undertake the proposed course of study 



OZO Academy IQA v.2.2 May 2018   24 
 

Once the application has been processed, the Academy will issue an acceptance letter for each 
trainee whose application is successful.  
 

RECOGNITION OF PRIOR LEARNING 
In certain cases trainees with previous qualifications may be able to claim recognition of prior 
learning. The Recognition of Prior Learning Policy is set out in Appendix D and prospective trainees 
are informed at application stage of the procedure. 
On submission of necessary documentation Academy administrator will complete the RPL Form 
(Appendix E) for the approval by the Head of the Academy 
 
RECORD MAINTENANCE 
 
All completed initial assessment forms for both accepted and rejected applicants, are retained in 
hard copy or electronic format (scanned files) for a minimum of two years from the date of 
application. 
 
The Head of the Academy is responsible to ensure that backups of the Trainee Record Database are 

regularly maintained to preserve storage and retrieval of trainee information. Individual 
trainee records are to be retained for a minimum of 5 years following completion of the 
training course. 

Personal data will be stored and protected as per the statutory provision of the Data Protection Act 
& GDPR (see Appendix G). 
Maintenance of records will be done according to Records Management policy  
 
INDUCTION 
 
Before the commencement of any course all trainees registered on that course will be required to 
attend a 1-day intensive induction which in turn must include the following as a minimum 
requirement for discussion during induction: 

 Welcome to the Academy – its mission and principles 
 Introduction to the teaching & administrative team 
 Tour of the facilities 
 Presentation of resources available 
 Teaching & Learning Methodologies 
 Course Aims 
 Course Learning Outcomes & Assessment strategies 
 Referencing, Plagiarism and penalties 
 Course structure and timetabling 

 
PROGRESSION 
The Review Board is part of the quality assurance process that applies to all accredited courses of 
the Academy. The Review Board verifies assessment decisions taken by Internal Verifiers and 
determine the entitlement of trainees to receive awards and the classification of those awards.  
 
Objectives of the Review board 
The main tasks of Review Boards are to: 

 Ensure that the diet of assessment  established in the course specification has been duly 
administered by scrutinising examination scripts, projects, course work,  and any other 
evidence of assessment; 

 Ensure that marking has been fair, internally consistent, and consistent with marking in 
Maltese higher education institutions 
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 Adjust marks, if necessary, to comply with the above objectives; 
 Ensure that trainees have satisfied the course and Academy regulations in order to either 

progress or qualify for the award; 
 Determine appropriate action, such as re-sits,  for trainees who have not satisfied the 

conditions for progression or qualification; 
 Take into account any special circumstances that may have affected trainee performance in 

any element of assessment and apply appropriate measures if necessary; 
 Take decisions on any borderline cases; 
 Discuss any cases of unfair practice or other breaches of the regulations; 
 Make recommendations for future assessment exercises. 

 
Composition 
The Review Boards will normally consist of: 

1. Chair:  Head of the Academy or senior member of the academic staff  
2. Secretary to the Board: member of the administrative staff, The secretary will be responsible 

for recording the Board's decisions and any other relevant matters.  
3. Course Teaching Team:  All staff involved in the teaching and assessment of the trainees 

should be members of the Review Board and are required to attend the Board's meetings. 
The purpose of the Board is to discuss and determine individual trainee performances as 
well as reflect on the pattern of results for individual courses within a study programme.  

 
The Chair will ensure that awards are made in accordance with the established guidelines for 
aggregating performance in individual areas of assessment, as contained in the programme 
regulations contained in the programme document. It is considered good practice to ensure that all 
members of the Review Board are provided with a copy of the specific regulations covering the 
programme. 
The course team should have already developed a consensus on any special circumstances (absence 
due to illness, etc.) or borderline cases and will be able to advanced reasoned proposals, supported 
by evidence or arguments, for consideration by the other members of the Board. 
 
All members of the Review Board should have a set of spreadsheets detailing overall trainee 
performance in the units being considered, as well as a final weighted average and recommended 
achievement classification (if applicable). It may well be the case that trainees being considered for a 
final award will have marks for modules approved by a previous Review Board - these marks should 
be included on the consolidated mark sheet. It is useful to have a consolidated mark sheet in 
descending order of merit, as this will enable all borderline cases to be easily identified. This sheet 
should also show the average mark and the standard deviation for each module, as this will help the 
Board to identify any anomalies or inconsistencies.  
 
The consolidated mark sheet should be supported by information on the weighting of the different 
forms of assessment for each module (coursework, examinations, etc.). This information can be 
crucial to decisions on progression and/or compensation. It can also be vital when establishing the 
profile of trainees who are on the borderline between two classifications or the pass/fail divide. The 
mark sheet should have been amended to take account of any recommendations made by the 
External Examiner prior to the meeting.  
 
Scope: 
The Review Board will also consider a number of issues which have arisen and need to be resolved. 
These include:  
 
Scrutiny of Assessed Work 
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All assessed work should be available for scrutiny by the Review Board prior to the formal Board 
meeting taking place. Ideally this should all be held in a ‘base room’, which should also include the 
assessment questions, model answers and module reports.  
 
