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1.1

1.2

Information for all appointees

Basis of the relationship between you and
SQA
This document, together with the letter of appointment, sets out the terms on

which you will provide services to SQA as an appointee. Specific details on the
duties to be undertaken can be found in section 2 of this document.

In accepting the appointment, you undertake to be bound by these terms and
conditions.

As an appointee, you are not an employee, director, or officer of SQA, and
nothing in these Terms and Conditions is intended to create any such
relationship. You must not hold yourself out as an employee, director, or officer of
SQA, and may not enter into any contract or commit any funds of SQA without
the prior written permission of SQA.

Code of Conduct

The Code of Conduct sets out the standard of conduct that is expected of you as
an SQA appointee.

The code of conduct does not affect your legal rights and responsibilities; its
purpose is to provide clear and helpful advice to you.

You must familiarise yourself with the contents of the Code of Conduct below,
and comply with the standards it describes at all times. Any breach of the Code
of Conduct may give rise to termination of your contract.

1 Selflessness

Any decisions should be made solely in SQA'’s best interest. It follows that you
should not take decisions which result in any financial or other benefit to yourself,
your family, or your friends.

2 Honesty

You have a duty to ensure the proper use of equipment, materials and resources.
In addition, you must immediately declare any private interests and/or conflicts
which might affect your contract with SQA.

3 Integrity

You should not place yourself under any financial or other obligation to an
individual or an organisation which might influence you in your contract with SQA.



1.3

1.4

4 Objectivity
Any decisions which you make in the course of your contract with SQA, must be
based solely on merit.

5 Accountability

You are accountable to SQA for fulfilling your contract. SQA, in turn, is
accountable to the Scottish Government.

6 Openness

You should be as open as possible in all the decisions and actions that you take
within the terms of your contract. You should be in a position to be able to justify
all decisions that you make and you should not restrict information unless this is
clearly required by SQA policy.

7 Leadership and management

If you are a senior appointee or team leader, you should promote and support
good leadership and manage your team in a fair and transparent manner.

8 Confidentiality

It is an express condition of your contract with SQA that you are responsible for
maintaining security over all aspects of your work and for ensuring that assets,
resources and information entrusted to you by SQA are properly protected.

9 Professionalism

You may have contact with our centres and centre staff in your role as an SQA
appointee. You should deal with them fairly, efficiently, consistently, courteously,
and promptly, offering the highest standards of professional conduct and service
at all times.

Attending SQA meetings

When attending SQA events or representing SQA as an appointee, you are
expected to undertake these duties in a professional manner.

You must not bring anyone (eg children/dependants) with you to events or when
visiting centres. If you have any difficulty in complying with this requirement
please contact the Appointee Services Team at am@sqa.org.uk for further
advice.

Eligibility to work in the UK

It is your responsibility to ensure that you are eligible to undertake work in the
UK. If you are unsure whether you are eligible you should contact SQA
immediately. Failure to declare that you are not eligible to work in the UK will
result in immediate termination of appointment.



1.5 Tax and National Insurance

Income tax

1. Fee payments made to all appointees are covered by a Simplified Tax
Deduction Scheme agreed with HM Revenue and Customs (HMRC). This
means that Basic Rate tax (currently 20%) is deducted at source from all fee
payments.

If, however, you are not liable to pay income tax (ie your aggregate taxable
income, including fees from SQA, retirement pensions, and unemployment
benefit , is expected to fall short of the allowances you are entitled to in the
tax year), you can apply for an exemption. Explanatory notes and non-liability
declaration slips are available on request. If you complete and return the non-
liability declaration slip before payment is processed, your fees will be paid
without tax being deducted.

SQA must deduct tax at the basic rate from all appointees unless a
declaration of non-liability has been completed. However, appointees who are
self-employed and deal with their own tax affairs will be exempt if they
provide proof in writing (ideally from their accountant) for each tax year,
detailing they are responsible for their own tax affairs. SQA will send this
letter to HMRC at the end of each year as proof that tax has not been
deducted upon request of the self-employed appointee.

The application of basic rate will result in an underpayment of tax if you have
a liability for tax at the higher rate (currently 40%). Remember that fee
payments from SQA might cause you to become liable to pay tax at the
higher rate. Enquiries should be addressed to HMRC.

2. Expenses payments for travelling and for reimbursement of expenses
incurred on SQA business are covered by a dispensation from HMRC and
are not taxable.

3. A Payment Advice (P60 substitute) will be issued with each net fee payment,
setting out the gross fee and the income tax deduction. You should retain
your Payment Advice for tax purposes, as duplicate copies cannot be issued.

4. HMRC has asked SQA to record each appointee’s National Insurance
number for computer identification purposes.

The income tax treatment of fees payable to appointees is in accordance with an
instruction from HMRC. It does not alter your status under this agreement, and
should not be construed as indicating any relationship of employee or officer of
SQA.
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National Insurance

National Insurance is covered by the terms of the Social Security (Categorisation
of Earners) Regulations 1978 (Sl 1978/1689). SQA does not operate Class |
National Insurance on fees.

Fees

Session fees

Session fees of £74.85 per three hour session will be paid for attendance at SQA
meetings (except Markers’ meetings) when this is undertaken in your own time.
No payment will be made for activities undertaken in employer’s time when
release compensation is paid.

Session fees quoted above will apply for the period 1 April 2010 to 31 March
2011. Fees are reviewed on an annual basis.

