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BCE Organisational Structure

Board of Advisors / Governing
Body
(Board Chairperson)

Chief Executive Officer (CEO)
Executive Management

Appeals Committee
(Appeals Chairperson)

Programme Design & Review Panel
(Project Manager)

Independent person
Secretary
Chief Examinations Officer
Quality Assurance Manager

Computing Consultants
Business Consultants

Line Managers & Functional Units

Programme Development & Services
(Programme Development Manager)

Assessment Panel

Administration
(Office Manager)

Quality Assurance

Chief Examinations Officer
Exam Setters
Exam Revisers/Scrutinisers
Examiners
External Verifiers

Quality Assurance
Manager
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BCE Line of Authority:
 Executive Management (Corporate Level)
o Board of Advisors (minimum 3 members)
o CEO
 Ad-hoc Management
Appeals Committee (led by Appeals Chairperson)
 1 Independent person
 Secretary
 Chief Examinations Officer (for Enquiry on Results and Reasonable
Adjustment/Special Consideration appeals )
 Quality Assurance Manager (for BCE Centre Terms and
Conditions/Supervision Enforcement violations, Centre/Learner
malpractice appeals)
 Line Managers
Programme Design & Review Panel (led by Project Manager)
 Computing Consultants
o
o
o





Information Technology/Computer Science/Programming/Database
Networking
Web Design/Graphic Design

Business Consultants
o Accounting/Finance
o Business/Management
o Hospitality
CEO / Programme Development Manager*
(* Acts as the Project Manager)

Programme Development & Services (led by Programme Development
Manager)
Assessment Panel
 Chief Examinations Officer
 Exam Setters
 Exam Revisers / Scrutinisers
 Examiners (number can vary depending on exam candidates)
 External Verifiers (Computing and Business qualifications
respectively)
Quality Assurance
 Quality Assurance Manager
Administration (led by Office Manager)
Marketing


Marketing Manager

Accounts


Bookkeeper/Accountant
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Board of Advisors
Job Summary
The Board of Advisors form the main part of BCE Executive/Corporate Level. It provides oversight
on: strategic issues, risks, policies and procedures, organisational operations, competent and prudent
management, sound planning, proper procedures for the maintenance of adequate accounting and
other records, internal control systems, compliance with statutory and regulatory obligations.
The Board of Advisors are concerned with the achievement of the key directions outlined in Strategic
Plans including:
• Advocating for Centres and learners
• Strengthening BCE innovation and relevance
• Delivering quality outcomes
• Building professional capacity
Terms of Reference
Position Title: Board of Advisor
Purpose:

Provide Corporate Governance oversight for the efficiency and effectiveness of the
entire organisation with particular focus on Chief Executive Officer and Line
Manager roles and responsibilities.

Reports to:

N/A

Reporting to this position:

CEO / Line Managers

The Terms of Reference for the Board of Advisors include the following supporting roles:
1. To support and strengthen the organisation through the Board of Advisors’ expertise and
awareness of the qualification system both in the UK and internationally.
2. To provide strategic direction for BCE senior management through annual reviews of BCE
strategic plan.
3. To ensure the strategic plan is aligned to BCE’s mission and vision statements.
4. To ensure that BCE remains a financial healthy organisation with sustainable plans for growth
through reviews of BCE operational plans.
5. To support the CEO in approving budgets for the operation of the organisation.
6. To advise the CEO on the resources required to develop, deliver and award high quality
qualifications.
7. To advise the CEO in recruiting, interviewing and selecting staff with the right technical and
personal abilities to help further the organisation’s mission.
8. To hold the decisions of the senior management team to account.
9. To ensure that BCE effectively manages risk and has effective contingency plans.
10. Through its oversight, to manage any potential conflict of interests within the organisation.
11. To support BCE in complying with regulatory requirements and maintaining strong relationships
with partner organisations.
12. To manage the potential conflict of interests between BCE awarding and delivery functions. The
BCE Board of Advisors’ have an ongoing remit to ensure the integrity of the separation of
responsibilities as stated in the Conflict of Interests Policy.
13. To oversee BCE regulatory compliance and ensure BCE Qualifications and Assessment processes
are valid, reliable, comparable, manageable and minimise bias.
14. Ensuring that BCE has a robust and sustainable change control and CEO succession plan.
15. Ensuring the CEO prepares an Recognition Annual Statement specifying and acknowledging full
compliant to Conditions of Recognitions.
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Responsibilities
1.
Meet at least twice a year (June and December) to discuss;
• Board Meeting
• Annual Review
and when need arises
2.
Assess BCE financial activities.
3.
Request input from CEO on compliance with the General Conditions of Recognition and
Regulatory arrangements for the Credit Framework.
4.
Analyse BCE Risk Management Log.
5.
Assess CEO Action Plan reports on BCE:
a.
Assessment
b.
Strategic Goals
c.
Performance Objectives
d.
Appeals
e.
Meetings/Annual Reviews
6.
Attend and provide inputs/responses on Annual Reviews.
7.
Outline strengths and weaknesses of BCE.
8.
Complete Board of Advisors Self Assessment checklist.
10.
Meet BCE Line Managers at least once a year and receive their views.
11.
Follow up activities of BCE Assessment calendar.
12.
Ensure BCE develop qualifications in the light of the values of its economic and social
needs, informed by market research.
13.
Analyse BCE Qualification Credit Framework levels and engage with experts/consultants
on development of new qualifications.
14.
Analyse copies of Terms of Reference for CEO and Line Managers and be able to
follow-up their roles and responsibilities.
15.
Review and analyse workpapers produced by CEO, Line Managers and auditors as
stated in Operational Management Modules of the BCE Management Handbook.
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Board of Advisors required knowledge, skills and abilities

Qualities
Qualifications:

•

Criteria

Experience:

•

•
•
•
•
•
•
•

Skills/Abilities: •
•
•
•
•
•

Commitment:

•

Other:

•

The main qualifications are professional competence and oversight
practical experience.
Will have strong experience in managing organisations and in
particular management resources and budgets in support of the
development, delivery and award of qualification systems both in UK
and internationally.
Experience in serving on qualifications and assessment sector Board.
Experience with good governance policies.
Business/Corporate Planning experience
Experience serving as a Chair, or in other positions of leadership.
Experience in conducting business in an international environment.
Strong analytical skills in reviewing financial plans, strategic plans,
risk management logs, policy documents, qualification reports and
specifications.
A strategic thinker who can help shape the direction of the
organisation over the next five to ten years.
An excellent team worker able to work effectively with other
Advisors and Senior Management team at BCE.
Ability to focus on longer term goals and strategic outcomes, as
separate from day-to-day management and operational experience.
Strategic relations and/or member/customer relations management
and effective communications skills.
Understanding of human resource/personnel considerations and
issues for executive recruitment, compensation structure, and
performance review.
Understanding of financial operational management and the proper
application of internal controls.
Risk assessment skills in the process of identifying principal
corporate risks and ensuring that management has implemented the
appropriate systems to manage risk.
An understanding of organisational design and management of BCE
Qualifications and Assessment; including Approved Centre
operations.

Understanding of financial reporting, and knowledge of other
considerations and issues associated with compliance and audit
requirements.
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The Chief Executive Officer (CEO)
Job Summary
The CEO sets BCE’s strategic plan responsible for ensuring compliance with all statutory
requirements. In partnership with the Board of Advisors, the CEO is responsible for the success
operations of BCE. Together, the Board of Advisors and the CEO, assure BCE’s compliance, the
accomplishment of BCE mission and vision, and the accountability of diverse constituents.
The Board of Advisors delegate responsibility for management and day-to-day operations to the CEO,
and has the authority to carry out these responsibilities, in accordance with BCE direction, processes
and policies. The CEO provides direction and compliance thereby enabling the Board of Advisors as
it carries out its oversight governance functions.
Terms of Reference
Position Title: Chief Executive Officer (CEO)
Purpose:

To provide management, guidance and leadership in the development and
implementation of BCE operations and mission/vision statements.

Reports to:

Board of Advisors

Reporting to this position: Line Managers
The Terms of Reference for the CEO include the following roles:
1. Ensure that the mission and vision statements reflect the current values and circumstances of
BCE.
2. Manage BCE compliance with regulatory requirements and ensure BCE Qualifications and
Assessment processes are valid, reliable, comparable, manageable and minimise bias.
3. Ensure enough funding to meet the needs of business and operational activities.
4. Support the needs for professional affiliation, education and practice standards, code of practice
and other activities of BCE.
5. Provide a structure and forums within which the work of the Awarding Body can be discussed,
receiving regular reports from the line managers, committee and panel therein.
6. Responsible for the stewardship of the BCE and for monitoring the actions of, and providing
overall guidance and direction to management.
7. Ensure policies and procedures are implemented and BCE follows the many laws and regulations
put in place by bodies which control educational assessment activities and jurisdictions.
8. Monitor the integrity of BCE’s internal control, disclosure controls and procedures and
management information systems.
9. Develop and periodically review policies with respect to decisions and other matters requiring
Board of Advisors consultation.
10. Manage the effective use of meetings (regular, board meetings and annual reviews).
11. The commitment of corporate resources and entrance into agreements in the ordinary course of
business in order to pursue the approved BCE strategies, with the provison that major
commitments, exposures and risks are reported to the Board of Advisors on a regular and timely
basis.
12. The implementation of business and operational plans.
13. Monitoring and evaluating the performance of BCE Management and ensuring the
implementation of management succession plans.
14. To effectively act as a link between the Line Managers/functional units and the Board of
Advisors. .
15. To act quickly and decisively in safeguarding the interest of learners, candidates and Approved
Centres.
16. Oversee the efficient and effective day-to-day operation of the organisation to maintain or
improve quality.
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17. Provide support to the Board of Advisors by preparing agenda and supporting materials and
oversee the planning, implementation and evaluation of the organisation’s programmes and
services.
18. To ensure that the programmes and services offered by the organisation contribute to the
organisation’s mission.
19. Provide the Board of Advisors with comprehensive, regular reports on the revenues and
expenditure of the organisation and also ensure that the taxation and withholding payments are
done in time.
20. To oversee the effective and prudential operation of BCE and assess against key performance
indicators agreed; including:
a. approval and monitoring budgets and financial plans
b. ensuring BCE’s assets and resources are properly managed
c. approval and monitoring controlled entities
d. ensuring the standard of qualifications is maintained
e. ensuring qualifications approval and implementation are as per BCE policies and
regulations.
21. Act as BCE Responsible Officer responsible for making statements to Regulatory Bodies.
22. To promptly notify Regulatory Bodies when BCE has cause to believe that an event has occurred
or likely to occur which could have an adverse effect.
23. Cooperate with Regulatory Bodies investigative monitoring activities into BCE if initiated and
comply with regulatory document guidelines, principles of good practice or any undertakings
given by Regulatory Bodies.
24. To promptly notify Regulatory Bodies when BCE has cause to believe that an event has occurred
or likely to occur which could have an adverse effect.
Responsibilities
(i)
Management and Day-to-day Operational Activities
Key responsibilities include:
• Commitment to quality management principles and practices;
• Compliance with regulator’s quality management framework;
• Establishing and maintaining a culture of quality, customer services and continual
improvement;
• Ensuring quality management practices are integrated into the operations of BCE;
• Evaluating and reporting on the effectiveness of BCE management, planning, finance and
compliance systems;
• Ensuring appropriate consultation and engagement is undertaken in relation to:
o the effectiveness of the systems and processes.
o changes/enhancements to systems and processes.
• Ensuring adequate resourcing for BCE operations;
• Ensuring staff receive appropriate training and support for fulfilling their responsibilities.
• Promoting awareness of the quality in qualifications development and assessment
management.
1.
a.

Legal Compliance
Assure the filing of all legal and regulatory documents and monitor compliance with
relevant laws and regulations.

2.
a.
b.

Mission, policy and planning
Determine BCE’s values, mission, vision and short/long term goals.
Monitor and evaluate BCE’s relevancy to the qualifications and assessment sector, its
effectiveness and results.
Keep the Board of Advisors fully informed on the condition of BCE and on all the
important factors influencing it.

c.
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d.
e.

f.
g.

h.
i.
3.
a.
b.
c.
d.

e.
4.
a.
b.
c.
d.
f.

5.
a.
b.
c.
d.
e.
f.
g.
h.

6.
a.
b.