Special Circumstances:  
The Academy’s  Policies specify what constitute special circumstances, these include (documented) 
illness, accident, close bereavement or on closely related compassionate grounds. Candidates who 
have brought forward special circumstances that have affected their performance in an 
examination/assessment, or which has caused absence from an examination /assessment need to 
be carefully considered in order that the appropriate action can be taken. This might include 
allowing a candidate a further attempt at an examination previously failed, with no penalty applied. 
 
Unfair Practice: 
 In certain instances, cases of alleged unfair practice can be resolved by the Award Board  
 
Progression:  
In order to progress to the next stage of the programme (from level 3 to 4 to 5), trainees will 
normally have to provisionally passed all modules in that level in order to proceed to the next level.  
Should a trainee not achieve this then they will need to seek academic counselling. The principle 
options for progression are as follows:  
 
Re-assessment: 
Trainees may be allowed to resubmit work or resit examinations under certain circumstances at the 
next available opportunity (as set at the award board and usually within the same academic year).  
However, trainees will not be allowed to submit/sit the original assessment exercise and subsequent 
re-submission/resit will be recorded as a second attempt. The maximum mark achievable will be 
recorded as a bare pass, regardless of grade received at re-submission/resit and will be recorded as 
such on trainee transcripts as a 2nd attempt. Normally trainees are allowed to resubmit/resit work 
or exams for reassessment if on first submission/sit: 

1. the work has been graded below pass 
2. the work was submitted late and received a late submission penalty that caused it to be 

graded below pass 
3. the work was submitted late and received grade of 0% and external examination board 

has allowed for a re-submission following scrutiny of trainee documentation evidence 
submission.  

 
Notification of Results 
All decisions of the Review Board will be recorded on the Notification of Results Form (NORF). The 
Form should be signed by all members of the Board present. NORFS are then returned to the 
Academy administration for processing and (where appropriate) issuing of pass lists and certificates. 
 
CERTIFICATION 
On successful completion of their course of study, trainees will receive confirmation documents. 
These will include Certificates, and if applicable, related degree or diploma supplements issued by 
Ozo Academy to the successful course participants. Such documentation shall include the following 
information: 

(1) NCFHE licence number 
(2) Second Schedule Category, e.g. Further Education Institution; 
(3) the accredited status of the course or programme: e.g. VET Award / Further 

Education Programme; 
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(4) the MQF/EQF level for programmes provided at the Institution, e.g. Level 4, for 
example: ‘MQF/EQF Level 4’; 

(5) the number of ECTS/ECVET credit, for example: ‘Learning Credits: 10’. 
(6) Learning Outcomes for the course or programme 

 
 
 

vii. Teaching staff  

The Academy actively seeks to maintain highly competent personnel amongst its cohort of teaching 
staff. The recruitment process is open, transparent and fair. Lecturers and tutors are employed 
according to national employment requirements and are given the best possible conditions to grow 
within the Academy as well as keeping abreast of developments within their area of competence.   
 
Staff Recruitment Policy 
 

1. Scope & Purpose 
 
This policy is intended to provide assistance to those members of staff involved in the recruitment 
process within the organisation and specifies the procedures through from advertising to offer of 
employment. It is also intended to provide advice on best practice to ensure that the Academy’s 
recruitment process is transparent, consistent and effective. 

 
2. Responsibility & Authority 

 
The responsibility for the recruitment of staff lies with the Academy Management team & Group HR 
Manager. Authority for the implementation of the policy may be delegated to a senior manager. 
Before any post/vacancy can be advertised, it is necessary to obtain formal authorisation from the 
Group Senior Management. Such authorisation shall include the number and description of posts to 
be advertised and agreement of details of where the post is to be advertised. 
 
When deciding whether to grant authorisation Management shall consider the rationale for the 
vacancy e.g. replacement, restructure or expansion, to ensure that recruitment is justified. 
 

3. Recruitment Aims 
 
Through its recruitment procedures Ozo Academy aims to: 

 Attract high calibre candidates 
 Ensure equal treatment of all applicants 
 Identify and appoint the best applicants 
 Maintain an effective and streamlined recruiting process which makes the best use of time 

and money 

 
4. Equal Opportunities 

 
Ozo Academy’s Equality & Diversity policy applies equally to the recruitment process and must be 
complied with at every stage of the recruitment process. 
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This means that prospective applicants should not be discriminated against either directly or 
indirectly on the grounds of race, nationality, ethnic origin, gender, marital status, sexual 
orientation, cultural or religious beliefs, disability and age. In addition candidates should not be 
discriminated against based on pregnancy. 
 
Preparation of job descriptions, person specifications, advertisements, short-listing, interviewing and 
selection of applicants should reflect a commitment to achieving and maintaining equal 
opportunities within the workplace. 
 
Interviewers should only ask job-related questions. 
 

5. Recruitment Documents 
Before a vacancy is advertised the following information should be prepared: 

 An updated job description 
 A person specification 
 Draft advertisement 

 
6. Job Description 

The job description should define the nature of the tasks, duties and responsibilities that the post 
will require and where the post fits into the organisational structure.  
 
The job description should be written in clear and simple language. 
Where a job description already exists for the vacancy then it should be reviewed to ensure that it 
still accurately describes the role and should be updated where necessary. 
 
The grade/salary for the post should be determined and included in the job description. 
 
A copy of the job description should be sent out to all persons applying for the post to enable them 
to prepare adequately for the interview process 
The job description will eventually form part of the applicant’s contract of employment. 
 

