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Quality Assurance Policy

Creative Consulting and Training Ltd
Last Updated: November 21, 2025

1. Purpose

This Quality Assurance (QA) Policy sets out how Creative Consulting and Training Ltd

” L] ”

(“Creative”, “we”, “our”, “us”) maintains, monitors, and continuously improves the quality of all
training, assessment, examination, and learner-support services.

It ensures compliance with:
e UK regulatory requirements
e Awarding body accreditation standards (PeopleCert, BCS, APMG, EXIN, PMI, ISACA)
e Local authority and public-sector contractual obligations
e Relevant safeguarding, data protection, and health & safety requirements

This policy applies to all staff, contractors, trainers, assessors, exam invigilators, and partners
delivering services on behalf of Creative.

2. Quality Commitment
We are committed to:
e Delivering consistently high-quality training and learner experiences
e Maintaining full compliance with all awarding-body standards
e Ensuring accessible, inclusive, and fair learning environments
e Monitoring performance against measurable quality indicators
e Quickly addressing any deviation, complaint, or non-conformity

e Embedding continuous improvement across all areas of delivery

3. Scope
This policy covers:

e Course design and development
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e Trainer recruitment, onboarding, and performance monitoring

e Delivery of classroom, virtual, blended, and e-learning programmes
e Exam preparation, registration, invigilation, and results administration
e |earner engagement, feedback, and support

e Quality audits, internal reviews, and corrective actions

e Subcontractor and associate-trainer quality controls

4. Roles and Responsibilities
4.1 Senior Management
e Provides strategic oversight of quality processes
e Ensures compliance with awarding-body, statutory, and contract standards

e Approves and reviews the QA policy annually

4.2 Quality Assurance Lead
e Manages internal audits, observations, and quality checks
e Oversees corrective and preventive actions (CAPA)
e Monitors trainer performance, materials, and learner outcomes

e Ensures adherence to escalation processes

4.3 Trainers, Assessors, and Invigilators
e Deliver training in line with accreditation and course standards
e Maintain accurate records (attendance, assessments, learner progress)
e Report risks, incidents, or quality issues immediately

e Participate in quality reviews and observations

5. Quality Assurance Framework
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5.1 Course Development and Approval
e All course materials are quality-checked, updated regularly, and aligned to:
o Awarding body syllabi
o Current best practices
o Contractual requirements

e Materials undergo peer review and version control.

5.2 Trainer Recruitment and Monitoring
e Trainers must hold relevant qualifications and subject-matter expertise
e Trainers undergo:
o Pre-delivery briefing
o Standardisation sessions
o Annual performance review
o Mandatory CPD and refresher training

e Learning sessions are observed annually by QA staff.

6. Learner Support, Assessment, and Feedback
e |Learners are supported from registration to certification.
e Feedback is collected after every course (quantitative and qualitative).
e Trends are analysed monthly to identify improvement actions.

e Complaints are logged, investigated, and escalated through the Complaints Procedure.

7. Examination Quality Standards

We ensure:

e Secure exam registration and data management
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e Compliance with awarding body exam rules
e Qualified and trained invigilators
e Secure handling of exam materials, passwords, and candidate information

e Immediate reporting of suspected malpractice or breaches

8. Internal Audit, Compliance, and Continuous Improvement

We conduct:
e Scheduled internal audits (quarterly or per awarding body requirements)
e Annual self-assessment reviews
e Risk assessments and quality-impact analyses

e Corrective action and improvement planning

All actions include clear deadlines, accountability, and follow-up checks.

9. Escalation Process for Quality Issues
Any deviation from required standards triggers the following escalation:
1. Immediate reporting to the Quality Assurance Lead
2. Initial review within 24—72 hours
3. Corrective action plan issued (responsibilities & timeframes)
4. Monitoring and follow-up by QA Lead
5. Escalation to Senior Management if major risks or repeated concerns arise

6. Reporting to awarding bodies or authorities where required

Serious incidents (safeguarding, malpractice, breaches) are reported immediately.

10. Subcontractor and Associate-Trainer Quality Controls

Where subcontractors or associates are used:
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They must sign our QA, Data Protection, Safeguarding, and H&S policies

Their performance is reviewed through:
o Observations
o Learner feedback

o Compliance audits

Non-compliance leads to immediate investigation and remediation

Persistent non-compliance results in removal from our delivery pool

11. Document Control and Review

This policy is reviewed annually or earlier if:
e Awarding body requirements change
e Legislation changes

e An internal or external audit recommends improvement

Revised versions are circulated to all staff and associates.

12. Contact Information
For questions about this policy or any quality matter:

Quality Assurance Lead

Creative Consulting and Training Ltd
Email: info@trainingcreatively.com

Phone: 0208 500 4534

Website: https://www.trainingcreatively.com
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