Identify problems and opportunities and address them; bringing those which are appropriate
to the Board of Advisors and/or Appeals Committee and facilitate discussion and deliberation.
Inform the Board of Advisors, Appeals Committee, Programme & Review Panel,
Programme Development Services and Administration about trends, issues, problems and
activities in order to facilitate policy-making.
Keep informed of developments in human services, management, governance, BCE
resources and finance.
Advise Board of Advisors and BCE Line Managers of policy review plans, new
qualification(s) Introduction/Withdrawal Timeline including piloting new
qualifications.
Implement planning policy documents as per stated strategies
Fulfil audit plans as per stipulated mandate
Management and Administration
Provide general management of all BCE activities, manage the day-to-day operations and
assure a smoothly functioning, efficient organisation.
Assure program quality and organisation stability through development and
implementation of standards and controls, systems and procedures and regular evaluations.
Assure a work environment that recruits, retains and supports quality staff by
implementing processes for selecting, development, motivating and evaluating staff.
Update staffing and financing issues to the Board of Advisors in accordance to BCE
policies, recruit personnel, negotiate professional contracts and see that appropriate
salary structures are developed and maintained.
Specify accountabilities for management personnel and evaluate performance
regularly.
Governance
Help the Board of Advisors articulate their own roles and accountabilities and that of
BCE Line Managers, individual members and help evaluate performance regularly.
Work with the Board of Advisors’ Chairperson to enable the Board to fulfil its oversight
governance functions.
With the assistance of Board of Advisors’ Chairperson, focus Board attention on long-range
strategic issues.
Manage the Board of Advisors’ due officers and Line Managers to get the best thinking and
involvement of each and stimulate each member to give his or her best.
Recommend Line Managers to participate in Board meetings/updates, evaluations and
audits where required
Financing
Promote programmes and services that are produced in a cost-effective manner, employing
economy while maintaining an acceptable level of quality.
Oversee the fiscal activities of BCE including budgeting, reporting and audit plans.
Work with Board of Advisors to ensure financing to support short and long term goals.
Ensure an effective fund development programme by engaging or hiring professional
accountants.
Help BCE design, implement and monitor viable financial plans, policies and procedures.
Participate actively in identifying, cultivating viable financial processes and procedures.
Ensure the availability of materials to support funding.
Implement the development and operation of financial management and quality decisionmaking report systems
Stakeholder Management
Facilitate the integration of BCE into the fabric of the stakeholders by using effective
marketing and communication activities.
Act as an advocate, within the qualifications and assessment sector, for issues relevant
BCE, its services and constituencies.
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to

c.
d.
e.
f.

(ii)
1.

2.
3.

4.
5.
6.
7.

8.
9.
10.
11.

12.

13.

Listen to clients, Approved Centres, learners and candidates in order to improve services and
generate stakeholder involvement.
Serve as chief spokesperson for BCE, assuring proper representation of BCE to
stakeholders.
Initiate, develop and maintain cooperative relationships with key constituencies.
Work with legislators, regulatory agencies and other representatives of assessment
sector to promote legislative and regulatory policies that encourage a healthy sector and
address the issues of BCE’s constituencies.
Compliance with the General Conditions of Recognition
Ensure a variety of policies and processes BCE has in place meet legislation and regulation
designed to prevent the use of illegal activities;
a.
Ensuring BCE cannot to be used as a conduit to provide services below par.
b.
Ensuring BCE Certificates have ID Numbers and cannot be easily reproduced.
c.
Ensuring security of candidate data and retrieval/traceability of candidates.
d.
Implementing records retention policy as per BCE regulations.
Ensure assessment activities are fair, transparent and robust.
Ensure that personnel are aware of and take steps to comply with relevant laws and
regulations, including retaining data/records which can be used for the purpose of
validating consistency, completeness or compliance.
Ensure standardisation is undertaken before each assessment window.
Check and implement Chief Examinations Officer / External Verifier report
requirements and recommendations.
Ensure assessment activities are consistent and free from bias.
Conduct an audit of regulatory compliance requirements across each of BCE functional units;
including;
a.
Corporate Governance
b.
Taxation
c.
Staff Employment Regulations
d.
Health and Safety
e.
BCE Business Practices/Operational activities
f.
Intellectual Property Rights
g.
Conflict of Interests;
and develop strategies to address regulatory gaps and weaknesses
Ensure new qualifications reflect change of times and distinctively focus on BCE
areas of strength.
Actively engage with regulatory agencies and inform them of assessment errors, BCE
staff/Centre staff/ learner malpractice and response(s) taken.
Implement safer despatch, storage and administering of assessment. Highlight critical areas to
improving assessment question papers and candidate scripts/coursework safety and security.
Take all necessary steps in preventing assessment errors, as errors in assessment question
papers put off candidates and make them lose faith in the efficiency of BCE; as candidates
may think errors occur in marking and recording of assessment processes.
Address and implement measures to minimise/prevent maladministration and malpractice.
Outline factors capable of reducing this burden on BCE Approved Centres, BCE staff and on
candidates.
Implement BCE Assessment principles as stated in our Ethical Policy with emphasis on:
a.
BCE objective to providing a fair method of ethical conduct on assessment to
all learners;
b.
availability of special consideration;
c.
professional responsibility to eight major areas of assessment activities:
(i)
responsibilities of those who Develop Specifications and Assessment
products.
(ii)
responsibilities of those who market and promote qualification products
and services.
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(iii)

responsibilities of those who select qualification and assessment products
and services.
(iv)
responsibilities of those who administer assessment.
(v)
responsibilities of those who mark assessment.
(vi)
responsibilities of those who interpret, and communicate assessment
results.
(vii)
responsibilities of those who educate others about qualifications and
assessment.
(viii) responsibilities of those who evaluate educational qualifications and
conduct research on assessment. .
d.
the role of specifications, unit content, approach to teaching/learning, structure
and timetabling of units of study.
14.
Implement the submission, procedures for conduct of Appeals and reasonable steps
taken if Appeals Committee discovers a failure in Sanctions/Penalties or Assessment
process as stated in Appeals Policy.
15.
Serve as the authoritative point of contact for Regulatory Bodies in relation to all activities
undertaken
by BCE; including:
a) any matters relating to BCE compliance and Conditions of Recognition
b) BCE ability to undertake the efficient development, delivery and award of qualifications
c) the standards of qualifications BCE makes available or proposes to make available
d) any matters which may affect public confidence in qualifications
e) the accessibility of qualifications BCE makes available and compliance with Equalities
Law.
(iii)
1.

2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

13.
14.
15.

Compliance with Regulatory arrangements for the Credit Framework (CF)
Ensure Approved Centres and Learners are knowledge about the requirements of the
qualifications to which they are committed and about the levels of achievement expected of
them.
Ensure BCE is focused on the maintenance and assurance of standards of
qualifications.
Implement quality of provision across all levels.
Implement BCE assessment policies, fee and exam timetable structures.
Ensure stakeholder bodies can interpret and implement BCE assessment regulations.
Outline the purpose and objectives of assessment process to relevant bodies.
Ensure Approved Centres can interpret BCE Centre Assessment Policy and implement it.
Ensure Approved Centres can interpret and implement requirements of Accreditation
of
Prior Learning (APL) and BCE Exemption Policy.
Ensure both BCE functional units and Approved Centres can interpret and implement
BCE principles for Accountability framework.
Ensure both BCE functional units and Approved Centres can interpret and implement
rational for quality assurance.
Ensure functional units implement BCE monitoring and evaluation processes.
Ensure Programme Design & Review Panel can interpret and implement requirements of
BCE assurance services, standards for the planning and monitoring of qualifications;
including:
a.
Statement of Equity (Fair Access in Design)
b.
Principles for Assessment guidelines
c.
Specification Development Process
Ensure BCE Line Managers can interpret BCE Quality Control Plan in the
implementation of Quality Management Process.
Ensure Programme Design & Review and Assessment Panels can interpret and implement
BCE Qualification and Performance Standards Criteria.
Outline BCE rules of combination, exemptions and grading system to relevant bodies.
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16.

17.

18.

19.
20.

Ensure Programme Design & Review Panel can interpret and implement the BCE
Learning and Assessment Design framework on specification, learner reference materials and
assessment.
Analyse, evaluate and describe BCE delivery of assessment; including:
(i)
Assessment principle concepts and procedures
(ii)
Exam regulations policy
(iii)
Exam invigilation process
(iv)
Assessment Quality Assurance policy
Implement BCE Assessment procedures and ensure consistency in all Approved Centres and
across all qualifications; in relation to:
a. Providing adequate time for examination dates.
b. Submission of tasks.
c. Procedures to be followed when dealing with malpractice.
d. Strategies taken to ensure authenticity of learner responses to tasks completed outside
class time.
e. Guidelines for maintaining secure records of all marked assessment.
f. Procedures for dealing with learners not studying at centres.
g. Procedures for dealing with learners who want to finish their qualification quicker than
centre stated duration.
h. Procedures for monitoring satisfactory completion of a qualification.
i. Procedures for conducting reviews of final examination marks and appeals to BCE.
j. Procedures for conducting centre reviews of BCE examinations and the assessment
process.
k. Communicating the policy – how BCE make learners and centres aware of their rights
and responsibilities regarding assessment.
l. Evaluating policies – stating and appointing who monitors and reviews the assessment
programmes.
m. The features of quality assessment tasks.
n. How the qualifications outline components given in curriculum documents incorporated
into the final written exam and coursework.
o. Procedures in place to ensure that the qualification assessment components given in the
specification are adhered to in the summative examination.
p. Learner’s rights and responsibilities.
Analyse and review BCE operational management, general conditions of recognition
checklist and internal control processes.
Ensure BCE qualifications and review, qualifications currency evaluation, examination
questions management process review and assessment management evaluation are conducted
annually.

(iv)
Meetings/Annual Reviews
Board Responsibilities:
1.
Coordinate the planning of the Board of Advisors' activities for the year ahead and
plans for the organisation's future.
• Execute the will of the Board
• Provide leadership to the Board
• Develop a vision for the Board
• Be the communicator or spokesperson for the Board
• Allow for Board time to develop strategy
• Allow for Board time for issues on management
• Ensure that the Board operates as a team.
2.
Prepare the agendas for Board Meetings.
3.
Presides at Board Meetings, making sure that they run smoothly.
4.
Ensure that Board of Advisors have the information they need to make informed oversight.
5.
Ensure that all new Board of Advisors get a proper orientation to the roles.
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6.
7.
8.
9.
10.

11.

Take charge of the delegation of responsibilities, making sure that they are spread out
equitably among the Board of Advisors.
Maintain contact with Board of Advisors, helping them to stay on track and monitoring
whether they need any additional support.
Take responsibility of concerns of the Board of Advisors, Line Managers and stakeholder
bodies.
Ensure strategies, plans and performance are appropriately represented to the Board of
Advisors.
Ensure the development and recommendation of strategic plans to the Board of Advisors
provide for BCE's profitable growth and overall success; including involving the Board of
Advisors in the early stages of strategy development.
Report regularly to the Board of Advisors on the overall progress and results against
operating and financial objectives.

Conducting Board Meetings
1.
Meetings shall be held at least twice annually and at any other time under the instruction of
the CEO or Board of Advisors Chairperson.
2.
Meetings may be held by ways of physical attendance and in urgent situations, telephone
conference.
3.
Resolutions put forward to the meeting shall be passed by majority votes of the attending
members.
4.
A Secretary is chosen at each meeting (among the members) to take minutes and this
rotates.
5.
According to necessity, the Board of Advisors may request the attendance of the Line
Managers, or if necessary, invite the attendance of external professionals [auditors] with
relevant experience and expertise.
Producing Minutes of the Meeting
1.
The chosen secretary shall circulate minutes of meeting approved to all members who
attend the meeting.
2.
The CEO shall keep all minutes of the meetings.

Producing Annual Reports
The CEO will produce the following Annual Reports:
1.
Annual Review
2.
Strategic and corporate plans
3.
Budgets and Business Plans
4.
Management Logs
a.
Contingency Management Log
b.
Risk Log
c.
Business and Computing Qualifications Log
d.
Regulation/Recognition Adverse Events Notification Matrix
5.
Complaints Database
6.
Centre statistics
7.
Actions Plans
a.
Assessment
b.
Strategic Goals
c.
Performance Goals
d.
Appeals
e.
Meetings/Annual Reviews
External Auditor(s) will produce the following Annual Reports:
1.
Financial Audit
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2.

Financial Reports

Performance Audit
Management Information System/Information Technology Strategy
a.
Criteria for evaluating the performance
 Criteria for evaluating the performance functionality of information system
 Criteria for measuring and comparing Information Systems
Operational Management and Evaluation Workpapers
a.

b.
c.
d.

e.

f.