7. Person Specification 
 

The Person Specification differs from the job description as it provides a summary of the minimum 
criteria in terms of qualifications, skills, experience, knowledge and personal characteristics required 
to undertake the role. Any criteria set should be related to the post and ability required for the post. 
There should be no unnecessary conditions attached, or the use of words, which would imply 
unjustifiable bias. 
A copy of the person specification should be sent out to all persons applying for the post. 
 

8. Advertisement 
 

The job advertisement should be prepared by the same author of the job description and person 
specification to ensure consistency. 
The advertisement should be kept short and simple and provide all the relevant information to 
enable individuals to determine whether they have the relevant skills, experience and qualifications 
for the post.  
Vacancies should be advertised externally in as wide a range of publications as possible.  
The advertisement should also specify the closing date for the return of the application forms. 
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Any advertisement should be carefully worded so as to be free of any discriminatory words, phrases 
or intention. For example, it should avoid giving age limits or age ranges, also avoid the use of words 
such as, “young graduates”, “mature person” or “selection will be based upon age and experience”. 
Where possible relevant skills, rather than qualifications should be highlighted.  
 

9. Receipt of Application Forms and Short Listing 
 
All applications received are to be reviewed by senior managers and be given equal and fair 
consideration. Any conflict of interest identified at this point should be declared to the Head of the 
Academy. 
 
Applications should be evaluated against the set criteria contained within the Person Specification 
and Job Description only and all candidates are to be informed of the outcome of this stage in the 
selection process. Successful applicants at the short-listing stage 

 
10. Interviews 

All candidates who meet the essential criteria for the post (as set out in the person specification) will 
be offered an interview. 
Interview should normally be carried out by a minimum of two people. Those involved in 
recruitment should consider how best to convey a positive image. 
Notes recording the salient points of the interview should be taken by the interviewers, so that they 
can refer back to these when assessing candidates against the person specification and making 
decisions.  
In the event that a candidate requests feedback about their performance in the selection process. 
This should be arranged by the Interviewer although he or she may delegate this to another member 
of staff where appropriate. 
Unsuccessful interview candidates should be dealt with courteously and sensitively and will receive 
telephone or written notification of the outcome of the selection process. 

11. References 
Information sought from a minimum of two referees should be structured around the requirements 
of the job and the job description should be provided. 
Referees should not be contacted without the candidate’s consent and the information provided 
should be treated as confidential by the members of staff collecting the information. 
In certain circumstances a school or personal reference is acceptable. 
 

12. Appointments 
We recognise open contracts as the general form of employment relationship between employers 
and employees and will appoint new and existing staff to indefinite contracts unless necessary and 
objective reasons justify use of a fixed-term contract. 
Appointments will usually be made at the minimum level of the advertised salary scale unless 
directly relevant experience would justify additional increments. Advice should be sought from the 
HR Manager if the intention is to appoint at the maximum of the advertised salary scale. No 
appointment can be made above the advertised scale. 
Once a selection decision has been made the Head of the Academy will produce a written offer of 
employment. Offers of employment are normally subject to satisfactory references, medical 
clearance, checks of qualifications and any other checks as appropriate, such as Asylum and 
Immigration checks, Criminal Records Bureau checks etc.  
In addition, any non-EU national will be subject to additional checks regarding their right to remain 
and right to work in Malta. 
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Trainer Observations 
 
Ozo Academy strives to ensure that all trainers are provided with the opportunity to receive 
evaluation and feedback on their training techniques applied. This is done through teaching 
observation carried out by IQA’s and all trainers will have at least one observation per year. IQA 
observation should include: 

 Sight of Learning Plan 
 Agreement of objectives for the session 
 Learner performance and stretching 
 Embedding of Functional Skills, Safeguarding and Equality & Diversity 
 Questioning / Assessment / Training / Self-guided learning 
 Formative feedback 
 Recap of learning achieved 
 Agreement of next steps 

 
The observation will be recorded on an Observation of Trainer Practice Form (Appendix X) 
 
Feedback from an IQA observation of trainer delivery must be delivered to the relevant trainer as 
soon as practicable, preferably by the end of the working day, any actions should then be agreed 
and the Observation of Assessor Practice form should be updated and then signed by the IQA and 
trainer to confirm accuracy of the information it contains. 
 
A copy of the form should be forwarded to the Head of the Academy and the original filed in the 
Trainers Personnel File 
 
Continuing Professional Development Policy 
 
Ozo Academy recognises the importance of effective learning and development in assisting us to 
achieve our objective of providing consistently high-quality education and training. 
Employees will have access to opportunities for learning and development to enable them to 
perform to the best of their ability. 
 
