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Introduction

The Northern Ireland Post Qualifying Education and Training
Partnership (PQ Partnership) is incorporated with the Northern Ireland
Social Care Council (NISCC) and is responsible for determining and
managing the arrangements within the NI Post Qualifying Framework
for the provision of post qualifying education and training for social
work in Northern Ireland.

The PQ Partnership comprises the main social work employers and
Higher Education Institutions engaged in the provision of post
qualifying education and training for social work in Northern Ireland.

The PQ Partnership is required, as part of its key roles and functions,
to have arrangements and structures in place to facilitate individual
submissions through the Individual Assessment Route. This function is
delivered by the PQ Assessment Board.

This guidance has been developed to provide assessors
with the information they require to assess IAR submissions
across the range of assessment methods. It should be read
in conjunction with the Guidance for Candidates on the
Individual Assessment Route, NIPQETP, February 2008.
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Assessor Role and Function

Assessment Board

Assessment and achievement via the Individual Assessment
Route is managed by the Assessment Board, which is
representative of the members of the PQ Partnership. Each
member body of the Partnership provides a member and a deputy
for the Assessment Board.

The Assessment Board has responsibility for assessors
undertaking assessment on its behalf.

Criteria For Appointment as a PQ Assessor

Assessment within the Individual Assessment Route is undertaken
by suitably qualified assessors nominated by the
employer/organisation/institution. To be eligible to assess
submissions within the Individual Assessment Route, the following
criteria must be met.

» Must be a qualified social worker and registered with the
NISCC

» Minimum 4 years post qualifying social work experience

» Achievement within the UK or NI PQ Framework and or
equivalent post-qualifying academic achievement

> Experience of assessing or trained to assess at M level

» Attendance at a minimum of one standardisation event per
year

» Have undertaken training for assessors provided by the PQ
Partnership

A register of suitably qualified assessors will be retained by the PQ
Partnership.




Quality Assurance and Governance for Individual
Assessment Route

The PQ Partnership recognises the importance of ensuring that all
of its provision and arrangements for the delivery of the NI PQ
Framework meet good governance and quality assurance
standards.

The Assessment Board therefore has in place arrangements for
standardising and monitoring assessment that meet the needs of
the PQ PartnershipOs Quality Assurance Framework.

The Assessment Board has a responsibility to oversee the
assessment process to ensure fairness, consistency and efficacy.

External Examiners
The PQ Partnership normally appoints an independent External
Examiner/s from outside Northern Ireland to:

1. Monitor the efficacy of the assessment processes.

2. Monitor the standards and consistency of assessment.
3. Contribute to assessment decisions where appropriate.
The following criteria for appointment apply:

¥ Social work qualification and registered with their appropriate
Social Work Regulatory Body

¥ Experience of social work post qualifying education and
training in the UK

Experience of M level assessment
Commitment to attending Assessment Board meetings
Commitment to undertaking sample reviews of submissions

Commitment to providing a written report

K K K K K

Commitment to attending appropriate standardisation events



The Assessment Board recommends the appointment of the
External Examiner/s to the PQ Partnership Committee for
approval.

The appointment is for an initial period of 3 years and may be re-
appointed on an annual basis for a further 3 year period.

Monitoring

Assessor(s) receive feedback from the Assessment Board on
issues identified by the monitoring process through their agency
PQ representatives on the Assessment Board, via Assessment
Board reports, the Assessment Newsletter and by attending
standardisation events.

The areas monitored include:

o AssessorsO understanding of the equirements, standards and
processes

o The quality of assessor reports and feedback to candidates

0o Attendance at standardisation, training and assessorsO
meetings

The performance of assessors can be monitored via the
production of reports and analysis from the on-line assessment
process. The agency PQ representative can access their own
assessment reports after each assessment point.

To enable standardisation and quality assurance, the Assessment
Board undertakes an audit of assessment outcomes against
individual assessors on an annual basis. This information is made
available to respective Assessment Board members.