Other fees

A number of appointee roles attract a responsibility fee which is specific to each
role. Details of individual fees will be included in your letter of appointment.

Fees will be paid direct to your bank or building society account by means of
Bank Automated Clearing Services (BACS).

Payment timescales
Fees will be paid within five weeks of successful completion of activity.

Expenses

Travelling, subsistence and other expenses incurred in connection with SQA
business will be reimbursed, as detailed below. All claims for expenses must be
submitted on the appropriate claim form, copies of which will be provided.

You should make every effort to ensure that arrangements:

+ are efficient and cost effective to SQA
¢ use public transport wherever practical and cost effective
+ support Government initiatives to reduce the environmental impact of travel

For more information on SQA’s environmental conservation objectives relating to
travel, see section 1.12.

We aim to reimburse expenses within three weeks of receiving your claim.



Conditions and rates applicable from April 2010
Travelling expenses

Public transport

You should use public transport wherever possible. Although we will pay for
standard class travel by public transport, please use reduced rate travel where
available. Air and rail travel must be booked for you by SQA with the exception of
low cost rail travel (please see below). All tickets or itemised receipts for transport
must be included with your claim for expenses. Please contact Assessment
Planning (0131-271 6753/6707) for further information.

Low cost rail travel

Low cost rail tickets, less than £50.00 (return), must be purchased at local
stations and claimed back using the expenses claim form.

Rail travel costing £50.00 (return) or more must be booked via SQA using a
travel and accommodation request form (TARE). This form is available on SQA’s
website at www.sqga.org.uk.

Fast ticket machines

All rail tickets booked by SQA will be e-tickets unless there is no Fast Ticket
Machine available at the departure station. You will be required to insert your
personal credit or debit card to retrieve your ticket. Your card will not be charged
as this is for identification purposes only.

Private car or motor cycle
A mileage allowance can be claimed as follows:

Private motor car (regardless of engine size): 32p
Private motor cycle (regardless of engine capacity): 16p

An additional rate per passenger of 2p per mile can be claimed.

We will normally calculate the mileage allowance for attendance at meetings
using the shortest distance between the place of departure and the place of the
meeting or procedures. If you have not travelled by the shortest route, please
provide details on the reverse of the claim form. Travel claims in respect of
journeys of a distance greater than that from your usual address will not be met
unless SQA'’s approval is obtained in advance.

When you are travelling by car or carrying passengers on SQA business, you do
so entirely at your own risk, and are advised to check that your own car
insurance covers such travel. No claim will be accepted by SQA in respect of any
liability arising directly or indirectly from such use.

SQA will only reimburse car hire costs where all other means of transport are not
practical, and this can be demonstrated if challenged. Claims made that cannot



be justified will not be reimbursed. Full details on insurance arrangements will be
provided for individual car hire bookings.

Taxis

Taxis should only be used where there is no suitable public or private transport.
You must include receipts for taxis with your claim for expenses. Taxis should not
be taken for journeys within safe walking distance.

Overnight accommodation

All overnight accommodation must be booked by SQA as we have a procurement
arrangement in place which is designed to achieve cost efficiencies through
negotiated government rates. Overnight accommodation will only be permitted
when your journey would exceed two hours in each direction.

The only exception to this will be for meetings lasting two or more consecutive
days or when early attendance is required to support an event. Please provide us
with detailed information when submitting your TARE form to assist in processing
your request.

If you have any queries regarding overnight accommodation please contact
Assessment Planning (0131-271 6753/6731).

Subsistence expenses

Actual expenses incurred for meals and snacks during necessary absences from
home on SQA business will be reimbursed. The limits are set out below and will be
reimbursed only on production of itemised receipts for purchases of £5.00 and over.
No allowances are paid. Claims sent without appropriate receipts will be returned.

Subsistence limits

For an absence of: Up to:
More than 4 hours but not more than 8 hours £4.15
More than 8 hours but not more than 12 hours £8.95
More than 12 hours but less than 24 hours £10.40

For absences of more than 24 hours, the total maximum payable will comprise
the 24 hour amount plus the appropriate amount for the balance of time in excess
of 24 hours.

Catering provided free of charge by SQA

Where catering is provided for you, reductions will be made from the limits to
reflect this. Expenses incurred on substitute arrangements will not be
reimbursed. As a guide, where lunch is provided free of charge a reduction of
£4.15 will be made to the limits.
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Receipts

Claims must be supported by itemised receipts (not credit card slips) for all
purchases of £5.00 and over.

Incidental expenses

Expenses for postage and telephone calls will be reimbursed where necessarily
incurred. Expenses other than these will be reimbursed only if you have obtained
written authorisation in advance from SQA. A copy of this authorisation should be
submitted with your claim.

Childminding costs will not be reimbursed.

Special requirements

Where special arrangements are required for your travel, overnight stays and/or
dietary requirements, you should discuss these with Assessment Planning (0131-
561 6830).

Submitting claims

Please submit your claims for expenses within four weeks of incurring them.
Claims received after the end of the tax year, for work conducted during the
previous task year, may not be reimbursed if they are outside this four week
period.

Expenses will be paid direct to your bank or building society account by means of
Bank Automated Clearing Services (BACS).

Duration of the appointment

The duration of your appointment is specified in your letter of appointment.
Subject to the termination provisions in section 3.5, the appointment will continue
for the period specified in the letter. There is no commitment on the part of SQA
to renew the appointment at the end of the appointment period.

You may be required to undertake SQA activities during holiday periods from
your main employer.