It is the Management’s responsibility to: 
 communicate the organisation’s objectives and values 
 work with staff to identify their developmental needs and link these to the organisation’s 

objectives 
 work with staff to identify solutions to their needs 
 encourage employees to undertake and make use of learning and development activities 
 evaluate the impact of learning and development for individuals and the organisation 
 
Teaching staff have a responsibility to: 
 assist in identifying learning and development needs and opportunities 
 undertake learning and development activities 
 evaluate learning undertaken and its contribution to their personal development and that of 

the organisation 
 
Identification of CPD requirements 
The aim of this needs identification will be to highlight individual strengths or areas of performance 
which need development or further training. 
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Organisation of CPD activities 
Teaching staff may request specific learning and development at any time. Before any paid-for 
learning activity is undertaken, the activity will be authorised by the Head of the Academy. 
Methods of CPD, training and development activities that can be authorised can include:  
 

 External training 
 In house training 
 Induction training 
 Studying towards vocational or professional qualifications 
 Coaching and mentoring 
 Attendance at seminars, forums, conferences, workshops 
 Continuous Professional Development (reading, research, shared learning) 

 
Mandatory Training Requirements 
In some instances, there will be a requirement for mandatory (legally required training) 
courses. These are the courses that employees must undertake as a requirement of their 
job, to provide specific qualifications or to meet contractual requirements. 
 
Additional core development activities may also include: 

 Equality, diversity and inclusion training 
 Data protection training 
 Online (cyber) security 
 Health and safety 

 
Study for professional qualifications for employees 
We may provide support for staff for relevant professional qualifications as we recognise the 
benefits gained for both the organisation and the individual.  
Support may be available to undertake the following qualifications:  

 Education and Training (e.g. teacher training) 
 Quality Assurance (e.g. Verifier qualifications) 
 Business and Management qualifications 

In each case, the professional qualification and development activity must directly and significantly 
relate to the individual’s work role. 
Support may take the form of:  

 Providing a mentor in-house 
 Study leave 
 Financial contribution or full cost contribution 

It is important that all staff manage their expectations about what the Academy can do with 
our resources. Additional support may be available upon request. 
 
In some circumstances, some conditions will apply: 
 Professional qualifications for employees will only be considered following successful 

completion of their probation period 
 If an employee leaves the organisation within two years of achieving the qualification then they 

may be expected to re-pay course fees 
 If an element of a qualification is failed, the Head of Academy will decide whether it is possible 

to continue providing financial support. 
 
Evaluation of Development Activities 
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We consider it important that the benefits of learning and development activities are evaluated to 
establish the long and short-term impact on the individual and organisation’s performance. 
Evaluation activities will include: 
 
 Completion of evaluation form  
 Follow up discussions during line management meetings 
 Discussion during appraisals 
 Cascading information through team meetings 
 Entry in CPD Log, paying particular attention to the impact on Learners. 
 
The effectiveness of CPD activities will be recorded in the organisational Self-Assessment Report. 

viii. Learning resources and student support  

The Academy has invested significantly in modern facilities and created scenarios which will facilitate 
learning in an environment that replicates actual workplaces.  
The Academy currently includes teaching and conference room, fully equipped practice rooms for 
healthcare, hygiene and hospitality. These facilities are being expanded to include 2 extra 
classrooms, study area, central tuition area, residential care suite, hospital suite, restaurant dining 
area and industrial kitchen. The Academy’s study rooms include high-powered internet access, in-
site tech support, whiteboards and projectors. 
 
All of our classrooms are designed for comfort and a positive working space with ample lighting and 
air-conditioning, as well as ease of access for trainees requiring wheelchair access. 
Wi-Fi is available throughout the Academy and the rooms, which are all air-conditioned and include 
a smart board. With a choice of rooms of various sizes, we can cater for a range of events including: 

 Practical & Technical Training 
 Seminars & workshops 
  Meetings 
 Team Building 

 
 
Learning Resources 
 
Trainees currently receive detailed handbooks on each course they attend and it is envisaged to 
establish OZO Academy online platform which will enable both staff and trainees to access 
electronic material, assessment tasks and electronic libraries.  Each trainee registered on a course 
will receive individual log in details which will provide access to course material, sample assessments 
and e-books as well as e-libraries. 
Staff will be able to monitor trainee activity on the platform as well as provide assistance and advice 
through messaging. 
The platform will also be used for the uploading and downloading of assessment tasks and trainee 
portfolios. 
We ensure that our premises are always up to standard, and regular investment ensure that the 
studying environment is suitable and adaptive for all of our trainees and staff. 
 
Trainee Support 
 
Ozo Academy recognises that to maximise the chance of trainees successfully completing their 
training it is necessary to: 

 Identify the educational support learners need 
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 Provide access to that support throughout their training 
 
This includes the facilities, equipment and resources required to operate as a training academy and 
deliver quality driven training that meets the requirements of the course as set out in the 
programme specification 
The Head of the Academy and administrative staff are available during office hours for counselling 
and administrative support 
 
Teaching support includes but limited to: 

 Detailed and referenced course handbooks and material 
 Availability of trainers/assessors to assist with learning issues 
 Reasonable adjustments in delivery and assessment to meet individual trainee learning 

needs 
 Language, literacy and numeracy 

 
During the induction for each course trainees are given a tour of the facilities and are informed 
about learning resources available, how to use the online platform as well as counselling and 
pastoral support available. 
The Academy will continue to look at further opportunities whereby the learning environment can 
be improved for the benefit of trainees enrolled on its’s programmes , ensuring accessibility for all. 
 