Standardisation

The purpose of standardisation is to develop and sustain
assessment systems and practices and ensure consistency and
fairness. The PQ Partnership provides a minimum of two
standardisation events per year. It is an assessorOs responsibility
to ensure they attend standardisation events (a minimum of one
per year) to maintain their efficacy as assessors and enable
consistent assessment.



The External Examiner also plays a role in standardising
assessment by bringing knowledge of practices in other post
qualifying  assessment systems, sampling submissions,
contributing to discussions at the Assessment Board, formally
reporting on the quality of assessment and advising on
improvements.
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Overview of NI PQ Framework

The NI PQ Framework has three Professional Awards (see Northern
Ireland Post Qualifying Education and Training Framework in Social Work,

DHSSPS, NISCC, December 2006);

1. NI Specific Award in Social Work -
For those staff consolidating and extending the knowledge and
skills developed at basic qualifying level and preparing to move
in to more specialist work.

2. NI Specialist Award in Social Work -
For those involved in complex work requiring high levels of
responsibility and accountability.

3. NI Leadership and Strategic Awards in Social Work -
For those influencing developments and influencing others.

Each of the three awards is a separate entity and therefore a
candidate can achieve each award or indeed can achieve an
award more than once across a range of routes. Candidates can
work towards achievement by using any of the following routes;

¥ Individual Assessment to the NI PQ Assessment Board

¥ Accredited programmes/ modules which may have
academic credits at Post Graduate M level

¥ Combined Route , i.e. a combination of Accredited
Programme and Individual Submissions

Equal Opportunities

The PQ Partnership is committed to the provision of equality of
opportunity and access to assessment in the NI PQ Framework
regardless of any real or perceived differences.

The PQ Partnership is committed to fair and objective assessment.

Where a candidate feels he/she is being unfairly treated in respect
of access to assessment or within the assessment process, the
agency PQ representative should advise that an appeal or
complaint may be made using the PQ Partnership Review of
Decision Process (Appendix Five) or the PQ Partnership
Comments, Compliments and Complaints Process (Appendix
Two).
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Proces s of Submission for Assessment

The PQ Assessment Board provides two Submission Points per
year within the Individual Assessment Route:

¥ Submission Point One Dthe first Monday in March
¥ Submission Point Two D the first Monday in October
1. Submissions must be with the agency PQ representative by the
first Monday in March or October. Agency PQ representatives
will input details on the PQ Database on-line assessment
schedule within the specified timescale.
2. Assessment Board representatives ensure the delivery of
submissions to the PQ Partnership office within the specified

timescale.

3. Extensions are not normally  available and late
submissions will not be ac  cepted.

4. Each submission must include:

¥ NIPQETP Front sheet

¥ Introduction to the agency, role and candidate

¥ Statement of confidentiality

¥ Statement of service user/stakeholder consent

¥ Outline of the assessment method/s being used and
statement on how the requirements have been met

¥ Work to be assessed

¥ Up to date reference section and bibliography

¥ Outline of service user/stakeholder involvement and

feedback as appropriate
¥ Line ManagerOs verification

(For the components of a resubmission see page 25)
5. Candidates are responsible for ensuring that they are enrolled

and that submissions include all the necessary components.
Submissions will not be assessed if they are incomplete.

13



NI PQ Framework
Individual Assessment Route Process

Direct

Observation :
within Agencies Agency PQ Representatives
(where receive submissions and
applicable) inputs information on the PQ

i - Database within 2 days
First MondayO = ses e

Submissions from
Agencies/Sectors to the PQ
Partnership by Wednesday of
the same week

Submissions Jorocessed by the

PQ Office, 2" Assessors
allocated
submissions for Panels
assessment

Submissions returned

Assessment Board
Meeting

Feedback to Agency
Representatives and
Candidates
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Allocation P rocess

1. Agencies are responsible for @rst markingd and direct
observation of submissions in relation to their own employees
and cross marking submissions from other agencies.

2. The agency PQ representative identifies the first assessor on
the on-line assessment schedule.

3. Agencies normally receive an assessment allocation that is
proportionate to the number of submissions they have made.

4. The Professional Officer to the Assessment Board allocates
an approved assessor from an agency/sector unconnected to
the candidate to cross mark. In the event of particularly
specialised submissions, assessors with relevant expertise
may be used.