Release from an employer for SQA duties

Markers

If you are a serving teacher or lecturer, and the date of a Markers’ meeting falls
on a normal working day, you are required, before you reply to your invitation, to
obtain leave of absence from your Head of Centre to attend. Please note that no
release compensation will be paid for attendance at Markers’ meetings.
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Other appointees (including Central Markers)

For serving teachers or lecturers, SQA will seek release from your employer as
required. SQA will then inform you in your letter of appointment that release has
been agreed. If your release has not been agreed, we are unable to engage you
as an appointee.

Appointees currently receiving maternity or sick pay

You must have written consent from your main employer before undertaking
duties for SQA if you are currently receiving either statutory sick pay or maternity

pay.

Disclosure Scotland

With the exception of those currently employed in schools, SQA undertakes
Enhanced Disclosure checks on new Verifiers and Visiting Assessors.

SQA will ensure, under the Disclosure Scotland Code of Practice, that all
information will be treated confidentially, sensitively and fairly. As this information
would be categorised as ‘sensitive personal data’ under the Data Protection Act
1998, it is necessary that we process the information fairly, and that we obtain
your written consent to carry out an Enhanced Disclosure check. Full details of
our policies and procedures regarding these checks can be found at:
www.sqa.org.uk/sqa/34084.html

If SQA wishes to carry out an Enhanced Disclosure check, you will be issued with
a Disclosure Scotland application form when you receive your formal invitation.
The completed form should be returned to SQA together with photocopies of two
forms of identification. One should be a birth certificate, passport or driving
licence. The second should be a utility bill. SQA will administer the process, pay
the appropriate fee, and submit the forms to Disclosure Scotland. Copies of the
Disclosure Certificate will then be issued to both you and SQA.

You must notify SQA immediately of any circumstances that arise which would
change the outcome of the original Enhanced Disclosure check.

Where the Disclosure Scotland certificate reveals that an individual is unsuitable
to work with young people, their appointment will be terminated.

Working safely with young people and
vulnerable groups

This guidance is intended to provide some general practical advice for
appointees who may in the course of their duties come into contact with young
people and or people who are classed as being in vulnerable groups. It is your
responsibility as an adult to ensure that young people and people in vulnerable
groups are protected from harm.
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It is therefore your responsibility to:

behave in an appropriate manner at all times

follow SQA reporting procedures in any circumstances where there is
suspicion, disclosure or allegation of abuse

recognise the position of trust in which you have been placed

The Code of Behaviour provides positive advice to ensure that:

*

the welfare of young people and people in vulnerable groups is safeguarded
at all times

appointees avoid compromising situations or opportunities which could lead
to misunderstandings or allegations

Code of behaviour
You must:

*® & & o o

treat everyone with dignity and respect

set an example you would wish others to follow
treat people equally

show no favouritism

remember that someone else might misinterpret your actions, no matter how
well intended

take any allegations or concerns of abuse seriously and refer immediately
(see reporting procedure below)

If you have face to face contact with candidates you must ensure that you:

create an appropriate atmosphere and give all candidates as much
encouragement as possible

keep a professional and physical distance

avoid doing or saying anything that might make a candidate feel
uncomfortable

listen carefully to the candidate
end your assessment period with the candidate on a friendly note

Reporting Procedure

If a candidate says anything which causes you concern, advise the candidate
that you cannot discuss such matters. Refer the matter to the centre’s SQA
Co-ordinator immediately and submit a report to Rhona Wright, SQA’s Child
Protection Officer.
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If a candidate writes anything on a script which causes you concern about their
welfare you should telephone Rhona Wright, SQA’s Child Protection Officer
(0131-561 6853) as early as possible for further instruction.

As an appointee you must refer. You must not investigate.

Additional guidance will be provided for appointees who undertake face-to-face
assessment of candidates as part of their role specific training programme.

Environmental impact

As a major purchaser of goods and services, SQA recognises that it has an
important part to play in environmental conservation through the use of products
that do not damage the environment. To achieve this we will, as far as is
reasonably practicable, meet the following objectives which are consistent with
the priorities of the Scottish Government and Sustainable Scotland:

minimise waste by reduction, reuse, repair and recycling methods
conserve water and other resources

purchase products and services with regard to their environmental impact
manage energy efficiently and use renewable energy where possible
reduce the need to travel between sites and on business

*® & & & o o

encourage the use of public transport, cycling and shared vehicles for
commuting and all necessary business travel

¢ make environmental information openly available to employees and visitors

Health and safety

When you are undertaking your appointee duties you may spend time working
from home, visiting centres, travelling or staying away overnight. You therefore
need to make sure you are familiar with the most up-to-date health and safety

advice relating to your particular duties. You can find information and guidance
at: www.hse.gov.uk/office/index.htm and www.suzylamplugh.org.

The health and safety of visitors to centres lies directly with the centre. If you
experience any health and safety related issues whilst undertaking appointee
duties in a centre please report these immediately to the person responsible for
health and safety within the centre.

10
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1.14 Equal Opportunities Statement

SQA has a legal obligation to comply with a wide and varied range of equality
legislation covering Race, Disability, Gender, Sexual Orientation, and Religion or
Belief. SQA has taken a number of actions to promote equality such as:

*

Introduction of Equality Schemes including individual Race Equality Scheme
(RES), Disability Equality Scheme (DES) and Gender Equality Scheme
(GES) which are updated every three years.