 

ix. Information management  

The Academy maintains the following information, as permissible by Data Protection Act and GDPR 
policy (see Appendix G) 
 
Every employee within the Group HR has a personal file which includes all the documents needed to 
work, these include:   

 Work permits for non-EU employees 
 Copies of Identity Cards 
 National Insurance Contribution (NIC) certificate number 
 Tax numbers 
 Contract of services 

 
Each employee also has a Performance File which includes: 

 CV 
 Copies of certificates 
 Self-Assessment forms 
 Evaluation & Performance Reports 
 Training undertaken 

 
Working with the HR Group Director, the Academy maintains files on all trainees who have 
participated in courses run at the Academy. These files include: 

 Application form 
 Supporting documentation 
 Attendance and performance 
 Assessment decisions 
 Future training needs 



OZO Academy IQA v.2.2 May 2018   34 
 

 
As each employee has a unique employee number it is possible to access the trainee’s profile to 
analyze participation, retention and success rates. In addition data gathered from the Review Panels 
is also available and together assist senior management in decision-making and planning for training 
needs 
 
 

x. Public information  

The Ozo Academy website will carry clear and up to date details about all the activities of the 
Academy including areas of training, training programmes offered and accreditations. The 
information will further include:  

 Facilities and resources available to trainees 
 Location and contact details 
 Full list of courses and upcoming courses 

For each course or programme information provided includes: 
 Course Title & Code 
 EQF/MQF Level & ECTS/ECVET Learning Credits 
 Course Code 
 Course Aims  
 Learning outcomes & assessment procedures 
 Selection criteria and entry requirements 
 Opportunities for further study and Career Progression 

 
The Academic team in liaison with Marketing Department ensure that the website is maintained and  
information is kept up to date.  
As part of the evaluation process trainees are asked how useful they found the information on the 
website   
 

xi. On-going monitoring and periodic review of programmes  

The Internal Quality Assurance document will be reviewed at regular intervals and in any case within 
one year from launching. Review will take into consideration feedback from trainees and lecturers, 
employers for whom training is being offered, prospective trainees and other interested groups.  

Ozo Academy carries out an Internal Quality Assurance Review on the completion of the programme 
which considers assessment evidence, learner feedback and tutor/assessor feedback and evaluation 
(see Appendix F) 
This review along with other reports and feedback go together to provide stakeholders with an 
overall evaluation report for consideration. 
 
The areas covered will comprise: 

 Resources and resource utilisation 
 Academic staff- teaching and Learning 
 Secretarial/administrative staff 
 IT provision 
 Library 
 Photocopying 
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 Trainee achievement and assessment 
 Staff Development 
 Trainee opinion 
 Issues and observations on specific modules 
 Admissions 
 Pastoral care 
 Other 

 
The responsibility for the report rests with the Course Leader who will receive input from the Head 
of the Academy. 
As Ozo trainees work a wide range of sectors and companies the Academy involves these external 
stakeholders in the review process in welcoming feedback and recommendations for the 
improvement of training courses or the addition of new courses. In this way the Academy’s courses 
have direct involvement with industry and the needs required. 
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xii. Appendices 

Appendix A: Group Structure 
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Appendix B: Academy Structure 
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Appendix C: IQA Report 

 
Internal Quality 
Assurance Report 

 

 

 

 

 

 Internal Quality Assurance Questions Yes No N/A Method 

1 Have all learning outcomes been assessed?     

2 
Is the assessment evidence valid in that it covers 
the learning outcomes of the units? 

    

3 
Does the assessment evidence cover all the 
assessment criteria in the unit outcomes? 

    

4 
Is there appropriate oral or other evidence that 
any assessment criteria not naturally occurring 
have been covered? 

    

5 
Is the assessment evidence of the appropriate 
level? 

    

6 
Does the evidence provide authentic and reliable 
evidence of the individual learner’s achievement? 

    

7 Has the required range been covered?     

8 Is there sufficient evidence?     

9 Is there over-assessment?     

10 
Has appropriate feedback been provided to 
learner? 

    

11 Has the assessor been observed assessing?     
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12 If so were they unobtrusive?     

13 
Has the full range of evidence types been used e.g. 
appropriate opportunities for RPL? 

    

14 Is the assessment approved?     

15 
Are there any actions required of the 
Assessor/Learner? 

    

16 Are there any training needs for the assessor?     

 

Internal Quality Assurance Comments 

 

Assessor Actions Date Completed/Comments 

  

Learner Actions Date Completed/Comments 

  

 

Assessor sign off 
Assessor Name:  

Assessor Signature: 

Date: 

 

Internal Quality Assurer sign off 
Internal Quality Assurer name: 

Internal Quality Assurer signature: 

Date: 
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Appendix D: Recognition of Prior Learning Policy 

 
Recognition of Prior 
Learning (RPL) 

 

 

 

Information for candidates  

What is RPL? 

 R = Recognition  
 P = Prior, Previous 
 L = Learning or also achievement or experience  

It is a process which recognises your learning, achievements and experience no matter how and 
where gained within a time framework  

How could I benefit from RPL?   

 Credit towards nationally recognised qualifications   
 Exception from part of a course or from the normal entry requirements  
 Recognition of skills, abilities and knowledge you may bring to a course from else where  
 Fast track route to gaining a qualification  

 
How does it work?  

You produce evidence that you can already meet the requirements of all or part of the qualification 
you are working towards. You may bring evidence of your prior learning or achievement from:  

 A full or part time job 
 From other courses you have done  
 From voluntary or unpaid work  
 From leisure activities The evidence you provide must match closely the requirements of the 

qualification you wish to gain  

What do I need to do to claim RPL?  