5. Assessment Board representatives nominate approved
assessors from within their agencies to sit on verbal
assessment panels. The numbers of assessors required from
an agency is determined by the numbers of verbal
submissions made by that agency. Normally a ratio of one
assessor per three candidate submissions applies.

Assessors on verbal assessment panels do not normally
assess candidates from within their own agency. In some
instances, approved assessors with specialist knowledge of
the subject area of a submission are asked to sit on a verbal
assessment panel.

6. APL submissions are allocated to assessors with expertise in
this area as outlined in Guiding Principles and Arrangements
for Accreditation Of Prior Learning Within The NI PQ
Framework, October 2007.

7. The week after the submission point, agencies receive their

cross marking allocation at the Assessment Board allocation
meeting.

15



Assessment Process

1. The process takes approximately ten weeks from the point of
submission (first Monday in March and October) until
feedback is available for candidates.

2. Assessors receive their allotted submissions from their
Assessment Board representative.

3. Assessors normally have up to four weeks to assess the
submissions as per PQ Partnership guidance, log the
assessorOs comments and the outcome of assessmenbn the
PQ Database on-line assessment system and return the
submissions to the Assessment Board representative.

4. Verbal assessment panels convene to assess verbal
submissions on dates set by the PQ office. Assessors and
candidates are informed of dates and times in advance. The
outcomes of verbal assessment are entered into the on-line
assessment system on the day of assessment.

5. Submissions are returned to the PQ Office on a
predetermined date published in advance of the assessment
point by the PQ Office for each year. If required, moderation is
undertaken in the week following the return of all the
submissions to the PQ office.

6. A rota of moderators is drawn from the Assessment Board
members who make themselves available for specific
assessment points (March and October). The moderator has
access to the submission and the assessorsOcomments and
decisions. The moderator assesses the submission and
makes a recommendation to the Assessment Board. They
also log their assessment decisions on the on-line
assessment system.

7. All moderated submissions and the assessorsO comments are
seen by the External Examiner(s) who contributes to
discussions at the Assessment Board meeting. A final
decision is made at the Assessment Board.

16



10.

11.

12.

13.

14.

All  submissions referred for further work during the
assessment process are seen by the External Examiner(s)
along with a sample of competent submissions across the
range of types. The External Examiner(s) reports overview
comments to the Assessment Board and provides a report to
the Chair of the Assessment Board.

The Assessment Board meets to discuss and ratify results on
a date pre determined by the Board and published by the PQ
office in an assessment schedule. The meeting is chaired by
the Chair of the Assessment Board. The External
Examiner(s) is also in attendance, as are all Assessment
Board members (or their nominated deputies in their
absence). Assessors who have referred submissions or who
have disputed assessments with their cross marker and have
therefore triggered moderation of the submission, are invited
to attend the Assessment Board meeting.

Agencies are normally informed of the assessment outcomes
in the week following the Assessment Board meeting and final
results are entered onto the PQ on-line assessment system.

Issues raised during the assessment process in respect of
assessors or candidates are reported by the Chair of the
Assessment Board to the PQ Partnership Committee and in
some instances directly to the Committee representative of
the agency responsible for the individual.

Letters to candidates confirming assessment results are
normally processed in the week following the Assessment
Board. The candidate is directed to seek detailed feedback
from their Assessment Board representative who has access
to assessor agreed summaries on the PQ on-line assessment
system.

Within two weeks of the Assessment Board, the Chair and the
Professional Officer prepare a report on the assessment
process and outcomes, for the PQ Partnership Committee.

An Assessment Newssheet is produced following the
assessment point providing an overview of assessment
results, trends, highlighting points of interest, developmental
needs and standardisation issues. A calendar of significant
dates and publicity about forthcoming events targeting

17



assessors is included. Feedback from the External
Examiner(s) and other points of interest to assessors are also
included. The Newssheet is posted on the PQ website
www.nipgetp.com and made available to all Assessment
Board members and assessors.
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Assessment in Individual Assessment Route in the
NI PQ Framework

A. Assessment of Professional Requirements
The NI PQ Framework provides opportunity for achievement of
professional recognition within social work.