Undertaken Equality Impact Assessments (EqIA) on all existing and new
policies, guidance and strategies to ensure no discrimination occurs.

Provided equality training to staff, including staff who are part-time and on
fixed-term contracts.

Consulted with a wide range of stakeholders on equality matters.
Established an internal equality steering group.

Published annual updates on its progress on equality matters including the
results of Equality Impact Assessments (EqlA)

SQA expects Appointees to practice our core values and principles, to be treated
fairly, and treat others with respect and without bias irrespective of religious
belief, gender, age, disability, ethnic origin, political opinion, marital status, sexual
orientation or whether or not they have dependants. Equal opportunity is not a
stand-alone issue. It is part of everything SQA does, including recruiting and
supporting you as an Appointee.

Further information on SQA'’s equality schemes can be found at:
www.sqga.org.uk/sgqa/25340.html

11
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Information for specific
appointees

Cartographer

A Cartographer creates and draws maps and provides artwork for external
assessments, in accordance with SQA policy and instructions.

These activities will be under the direction of the Principal Assessor and staff
from SQA'’s Qualification Development and Operations business directorates as
appropriate.

Outline of duties
¢ Create and draw maps for external assessments.

¢ Interpret map and geographical data in order to create rescaled/simplified
maps and diagrams.

¢ Provide artwork for external assessments.

12



Endorsement Auditor

An Endorsement Auditor undertakes to carry out the external audit process and
make recommendations on their readiness to merit an SQA Endorsement in
accordance with SQA policy and instructions. The prime role is to participate in
the audit of SQA endorsed qualifications/assessed training programmes and
resources to ensure that standards are maintained. These activities will be under
the direction of the Customised Awards and Endorsement Manager and staff
from SQA’s Specialised Awards and Service directorate as appropriate.

Outline of duties

+ Assess the completed applications of organisations applying to SQA for
Endorsement from a Management and Quality systems perspective.

¢ Seek clarification of/additions to evidence provided by the organisations in
their application.

¢ Participate in the preparation of external audit visits and support
organisations as required.

¢ Carry out endorsement auditor visits and/or participate in postal endorsement
audit as required.

¢ Complete reporting documentation as required by SQA in accordance with
timescales.

¢ Assist Customised Awards and Endorsement staff with policy and specific
audit enquiries from organisations, and SQA officers.

Deliver and participate in Endorsement and Audit training events.
Complete audit CPD and submit to SQA as required.

Additionally, Endorsement Auditors may be asked to undertake the following
activities. These activities will attract additional payment.

— Participate in SQA organised events where Endorsement Auditor input is
required.

— Participate in prior audit of organisations’ internally devised instruments of
assessment as required.

— Contribute to the Understanding Standards activities.

13



Examiner

An Examiner undertakes post examination procedures under the guidance of the
Principal Assessor and in accordance with SQA policy and instructions.

The prime role is to work with the Principal Assessor and other SQA appointees
to ensure consistent application of national standards and subject specific
integrity of decision-making in relation to external assessment arrangements.

These activities will be under the direction of the Principal Assessor and staff
from SQA'’s Qualifications and Operations business directorates as appropriate
and there may be a requirement to undertake work during holiday periods from
main employers.

Outline of duties
¢ Assist in the preparation of materials for post examination procedures.

+ Patrticipate in the marking programme and post examination procedures in
accordance with SQA policy and instructions.

Undertake marking of scripts.
¢ Remark scripts where required.

+ Ensure activities are concluded within agreed time frames and assist in
ensuring resources are used effectively and efficiently.

Support SQA with continuous improvement developments.
If required, deputise for the Principal Assessor.

Additionally, Examiners may be asked to undertake the following activities.
These activities will attract additional payment.

— undertake a ‘Team Leader’ role in relation to EMC
— prepare performance reports for centres

— undertake in-service training

— participate in workshops/seminars/networking events
— contribute to understanding standards activities

14



External Verifier

An External Verifier is responsible for external verification and qualification
approval activities under the conditions, timescales and arrangements set by
SQA.

The prime role is to participate in verification of qualifications in the subject
area(s) concerned to ensure that standards are maintained.

These activities will be under the direction of the Senior External Verifier and staff
from SQA'’s Internal Assessment Delivery and Quality Assurance and
Qualification Development directorates as appropriate.

Outline of duties

+ Patrticipate in central verification events, carry out external verification visits
and/or participate in postal verification visits as required.

+ Participate in prior verification of centres’ internally devised instruments of
assessment.

Participate in approval, post approval and development visits to centres.

¢ Assist Internal Assessment Delivery and Quality Assurance staff with policy
and subject specific enquiries from centres, and SQA officers.

Deliver and participate in external verifier training events.
Complete CPD and submit to SQA as required.

Additionally, External Verifiers may be asked to undertake the following
activities. These activities will attract additional payments.

— Act as a Vetter for internal assessment materials in the subject area
concerned.

— Participate in SQA organised events where External Verifier input is
required.

— Contribute to the Understanding Standards activities.
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Lead Verifier

The Lead Verifier is responsible for standardisation of all HN/VQ external
verification activities under the conditions, timescales and arrangements set by
SQA and must be a contracted Senior External Verifier.

The prime role is to ensure standardisation of external verification across all
HN/VQ qualifications in all subject areas and across Quality Assurance
processes to ensure that standards are maintained across our external
verification programme.

These activities will be under the direction of staff from SQA’s HN and VQ
Delivery business area.