 First contact BCED or your Programme Leader for information about what is involved  
 An intitial interview will be arranged, to decide whether the RPL route is right for you 
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  If you decide to go ahead, you will produce an action plan of what evidence you may need 
to produce and how it will be assessed   

 You will then gather evidence of your prior experience in a portfolio. Your tutor will give you 
support and guidance on this and review your progress. When complete, your portfolio will 
be assessed for Recognition  

 As part of you action plan, you may be assessed on your practical skills or your knowledge 
and understanding, depending on what qualification you are aiming for.   

Information for Staff 

 Ensure at interview or induction that the candidate is made aware of RPL as an option 
  Ensure you are aware of costing options for RPL  
 Arrange an initial interview to determine whether RPL is an appropriate route for the 

candidate  
 If RPL is appropriate, complete the following documentation:  

o RPL interview record/skills scan of evidence  
o RPL action plan  

 Enrol RPL candidate 
  Make arrangements for further support/progress sessions and assessment, liaise with other 

tutors and assessors as needed  
 Check that claims for certification against RPL evidence meet the awarding bodies 

requirements – check with awarding body if unsure Important notes  
 In order to maintain standards of quality, it is accepted good practice that the RPL adviser 

should not carry out the assessment of RPL evidence  
 In formulating the action plan it is essential that the proposed evidence maps exactly to the 

requirements of the standards/specification of the target qualification the candidate is 
aiming for eg check all the PCs and range are covered – this can be done by observation  

 Remember RPL will not always be easy, can be a bigger job than completing the course  
 Where witness testimonies are sought as RPL evidence, please refer to advice on completing 

witness testimonies. Ensure that the providers of witness testimonies are supplied with 
precise details of the competences being claimed by the candidate  

 Certificates of achievement of other related qualifications are also commonly and 
appropriate used as RPL evidence. These must be used with caution and carefully mapped 
against qualification to ensure standards/specifications are covered fully  

 They also must be current within the last three years and be sufficient, relevant and valid  

Guidelines to providers of witness testimonies  

• The letter should be on company/business headed paper  

• The letter should contain the following information:  

 name of candidate  
 date of employment or period when the candidate was using skills claimed  
 post held by candidate, or capacity in which you know her/him  
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 a list of knowledge and skills which the candidate has in relation to the competencies 
claimed (standards/specifications should be given)  

 a statement of validation that the candidates can carry out the task unsupervised or 
has the knowledge and understanding claimed  

 signature and position of the person validating the claim.  

Please note: The information supplied within the witness testimony is not the sole evidence used to 
credit the learning, but is considered together with other evidence of the candidate’s competence. 
Please do not testify skills in which you feel the applicant does not have a full competence. 
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Appendix E: RPL FORM 

Recognition of Prior 
Learning Form 

 

 

 

This form should be completed by the Administrator and approved by the Head of the Academy 

1. CANDIDATE DETAILS 

Name:  

Address:  

Date of Birth  

Email:   

 

2. DETAILS OF PRIOR LEARNING: QUALIFICATIONS/MODULES/UNITS 

Unit/Module Name:  

Unit/Module Level:  

Unit/Module Name:  

Unit/Module Level:  

Unit/Module Name:  

Unit/Module Level:  

Qualification Title  

Awarding Organisation that certified the 
unit/qualification 

 

Training Provider   
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Date of Certification:  

 

3. DETAILS OF MODULES/UNITS FOR WHICH RECOGNITION IS SOUGHT 

Qualification Title  

Qualification Level:  

Qualification Code:  

Unit/Module Name:  

Unit/Module Level:  

Unit/Module Code:  

Unit/Module Name:  

Unit/Module Level:  

Unit/Module Code:   

Unit/Module Name:  

Unit/Module Level:  

Unit/Module Code:  

 

4. DECLARATION 

To be completed by the Head of Academy 

I, [Insert Name]_______________________ on behalf of Ozo Academy 

declare that [insert candidate name]: 

 

 the above candidate has provided an original certificate(s) and/or transcript for 
the qualification/unit/module previously achieved 

 

 

 a recognition of prior learning has been completed which confirms a minimum 
of 80% overlap with the unit(s)/module(s) learning outcome or assessment 
criteria for which prior learning is being sought 

 

 

 a recognition of prior learning has been completed which DOES NOT confirm a 
minimum of 80% overlap with the unit(s)/module(s) learning outcome or 
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assessment criteria for which prior learning is being sought  

ACTION PLAN 
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Appendix F: Trainee Evaluation 

 
Course Evaluation 
Form 

 

 

 

 

 Training Course Evaluation Form  

Name: Course Title: 

Trainer: Accreditation Body: 

Instructor: Excellent Very Good Good Fair Poor 

1. Knowledge of subject matter      

2. Listening skills      

3. Presentation skills/delivery      

4. Overall instructor rating      

5. Topics covered in too much detail      

Course Content: Excellent Very Good Good Fair Poor 

1. Did course achieved its objectives      

2. Exercises      

3. Use of class time      
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4. Overall instructor rating      

Materials: Excellent Very Good Good Fair Poor 

1. Overall quality of course materials      

2. Potential value as future reference material      

3. Value of presentation materials      

4. Flow / structure of information      
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Appendix G: Privacy & Data Protection Policy 

 

PRIVACY & DATA PROTECTION POLICY 

This policy is in place to ensure that Ozo Academy are aware of their responsibilities under data 
protection laws. Protecting the confidentiality and integrity of personal data is a key responsibility of 
everyone within Ozo Academy and as such we are obliged to comply with this policy at all times to 
minimise the potential risk of damage and distress to Individuals (Data Subjects) and also the risk of 
penalties, fines, legal action and reputational damage to our organisation.  