Fundamentally, competence is about demonstrating knowledge
and skills appropriate to a context. Professional competence is
about having knowledge and skills underpinned by professional
ethics and values. Assessment within the NI PQ Framework is a
measurement of professional competence.

Submissions for assessment for NI PQ requirements or full awards
will be considered in respect of the following @nderpinning
statementsO See Northern Ireland Post Qualifying Education and Training
Framework in Social Work, DHSSPS, NISCC, December 2006):

1. Critical reflection must be integral to all work to be considered
in the NI PQ Framework

2. A social work value base must be evident throughout all work
to be considered in the NI PQ Framework

3. Personal responsibility and initiative for independent learning
to enhance continuous professional development must be
demonstrated

4. Successful postgraduate study is characterised by a number
of criteria:
() Demonstrating a thorough and systematic grasp of the
Issues in relation to a particular field of inquiry

(i) Showing independence of thought and originality. The
Candidate must move beyond familiar ideas to develop
thinking and application

(i) Methodological rigour must also be evident. This is

shown in the way that problems are analysed and dealt
with in a systematic manner
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(iv) Critical judgement must be applied to complex and
demanding scenarios. This necessitates the weighing up
of different arguments and courses of action

B. Academic Recognition
The NI PQ Framework aims to be comprehensive and relevant
and accessible. The PQ Partnership in its endeavour to ensure
that the NI PQ Framework achieves these aims, seeks to provide
access for candidates to academic recognition of their
achievements within the Individual Assessment Route.

All academic institutions have in place arrangements for
Accreditation of Prior Learning (APL) and academic recognition
can be achieved using this route. Candidates in this instance are
advised to discuss options with the academic institution of their
choice.

The University of Ulster has also academically accredited all of the
professional requirements within the Specific, Specialist and
Leadership & Strategic Award levels which candidates can access
through the IAR.

Candidates are advised to discuss options with the Programme
Director at UU and are further advised that up to two thirds of a
Masters degree can be achieved in this way. The final third must
be achieved via a dissertation within the setting of the University
Programme.

Candidates are advised that the NI PQ Framework is assessed at
postgraduate Masters level, irrespective of whether or not
academic credits are being sought.

The Quality Assurance Agency for Higher Education sets out a
range of descriptors for post graduate study. Masters degrees are
awarded to students who have demonstrated:

() A systematic understanding of knowledge, and a critical
awareness of current problems and/or new insights, much of
which is at, or informed by, the forefront of their academic
discipline, field of study, or area of professional practice;

(i) A comprehensive understanding of techniques applicable to
their own research or advanced scholarship;

(i)  Originality in the application of knowledge, together with a
practical understanding of how established techniques of
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research and enquiry are used to create and interpret
knowledge in the discipline;

(iv) Conceptual understanding that enables the student:

o to critically evaluate current research and
advanced scholarship in the discipline; and

o to evaluate methodologies and develop critiques
of same and, where appropriate, to propose new
hypotheses.

Typically, holders of Masters level qualifications will be able to:

(i)  Deal with complex issues both systematically and creatively,
make sound judgements in the absence of complete data,
and communicate their conclusions clearly to specialist and
non-specialist audiences;

(i) Demonstrate self-direction and originality in tackling and
solving problems, and act autonomously in planning and
implementing tasks at a professional or equivalent level;

(i) Continue to advance their knowledge and understanding,
and to develop new skills to a high level,

and will have:

(iv) The qualities and transferable skills necessary for
employment requiring:

0 the exercise of initiative and personal
responsibility

o decision-making in complex and
unpredictable situations and

o the independent learning ability required
for continuing professional development

C. Assessment Decisions

Assessors within the Individual Assessment Route for the NI PQ

Framework have the task of assessing a candidateOs submission
against the identified professional requirements of the particular

PQ Award. Given that the NI PQ Framework is based at

postgraduate Masters level, the standards for assessment must

meet M level requirements. When arriving at a judgement,

assessors will be guided by the assessment criteria specified in

Table One (see overleaf).
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TABLE ONE : ASSESSMENT CRITERIA - Level M