Outline of duties

¢ Plan a standardisation programme to ensure standardisation of external
verification across all subject areas where external verification takes place.

¢ Objectively review the standardisation programme on an ongoing basis.

Make recommendations for improvement to processes associated with
standardisation of all external verification activities within the remit.

¢ Provide constructive monthly feedback to the Quality Manager on the
standardisation programme using the relevant report format.

¢ Support and make recommendations to SEVs/EVs as appropriate on
standardisation.

¢ Lead and implement SEV/EV events to ensure compliance with
standardisation of verification across all subject areas.

¢ Plan a standardisation programme to ensure standardisation of systems
verification across all centres.

Participate in Subject Verifier training events as required.
Complete CPD as an SEV and submit evidence to SQA as required.

16



Marker

A Marker marks candidates’ work in line with detailed marking instructions and in
accordance with SQA policy and procedures.

The prime role is to ensure consistent application of standards when marking
candidate evidence.

These activities will be under the direction of the Principal Assessor and staff
from SQA'’s Qualification Development and Operations business directorates as
appropriate.

Outline of duties

¢
¢

Attend appropriate standardisation meeting/s as required.

Mark to national standards in accordance with specified procedures and
timescales.

Submit a Marker report.
Support SQA with continuous improvement developments.

17



Modern Language Scrutineer

A Modern Language Scrutineer checks and advises on the accuracy and
authenticity of language (other than English) in finalised external assessments.

These activities will be under the direction of staff from SQA’s Operations
business directorate.

Outline of duties

¢ Carefully check the text of the external assessment and relevant related
material to ensure the authenticity and accuracy of the language used.

¢ Ensure no omissions or spelling errors have occurred, and where the
language is Gaidhlig ensure SQA's orthographic conventions are applied.

¢ Prepare and submit a report in accordance with SQA timescales, commenting
on issues and where errors are detected suggesting corrections or alternative
renderings.

18



Principal Assessor

A Principal Assessor is responsible for ensuring all duties and tasks associated
with external assessment activities are undertaken within the conditions,
timescales and arrangements set by SQA.

The prime role is to lead, support and work (as appropriate to subject and level)
with teams of SQA appointees to ensure consistent application of standards and
to ensure the subject specific integrity of their teams’ decision-making in relation
to the external assessment arrangements of courses.

These activities will be under the direction of staff from the SQA’s Qualification
Development and Operations business directorates as appropriate. There may
be a requirement to undertake duties during weekends and holiday periods in
own time.

Outline of duties

¢ Lead, direct and support the setting of external assessment items for a
specified course in accordance with SQA policy and specifications.

+ Patrticipate in the process of vetting and finalising external assessment in
accordance with SQA policy and specifications.

¢ Carry out marking programme and post-examination quality assurance
procedures in accordance with SQA instructions*.

Provide leadership and support to the examination team.
Undertake marking of scripts.
Remark scripts where required.

* & o o

Prepare an annual External Assessment Report in accordance with SQA
specifications.

+ Ensure all activities are concluded within agreed time frames and that
resources are used effectively and efficiently to achieve best value.

¢ Support SQA with continuous improvement developments, eg e-enablement,
ensuring that appointees both understand and embrace change.

¢ Undertake the performance management activity of the examination team.

Additionally, Principal Assessors may be asked to undertake the following
activities. These activities will attract additional payment.

— Prepare performance reports for centres.

— Undertake bespoke in-service training.

— Participate in workshops/seminars/networking events.
— Contribute to Understanding Standards activities.

* Note: Post-examination procedures will run between the months of April and
July each year. Assessment Appeals process will run between the months of
August and November each year.
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Scrutineer

A Scrutineer works through finalised external assessments as a candidate would.

These activities will be under the direction of staff from SQA’s Operations
business directorate.

Outline of duties

+ Ensure that each question, item and/or task, as printed, can be
answered/solved.

Undertake tasks set for practical papers as far as is reasonable.
Ensure the external assessment can be completed within the allocated time.

Carefully check the text of the external assessment and the relevant related
material to ensure that language is accessible and no omissions or
printing/spelling errors have occurred.

¢ Ensure that the external assessments are in accordance with SQA’s policy
and instructions.

¢ Prepare and submit a report in accordance with SQA timescales, commenting
on issues and where errors are detected suggest appropriate changes.
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Senior Examiner

A Senior Examiner carries out the duties assigned by the Principal Assessor and
undertaken within the conditions, timescales and arrangements set by SQA.

The prime role is to work with the Principal Assessor and other SQA appointees
to ensure consistent application of standards and subject specific integrity of
decision-making in relation to external assessment arrangements.

These activities will be under the direction of the Principal Assessor and staff
from SQA'’s Qualifications and Operations business directorates as appropriate
and there may be a requirement to undertake work during holiday periods from
main employers.

Outline of duties

¢ Participate in the marking programme and post examination procedures in
accordance with SQA policy and instructions.

¢ Carry out post examination procedures under the guidance of the Principal
Assessor and in accordance with SQA policy and instructions.

If required, deputise for the Principal Assessor.
Undertake marking of scripts.
Remark scripts where required.

* & o o

Ensure activities are concluded within agreed time frames and assist in
ensuring resources are used effectively and efficiently.

Support SQA with continuous improvement developments.

Additionally, Senior Examiners may be asked to undertake the following
activities. These activities will attract additional payment.

— Prepare performance reports for centres.

— Contribute to the External Assessment Report for the subject.
— Undertake in-service training.