All those within Ozo Academy must comply with this policy and:  

 Must ensure that they keep confidential all personal data that they collect, store, use and 
come into contact with during the performance of their duties.  

 Must not release or disclose any personal data to anyone not authorised to access the 
personal data internally or outside Ozo Academy (this includes phone calls and emails).  

 Must take all steps to ensure there is no unauthorised access to personal data whether by 
others within Ozo Academy who are not authorised to see such personal data or by people 
outside the organisation. 

How we use your personal data  

Under data protection law, individuals have a right to be informed about how we use any personal 
data we hold about them. We comply with this right by providing ‘privacy notices’ (sometimes called 
‘fair processing notices’) to individuals where we are processing their personal data. This privacy 
notice explains how we collect, store and use personal data about our workforce, this includes 
anyone who is employed by us for example on a permanent, temporary, casual or hourly paid 
contract.  

Ozo Academy, is the ‘data controller’ for the purposes of data protection law. The personal data we 
hold Personal data and where appropriate Special Categories of Data that we may collect, use, store 
and share (when appropriate) about you includes, but is not restricted to:  

 Contact details such as first name, middle names, surname, address, personal and work 
email addresses, personal and work telephone numbers  
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 Financial details e.g. bank details, salary details, tax/national insurance details, pension 
details, credit/debit card details and purchase history  

 Lifestyle information such as dietary preferences, hobbies, other likes/dislikes/preferences 
etc.  

 Location e.g. Academy/building location  
 Online/Unique identifiers such as staff codes, online/website details e.g. usernames, 

passwords, session IDs, geo locations, device/pps ID, IP and MAC addresses, cookies, RFI 
tags.  

 Special Categories of Data which may include information about racial and ethnic origin, 
religion, politics, trade union membership, genetic and biometric data (e.g. fingerprints used 
for ID purposes), health, mental health, physiological and disability information, sexual 
orientation, behavioural characteristics, social identity, cultural background, facial Images, 
philosophical beliefs and economic data  

 Personal non-contact details e.g. date of birth, age, gender, photographs, video imaging, 
passport details, visa details, driving licence details  

 References and Employment Details • Information about business and pecuniary interests 
(where applicable)  

 Employee Contract Details such as employment history, job title, staff ID cards and ID no, 
teacher ref no, hours worked, start/leave dates, annual leave details, absence/sick leave 
details/reasons, performance details, disciplinary details, references  

 Academic and staff development information subjects taught, exam 
results/qualifications/academic achievement/mandatory and voluntary professional body 
memberships/ accreditations/ certifications / training records  

 Complaints/Grievances details e.g. trainee, staff, public and other complaints to which you 
are a named party or involved in the investigation process  

 Health and Safety information such as accident records, risk assessments, occupational 
health records, personal protective equipment records, industrial disease monitoring, 
insurance and legal claims  

 Criminal and Conviction Information  

Collecting this information  

Whilst the majority of information you provide to us is mandatory or necessary to enable us to 
provide services to you or conduct our business activities, some of it is provided to us on a voluntary 
basis. In order to comply with data protection legislation, we will inform you whether you are 
required to provide information to us or if you have a choice in this.  

Collecting this data enables us to comply with our various legal and contractual obligations and 
conduct our business activities for example:  

 Administration and management of the employment relationship (pre, during and post-
employment);  

 Enabling individuals to be paid and the payment of income tax and national insurance 
contributions  

 Enable us to collect and make payments in relation to the contract, expenses, provision of 
goods etc.  
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 Processing statutory payments such as sick pay, maternity pay, paternity pay and 
redundancy pay  

 Enabling us to administrate workplace pensions – this includes payments to local authorities, 
specific pension funds  

 The collection or and provision of employment references 
  To enable us to provide staff benefits and wellbeing opportunities  
 Developing our workforce through mandatory training and our voluntary training and 

development offer  
 Performing pre and post-employment checks which include References, 

Qualification/Academic checks, Qualified Teacher Status, Visas, Right to Work in Malta, 
Business Driver Checks.  

 Providing access to HR, Occupational Health and Health and Safety related systems  
 To allow the conduct of Ozo Academy and Ozo Group business for example processing your 

personal information in connection with your work related activities for example access to 
organisation wide and department specific systems and applications e.g. Outlook, Network 
Logins, EBS, Portals, 4Insight, SharePoint.  