BCE Operational Management
 Operational Management Process Framework
 Operational Management Process Evaluation
BCE Internal Control
Internal Control Evaluation Management
BCE Qualifications Development Principles
 Qualifications Development Review
 Qualifications Currency Evaluation
BCE Assessment Management Principles
 Assessments Management Review
 Assessments Management Evaluation
BCE Evaluation Report
 Report of Evaluation (ROE)
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CEO required knowledge, skills and abilities
Qualities
Criteria
Qualifications:
• Computing or Business qualification and experience in management.
Experience:
• Will have a strong understanding of the UK qualification system and
leadership experience.
• Conceptual skills, technical competence, knowledge in interpreting
and implementing Qualification and Credit Framework and
regulatory regulations compliance.
• Experienced practioner in the field of qualifications development and
assessment management; Microsoft Excel, accurate typing, security,
network and web technology skills.
Skills/Abilities:
• Experience in UK Education System and knowledge in Qualification
Credit Framework.
• Good Information Technology (IT) and other computing skills.
• Be knowledgeable about compliance with Government laws and
regulatory agency requirements.
• Be able to maintain and improve the professional competence in
Assessment.
• Adhere to the highest standards of conduct and promote
professionally responsible conduct with regulatory agencies and
stakeholders.
• Perform all professional responsibilities with honest, integrity, due
care and fairness.
• Understanding of current BCE Qualification products and services
and their appropriate employment and utlisation strategies in
industry.
Competency based skills in:
Leadership
• Creating a strategic vision
• Building employee commitment and aligning employee and
corporate goals
Entrepreneurship
• Product / services innovation
• Acting proactively in the market
Managerial
• Communicating effectively
• Developing Subordinates
• Building Teams
• Managing Conflicts
• Monitoring individual performance
• Managing organisational performance
• Planning and goal setting
• Delegating effectively
• Thinking creatively
• Creating change
Functional
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•
•
•
•

Commitment:

•

Other:

•
•

Improving business image
Implementation of customer service
Operations (internal control, purchasing, delivery etc.)
Planning and monitoring cash flows in accounts receivable and
accounts payable
• Using computer technology
• Creating / revising business plans
Understanding the current setting and implementation of Board
setting and developing/enhancing financial literacy, strategic
awareness and risk management orientation.
Ability to implement BCE policies, requirements and procedures
Ability to define purpose of qualifications and specifications
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Appeals Committee
Job Summary
The Appeals Committee is responsible for establishing, maintaining and complying with the BCE
Appeals process as stated in BCE Appeals Policy in relation to:

a.
b.
c.

Enquiry on Results.
Reasonable Adjustment and Special Consideration.
Centre/Learner malpractice/maladministration sanctions or penalties.

The Appeals Committee ensure BCE complies with the requirements of any appeals or complaints
process as established by the regulatory agency. The Appeals Committee must exercise fairness,
conduct a thorough review and evaluate evidence in a nonbiased way.
The Appeals Committee hears centre and learner grievances. It ensures that BCE’s quality
management systems and its planning, monitoring and reporting systems are effective.

Job Title:

Terms of Reference
Appeals Committee Member

Purpose:

The purpose of the Appeals Committee is to ensure that learners and Approved
Centres have been able to present all information pertaining to their case and that
proper protocols have been followed as stated in the BCE Appeals Policy.

Reports to:

CEO

Reporting to this position:

Examiners / Chief Examinations Officer / Quality Assurance
Manager

The Terms of Reference for the Appeals Committee Member include the following roles:
1.
Ensure the Appeal process meets applicable professional, technical and legal standards.
2.
Disclose any actual or potential conflict of interests that might influence member judgement.
3.
Protect the rights to privacy of parties involved.
4.
Base all claims on valid interpretation and available information.
5.
Immediately disclose any attempts by others to exert undue influence on appeal process.
6.
Understand the procedures needed to administer/hear an appeal process.
7.
Protect the confidential information that identifies individuals as prescribed by law.
8.
Provide fair and balanced perspectives on issues being discussed.
9.
Understand all produced materials belong to BCE and adhere to BCE confidentiality
clause.
Responsibilities
1. To hear matters raised by appellant(s).
2. To make submissions in respect of the matters raised.
3. To consider and determine, after the appealing, whether to uphold or quash the verdict of Chief
Examinations Officer (in candidate appeals) or Quality Assurance Manager (in centre appeals).
4. To provide written decisions regarding appeal deliberations.
5. To consider the points of principles raised by the appellant(s) and give the opinion and/or
guidelines.
6. In cases where the appeal is successful, ensure that the correct measures are implemented to
minimise same failures not to recur.
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Appeals Committee required knowledge, skills and abilities

Qualities
Qualifications:

•

Experience:

•

Skills/Abilities: •
•
•
•
•

•
•
•
•

Commitment:

•

Other:

•
•

Criteria
A relevant professional qualification at degree level.
Experience to communicate verbally, in writing or in any other
appropriate manner with other professionals, personnel, and the
appellants.
Ability to carry out review of learning and development approaches.
Ability to achieve acceptable standards addressed effectively through
a clear and supportive procedure.
Ability to ensure supportive measures are deployed appropriately
Ability to act with reasonable skill and due care.
Appropriate use of time management and appropriate reporting
procedures.

Be able to provide complete and accurate information.
Be informed, objective and fair.
Be able to understand and engage sound measurement practice.
Ability to advise appellants on essential elements and procedures.

Understanding that it is not the appellant’s responsibility to
request for a fair hearing, but it is the Committee’s obligation to
perform all necessary procedures for the best interest of both
parties.
Ability to produce legible charts and description along with
concise referral report.
Ability to analyse and interpret evidence and seek third party
views if necessary
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Programme Design & Review Panel
Job Summary
The Panel assesses the overall viability of existing, proposed new qualifications or units and as may
be necessary; apply significant amendments to qualifications, units, specifications and learner study
materials. The panel meetings will include internal members as well as external experts. The
Programme Design & Review Panel design specifications (Intended Learning Outcomes and
Assessment Criteria) for all units. It also designs learner study materials, addresses detailed issues
relating to the qualification structure and scheme (syllabus), qualification management on existing and
proposed new qualifications.
For Fair Access in Design, the Programme Design & Review Panel are required to use the following
BCE documents as reference in Qualification Development process:
QD001

QD002

Statement of Equity
Principle (Fair Access-by
Design)
Syllabus Development
Process

QD003

Principles for Assessment
Guidelines

QD004

Qualification &
Performance Standards
Criteria
BCE Standards

QD005

QD006
QD007

Aggregation of
Qualification Results
Qualification Strategy

QD008

Assessment Strategy

BCE document which provide guidelines to writers/designers of
syllabus, support and assessment materials.
BCE syllabus development process consultation achievable timelines
for: syllabus review, drafting development, syllabus development
and implementation phases.
A set of guiding principles developed to assist BCE specification
(syllabus) writers in developing appropriate assessment criteria
guidelines and Credit Framework levels.
BCE document specification intended to provide qualification and
performance criteria requirements for BCE Level 3 and 4 Certificate,
Level 5 Diploma and Level 6 Diploma Qualifications.
Document analysing list of documents which help BCE set the way of
doing things to improve value and meet target. Standards outline the
way in which business is to be conducted and govern what is deemed
as acceptable behaviour; this in turn improves maintenance of quality
and assurance of qualifications development; assessment
management; teaching and learning strategies; integrity and sound
operations.
BCE document specifying Rules of Combination, grading system,
exemption and other important assessment information.
This document outlines BCE qualifications in Computing, Business
and Hospitality and the differences they make to learners. The
qualification strategy (i) help employers understand what standards,
learning opportunities and qualifications are applicable for the
workplace (ii) help workers understand how specific standards,
learning opportunities and qualifications can assist their competency
and career development (iii) help training providers understand what
standards, learning opportunities and qualifications are required by the
industry.
BCE Assessment strategy outlines the importance of (i) reliability
(that the assessment task can be applied consistently to all learners
undertaking assessments and that different markers will reach the
same conclusions about the performance of a given group of learners);
(ii) validity (that the assessment task actually measures what it claims
to measure); (iii) equity (the way assessment is organised and
administered as well as the fairness of the marking).

Job Descriptions – D001

/04/12

ver 1.0

19

Job Title:

Terms of Reference
Programme Design & Review Panel Member

Purpose:

The Programme Design & Review Panel designs and reviews BCE
qualifications, specifications and learner study materials.

Reports to:

CEO and Programme Development Manager

Reporting to this position:

N/A

The Terms of Reference for the Programme Design & Review Panel Member include the following
supporting roles:
1. The development and production of Qualifications, Units, Specifications and learner study
materials.
2. Assess the effectiveness and viability of Qualifications Credit Framework.
3. Outline the effectiveness of the BCE learner study materials and the relationship to Intended
Learning Outcomes (ILO) and Assessment Criteria.
4. Analyse effectiveness of procedures for maintaining and enhancing the quality.
5. Advise on the range of BCE qualifications, review on market needs and provide support.
6. Analyse and reason why some qualifications take longer than expected for centres to implement
them.
7. Implement regulatory changes/commendations to qualifications credit framework.
8. Enhance reporting on highlights and areas of concern.
9. Provide more evidence of impact of qualifications and activities and a focus on how qualifications
provide value for money.
10. Evaluation of the appropriateness of the Intended Learning Outcomes of the qualifications.
11. Analyse the ways in which programme content and methods of assessment support achievement
of the Intended Learning Outcomes.
12. Outline how curricula and assessment together determine the academic level of the
awards.
13. Outline the extent to which learners achieve the qualification aims and intended learning
outcomes.
14. Analyse the effectiveness of the teaching and learning strategies employed by Approved Centres.

15. Receive proposals for new and revised qualifications.
16. Consider the teaching, learning and assessment methods proposed within each
qualification to ensure their appropriateness and the implementation of good practice.
17. Approve, or otherwise, the continuation of the qualifications under review, agree the
programme schemes for this and specify any conditions.
18. Enhance quality, identify strengths and weaknesses, and encourage teamwork amongst
subject experts.
19. Analyse cumulative effect of changes made over time to the design and operation of the
qualifications.
20. Review changes in learner demands, employer expectations and employment
opportunities.
21. Consider the appropriateness and coherence of the aims and learning outcomes for the
qualifications, and their relation to the relevant regulators subject benchmark(s).
22. Be satisfied that the assessment content is consistent with the proposed level of award by
referring to regulators and level descriptors.
23. Be assured that the assessment content, including relevance to the professional/industrial
context is appropriate.
24. Be assured that the qualification structure and content meet learners’ needs.
25. Be assured as to the appropriateness of teaching, learning and assessment strategies and
their relationship with the qualifications intended learning outcomes.
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26. Check recognition arrangements
27. Implement any recommendations concerning the content, operatives and implementation
of the qualifications.
28. Review centre, candidates and examination reports in relation to qualification levels,
content and assessment validity.
External experts will form panel members who have relevant unit knowledge, and probably
also professional and/or practitioner experience.
Responsibilities
1.
Produce specification for BCE qualifications. For each appropriate level, produce
meaningful:
a) Qualification descriptors
b) Unit title
c) Guided Learning Hours
d) Unit aim/objectives
e) Prerequisite and Core-requisite
f) Intended Learning Outcomes
g) Learning Criteria
2.
Produce learner study materials
3.
Recommend reference manuals for breadth of study
4.
Liaise with Programme Development Manager and follow Project activities and
outline during specification development process.
5.

6.
7.
8.
9.
10.

11.

Ensure BCE materials (learner study materials, assessment and specifications)
o support pursuit of excellence
o enable all learners to develop to their full potential
o cater for the developmental needs of learners across the Qualification and Credit
Framework levels
o support quality teaching and learning
o encourage personal growth and self confidence by including resources, illustrations
and content
o encourage critical thinking
o are free from prejudice, discrimination and stereotyping
o are written with sensitivity to the variations in life experiences and accessibility to
learning experiences
o encourage English Language literacy
Outline the form and structure of assessment and coursework for efficient and effective
assessment of learner.
Specify the weightings for the various parts of the qualification consistent with the
emphasis given or implied.
Outline the principles for written assessment and coursework.
Highlight how components and weightings specified by BCE for each qualification
should be followed in centre formative assessment.
Analyse, implement and understand BCE specification development phases:
o Specification Review phase
o Drafting phase
o Development phase
o Implementation phase
Update the CEO and Programme Development Manager on progress of project.
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Programme Design & Review Panel required knowledge, skills and abilities
Qualities
Criteria
Qualifications:
• A relevant professional qualification at degree level
Experience:
• Planning and organising one’s own work activities, including;
making good use of time and resources, sorting out priorities and
monitoring.
Skills/Abilities:
• Be able to coordinate and manage the production of a specification
development proposal.
• Be able to produce brief and draft specifications and make changes
when required.
• Be able to inform Programme Development Manager and/or CEO
issues identified during consultation.
• Experience in coordinating research to evaluate particular
specification.
• Experience in UK Qualification Credit Framework.
• Values and attitudes compatible with work — including a desire to
learn, to apply that learning, to adapt and to take advantage of
change.
• Basic skills (literacy and numeracy) and key skills (communication,
application of number, information technology, improving one’s own
learning and performance, working with others and problem solving)
sufficient for the needs of the work.
• Up-to-date knowledge and understanding in relevant field.
• Up-to-date units/qualifications specific skills.
• The ability to manage one’s own career.
• The capacity to locate information, sift and sort information in order
to select what is required and present it in a useful way, and to
evaluate both the information itself and the sources.
Commitment:
• Intellectual commitment to develop knowledge, skills and
competence, along with other social and attitudinal factors.
Other:
• Professional competence techniques with which to carry out core
functions and core tasks in an appropriate manner.
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Programme Development & Services
The Programme Development and Services functional unit is led by the Programme Development
Manager and is responsible for delivering, supporting a range of assessment services and ensuring
quality standards in all BCE Qualifications and Assessment. The functional unit maintains and
ensures professional competence in examinations by providing assessment services developed to meet
applicable, professional, technical and legal standards.
The Programme Development & Services administer standardised assessment according to prescribed
procedures and conditions. The Programme Development & Services ensures the Annual Programme
Evaluations are made for all qualifications to provide a regular check on programme operations and
address on issues arising from Centres. Issues relating to examination results, relationship between
curriculum (syllabus) and assessment, quality of exam and enhancement of standards are covered.
Positions within this functional unit are:
 Programme Development Manager
 Assessment Panel (Chief Examinations Officer, Exam Setters, Exam Revisers/Scrutinisers,
Examiners and External Verifiers)
 Quality Assurance Manager
Programme Development Manager
Job Summary
The Programme Development Manager is responsible for the Assessment processes and work closely
with CEO to:
• Demonstrate competencies, accountability and commitment to the implementation of an
integrated enterprise-wide quality management system;
• Manage elements of assessment and Centre quality management processes on a day-to-day basis;
• Evaluate the effectiveness of assessment and Centre quality management processes and taking
corrective action as required;
• Commit to regular review of assessment and Centre quality management systems and
reprioritisation of work in light of required changes and improvements;
• Promote awareness of assessment and Centre quality management systems and actively engage
staff for the continual improvement of BCE processes and activities.