% Range | Content* Application of Theory and Knowledge and Understandin g Evidence of Referencing and Presentation, Grammar and
(must include professional ethics) Research Reading Bibliography Spelling
30 20 20 15 5 10

70 D100 | Critical insightful evaluation and Extensive evidence of Exceptional knowledge and Extensive Outstanding Outstanding, well-directed
synthesis of complex issues and advanced applications and/or conceptual understanding of evidence of referencing and presentation, logically and
materials. A high level of empirical data, where complex and/or specialised integrating bibliography with coherently structured, using
originality and reflection. applicable, informed principles and concepts and the current current sources correct grammar, spelling and
Demonstrates the ability to pursue | extensively by current development and advancement of supplementary | (5) referencing.
research at Doctoral level. research and practice in the ideas and practice. sources (8 10)

Originality area. Innovative and original High level critical judgement and (12 15)
(21 B30) use of knowledge. confident grasp of complex issues.
(14 ©20) (14 B20)

60 D69 Critical evaluation and synthesis Clear evidence of relevant Wide knowledge and depth of Evidence of Comprehensive Very good presentation, logically
of complex issues and materials applications and/or empirical understanding of complex and/or extensive referencing and structured, using correct
which includes some originality data, where applicable, specialised principles and concepts | reading of bibliography with grammar, spelling and
and a reflective approach. Well informed by current research and the development of ideas and current current sources referencing.
argued. and practice in the area. practice. supplementary | (4)

(18 B20) Critical judgement and a grasp | (12 B13) sources @)
of complex issues. (9 B10)
(12 B13)

50 59 Some critical evaluation and Evidence of relevant Good and appropriate knowledge Evidence of Adequate referencing | Orderly presentation, clear
synthesis of key issues and applications and/or empirical and depth of understanding of key reading and bibliography. structure and acceptable
material. Reasonably well argued. | data, where applicable, with principles and concepts with some supplementary | Some current grammar, spelling and
Largely descriptive. some links to current research understanding of the development sources sources. referencing.

(15 B17) in the area. of ideas and practice. (7D8) (3) (6)
(10 D11) (10 D11)
Competent
Requiring For Further Work

4549 Some evaluation and synthesis of | Occasional relevant Basic knowledge and depth of Limited Limited referencing Weak presentation and structure,
issues and material applications and/or empirical understanding of key principles and | evidence of and bibliography. grammar, spelling and
(12 b14) data, where applicable. concepts only current reading | Sources not up to referencing.

8D9) 8D9) (6) date. (5)
@

31b44 Limited evaluation and synthesis Limited applications and/or Limited and/or superficial Minimal Inadequate Poor presentation and structure,
of issues and material empirical data, where knowledge of key principles and evidence of referencing and grammar, spelling and
(11) applicable concepts current reading | bibliography referencing.

] ] (5) @ 4

0b30 Little or no evaluation and Little or no evidence of Virtually devoid of any evidence of Little or no Inadequate Inadequate presentation,
synthesis of issues and material relevant application and/or knowledge and understanding evidence of referencing and structure, grammar, spelling and
(0D10) empirical data. (0b6) reading bibliography referencing.

(0 D6) 0D4) 0D1) 0D3)

Total

* Content refers to what extent the submission meets

NI PQ Professional Requirements .
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D. Assessment Outcome
The Individual Assessment Route has the following possible outcomes:

1. Awarding of NI PQ Requirements towards Specific, Specialist or
Leadership and Strategic Awards or awarding of full Award.

or

2. Referral of the submission for further work by the candidate because it
does not meet the standard. Referral can be for some or all of the
Requirements submitted.

E. Communication with Candidates

Once the assessment process is completed. the outcome is logged on the
PQ Database.

The result is confirmed by letter from the PQ Assessment Board.

Candidates are invited to consult with their PQ agency representatives for
further feedback.

F. Re-submission Process
Candidates are normally allowed one re-submission of a Oreferredfiiece of
work within a three year period from the date of the first submission.