 Providing a safe and secure workplace through provision of Health and Safety, Occupational 
Health and Safeguarding services  

 To hold next of kin/ emergency contacts details  
 To record entry and exit to our buildings/campuses  
 To take photographs for the purpose of providing a Staff ID card 
  To use CCTV recording and images for safety and security purposes and staff and trainee 

grievance/disciplinary investigations  
 To assist in the detection, investigation and prevention of crime 
  Fundraising initiatives  
 Participating in Trade Union collective agreements and to enable Trade Union 

Representatives to support and managing our employees.  
 Comply with our Data Subject Access Request and Individuals’ Rights obligations under the 

GDPR  
 Statistical and research purposes to;  

o Complete and return Government and other funding body or awarding/validating 
body Data Collection Returns  

o enable the development of a comprehensive picture of the workforce and how it is 
deployed  

o monitor Equality and Diversity 
o collate data collection/statistical returns to the government, funding bodies, 

validating/awarding bodies and partnership agreements.  

Our lawful basis for using this data  

We only collect and use personal information about you when the law allows us to. Most commonly, 
we use it where we need to:  

 Comply with a legal obligation 
  Carry out a task in the public interest  
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Less commonly, we may also use personal information about you where:  

 You have given us consent to use it in a certain way  
 We need to protect your vital interests (or someone else’s interests)  
  We have legitimate interests in processing the data  

The purpose of processing this data is to enable Ozo Academy to:  

 Establish and maintain effective governance  
 Meet statutory obligations  
 Facilitate a safe environment and as part of our safeguarding obligations  
 Undertake equalities monitoring  
 Ensure that appropriate access arrangements can be provided for those who require them 

The majority of the processing we carry out in relation to Ozo Academy is necessary to comply with 
various legal and contractual requirements. 

 Where you have provided us with consent to use your data, you may withdraw this consent at any 
time. We will make this clear when requesting your consent, and explain how you go about 
withdrawing consent if you wish to do so. Some of the reasons listed above for collecting and using 
personal information about you overlap, and there may be several grounds which justify our use of 
your data. Where we ask you for information for which we do not have a contractual or legal basis 
for processing, we will either tell you the legitimate basis for processing or obtain your consent. How 
we store this data We are required to retain some information in accordance with statutory 
retention guidelines, for example, Health and Safety records and financial records. We will only 
retain what is necessary in accordance with prescribed retention guidelines set out in our 
Information Records Management Policy.  

Personal data is stored in accordance with our Information Records Management Policy and 
Retention Schedules. We maintain files to store personal information about specific groups of 
people as necessary for example Governors and volunteers. The information contained in these files 
is kept secure and is only used for purposes directly relevant to your work with Ozo Academy. When 
your relationship with us has ended, we will retain and dispose of your personal information in 
accordance with our Information Records Management Policy and Retention Schedules.  

Use of your personal information for marketing purposes  

Where you have given us consent to do so, we may send you marketing information by e-mail or 
text promoting events, campaigns, charitable causes or services that may be of interest to you. You 
can "opt out" of receiving these texts and/or e-mails at any time by clicking on the "Unsubscribe" 
link at the bottom of any such communication, or by contacting our data protection officer.  

Data sharing  

We do not share information about you with any third party without your consent unless the law 
and our policies allow us to do so. To enable us to comply with our legal and contractual obligations, 
we may at times need to share some of your personal information (and in some instances special 
categories of data) as follows;  
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 Revenue and Customs  
 Local Authority/Local Safeguarding Board/Social Care Teams 
 Pension providers  
 Occupational Health Service  
 External Training Providers  
 Previous and future employers  
 Disclosure and Barring Service – to obtain a check to check for criminal convictions and 

offences  
 Police and Enforcement Agencies – to assist in the detection, investigation and prevention of 

crime this includes the Courts and Coroner Service 
 Recruitment and Employment Agencies  
 Suppliers and service providers and professional advisers and consultants – to enable them 

to provide the service we have contracted them for 
 Business system providers e.g. Microsoft Outlook/365 e.g. Login details/file storage  
 Previous and future employers/referees – pre and post contract and governor checks 
 External Training Providers – booking and administration purposes  
 Internal and External Auditors (e.g. Financial Accountants/IR Inspectors) 
 Accreditating/validating bodies  
 Government departments or agencies for government audits, reviews, comply with funding 

requirements, and data collection requirements e.g. research /analysis/statistics/equality & 
diversity, benchmarking purposes   

Transferring data internationally  

Where we transfer personal data to a country or territory outside the European Economic Area, we 
will do so in accordance with data protection law.  

Your rights  

Under the General Data Protection Regulation, you have various rights in relation to your personal 
information:  

 The right to be informed 
  The right of access  
 The right to rectification  
 The right to erasure  
 The right to restrict processing  
 The right to data portability  
 The right to object  
 Rights in relation to automated decision making and profiling  

Please note, exemptions may apply when making a request to exercise your rights, for example 
where we have to retain or process information for legal purposes.  

Under data protection law, individuals have certain rights regarding how their personal data is used 
and kept safe. You have the right to:  
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 Object to the use of your personal data if it would cause, or is causing, damage or distress  
 Prevent your data being used to send direct marketing  
 Object to the use of your personal data for decisions being taken by automated means (by a 

computer or machine, rather than a person)  
  In certain circumstances, have inaccurate personal data corrected, deleted or destroyed, or 

restrict processing – routine requests for changes to information you provide us with such as 
changing your contacts details etc. can be directed to HR.  

 Claim compensation for damages caused by a breach of the data protection regulations  
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Appendix D; Course File 
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Appendix E. TRAINEE EVALUATION FORM 

 