Job Title:

Terms of Reference
Programme Development Manager

Purpose:

Supports the delivery of high quality outcomes for learners, tutors, centres and
other key stakeholders. Programme Development Manager manages the preparation
of examination papers, storage, despatch and oversee the mechanisms that:
• ensure BCE’s examination provision is of an appropriate quality and standard
• enhance quality assurance
• outline best assessment principles and practices
• identify roles and responsibilities for both BCE and Centres

Reports to:

CEO

Reporting to this position:

Assessment Panel / Quality Assurance Manager

The Terms of Reference for the Programme Development Manager include the following roles:
1. Identify if programmes are running to schedule, are on budget and are delivering their targets and
objectives.
2. Monitor BCE’s performance and candidate related management information.

3. Support the development and implementation of examination policies and regulations
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4. Support the enhancement of learning and teaching, academic quality and standards and
academic collaboration and partnerships.
5. Support BCE’s planning processes.
6. Advise Programme Design & Review Panel/Assessment Panel on policy and strategy for
qualifications development and assessment management respectively.
7. Advise Programme Design & Review Panel/Assessment Panel on actions to be taken and
responses to be made concerning qualifications, examinations and standards regarding
external agencies, including regulators and other agencies’ requirement.
8. Oversee processes to assure the quality and standards of qualifications including
assessment practice, performance and procedures, including documentation in the
examination practice.
9. Participate in approval of new Qualifications/Units and amendments.
10. Approve exemptions for particular candidates in accordance with BCE Exemption Policy.
11. Consider reports from Centres, Appeals Committee and Programme Design & Review
Panel.
12. Act in the best interests of BCE as a whole, in good faith, honestly and for a proper
purpose.
13. Exercise appropriate care and diligence.
14. Not to improperly use your position to gain an advantage for yourself or somebody you
know.
15. Disclose and avoid conflict of interests.
16. Approve the programme plan recommended by the CEO.
17. Implement a clear statement of BCE’s strategic direction, vision and continually monitor
progress against agreed goals.
18. Shape and review BCE’s vision, mission and values and evaluate performances
19. Require and monitor compliance with statutory and regulatory obligations
20. Oversee the establishment and effective operation of key policies
21. Ensure delegated responsibilities and authorities are clearly defined
22. Ensure adequate risk management procedures and associated internal controls are
established and effectively maintained.
23. Approve learner Reasonable Adjustment/Special Consideration applications
24. Attend learner, Approved Centre or BCE staff malpractice/maladministration hearings
25. Manage the preparation of examination papers so as to meet the requirement of specifications and
standards of assessment.
26. Recommend appointment of Exam Setters, Exam Revisers/Scrutinisers to assist in all aspects of
exam preparations.
27. Work closely with Chief Examinations Officer and External Verifiers.

Responsibilities
(i)
Day-to-day Operational Activities
Assist the CEO in ensuring:
a.
Assessment job descriptions are complete and up to date.
b.
Implementation of BCE Code of Practice, its effectiveness and promotion of
professional practical responsibilities and standards.
c.
Implementation of quality dimensions in BCE qualifications, assessments and
services.
d.
Implementation of BCE accountability framework.
e.
Review complaints management database recordings; ensure investigations.
are conducted and action plan resolutions are implemented.
f.
Contingency planning, management and incident recordings is undertaken.
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g.
h.
i.
j.
k.
l.
m.
n.
o.

(ii)
1.

2.
3.
4.
5.

6.
7.
8.
9.

10.

11.
12.
13.

(iii)
1.
2.

Risk Management evaluations of risk groups, risk categories, risk levels and
contingency plans.
Pending actions plans are completed.
Scheduling of BCE qualification withdrawal/introductory timelines and
piloting new qualifications.
Recording of BCE Centre records is up to date.
Implementation of standards/requirements to support and enhance quality of
qualifications and assessment.
Implementation of BCE Management Handbook requirements.
Implementation of BCE Accreditation Handbook requirements.
Implementation and coordination of BCE internal efficiency and effectiveness.
Update of BCE policy planning and policy review plan.

Assessment Management
Monitor outputs from the following specific processes and recommend actions
arising:
a. Annual Programme Evaluations
b. Periodic Programme Reviews
c. External regulators reviews
d. Examiners’, Chief Examinations Officer and External Verifiers’ reports
Liaise with the Chief Examinations Officer in Standardisation and examination
marking processes.
Act as Project Manager for Programme Design & Review Panel in Qualifications
specification development.
Responsible for setting out assessment calendar dates for each year. BCE Assessment
calendar is produced 6 months in Advance.
Liaises with CEO in:
a.
Selecting Chief Examinations Officer
b.
Selecting Exam Setters
c.
Selecting Exam Revisers/Scrutinisers
e.
Selecting Examiners
f.
Selecting External Verifiers
Ensure the Chief Examinations Officer and External Verifiers agree and implement
adjustments to marks of individual examiners if necessary.
Ensure the Chief Examinations Officer prepare standardisation meeting material for
examiners.
Ensure assessment panel understand their responsibilities as per BCE policies, procedures and
requirements.
Allow enough time between exam setters and revisers/scrutinisers.

Determine appropriate transmission of examination materials between exam setters
and revisers/scrutinisers and understand the different levels of security that apply,
depending on the circumstances of the question papers concerned and the stage in the
preparation process.
Ensure each assessment panel member is knowledgeable in their subject area.
Ensure annual internal control reviews for BCE Qualification Development and
Assessment Management are contacted.
Ensure Centres observe assessment and examination regulation policies and
procedures.
BCE Credit Framework (CF) Compliance
Ensure BCE specification writers follow guidelines and principles when developing
qualifications and specifications
Assess and review qualifications and specification development process
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3.
4.
5.
6
7.

Design internal guidance and assess the implementation of Fair Access in Design in
development of qualifications.
Analyse current viability of BCE qualifications and performance criteria.
Assess how Approved Centre adhere to BCE assessment standards.
Re-assess BCE grading system, rules of combination and compliance to existing
Qualification Credit Framework.
Analyse the implementation and viability of General Conditions of Recognition.

(iv)
Approved Centre Procedures
Assist the Quality Assurance Manager by:
1.
Analysing BCE Approved Centre complaints management system
2.
Reviewing Centre Learning Resources and Learning Environments
3.
Exploring and improving Centre Teaching and Learning Strategies
4.
Analysing Centre declarations on supportive, guidance, malpractice/maladministration
awareness and assessment supervision
5.
Analysing consistency of BCE Assessment procedures
6.
Reviewing Centre compliancy to BCE requirements, policies and regulations.
7.
Assessing Centre supervision and enforcement guidelines.
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Programme Development Manager required knowledge, skills and abilities
Qualities
Criteria
Qualifications:
• A relevant professional Business or Project Management
qualification.
Experience:
• Experience in developing relationships with external stakeholders and
carrying out assessment needs, identifications and making sure that
the programme team and other external stakeholders receive
information in a timely manner.
• Experienced practioner in the field of qualification development and
assessment management; including Microsoft Excel, accurate typing
and Information Technology skills.
Skills/Abilities:
• Understanding of UK Qualifications Credit Framework.
• Good knowledge of techniques for planning, qualifications and
specification development and assessment management.
• Good knowledge of managing, monitoring, controlling and reviewing
annual programmes.
• Experience in policy creation, implementation and review.
• Ability to find ways of solving or pre-empting problems.
• Good knowledge of resource allocation system and procedures.
• Ability to administer, interpret and communicate assessment results.
• Ability to manage projects.
• Ability to manage political aspects of stakeholder bodies.
• Ability to comply with applicable and regulatory standards.
• Risk identification, contingency plan, crisis and risk management
strategies.
• Proficiency in computer application and project management skills.
• Ability to represent the organisation in meetings, seminars and annual
review presentations.
• Ability to network with stakeholder bodies while also acting as a
liaison officer.
Commitment:
• Problem-solving, analytical skills, creative and understanding the
tools used in quantitative and qualitative planning.
Other:
• Exceptional oral and written communication skills.
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Assessment Panel
Job Summary
The Assessment Panel select qualifications and assessment products and have professional
responsibility to make sure the assessment is appropriate for their intended targets. The Assessment
Panel have an important role in making sure assessment is administered in a fair, secure and
consistent process. The setting and marking of assessment should be conducted properly and
efficiently so that the examination results are reported accurately and in a timely manner.
The Assessment panel shall comprise the following:
• Chief Examinations Officer
• Exam Setters
• Exam Revisers /Scrutinisers
• Examiners (number can vary depending on exam candidates)
• 2 External Verifiers (Computing and Business qualifications respectively)
• Any other person approved by the management
Conflict of interests – a person shall not normally act as an examiner or attend a meeting of the
Assessment Panel in respect of qualifications where their relationship with a centre provides a conflict
of interests.
Terms of Reference
Group Title:

Assessment Panel

Purpose:

To provide a high-quality examination and assessment system incorporating
the highest standards of openness, fairness and accountability, relating to the
security and integrity of the entire process.