— Participate in workshops/seminars/networking events.

— Contribute to understanding standards activities.
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Senior External Verifier

A Senior External Verifier is responsible for ensuring that all tasks associated
with the verification and approval of qualifications are carried out within the
conditions, timescales and arrangements set by SQA.

The prime role is to prepare for and manage the team of External Verifiers in the
delivery of verification procedures for qualifications in the subject area(s)
concerned to ensure that standards are maintained.

These activities will be under the direction of staff from SQA'’s Internal
Assessment Delivery and Quality Assurance and Qualification Development
directorates as appropriate.

Outline of duties

¢

* & o o

Lead, direct, and support the external verification processes in accordance
with SQA policy and specification.
Provide leadership and support to a team of External Verifiers.

Conduct external verification visits and accompany new External Verifiers on
visits when authorised.

Conduct prior verification of centres’ internally devised instruments of
assessment.

Conduct approval, post approval and development visits to centres.
Monitor External Verifier decisions at central verification when required.
Lead verification group meetings.

Prepare an annual internal assessment report and if applicable, assist in the
preparation of course reports.

Assist Internal Assessment Delivery and Quality Assurance staff with policy
and subject specific enquiries from centres, external verifiers and SQA
officers.

Lead, deliver and or participate in external verifier training events.
Participate in centre appeals process and centre complaint investigations.

Ensure all activities are concluded within agreed time frames and that
resources are used effectively and efficiently to achieve best value.

Undertake performance management activity of the external verification team.

Additionally, Senior External Verifiers may be asked to undertake the
following activities. These activities will attract additional payment.

— Act as a Vetter for internal assessment materials in the qualifications area
concerned.

— Participate in SQA organised events where Senior External Verifier input
is required.

— Assist Principal Assessor in preparing for grade boundary meetings where
required.

— Contribute to the Understanding Standards activities.
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Setter

A Setter is responsible for creating questions, items or tasks and appropriate
supporting marking instructions for external assessments under the direction of
the Principal Assessor and undertaken within the conditions, timescales and
arrangements set by SQA.

The prime role is to work with the Principal Assessor and other SQA appointees
to ensure consistent application of standards and subject specific integrity of
decision-making in relation to external assessment arrangements.

These activities will be under the direction of the Principal Assessor and staff
from SQA’s Qualifications and Operations business directorates as appropriate
and there may be a requirement to undertake work during holiday periods from
main employers.

Outline of duties

+ Produce questions, items and tasks together with the associated marking
instructions for course assessments in accordance with SQA policy and
instructions.

¢ Participate in the marking programme and post examination procedures in
accordance with SQA policy and instructions.

¢ Carry out post examination procedures under the guidance of the Principal
Assessor and in accordance with SQA policy and instructions.

Undertake marking of scripts.
Remark scripts where required.

Ensure activities are concluded within agreed time frames and assist in
ensuring resources are used effectively and efficiently.

¢ Support SQA with continuous improvement developments.
If required, deputise for the Principal Assessor.

¢ Additionally, Setters may be asked to undertake the following activities.
These activities will attract additional payment.

— Undertake in-service training as appropriate.
— Participate in workshops/seminars/networking events.
— Contribute to understanding standards activities.
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Signed Transcription Reviewer

A Signed Transcription Reviewer undertakes reviews of centres’
translations/transcriptions of candidates’ signed responses to external
assessments, in accordance with SQA policy and instructions.

These activities will be under the direction of staff from SQA’s Operations
business directorate as appropriate.

Outline of duties

L

¢
¢
¢

Attend preparation meetings.
Review tapes and transcriptions/scripts.

Return tapes/scripts with comments within agreed timescales.
Attend annual review meeting.
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Speaker

A Speaker is responsible for providing a clear spoken version of a supplied script
at a recording session for use in the assessment of National Qualifications, in
accordance with SQA policy and procedures.

These activities will be under the direction of the Principal Assessor and staff

from SQA'’s Qualifications and Operations business directorates as appropriate.

Outline of duties
¢ Attend preparation meeting prior to the recording session.
¢ Read script clearly and without pronounced regional accent.
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Team Leader (EMC)

A Team Leader undertakes distinct examination procedures for and during EMC
marking under the guidance of the Principal Assessor and in accordance with
SQA policy and instructions.

The prime role is to work with the Principal Assessor and other SQA appointees
to ensure consistent application of national standards and subject specific
integrity of decision-making in relation to external assessment arrangements.

These activities will be under the direction of the Principal Assessor and staff
from SQA’s Qualifications and Operations business directorates as appropriate
and there may be a requirement to undertake work during holiday periods from
main employers.

Outline of duties
¢ Attend standardisation event.
¢ Complete allocated tasks during standardisation event as direct by the PA.

¢ Participate in marking programme in accordance with SQA policy and
instructions.

Lead and support the team during the marking programme.
Undertake marking of scripts.
Remark scripts where required.

* & o o

Ensure activities are concluded within agreed time frames and assist in
ensuring resources are used effectively and efficiently.

Support SQA with continuous improvement developments.
Submit team report on completion of marking programme.
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Translator (Gaelic)

A Translator translates assessment materials into the specified language, in
accordance with SQA policy and instructions.

These activities will be under the direction of staff from SQA’s Qualifications and

Operations business directorates as appropriate.

Outline of duties
¢ Translate materials into the specified language.
+ Proof check typeset materials to ensure accuracy of transcription.
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Vetter

A Vetter is responsible for reviewing questions, items or tasks for the pre
examination team and appropriate supporting marking instructions for external
assessments within the conditions, timescales and arrangements set by SQA.