After three years the submission loses currency and a new submission
must be made.

Resubmission for verbal submissions and direct observations necessitates
that the complete process is repeated, i.e. a new presentation and new
observations.

Resubmissions should include;
o the letter of referral from the PQ Assessment Board

o updated information on the candidate

o anup to date line managerOs verification @port addressing the reasons
for the OreferralO

o any new or adapted material printed on different coloured paper

o the date of the last submission(s) entered on the submission front
sheet

23



A resubmitted piece of work will normally be assessed by at least one of the
initial assessors.

G. Examples of work

Candidates are asked to indicate on the front sheet of their submission
whether they agree to their work being used as an example for training
purposes. Where such permission is granted, some submissions will be
selected, anonymised and copied by the PQ office. These can then be
used by Agency Representatives in work with prospective candidates
and/or for standardisation or training events

24



SECTION THREE



Submission and Assessment Methods

Within the Individual Assessment Route, the PQ Partnership provides a range of
methods for submission and assessment across all three of the professional
awards.

It

is advisable that candidates seek guidance from their agency PQ

representative as to which method best suits the piece of work being considered
for submission.

The following methods are available:

¥

Portfolio B a minimum of one third of a NI PQ Award must be achieved
using an evidence based submission i.e. two Specific Requirements or
three Specialist Requirements or three Leadership and Strategic
Requirements (* see footnote)

Assignment - a maximum of one third of a NI PQ Award may be attained
by an assignment

Verbal Presentation B a maximum of one third of a NI PQ Award may be
achieved via verbal presentation using a substantive piece of work
appropriate to the award and requirements being claimed

Direct Observation - a maximum of one third of an NI PQ Award
(Specific or Specialist only) may be achieved using direct observation. The
direct observation must be undertaken by an approved assessor within
the employing agency.

Accreditation of Prior Learning (APL) D separate guidance is available in
relation to submission and assessment arrangements for accreditation of
prior learning (See NIPQETP Guiding Principles and Arrangements for
Accreditation of Prior Learning within the NI PQ Framework, Oct 2007)

A Combination of these methods may be submitted at the one
Assessment Point

With every submission type, the candidate must make clear which PQ
requirements are being addressed and how they have been met

*accredited programmes which include an evidence-based assessment component will
be considered as a QortfolioOfor the purposes of subsequent submissions made by a
candidate to the IAR

26



Portfolio Submission

Eligibility Criteria
¥ Candidates must be enrolled with NIPQETP

¥ Candidates must be registered with the NISCC.
Post Qualifying Requirements
A minimum of one third of each award must be achieved using an evidence
based submission/portfolio.
This means a minimum of:
¥ 2 Specific Requirements must be claimed by portfolio
or
¥ 3 Specialist Requirements must be claimed by portfolio

or

¥ 3 Leadership and Strategic Requirements must be claimed by portfolio

Word Count (See Appendix Six)
A maximum word count of 3,000 per Requirement  applies . A word count
must be included on the submission.

Portfolio Guidance
The core of each portfolio will be evidence of work and a critical review of this
work to demonstrate how it meets the NI PQ requirement/s being claimed.

Work included in portfolios can relate to practice with a service user,
management, training, research, project development, etc. depending on the
requirements and the award being undertaken. Candidates should consult
their PQ advisor regarding the selection of OworkO farportfolio submission.
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Each portfolio should contain the following:

1.

2.

10.

11.

NIPQETP front sheet (download from www.nipgetp.com)

Introduction to the agency, role and candidate*

Statement of confidentiality*

Statement of service user/stakeholder consent*

Brief synopsis/case summary of the work submitted in the portfolio*

Matrix (see pl4 for template) linking evidence to the NI PQ
requirement/s being claimed*

Critical review of the work to demonstrate competence in the
requirement being claimed. A critical review should incorporate:

a. Context of the work, e.g. policy, legal, sociological etc.
b. Skills, knowledge and research used
c. Ethical context, including AOP
d. References to evidence
e. Reflection and learning
f. Word count
Evidence section*

Outline of service user/stakeholder involvement and feedback as
appropriate*

Reference section and up to date, relevant bibliography*

Line ManagerQOs verification*

* not included in the word count
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NI PQ Portfolio Matrix

NI PQ Requirement

Work Used

Evidence Used
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Assignment Submission

Eligibility Criteria
. Candidates must be enrolled with the NIPQETP

. Candidates must be registered with the NISCC

Post Qualifying Requirements
An assignment can be used to claim up to one third of an NI PQ Award.