The Terms of Reference for the Assessment Panel include the following roles:
1. Maintain integrity of the assessment process.
2. Attend assessment meetings and administer standardisation according to prescribed procedures.
3. Understand quality assurance role in relation to assessment.
4. Understand quality enhancement role through comments and advice on qualification structure,
content and delivery.
5. Implement recommendations by Appeals Committee.
6. Report on the standards of the assessment, the learner performance, and the soundness and
fairness of processes for the assessment and determination of examination results.
7. Take appropriate security precautions before, during and after the administration of assessment
tasks.
8. Report any apparent misuse of assessment information to those responsible for assessment
processes.
9. Provide reasonable opportunities for those responsible to ask questions about the assessment
procedures.
10. Provide complete and accurate information on the assessment rational, technicalities, quality
control procedures and reporting formats.
11. Evaluate and communicate the adequacy and appropriateness of any norms or standards in the
interpretation of assessment.
Assessment Panel Principles
1
BCE's objective is to provide a fair method of ethical conduct in assessing all of its learners.
2
Special considerations will be made available to learners with known disabilities, to
compensate for the restrictions imposed by the disability without affecting the validity of
examinations and assessments. [see Reasonable Adjustment and Special Consideration Policy]
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3
When an exam setters/reviser/scrutiniser/examiner/verifier is appointed to set, scrutinise,
mark or verify examination, BCE will draw his or her attention to BCE's Policy on Ethical Conduct.
BCE expect all Assessment Panel to act in accordance with this policy.
As an organisation dedicated to the improvement of measurement and evaluation practice in
assessment, BCE has adopted this Code of Conduct to promote professionally responsible practice in
educational measurement, which arises from the professional standards of the fields and general
ethical principles.
The purpose of the policy is to guide the conduct of Business & Computing Examinations (BCE)
members who are involved in any tinge of assessment activity.
Ethical conduct enumerates professional responsibilities in eight major areas of assessment activity.
Specifically, the principles present the professional obligations of those who:
3.1
Develop specifications and assessments
3.2
Market and promote qualifications
3.3
Select qualifications and assessments
3.4
Administer assessments
3.5
Mark assessments
3.6
Interpret, use, and communicate assessment results
3.7
Educate others about qualifications and assessments
3.8
Evaluate qualifications and conduct research on assessments
General Obligations
The professional duties promulgated in the above eight major areas of assessment activity are based
on expectations that BCE members involved in educational assessment will:
i.
protect the health and safety of all learners;
ii.
be knowledgeable about, and behave in compliance with, government laws relevant to the
conduct of professional activities
iii.
maintain and improve their professional competence in examination assessment;
iv.
provide assessment services only in areas of their competence and experience, affording
full disclosure of their professional qualifications;
v.
promote the understanding of sound assessment practices in professional education;
vi.
adhere to the highest standards of conduct and promote professionally responsible
conduct within centres and agencies that provide educational services and
vii.
perform all professional responsibilities with honesty, integrity, due care and fairness.
3.1
Obligations of those who Develop Specifications and Assessment products
Those who develop specifications and assessment products and services, such as designers, writers
and other specialists (exam setters, exam revisers/scrutinisers), have a professional responsibility to
strive to produce specifications and assessments that are of highest quality. Persons who develop
assessments have a professional obligation to:
3.1.1 Ensure that assessment products and services are developed to meet applicable
professional, technical, and legal standards.
3.1.2 Develop assessment products and services that are as free as possible from bias due to
characteristics irrelevant to the construct being measured, such as gender, ethnicity, race,
socio-economic status, disability, religion, age, or national origin.
3.1.3 Plan to accommodate learners with disabilities and other special needs when developing
assessments.
3.1.4 Disclose to appropriate parties any actual or potential conflicts of interest that might influence
the developers’ judgement or performance.
3.1.5 Use copyrighted materials in assessment products and services in accordance with the law.
3.1.6 Make information available to appropriate persons about the steps taken to develop, design
and write specifications and assessments, including up to date information used to support the
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reliability, validity, marking and reporting processes, and other relevant characteristics of the
specification or assessment.
3.1.7 Protect the rights to privacy of those who are assessed as part of the development process.
3.1.8 Caution everybody involved, in clear and prominent language, against the most likely
misinterpretations and misuses of data that might arise out of the development process.
3.1.9 Avoid false or unsubstantiated claims in specification, assessment preparation or qualification
support materials and services about its use and interpretation.
3.1.10 Correct any substantive inaccuracies in specifications, assessments or their
support materials as soon as feasible.
3.1.11 Develop reports and support materials that promote the understanding of the
development process.
3.2
Obligations of those who market and promote qualification products and services
The marketing of qualification products and services should be based on information that is accurate,
complete, and relevant to those considering their use. Persons who market and promote qualification
products and services have a professional obligation to:
3.2.1 Provide accurate information to potential Centres about qualification products and services
and their recommended levels and limitations.
3.2.2 Not knowingly withhold relevant information about qualification products and services that
might affect an appropriate selection decision.
3.2.3 Base all claims about qualification products and services on valid interpretations of publicly
available information.
3.2.4 Allow qualified users equal opportunity to purchase qualification products and services.
3.2.5 Provide the stated charges for qualification products and services.
3.2.6 Communicate to potential users, well in advanced, all applicable charges associated with
assessment products and services.
3.2.7 Maintain a current understanding about qualification products and services and their
appropriate uses in education and assessment.
3.2.8 Avoid making claims that qualification products and services have been endorsed by another
organisation unless an official endorsement has been obtained.
3.3
Obligations of those who select qualification and assessment products and services
Those who select qualification and assessment products and services for use in education settings, or
help others do so, have important professional responsibilities to make sure that the assessment are
appropriate for their intended use. Persons who select qualification and assessment products and
services have a professional obligation to:
3.3.1 Conduct a thorough review and evaluation of available assessment strategies and instruments
that might be valid for the intended uses.
3.3.2 Recommend and/or select qualification and assessments based on publicly available
documented evidence of their technical quality and utility rather than on unsubstantiated
claims or statements.
3.3.3 Disclose any associations or affiliations that they have with others involved with the
qualification and assessments under consideration for purchase and refrain from participation
of such associations might affect the objectivity of the selection process.
3.3.4 Inform decision makers and prospective users of the appropriateness of the qualification and
assessment for the intended uses, likely consequences of use, protection of examinee rights,
relative costs, materials and services needed to conduct or use the qualification and
assessment, and known limitations of the assessment, including potential misuses and
misinterpretations of assessment information.
3.3.5 Recommend against the use of any prospective qualification and assessment that is likely to
be administered, marked and used in an invalid manner for members of various groups in our
society for reasons of race, ethnicity, gender, age, disability, language background, socioeconomic status, religion, or national origin.
3.3.6 Comply with all security precautions that may accompany qualification and assessments
being reviewed.
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3.3.7

Immediately disclose any attempts by others to exert undue influence on the qualification and
assessment selection process.

3.4
Obligations of those who administer assessments
Those who prepare learners to take assessments and those who are directly and indirectly involved in
the administration of assessments are part of the examination process, have an important role in
making sure that the assessments are administered in a fair and accurate manner. Persons who
prepare others for, and those who administer, assessments have a professional obligation to:
3.4.1 Inform the learners about the assessment prior to its administration, including its purposes,
uses, and consequences; how the assessment information will be judged or marked; how the
results will be kept on file; who will have access to the results; how the results will be
distributed; and examinees’ rights before, during and after the assessment.
3.4.2 Administer only those assessments for which they are authorised by the relevant authority.
3.4.3 Take appropriate security precautions before, during, and after the administration of the
assessment.
3.4.4 Understand the procedures needed to administer the assessment prior to administration.
3.4.5 Administer standardised assessments according to prescribed procedures and conditions and
notify appropriate persons if any non-standard or delimiting conditions occur.
3.4.6 Not exclude any eligible learner from the assessment.
3.4.7 Avoid any conditions in the conduct of the assessment that might invalidate the results.
3.4.8 Provide for and document all reasonable and allowable accommodations for the
administration of the assessment to persons with disabilities or special needs.
3.4.9 Provide reasonable opportunities for individuals to ask questions about the assessment
procedures or directions prior to and at prescribed times during the administration of the
assessment.
3.4.10 Protect the rights to privacy and due process of those who are assessed.
3.4.11 Avoid actions or conditions that would permit or encourage individuals or groups to
receive marks that misrepresent their actual levels of attainment.
2.3.5 Obligations of those who mark assessments
The marking of educational assessments should be conducted properly and efficiently so that the
results are reported accurately and in a timely manner. Persons who mark and prepare reports of
assessments have a professional obligation to:
3.5.1 Provide complete and accurate information to users about how the assessment is marked, such
as the reporting schedule, marking process to be used, rationale for the marking approach,
technical characteristics, quality control procedures and reporting formats.
3.5.2 Ensure the accuracy of the assessment results by conducting reasonable quality control
procedures before, during and after marking.
3.5.3 Minimise the effect on marking of factors irrelevant to the purposes of the assessment.
3.5.4 Inform learners promptly of any deviation in the planning marking and reporting service or
schedule.
3.5.5 Provide corrected marked results to the learners as quickly as practicable should errors are
found that may affect the inferences made on the basis of the marks.
3.5.6 Protect the confidentiality of information that identifies individuals as prescribed by law.
3.5.7 Release summary results of the assessment only to those persons entitled to such information.
3.5.8 Establish, where feasible, a fair and reasonable process for appeal and re-marking the
assessment.
2.3.6 Obligations of those who interpret, and communicate assessment results
The interpretation, use and communication of assessment results should promote valid references and
minimise invalid ones. Persons who interpret, use and communicate assessment results have a
professional obligation to:
3.6.1 Conduct these activities in an informed, objective, and fair manner within the context of the
assessment’s limitations and with an understanding of the potential consequences of use.
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3.6.2
3.6.3
3.6.4
3.6.5
3.6.6
3.6.7
3.6.8

3.6.9

3.6.10
3.6.11

Provide to those who receive assessment results information about the assessment, its
purposes, its limitations, and its uses necessary for the proper interpretation of the results.
Provide to those who receive marked reports an understandable written description of all
reported marks, including proper interpretations and likely misinterpretations.
Communicate to appropriate audiences the results of the assessment in an understandable and
timely manner, including proper interpretations and likely misinterpretations.
Evaluate and communicate the adequacy and appropriateness of any norms or standards used
in the interpretation of assessment results.
Inform parties involved in the assessment process how assessment results may affect them.
Use multiple sources and type of relevant information about persons or qualifications
whenever possible in making educational decisions.
Avoid making, and actively discourage others from making, inaccurate reports,
unsubstantiated claims, inappropriate interpretations, or otherwise false and misleading
statements about assessment results.
Disclose to learners and others whether and how long the results of the assessment will be
kept on file, procedures of appeal and re-marking, rights examinees and others have to the
assessment information, and how those rights may be exercised.
Report any apparent misuses of assessment information to those responsible for the
assessment process.
Protect the rights to privacy of individuals and institutions involved in the assessment process.

2.3.7 Obligations of those who educate others about qualifications and assessment
The process of educating others about qualifications and examination assessment, whether as part of
higher education, professional development, public policy discussions, or job training, should prepare
individuals to understand and engage in sound measurement practice and to become discerning users
of exams and results. Persons who educate or inform others about qualifications and assessment have
a professional obligation to:
3.7.1 Remain competent and current in the areas in which they teach and reflect that in their
instruction.
3.7.2 Provide fair and balanced perspectives when teaching about assessment.
3.7.3 Differentiate clearly between expressions of opinion and substantiated knowledge when
educating others about any specific assessment method, product or service.
3.7.4 Disclose any financial interests that might be perceived to influence the evaluation of a
particular qualification and assessment product or service that is the subject of instruction.
3.7.5 Avoid using or reporting the results of any assessment that is not part of the evaluation of
learner performance in a qualification if the use or reporting of results is likely to harm any
learner.
3.7.6 Protect all secure assessments and materials used in the instructional process.
3.7.7 Model responsible qualifications and assessment practice and help those receiving instruction
to learn about their professional responsibilities in educational measurement.
3.7.8 Provide fair and balanced perspectives on qualification and assessment issues being discussed
by policymakers etc.
2.3.8 Obligations of those who evaluate educational qualifications and conduct
research on assessment
Conducting research on or about assessments or examination programs is a key activity in helping to
improve the understanding and use of assessments and qualifications. Persons who engage in the
evaluation of educational qualifications or conduct research on assessments have a professional
obligation to:
3.8.1 Conduct evaluation and research activities in an informed, objective and fair manner.
3.8.2 Disclose any associations that they have with authors, exam publishers, or others involved
with the assessment and refrain from participation if such associations might affect the
objectivity of the research or evaluation.
3.8.3 Preserve the security of all assessments throughout the research process as appropriate.
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3.8.4
3.8.5
3.8.6
3.8.7
3.8.8
3.8.9

Take appropriate steps to minimise potential sources of invalidity in the research and disclose
known factors that may bias the results of the study.
Present the results of research, both intended and unintended, in a fair, complete, and
objective manner.
Attribute completely and appropriately the work and ideas of others.
Qualify the conclusions of the research within the limitations of the study.
Use multiple sources of relevant information in conducting evaluation and research activities
whenever possible.
Comply with applicable standards for protecting the rights of participants in an evaluation or
research study, including the rights to privacy and informed consent.

Code of Conduct for Exam Setters and Exam Revisers/Scrutinisers
Readability – Visual Impact
The format and layout of the paper and of individual questions can have a significant impact on
candidate performance. When they first open the paper, an attractive and familiar layout helps to settle
the candidates and give them confidence.
Readability – Clarity of Language
Some aspects of the language and presentation of examination papers may hinder rather than
help candidates to demonstrate their knowledge and skills. Short, straightforward sentences and clear,
appropriate, vocabulary should be used.
Security and Integrity
BCE is committed to maintaining and enhancing the credibility of the assessment system. In order to
do this it is necessary to put in place procedures which will help to ensure that principles such as
trustworthiness, impartiality, consistency and fairness are central to the provision of BCE
examinations. Any compromise of these principles, either real or perceived, has the potential to
damage the integrity of the assessment system and thereby undermine the level of public confidence
in the system.
Confidentiality and Anonymity
It is imperative for the independence and integrity of the assessment system that the highest
standards of confidentiality and anonymity are maintained at all times. The duty of maintaining
anonymity rests with the Exam Setters and Revisers/Scrutinisers.
Exam Setters and Revisers/Scrutinisers should
• exercise the highest standards of confidentiality in relation to work produced;
• take every precaution to ensure that work colleagues, learners, family or any other
persons outside of BCE do not know that they set examination papers for the BCE.
Exam Setters and Revisers/Scrutinisers should not
• discuss any aspect of work produced with any person other than with the Programme
Development Manager or other authorised BCE personnel;
• divulge to any other person the identity of other Exam Setters/Revisers and Scrutinisers
whom they may have encountered at training seminars, panel meetings, etc.
Duality of Roles
Most Exam Setters and Revisers/Scrutinisers are practising lecturers/tutors and may be teaching
learners at the level for which they are preparing examination papers. Exam Setters / and
Revisers/Scrutinisers may also have relatives sitting the particular examination. In order to maintain
the principle of inter-candidate equity, the dual roles of Exam Setter and teacher/relative, must not
confer any advantage on certain candidates.
Exam Setters and Revisers/Scrutinisers should ensure that:
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•
•

the role of lecturer/tutor and that of Exam Setters and Revisers/Scrutinisers are kept mutually
exclusive at all times;
their knowledge of the examination paper does not confer unfair advantage on any candidate.