The prime role is to work with assessment materials produced by the Principal
Assessor and other SQA appointees to check the consistent application of
national standards and subject specific integrity of decision-making in relation to
external assessment arrangements.

These activities will be under the direction of staff from SQA’s Qualifications and
Operations business directorates as appropriate.

Outline of duties

¢ Review assessment materials to ensure compliance with standards and
provide written comment and recommendations if required.

Work through assessment questions, items and/or tasks.
Review the practicality of tasks.
Check the validity, accuracy and relevance of marking instructions.

* & o o

Prepare for and participate in pre examination procedures in accordance with
SQA policy, procedures and instructions.

+ Ensure procedures are concluded within agreed time frames and assist in
ensuring resources are used effectively and efficiently.

¢ Support SQA with continuous improvement developments.
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Visiting Assessor

A Visiting Assessor (formerly known as Visiting Examiner) visits centres to
assess candidate performance against standards, in accordance with SQA policy
and instructions.

The prime role is to ensure consistent application of standards when assessing
candidate performance.

These activities will be under the direction of the Principal Assessor and staff
from SQA'’s Qualification Development and Operations business directorates as
appropriate.

Outline of duties

*

*® & o o

Attend appropriate standardisation event/s as required.
Assess the performance of candidates against standards.
Record and submit results to SQA.

Submit a visiting assessor report.

Support SQA continuous improvement developments.
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3.1

3.2

Standard terms and Conditions

Confidentiality

During your appointment to SQA you may obtain information concerning SQA, its
candidates, employees, assessments, systems, and other information which is
confidential including candidate materials or scripts (‘confidential information’).
SQA requires you to maintain the highest levels of discretion in dealing with
confidential information. In accepting the offer of appointment, you undertake to
be bound by the following conditions:

1 You must not divulge any confidential information to any third party without
the express written authority of SQA. This includes the publishing of
information relating to appointee duties via any means of communication.

2 Confidential information held by you must be kept secure at all times and
must not be placed in such a way as may give rise to inadvertent disclosure.

3 You must use confidential information solely for the purpose of providing
services to SQA; it must not be used for your own benefit or for the benefit of,
or detriment to, any third party.

4 You must not make or retain copies of any confidential information other than
as required for the provision of your services as an appointee. Immediately
on conclusion of your appointment, all confidential information and copies or
duplicates thereof in any medium must, as instructed, either be returned to
SQA or be destroyed in such a way as to ensure no breach of this clause.

5 Without the prior written approval of SQA you must not express opinions on
behalf of SQA, or claim to be doing so.

6 You must not make any comments, in public or in circumstances which may
become public, that are disparaging of SQA or that could cause damage to
SQA’s reputation. Nothing in this clause is intended to override the Public
Interest Disclosure Act 1998.

7 You must not hold yourself out to be acting on behalf of SQA in relation to
any activity, whether commercial or otherwise and whether for your own
benefit or otherwise, outwith the terms of this appointment. You must not
provide any advice, materials, information or opinion as having been
endorsed by SQA. You must not represent them as being linked to SQA or as
expressing SQA’s view.

Declaration of interest

You must advise SQA in writing, on appointment and at any time during your
appointment, of your involvement in any current or planned future commercial
activity and/or any other interests whatsoever that may be significant to, of
relevance to, or bear upon the work and operation of SQA.

As an appointee you are not permitted to work in any capacity for a commercial

organisation on the production of examination questions for the subject and level
in which you are working for SQA.
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3.3

3.4

If you are undertaking any commercial activity, please complete the ‘Notification
of Commercial Activity’ form which can be found at
http://www.sqa.org.uk/sqa/42405.2697.html and e-mail it to Appointee
Management (am@sqa.org.uk).

Intellectual Property Rights

‘Intellectual Property Rights’ means patents, trademarks, design rights (whether
suitable for registration or not), applications for these or for copyright and any
other similar rights, in any part of the world (including but not limited to the United
Kingdom).

By accepting your appointment, you agree that all Intellectual Property Rights in
any reports, materials, documents or works that you produce (including future
updates) shall be assigned to and vest in SQA as soon as the reports, materials,
documents or works come into existence.

Where, for illustrative and/or resource purposes, appointees use copyright
material (eg quotations or items from other sources) in external assessments,
detailed particulars of such material (eg title, author, publisher, date of
publication, and ISBN or URL if taken from a website) should be recorded. SQA
will in due course need the information in order that the use of such material can
be cleared to allow the publication and sale of SQA’s bound volumes of past
external assessments, loose-leaf copies of individual past external assessments
and for publishing past question papers on SQA’s website.

All SQA publications, including past external assessments, are subject to
copyright, and may not be reproduced, in whole or in part, without the prior
permission of SQA.

Data protection

SQA holds records of your personal and appointment details on a database.
Information relating to your appointment(s) will be provided to your employer. The
details we will release are:

your name
place of employment
the year of your appointment

* & o o

the area in which you have been appointed

SQA is registered with the Information Commissioner. Details of the entry
(registration number Z5781759) can be viewed on the Information
Commissioner’s website: www.ico.gov.uk.

Accepting your appointment will constitute your express permission for SQA to
hold your data in accordance with the Data Protection Act 1998.
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3.5

Use of the appointee online systems

SQA’s online systems provide access to sensitive and personal information
covered by the Data Protection Act. You must access and use this information
only for SQA business purposes as defined by your contract of appointment.
Improper use of personal information is an offence under the Data Protection Act.