This means a maximum of:

. 2 Specific Requirements
or
. 3 Specialist Requirements
or
. 3 Leadership and Strategic Requirements

Word Count (See Appendix Six)
Given the holistic nature of an assignment the following word limits apply:

* A maximum word limit of 6,000 words (in total) for 2 Specific
Requirements

e A maximum word limit of 9,000 words (in total) for 3 Specialist
Requirements

e A maximum wor d limit of 9,000 words (in total) for 3 Leade rship and
Strategic Requirements

Assignment Guid ance

An assignment can be wused to claim any NI PQ requirement
and can be completed drawing on work deemed relevant for demonstrating
competence in the NI PQ Framework.
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Work referred to in assignments can include practice with a service user,
management, training, research, project development, etc. depending on the
requirements and the award being undertaken.

The assignment affords the candidate the opportunity to claim NI PQ
requirements by illustrating the integration of knowledge, skills and values to
work and the critical review of work.

Each assignment should refer to a minimum of two pieces of work or a single

substantive piece of work to exemplify the discussion. Work will be judged

substantive in terms of complexity, impact, influence, depth and/or extent. It is

the candidateOs responsibility to outline why the work should be deemed
substantive.

The assignment should be analytical, evaluative and theoretical in perspective
and not merely a narrative history of the work undertaken. The work will be
assessed at Post Graduate M level (see the Assessment Grid on p 22).

Candidates should consult with their PQ advisor regarding the selection of
OworkO for assignments.

Candidates submitting assignments should use the NI PQ requirement/s being
claimed as the basis of the assignment title. Assignments may be OCritical
reviews ofl O; OA comparative analysis bfO; OA critical evaluation bfO etc. The
candidate should consult with their PQ advisor on the assignment title. The title
should reflect the fact that this is a Post Graduate M level assessment.

Examples of Assignment Titles

A critical evaluation of decision - making within risk assessment processes for
adults with learning disabilities. (Could be used for Specific Award 3 or 4 or 6)

A comparative analysis of the implementation of two crisis intervention methods
for work with children in accordance with agreed national, occupational or
recognised agency standards. (Could be used for Specific 1 or 2 or 3 or 5)

A critical evaluation of research used to develop and implement service user
and where appropriate carer rights and participation in line with the goals of
choice, independence and empowerment. (Could be used for Specialist 4 or 6)

A comparative analysis of methods of risk assessment and the development of

a risk assessment system for young people leaving care. (Could be used for
Specialist 3or 4 or 5 or 7)
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A critical review of social care supervision in a European context and
application to the development of staff supervision strategy. (Could be used for
Leadership and Strategic 2 or 3 or 4)

A critical evaluation of the impact of service user feedback on agency policy.
(Could be used for Leadership and Strategic 8 or 9)

Assignment Content

Assignments should have:

Introduction, Roles and Responsibilities*
Candidates should provide a short introduction. In the event of two
assignments being submitted, the one introduction will suffice

Statement of Confidentiality and Consent*

Commentary*
A brief synopsis of the work, including how it will meet the relevant
PQ requirements

Critical Review and Evaluation
A critical review of the work incorporating:

o the context of the work, e.g. policy, legal, sociological, etc.
o the skills and knowledge used
o the ethical context including AOP

Conclusion and Recommendations
A summary of key points and/or the recommendations drawn from
writing of the assignment and/or completing the work

Learning

Reflect upon the professional development acquired through the
work, research and writing the assignment. Outline current
learning needs and how these are to be met

A Reference Section and current Bibliography *
The references and bibliography should be up to date and relevant
(see Appendix One)

*not includedin the word count
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Verbal Presentation Submission

Eligibility Criteria
¥ Candidates must be enrolled with NIPQETP

¥ Candidates must be registered with the NISCC

Post Qualifying Requirements
A verbal presentation may be used to claim up to one third of an NI PQ Award.