Fairness
The examination paper should be fair to all candidates at the level concerned. Candidates must not be
advantaged or disadvantaged by biases in the examination paper.
Exam Setters and Revisers/Scrutinisers should ensure that:
• the items they draft/revise are free from influence of particular resources and other
teaching materials;
• use of a particular text or teaching resource, in the course of work as Exam Setter, does
not confer an unfair advantage on learners using that text/resource.
Conflict of Interests
The integrity of the assessment system depends on the integrity and independence of
Exam Setters and Revisers/Scrutinisers. Engagement in certain work has the potential to compromise
the independence of the Exam Setters and Revisers/Scrutinisers and lead to a real or perceived
conflict of interests.
20
Exam Setters and Revisers/Scrutinisers
• must not undertake any work which might conflict with responsibilities as
Exam Setters and Revisers/Scrutinisers. Until such time as the examination for which they are
drafting/revising has taken place they are precluded from:
o undertaking any work related to the preparation of examination papers, in the same
subject area, for a commercial examining organisation;
o setting test items, in the same subject area, for publication;
o giving advice in public media in relation to examinations in the subject area in
question;
o giving advice to lecturer/tutor groups, e.g. subject associations, in relation to
examinations in the subject area in question.
• must consult the Programme Development Manager before undertaking any other work which
might lead to a conflict of interests, e.g. authorship of texts or other teaching resources, provision
of private tuition, provision of revision topics;
• must, before commencing work as Exam Setters or Revisers/Scrutinisers, make a full declaration
to BCE of any professional or personal interest relevant to the particular work using the relevant
form.
Security
Any breach in security in relation to examination papers has the potential to damage the integrity of
the assessment system and thereby undermine the current high level of public confidence in the
system. It is imperative, therefore, that the highest level of security is maintained at all times.
All material and draft test items submitted to BCE in accordance with Exam and Revisers/Scrutinisers
contract are the property of BCE. Exam Setters and Revisers/Scrutinisers may not retain a copy of all,
or any part, of such material or items, nor make any use of such material or items in the future.
Exam Setters and Revisers/Scrutinisers should:
• Carefully observe the current security regulations pertaining to Exam Setters and
Revisers/Scrutinisers.
• Discuss with Programme Development Manager any difficulties each may have in relation to
implementing the measures outlined.
• Report immediately to Programme Development Manager any actual or suspected
compromise of designing of examination papers.
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•

Confirm on the relevant sign-off form that they have complied with all specified security
measures.

Security of Examination Materials
Working Environment
• All materials must be kept secure at all stages in the process.
• The materials must be kept locked away when not being worked on, and no other person
should have access to the materials.
• The examination materials should only be worked on in a place free from disturbance by the
movement of other people.
• All photocopying for panel meetings should be carried out on BCE premises
Storage and Disposal of Physical Materials
• All materials must be kept secure at all stages in the process. The materials must be kept
locked away when not being worked on, and no other person should have access to the
materials.
• All waste materials generated during the work must be either kept with the examination paper
or destroyed.
Conduct of Conduct for those who mark and verify candidates work
1. Agree the marks obtained by each candidate in the individual assessment components that go
towards the unit marked.
2. Take note of the following:
- pass and progress
- resit
- fail
- exemptions
- Reasonable Adjustment/Special Consideration
3. Make the award recommendations:
- award Level 3 or 4 Certificate and Level 5 and 6 Diplomas
4. Review and implement comments from the Appeals Committee, Chief Examinations
Officer and Quality Assurance Manager.
5. Implement any recommendations concerning the question paper content and
assessment of the qualifications.
6. Analyse issues of malpractice in assessment.
Conduct of those who mark and verify candidates work
1. Agree the marks obtained by each candidate in the individual assessment components that go
towards the unit marked
2. Make the following progression recommendations:
- pass and progress
- resits
- fail
- exemptions
- Reasonable Adjustment/Special Consideration
3. Make the following award recommendations:
- award Level 3 or 4 Certificate and Level 5 and 6 Diplomas
- fail all or part of the assessment
4. Review and implement comments from the Appeals Committee, Chief Examinations Officer,
External Verifier(s) and Quality Assurance Manager.
5. Implement any recommendations concerning the question paper content and
assessment of the qualifications.
6. Analyse issues of malpractice in assessments.
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Job Title:

Chief Examinations Officer

Purpose:

Maintain marking standards, marking schemes as well as for the conduct of
the marking and appeals process.

Reports to:

CEO / Programme Development Manager

Reporting to this position:

Examiners

Responsibilities
1.
Liaise with Programme Development Manager in:
a.
Selecting Exam Makers
b.
Selecting External Verifiers
2.
Accountable for those marking examination scripts and coursework.
3.
Participate in Standardisation meetings and monitor the standards of marking.
4.
Check and go through examiners comments on randomly selected exam questions for review.
5.
Approve marking scheme.
6.
Safeguard candidate scripts and coursework during marking process.
7.
Give guidance on boundary marks.
8.
Supervise the compiling of the overall marks of each candidate.
9.
Compile statistical analysis.
10.
Endorse final agreed result marks and candidate lists.
11.
Ensure the challenge and level of demand for each qualification level is maintained.
12.
Ensure the marking scheme meets the assessment criteria and of high quality.
13.
Give clear instructions on marking for examiners to easily and consistently apply.
14.
Ensure examiners use marking guidelines in marking written answers or coursework.
15.
Advise on acceptable responses that are consistent and fair.
16.
Highlight copying/cheating irregularities in both written and coursework in exam
report.
17.
Supervise and guide the standardised marking process and ensure accuracy and consistency.
18.
Go through mock papers when conducting markers’ meetings.
19.
Identify whether examiners mark the entire candidate questions or only a particular
question. In most cases if there are many assessment scripts to be marked, it is best for
examiners to mark only 1 question.
20.
Ensure that if examiners mark entire candidate work, each examiners load is not more than 50
candidate scripts per qualification.
21.
Ensure examiners declare any personal/conflict of interests for each centre before
marking. Ensure if examiner recognises a candidate, they must not mark it, but instead notify
the Chief Examinations Officer.
22.
Ensure new examiners receive appropriate and adequate training.
23.
Where necessary, Chief Examinations Officer can mark scripts/coursework to gain a feel for
candidates’ performance.
24.
Ensure examiners complete standardisation process using recent past question papers.
25.
Ensure examiners have a well-founded and common understanding of the marking
scheme.
26.
Ensure examiners have been briefed on:
a.
BCE Ethical Code of Conduct
b.
BCE Code of Practice
c.
BCE assessment policies and procedures
d.
the significance of assessor standardisation process
e.
previous exam reports
f.
marking guidelines and how to handle unexpected issues
g.
common understanding of marking scheme
27.
Check marked samples used by examiners in standardisation process.
28.
Check distribution of performance of candidates on different units.
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29.
30.
31.
32.

Seek another examiner’s opinion where examiner inaccuracies have occurred.
Check for error occurrences in recorded and transcribed marks.
If adjustments are recommended/made on the assessment, should apply to all candidates, not
only sampled scripts/coursework.
Where candidates have successfully appealed an assessment, the Chief Examinations
Officer should:
a.
correct the candidate exam marks;

b.
c.
d.
33.

identify any other learners who might have been affected by the
failures;
ensure corrections are made or where it cannot be corrected, mitigate
as far as possible the effect of the failure;
take necessary measures to ensure that the failure does not recur in the
future.

Ensure coursework minimum number of words are adhered to.

Chief Examination Officer required knowledge, skills and abilities
Qualities
Criteria
Qualifications:
• A relevant professional qualification at degree level.
Experience:
• Experienced practioner in the field of assessment; including
Microsoft Excel, accurate typing and Information Technology skills.
Skills/Abilities:
• Knowledge and skills to examine different range of units.
• Ability to recognise cheating/malpractice in examinations.
• Ability to observe and assess examination marking process.
• Knowledge and skills to produce a reflective portfolio that
demonstrates candidate competence.
• Relevant strategies to evaluate and critically appraise the varied and
different types of evidence provided.
• Ability to produce statistical analysis to flag and identify anomalies
Commitment:
• Implement assessment integrity values as promoted by BCE.
Other:
• Strategies to develop self-awareness and confidence.
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Job Title:

Exam Setter

Purpose:

Prepare draft examination questions, outline marking scheme and where
appropriate; model answers, in accordance with the directions given by
Programme Development Manager and within written agreed time schedule.

Reports to:

Programme Development Manager

Reporting to this position:

N/A

Responsibilities
1.
Set examination questions and marking schemes.
2.
Refer to assessment criteria when setting examination questions.
3.
Use recommended assessment material when setting questions.
4.
Ensure the unit questions address all the specification content.
5.
Ensure parity of standards in optional papers.
6.
Ensure questions are clear, precise and intelligible to candidates.
7.
Ensure not to use language that does cause offence.
8.
Ensure assessment questions should not be identical to successive years.
9.
Ensure marks commensurate with demands of question.
10.
Include the allocation of marks in each question or sub sections.
11.
Ensure exam time is in proportion to the number and length of exam questions.
12.
Using the syllabus and relevant recommended materials, select a range of topics and
questions which will:
• satisfy the relevant specification aims and objects;
• be representative of the syllabus content;
• take account of previous years’ examinations, sample papers and ongoing system
changes.
13.
Research the selected topics and gather materials and sources.
14.
Construct questions which:
• are in accordance with the examination specification, (e.g. short answer, multiple choice,
essay, etc.) as exemplified by sample papers, previous years’ papers, and any official
documentation relevant to the subject;
• are accurate with respect to content, spelling, language usage, punctuation, numbering,
etc.;
• are clear, precise, intelligible to candidates, and use terminology and language appropriate
to the discipline;
• are complete and meaningful;
• provide adequate differentiation in respect of the range and ability level of the candidates;
• can be answered in the time allowed;
• are of equal difficulty where there is a choice of questions;
• are free from bias towards any group of candidates;
• avoid gender, age and other stereotyping;
• avoid unnecessary obstacles to accessibility;
• avoid, where feasible, material that might be distressing to candidates;
• take account of cultural diversity;
• show adequate variation from year to year.
15.
Check draft questions against the checklist [the Reviser/Scrutiniser Examination Questions
Review].
16.
Ensure that the question paper is similar in demand to that of previous years (allowing for
officially approved and publicly notified changes).
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17.

18.

19.
20.

21.

22.

Produce an outline marking scheme, allocating marks to questions, or parts thereof,
taking account of the duration of the examination and the time available for answering
each question.
Where required, provide worked solutions, exemplars, or summarised answers, with
marks assigned, in order to:
• verify that the expectations of the questions are clear and reasonable;
• verify the accuracy of questions, e.g. calculations in Mathematics, Accounting, etc.
Complete an assessment criteria on the template provided by the Programme
Development Manager, verifying the construct-and content-validity of the examination paper.
Type the draft examination paper and email softcopy to Programme Development
Manager, along with reference source documents used [Examination Question Validity
Criteria Template].
Be prepared to make corrections on examination and coursework questions together
with model answers as per Exam Reviser/Scrutiniser Examination Questions Review and
produce final documents which should be provided to the Exam Revisers/Scrutinisers for
final consideration and approval by the Management.
Take all necessary precautions to ensure the highest standards of confidentiality and
security of the draft materials at all times, i.e.:
• record all movements of the drafts and finals;
• use secure methods to transfer confidential materials as directed;
• store all documents securely while drafting is in progress by putting passwords on all
documents;
• destroy all notes and related materials after submission of draft;
• secure records during the drafting process;
• save electronic copies only to password secure sources as directed, and never create
unprotected copies on any other fixed or removable medium.
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Job Title:

Exam Reviser / Exam Scrutiniser

Purpose:

Confirming that the final drafts and proofs of the assessment questionss are free
from errors.