Use of these systems implies responsibility to preserve the confidentiality,
integrity and availability of the resources accessed.

Termination of contract

SQA has a fair, consistent and transparent policy for termination of appointee
contracts. This policy and associated procedures applies to all appointee types
and applies to the following situations:

¢ termination by SQA
+ termination by the appointee
+ termination of fixed term contracts

SQA will determine when termination of contract is required and reserves the
right to terminate the appointment of an appointee at any time without further
obligation of payment.

All formal communication with an appointee who has their contract terminated by
SQA will be documented.

Suspension

SQA may suspend an appointee at any time. SQA will notify the appointee in
writing of the suspension, and the suspension will take place immediately. The
reason for the suspension may be provided at SQA’s discretion, but SQA is
under no duty to do so. SQA will notify the appointee if they are to recommence
duties, and the commencement date. SQA reserves the right at any time during
the suspension to terminate the appointment.

Termination by SQA

SQA reserves the right to terminate an appointment at any time. Some examples
of the circumstances in which SQA may terminate a contract are listed below (but
are not limited to):

¢ any material breach of the provisions of the Terms and Conditions of contract,
the code of conduct, or your letter of appointment

¢ unsatisfactory performance of services, of which SQA will be sole arbiter

¢ conduct is such as to cause doubt about integrity and/or honesty of the
appointee
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¢ the appointee in any way brings into disrepute the name, reputation, and
interests of SQA, its employees, board, other people associated with SQA, or
its offices, products or services

+ failure to notify SQA of any criminal convictions or legal proceedings, or
failure to notify SQA that the appointee is the subject of any investigation
which may affect the position as an appointee

¢ inability to provide contract services due to ill health or injury or for any other
reason

a corporate decision by SQA alters contract requirements
¢ areduction in the number of entries renders services surplus to requirements

Procedure for termination by SQA — performance

Identified performance related issues will be managed within the business areas
as appropriate. In situations where further action is required the following
procedure will be followed.

SQA'’s Head of Appointee Management will be notified by a business area that
an appointee’s performance is unacceptable.

The decision to terminate the contract will be made following investigation by a
panel. The panel will consist of the Head of Appointee Management and the
Head of the appropriate Business Area.

In certain circumstances SQA’s Head of Appointee Management will contact the
appointee to arrange a meeting. The appointee will be able to present their views
at the meeting and an outcome will be agreed.

Formal communication of termination of the appointee contract will be issued by
the Manager, Appointee Services.

If required, all SQA material must be returned to SQA before final payment of
outstanding fees and expenses. All fees and expenses will be paid to the date of
termination of contract by SQA.

Procedures for termination by SQA — offences

An appointee contract may be terminated without notice if, after investigation, it is
deemed that the appointee has committed an offence of the following type:

+ theft, fraud, deliberate falsification of SQA documents, records, reports,
accounts, expense claims

assault or attempted assault on another person

deliberate and serious damage to SQA property

sexual, racial or other forms of harassment and bullying

gross negligence

gross insubordination or refusal to carry out duties or reasonable instructions

* & & o o
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deliberate disclosure of confidential information

deliberate breach of SQA’s confidence relating to SQA’s affairs

serious breach of SQA'’s rules, policies, code of conduct or procedures
use of SQA’s assets, services or confidential information for personal ends

conviction of a criminal charge which, in the opinion of SQA makes the
appointee unsuitable to carry out his/her duties

* & 6 oo o

All decisions are final and not subject to appeal.

Procedure for termination by the appointee and at
termination of fixed term contracts
An appointee may terminate their contract at any stage without penalty.

Fees and expenses for work successfully completed to the date of termination
will be paid.

Procedure for termination of fixed term contract

All appointees should note that on completion of a fixed term contract all
contractual obligations with SQA cease and there is no guarantee that further
contracts will be issued.

Crime, suspension and disciplinary actions

On appointment, all appointees must declare to SQA if they have any
outstanding criminal charges or convictions of a violent, sexual or dishonest
nature. In addition, all appointees must declare any criminal charges of a violent,
sexual or dishonest nature made against them during their appointment at the
time of such a charge.

All appointees must immediately declare to SQA if they are currently, or become,
suspended by any employer and the reasons for such suspension. SQA reserves
the right to invoke the termination and suspension provisions outlined in section
3.5 and the first paragraph of section 3.6.

Failure to disclose such a suspension will be regarded by SQA as a material
breach of the conditions of appointment and may lead to termination of
appointment.

All appointees must immediately declare to SQA if they are currently under
disciplinary action by any employer, or if disciplinary action is taken against them
and the reasons for such disciplinary action. SQA reserves the right to invoke the
suspension and termination provisions outlined in section 3.5 and 3.6. Failure to
inform SQA of any disciplinary action will be regarded by SQA as a material
breach of the conditions of appointment and may lead to termination of
appointment.
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3.7

Improper activity

Where you believe you are being required to act in a way which:

¢ s illegal, improper, or unethical
¢ may involve possible maladministration
+ s otherwise inconsistent with these Terms and Conditions

you should discuss the matter with Jacqui Faulds, Head of Appointee
Management (0845 213 5375).

Similarly, where you observe inappropriate activity or behaviour in the course of

your duties, you should discuss the matter with Jacqui Faulds, Head of Appointee
Management (0845 213 5375).
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