Reports to:

Programme Development Manager

Reporting to this position:

N/A

Responsibilities
1.
Check relevance, suitability and quality of content, graphics or case studies.
 Ensure question paper can be answered in allowed time.
 Check for ambiguity, errors or omissions.
 Ensure the marking scheme is fair.
 Comment on qualification standard level of questions.
 Review and suggest improvements, adjustments or alternatives to assessment papers
within a time schedule directed by Programme Development Manager.
 Proofreading; allow an interval of time between the creation of the examination paper and
its proofreading.
 Start by reading the front cover, word by word, top to bottom.
 Check the pagination.
 Check all instructions, formulae, symbols, illustrations, tables, graphs, and crossreferences for clarity and accuracy.
 Check that the question makes sense when read through.
 Check for grammatical accuracy.
 Check punctuation, with special reference to accuracy in the use of commas.
 Check for the appropriate use of colons and semi-colons.
 Check all spelling, paying special attention to proper names, technical terms,
abbreviations, foreign words and accents.
 Check the accuracy of subscripts, superscripts and numerical indices, especially in
formulae.
 Check for appropriate paragraphing.
2.
Construct alternative questions, as required.
3.
Ensure parity of standards across optional questions in the paper.
4.
Ensure that the question paper is similar in demand to that of previous years (allowing for
officially approved and publicly notified changes).
5.
Take all necessary precautions to ensure the highest standards of confidentiality and
security of the draft materials at all times:
• record all movements of the draft papers;
• use secure methods to transfer confidential material, as directed;
• store all documents securely while work is in progress by putting passwords;
• hand over all relevant support and source materials to the Programme Development
Manager [Reviser/Scrutiniser Examination Questions Review];
• destroy all other notes, etc., following completion of the process;
• keep electronic records secure during the process, by working only on the secure sources
as directed and by storing this securely;
• ensure complete deletion of all electronic records following completion of the process.
6.
Ensure that each stage of the setting process is carried out as per agreed procedures and
within the agreed time schedule.
7.
Provide comments on draft question papers.
8.
Provide comments on draft marking schemes.
9.
Highlight ambiguous questions.
10.
Highlight errors in questions.
11.
Ensure the marking scheme ranges are appropriate.
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Exam Setters and Exam Revisers/Scrutinisers required knowledge, skills and abilities
Qualities
Criteria
Qualifications:
• An expert in the relevant subject area.
Experience:
• Expert in the subject, usually an experienced lecturer/tutor.
Skills/Abilities:
• Knowledge and skills in relevant subject areas.
• Ability to assess fit for purpose assessment content.
• Ability to recognise consistency with the specification of
different qualifications and Credit Framework levels.
• Ability to scrutinise assessment level of demand consistency.
• Ability to be analytical.
Commitment:
• Being able to understand characteristics of different types of
questions and illustration, with examples, ways in which
examination papers can be presented in the clearest form.
Other:
• Knowledge of important principles governing the preparation and
layout of examination papers and questions.

Job Descriptions – D001

/04/12

ver 1.0

41

Job Title:

Examiner (Those who mark the exams)

Purpose:

To ensure the accuracy of the assessment results by conducting reasonable quality
control procedures before, during and after the examination marking process.

Reports to:

Chief Examinations Officer

Reporting to this position:

N/A

Responsibilities
1.
Responsible for marking candidate scripts and coursework.
2.
Comment or highlight issues encountered during marking process.
3.
Refer to the Chief Examinations Officer where there are complications:
a.
Candidates who put answers without showing workings
b.
Candidates on Reasonable Adjustment/Special Consideration list
c.
Misunderstandings highlighted by candidates
d.
Any issues that may arise
4.
Ensure quality of written assessment complies with qualification level.
5.
Make use of the Chief Examinations Officer who acts as mentor by providing support
throughout the marking period.
6.
Display sufficient care, accuracy and consistency when applying marking scheme.
7.
Declare any personal/conflict of interests in each centre before marking. Examiners are also
required to notify the Chief Examinations Officer if they recognise a candidate name.
8.
Understand the procedures needed to administer the assessment prior to marking process.
9.
Avoid any conditions in the conduct of the assessment that might invalidate the examination
results.
10.
Avoid actions or conditions that would permit or encourage individuals or groups to receive
marks that misrepresent their actual levels of attainment.
Examiners required knowledge, skills and abilities
Qualities
Criteria
Qualifications:
• Should have experience and be qualified for the relevant subject area.
Experience:
• Experience in marking examinations and knowledge of Qualifications
Credit Framework.
Skills/Abilities:
• Capacity to make competent judgements against external reference
points, e.g. Framework for Examination Regulators.
• Scope to work alongside experienced examiners.
• Ability to implement professional, regulatory and statutory body
requirements.
• Joint and/or multidisciplinary qualifications.
• Ability to analyse diversity of assessment, electronic delivery and
performance standards.
Commitment:
• Have evidence of an interest or regular participation in educational
activities.
Other:
• Diversity of the qualifications.
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Job Title:

External Verifier

Purpose:

To ensure assessment quality assurance and consistency both in the marking process
and issuing of awards.

Reports to:

Programme Development Manager

Reporting to this position:

N/A

The Terms of Reference for the External Verifier include the following roles:
1.
Check if assessment criteria have been applied.
2.
Check for consistence in assessment marking standards between markers.
3.
Ensure candidates completed all or correct/current coursework.
4.
Assess if there is need for adjustment to examiners’ marks.
5.
Submitting an evaluation report in relation to candidate assessment.
6.
Endorse final agreed assessment marks and candidate list.
7.
Review the entire marking process and decide if any adjustments should be made.
8.
Recommend re-marking of scripts/coursework when in doubt.
Responsibilities
1.
Liaise with Chief Examinations Officer in order to perform the following duties:
• To participate in the agreed set number of verification events.
• To verify learners scripts and coursework samples for Level 3 and 4 Certificate, Level 5
and 6 Diploma qualifications.
• To verify the delivery and management of the assessment and examinations including the
internal quality assurance arrangements.
• To support the continuous improvement and development of the assessment.
2.
Scrutinise compliance with the assessment strategy.
• Verify that examination and coursework set meets the agreed quality benchmark.
• Verify that independently set assessment are subject to rigorous verification and
standardisation.
• Verify the results of independently set and marked learners scripts.
• Verify the results of independently set and marked learner coursework.
• Report to the Chief Examinations Officer on all elements of the above.
3.
Adhere to BCE Code of Conduct.
4.
Act in a professional manner when performing verification duties and not bring BCE into
disrepute.
5.
Act as the External Verifier in allocated qualifications and unit areas.
6.
Ensure that BCE qualifications are delivered and assessed in accordance with the approved
specifications.
7.
Verify the process for the awards to candidate through a rigorous process of checking
assessment and learner evidence of achievement.
8.
Ensure rigorous processes for the assessment, tracking and recording of individual
candidate achievements are in place.
9.
Submit interim reports to CEO on the quality and consistency of assessments.
10.
Respond promptly to requests for advice from BCE Management or Chief
Examinations Officer on verification processes and arrangements.
11.
Take part in training and development activities including standardisation as directed.
12.
Produce appropriate reports on time and in the correct format.

Job Descriptions – D001

/04/12

ver 1.0

43

External Verifier required knowledge, skills and abilities
Qualities
Criteria
Qualifications:
• A relevant professional qualification in assessment.
Experience:
• Sound understanding and experience in relevant field.
• Experience of BCE policies and procedures.
Skills/Abilities:
• Ability to scrutinise in detail.
• Ability to make sound, impartial judgements about the quality of
provision and candidate performance.
• Ability to be observant, analytical and objective.
• Effective and sensitive oral and written communicator.
• Excellent interpersonal skills.
• Ability to provide constructive support and advice.
• Excellent administrative skills.
• Ability to write reports to a high standard.
• Good analytical skills.
Commitment:
• An understanding of and a personal commitment to the vision
and values of BCE.
Other:
• Willingness to work with others.

Job Descriptions – D001

/04/12

ver 1.0

44

Quality Assurance Manager
Job Summary
Quality Assurance (QA) aims to ensure that the product or service an organisation provides is fit for
its purpose and meet customer expectations. BCE Quality Assurance Manager works in collaboration
with other stakeholders to assist with the implementation of an effective quality management system
including:
• Management of quality management system documentation:
o Quality objectives;
o Quality policies and procedures;
o Quality qualifications development and assessment management;
• Coordination of regular audits (including external) of the quality management system in order
to retain accreditation;
• Review of the quality management system to ensure it continues to:
o Meet organisational requirements;
o Comply with relevant standards and requirements;
• Advise Line Managers and Executive/Corporate Level regarding quality management
principles and practices;
• Provision of information and training across the organisation regarding quality management
principles, practices and requirements;
• Implementation of standardisation for the enhancement of quality assurance;
• Development of quality objectives for the evaluation of the quality management system;
• Promoting awareness of core quality concepts, resource process and management including
customer service and continual improvement.

Job Title:

Terms of Reference
Quality Assurance Manager

Purpose:

To oversee the establishment and effective operation of policies and procedures
concerning Qualifications Development, Examination Practice, Assessment and
Results Management, Internal Control System, Operational Management, Centre
Approval Requirements, Supervision and Enforcement, Centre staff / learner / BCE
staff malpractice; ensuring that these build on and do not contradict BCE regulations.

Reports to:

CEO / Programme Development Manager

Reporting to this position:

N/A

The Terms of Reference for the Quality Assurance Manager include the following roles:

1. Evaluate and review of BCE Policies and Procedures.
2. Attend to centre complaints and investigate malpractice/maladministration allegations /
incidents.
3. Audit BCE operations and processes for quality assurance.
4. Ensure policies and procedures are implemented as required.
5. Provide alliance between Approved Centres and BCE.
6. Ensure conformance of BCE qualifications in meeting relevant standards and levels.
7. Assess appearance, distinctiveness and usefulness of BCE qualifications.
8. Analyse reliability and responsiveness of BCE qualifications.
9. Analyse competence, approachability and politeness/friendliness of BCE staff to
customers.
10. Analyse BCE’s level of understanding Centre needs.
11. Evaluate strategies for improving services; practices, operational activities and
relationship.
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12. Assess and evaluate BCE Contingency and Risk Management plans.
13. Analyse and produce assessment reports on:
a.
Quality Assurance of Specification Management
b.
Quality Assurance of Qualifications Development
c.
Quality Assurance of Approved Centres
14.
Perform audits on BCE
a.
internal control systems
b.
efficiency and effectiveness
c.
information system evaluation
d.
financial plans
e.
procurement process
f.
operational management
Responsibilities
1. Promote quality achievement and performance improvement throughout the organisation.
2. Lay down regulatory compliance objectives and ensuring that targets are achieved.
3. Maintain awareness of the business context and organisation profitability, including
budgetary control issues.
4. Assess Approved Centres and BCE's regulations and candidate requirements.
5. Work with Centres to establish quality requirements from learners.
6. Ensure compliance with national and international standards and legislation.
7. Consider the application and viability of environmental and health/safety standards.
8. Analyse standards and establishing clearly defined quality methods for staff to apply.
9. Define quality procedures in conjunction with operational activities.
10. Set up and maintaining controls and documentation.
11. Identify relevant quality-related training needs.
12. Collate and analysing performance data and charts against defined parameters.
13. Ensure tests and procedures are properly understood, carried out, evaluated and that
product modifications are investigated if necessary.
14. Ensure BCE’s processes in carrying out assessment and recording of examination marks
are as per Record Management Policy and MIS/IT Strategy.
15. Write technical and management system reports.
16. Investigate malpractice/maladministration allegations / incidents.
17. Bring together staff of different disciplines and driving the group to plan, formulate and
agree comprehensive quality procedures.
18. Persuade reluctant staff to change their ways of working to incorporate quality methods.
19. Establish relevant standards of service for Approved Centres.
20. Prepare clear explanatory documents such as Examination Regulations, risk management,
internal control systems Malpractice/Maladministration policies and audit plans.
21. Monitor performance through gathering relevant data and producing statistical reports.
22. Assure and enhance examination quality and maintain examination standards for all
qualifications, and awards within the discipline area defined.
23. Assure the quality of all Approved Centres, their ability to maintain BCE requirements
and compliance with enforcement actions.
24. Receive referred matters from Approved Centres relating to examination quality and
standards assurance, examination policy and strategy and take action or make
recommendations as appropriate.
25. Oversee liaison with professional, statutory and regulatory bodies for recognised
qualifications within the Qualification Credit Framework area.
26. Ensure that appropriate mechanisms are in place for the approval of qualifications.
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27. Oversee the processes for considering and responding to Exam and audit reports.
28. Report to and make recommendations to CEO and/or Board of Advisors on the above and
any other relevant matters.
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Quality Assurance required knowledge, skills and abilities

Qualities
Qualifications:

•

Experience:

•

Skills/Abilities: •
•
•
•
•
•
•
•
•

Commitment:

•
•
•

Other:

•

Criteria
A relevant professional qualification in Quality
Assurance/Auditing.
Experience in compatibility, quality assurance testing and conducting
statutory and regulatory agency visits or recognition and accreditation
exercises.

Quality control, audit and assurance skills.
Good communication skills.
Knowledge of Quality Assurance Framework Standards.
Experience in assessing Centre requirements and ensuring that
these are met.
Skills in investigating and setting standards for quality/health
and safety.
Skills in ensuring that BCE Assessment processes comply with
standards at both national and international level.
Skills in writing management/technical reports and BCE
customers’ charter.
Skills in determining Centre training needs.
Ability to act as a catalyst for change and improvement in
performance/quality.
Ability to direct objectives to maximise profitability.
Ability to record, analyse and distribute statistical information.
Working with operating staff to establish procedures, standard
and systems.
Monitoring, audit and performance analysis skills.
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Administration
The administration functional unit formulates human resource management activities and monitors the
implementation of strategies related to learner affairs and Centres, including management controls for
key risks. It monitors BCE’s responsiveness to centre/learner feedback, taking a view on the
adequacy of response and determining remedial action to be taken in cases of inadequate response.
Administration provides guidance on centre payments, examination fees, reasonable
adjustment/special consideration requests, appeals, advice on UK and international qualifications, and
statistical management information relating to Centre Approval.
All BCE day-to-day repetitive activities are seen to by the Administration functional unit.
Key Stakeholders to which the Administration Office relates
Department of Education, International Government ministries, Regulatory Bodies, Quality
Assurance Agency for Higher Education (QAA), BCE Approved Centres, Further Education, BCE
Representatives in different countries and other professional bodies.

Administration functional unit oversees business development, marketing, financial
accounting and operational management of BCE activities. It consists of the following
personnel:
o
o
o

Office Manager
Marketing Manager
Accountant/Bookkeeper

Office Manager
Job Summary
The Officer Manager works closely with all functional units and is responsible for co-ordinating and
supporting Centre approval processes; where appropriate, advising on related policy matters. To this
end he/she endeavours to work closely with relevant government departments, BCE stakeholder
bodies and other external agencies. The Officer Manager co-ordination activities act as the regulatory
agent correspondent and, as such, has an obligation to ensure that the Approved Centres adhere to the
BCE regulations and guidelines. He/she also represents the CEO in relevant matters and report on
developments in policy and practice.
Terms of Reference
Job Title:

Office Manager

Purpose:

Responsible for organising and coordinating organisational operations and
procedures in order to ensure effectiveness and efficiency. Main Activities:
 Design centralised manual and electronic filing systems
 Ensure recording and tracking systems are maintained and up to date
 Define procedures for record retention and preservation
 Ensure numbering protection and security of files and records
 Ensure effective transfer of files and records to other functional units
 Ensure personnel and Centre files are up to date and secure

Reports to:

CEO

Reporting to this position:

Accountant/Bookkeeper and Marketing Manager

The Terms of Reference for the Office Manager include the following roles:
1. Policies, procedures, management guidelines and employment law legislative compliance.
2. Recruitment, hiring, jobs security and employment equity.
3. Processing and approving leave absences.
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4.
5.
6.
7.
8.
9.

10.
11.
12.
13.
14.
15.

Creation of new positions, replacement positions and abolition of positions.
Staff dismissal, redundancy, discipline and grievances.
Analyse and improve Records Management implementation guidelines and plans.
Recording and filing of legislative compliance.
Occupational Health and Safety audits and implementation
BCE adherence to all legislations that relates to race, gender, disability and special educational
needs; including
a. Race Relations Act Amendment
b. Disability Discrimination Act
c. Human Rights Act / The European Convention on Human Rights (ECHR)
Ensure staff are aware of different types of discrimination as stated in Equal Opportunity policy.
Implementation of Reasonable Adjustment to ensure learners are not disadvantaged due to
learning difficult or disability.
Implementation of Data Protection/Freedom of Information Act.
Signing of legal contracts and seeking solutions to legal disputes.
Organise staff development and Centre training and seminar schedules.
Implementing Human Resource Management services and activities.

Responsibilities
1. Approval and Accreditation of Centres according to the BCE Accreditation Handbook.
2. Learner information and data management (including Centre, Approval forms, Candidate and
exam registration forms, Centre Accreditation reports, Centre and learner record keeping,
qualification development and reviews, assessment management capabilities, maintenance and
delivery of the centrally held examinations and certification).
3. Review and agree the strategic direction of Approved Centres/learners support and the
development of BCE’s services for this purpose.
4. Review and seek improvement in the quality and performance of services provided for centres
across the world, including those provided in response to emerging policy agendas; to identify
and disseminate good practice.
5. Consider summary reports on appeals, complaints and disciplinary matters, identify trends and
determine action to be taken.
6. Consider responses to surveys and other forms of feedback on current affairs received from
centres/learners and to agree to monitor the implementation of actions arising.
7. Provide annual reports on approved centres.
8. Establishment of the workforce strategy for all staff.
9. Oversee the implementation of BCE Human Resource policies.
10. Ensure that policies are in place to retain and recruit high quality staff. This will include effective
succession planning strategies and processes.
11. Examine workforce information including sickness absence, turnover and disciplinary cases.
12. Determine the proper classification or grade level for a position.
13. Design and restructure jobs.
14. Provide effective employee training and development.
15. Design documents to serve as a basis for performance expectations.
16. Oversee the implementation of financial policies, creation of financial and audit plans.
17. Act as BCE Standards of Conduct Official responsible for advising management and employees
concerning requirements of the regulations.
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Office Manager required knowledge, skills and abilities
Qualities
Criteria
Qualifications:
• A relevant professional qualification in Administration/Management.
Experience:
• Team leader accountable for office activity, overall efficiency, high
energy, dependable, loyal, professional administrative experience,
ability to learn quickly and interact well with people.
• Experienced practioner in the fields of assessment and qualifications;
Microsoft Excel, accurate typing and Information Technology skills.
Skills/Abilities:
• Ability to resolve conflicts.
• Management reporting ability.
• Excellent time management techniques and skills.
• Cost management techniques.
• Human resources management skills.
• Communication management skills.
Commitment:
• Quality performance over both the short term and the long term.
Other:
• Immense computing skills, accounting and data processing
knowledge.
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Marketing Manager
Job Summary
Market and promote BCE Qualifications and Assessment to educational establishments. BCE
products and services include:
o Qualifications and Assessment
o Learner study materials
o Training/seminars
Personnel responsible for marketing BCE products and services should ensure information is accurate,
complete and relevant to those considering their use. BCE Centres, learners and customers should be
treated fairly on the basis of merit and staff are reminded to commit to a policy of ethical conduct in
accordance with BCE mission.
Obligations of those who market and promote qualification products and services
The marketing of qualification products and services should be based on information that is accurate,
complete, and relevant to those considering their use. Persons who market and promote qualification
products and services have a professional obligation to:
1
Provide accurate information to potential Centres about qualification products and services
and their recommended levels and limitations.
2
Not knowingly withhold relevant information about qualification products and services that
might affect an appropriate selection decision.
3
Base all claims about qualification products and services on valid interpretations of publicly
available information.
4
Allow qualified users equal opportunity to purchase qualification products and services.
5
Provide the stated charges for qualification products and services.
6
Communicate to potential users, well in advanced, all applicable charges associated with
assessment products and services.
7
Maintain a current understanding about qualification products and services and their
appropriate uses in education and assessment.
8
Avoid making claims that qualification products and services have been endorsed by another
organisation unless an official endorsement has been obtained.
Job Title:

Marketing Manager

Purpose:

Promoting and creating awareness of products and services to ensure BCE’s survival
in today's competitive marketplace.

Reports to:

Office Manager

Reporting to this position:

N/A

The Terms of Reference for the Marketing Manager include the following roles:
1.
Refer to and abide by BCE Customer Charter.
2.
Provide accurate timely and meaningful information and guidance about BCE
products,
services and charges.
3.
Involve customers in evaluating qualifications and services.
4.
Be fair, open and honest when dealing with customers.
5.
Respond and meet appointments within stated time.
6.
Review, provide and comment on the marketing requirements.
7.
Developing a coherent short and long term marketing strategy.
8.
Assist management in the identification of opportunities to promote and market services and
qualifications.
9.
Prepare annual marketing plans.
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Responsibilities
1.
Provide accurate information to potential educational establishments about
qualification products and services and their recommended levels and limitations.
2.
Not knowingly withhold relevant information about qualification products and services that
might affect an appropriate selection decision.
3.
Base all claims about qualification products and services on valid interpretations of
publicly available information.
4.
Allow qualified users equal opportunity to purchase qualification products and services.
5.
Provide the stated charges for qualification products and services.
6.
Communicate to potential users, well in advanced, all applicable charges associated
with assessment products and services.
7.
Maintain a current understanding about qualification products and services and their
appropriate uses in education and assessment.
8.
Avoid making claims that qualification products and services have been endorsed by
another organisation unless an official endorsement has been obtained.
9.
Design comprehensive marketing plans and provide marketing plan advice, marketing
calculations to Officer Manager and CEO as required.
Marketing Manager required knowledge, skills and abilities
Qualities
Criteria
Qualifications:
• A relevant professional qualification in Marketing.
Experience:
• Strategic and tactical marketing plans.
Skills/Abilities:
• Customer and assessment marketing skills and competencies
• Knowledge of customer needs and application
• Commitment to customer satisfaction
• Ability to be creativity
• Market research and analytical ability
• In depth thinking, decision making along with qualification and
assessment awareness and sound knowledge.
• Highly dynamic and adaptable in nature
• Excellent communication skills
Commitment:
• Committed to increasing BCE involvement within both the
qualifications assessment sector and business communities.
Other:
• Pro-active to local and international markets
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Accountant/Bookkeeper
Job Summary
Establishing and maintaining an appropriate accounting/bookkeeping system in accordance with BCE
Financial policies and procedures. Develop reliable sound financial governance internal control
framework which provide reasonable assurance on BCE operations. Comply with financial
management, administration and reporting strategies in accordance with UK Companies Act and
GAAP principles. Responsible for ensuring all debts owed by BCE are paid by the due date and credit
control managed in accordance with policies and procedures.
Job Title:

Accountant/Bookkeeper

Purpose:

Ensuring that financial internal control systems are effective and provide
high standard corporate governance and minimisation of risk.

Reports to:

Office Manager

Reporting to this position:

N/A

The Terms of Reference for the Bookkeeper/Accountant include the following roles:
1.
Develop and implement relevant procedures to support the implementation of financial plans
and financial statements.
2.
Comply with UK Companies Act, GAAP principles and other mandatory
requirements of the UK Government.
3.
Produce regular reports and necessary supporting documents as required.
4.
Ensure complete documentation for Assets, Liabilities and registers is maintained.
5.
Abide by BCE financial policies including:
a.
Financial Management
b.
Credit Control
c.
Internal Control
d.
Budget Control and Review
Responsibilities
1.
Ensure prudent debt management practices are applied and that all reasonable action is taken
to recover all revenues and other amounts owing to BCE. In particular:
• No credit accounts for Centres will be established;
• Invoices will be raised immediately the Centre forwards the list of candidates sitting for
the next exam. All candidate examination and learner registration fees should be received
in full before assessment papers are dispatched;
• Payment to BCE must be in an acceptable form and payment by credit card is not
acceptable. Acceptable forms of payment are:
o Cash
o Bank Transfer
o International Bank cheque
[Those paying by bank transfer should cover bank charges]
• Centre payments will be reconciled with funds received and discrepancies (shortfall or
overpayment) immediately investigated. In terms of overpayments, the funds are rolled
over to next exam session. Sometimes centres make the following errors:
o not taking into consideration of bank transfer charges
o omitting certain candidate names
o funds received are less than the actual number of candidates sitting examinations
o funds received are more than the actual number of candidates sitting
examinations (some candidates pay in advance i.e. might want to sit later)
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•
•
•
•

In cases where Centres make any of the above errors, examination papers are despatched
and will be asked to pay as soon as possible or on the next BCE Exam date.
Aged debtor reports will be reviewed every quarter and appropriate follow up actions
taken;
No debts are written off without the prior approval of the Chief Executive Officer;
Adequate provision is made for bad and doubtful debts in BCE Financial Accounts.

2.

Implement effective and transparent internal control environment built on:
• integrity and ethics;
• policies, procedures and delegated authority;
• levels of responsibilities and authorities;
• audit practices;
• information system access and security;
• management operating style;
• human resource management and practices.

3.

Ensure Business and Annual Operational Plans focus on:
• the overall scope and cost of planned projects and activities at an aggregated level;
• careful consideration of the Business and Annual Operational Plan budget to achieve the
goals of the Strategic Plan;
• a long term sustainable financial position;
• management of financial assets, reliability of income sources and pattern;
• level of planned capital expenditure;
• exploring scope for productivity improvements;
• providing for the ability to respond to the impact of changing factors and situations.

4.

Ensure that BCE has a robust and transparent financial management compliance, audit
reporting system.

5.

Ensure that BCE demonstrates high standards of financial governance in all functional
areas.
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and

Accountant/Bookkeeper required knowledge, skills and abilities
Qualities
Criteria
Qualifications:
• A relevant professional qualification in Accounting.
Experience:
• Three years' related accounting experience.
Skills/Abilities:
• Knowledge of accounting and bookkeeping practices and principles.
• Knowledge of generally accepted accounting principles and
budgeting practices.
• Skill in maintaining and reconciling accounting and financial records.
• Skill in both verbal and written communication.
• Knowledge in maintaining special logs or records and balances and
reconciling internal accounts or records with BCE system.
• Ability to verify accuracy, completeness and make necessary
adjustments.
• Ability to review computer reports to identify and trace sources of
error; making necessary corrections.
• Ability to prepare a variety of straightforward special and recurring
accounting-related reports, summaries, financial statements,
statistical reports and reconciliations.
• Ability to perform or review specialised calculations related to
posting and accounting functions.
• Ability to solve problems and recommend changes in procedure in
accordance with previous training or experience.
Commitment:
• Contact functional personnel, account representatives or other
appropriate personnel regularly to resolve problems; keep all parties
informed and serve as a reference source; compose correspondence of
technical nature pertaining to assignments.
Other:
• Variety of specialised or technical clerical accounting, auditing and
bookkeeping functions.
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