This means a maximum of:

¥ 2 Specific Requirements
or
¥ 3 Specialist Requirements
or
¥ 3 Leadership and Strategic Requirements

Candidates should discuss with their agency PQ advisor their work focus and
which requirements are best met by the verbal presentation method.

This route is best used to present a substantive piece of work to demonstrate
how the NI PQ requirements of a particular award have been met.

Verbal Presentation Guidelines

Assessment Process
There are two stages to the assessment process:

1. Submission of a critical analysis, i.e. the basis of work for discussion.

2. Verbal presentation to a panel of assessors appointed by the
Assessment Board.

Candidates submit a critical analysis of the work they intend to present to the
Verbal Assessment Panel.

Word Count (See Appendix Six)

The emphasis of this method of submission is on the verbal presentation
therefore the following word limits apply to the critical analysis:
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¥ A maximum word limit of 2,000 words (in total) for 2 Specific
Requirements

¥ A maximum word limit of 3,000 words (in total) for 3 Specialist
Requirements

¥ A maximum word limit of 3,000 words (in total) for Leadership and
Strategic Requirements

1. The Critical Analysis must include

¥ Introduction B outlining their current work setting, roles and
responsibilities*

¥ Statement of consent and confidentiality*

¥ Outline of the work to be presented incorporating a critical analysis of
knowledge, skills and ethics

¥ Reference section and current bibliography*
* not included in the word count.

Two* copies of the c ritical analysis are required at the point of
submission.

2. The Verbal Assessment Panel

Candidates present their work to a small panel of PQ Partnership assessors.
The presentation may last up to 30 minutes with a further 30 minutes for
discussion.

The panel consists of two assessors drawn from the existing pool of PQ
Partnership approved assessors. Where the candidate has indicated that
they are seeking academic credits for their verbal submission, at least one of
the assessors is an approved academic assessor.

Prior to the panel convening, the members will have read the candidateOs
written submission (critical analysis). The panel listens to the work presented
by the candidate and engages in discussion using a range of questions
relevant to the NI PQ requirements being claimed.

Assessment is based on the written submission, the structure and content of

the presentation, the candidateOs presentation skills and materials and the
discussion.
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Where candidates are seeking academic credits, the presentation and
discussion will be audio recorded.

The External Examiner to the Assessment Board reserves the right to
observe a number of verbal assessment panels in action to ensure
standardisation of the process.

*Three copies where Academic credits are being sought
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Direct Observation Submission

Eligibility Criteria
¥ Candidates must be enrolled with NIPQETP

¥ Candidates must be registered with the NISCC
Post Qualifying Requirements
A direct observation may be used to claim a maximum of a third of either the NI

Specific Award or the NI Specialist Award.

This means a maximum of:

¥ 2 Specific Requirements
or
¥ 3 Specialist Requirements

This method of assessment is not  currently available for the NI Leadership
and Strategic Award.

Candidates should discuss with their PQ advisor, their work focus and which
requirements are best met by observation.

Guidance for Candidate s

Assessment Process

There are three components to the assessment process:

- completion of a prepared piece of work
- an observation of the work
- completion of a critical evaluation and reflection

Preparat ory Statement
This is completed by the candidate prior to undertaking the direct observation. A
pro forma is available (see p 40)

Candidates present the preparatory statement of work to the assessor who will
be undertaking the direct observation, at least 5 days before the observation is
due to take place.
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The candidate must also indicate within this work, how they have sought
permission from relevant stakeholders, e.g. line manager, training participants,
supervisees, social work students.

The preparatory work should be analytical and informed by legislation, policy,
theory and research. The candidate should be clear about the skills and
methods to be used and why.

In the event that the candidate is being observed on more than one occasion,
the candidate should address this in the preparatory statement.

Direct Observation

The candidateOs practice isobserved by an experienced assessor from within
their agency or nominated by the candidateOsmployer. The assessor must be
approved by the PQ Partnership and have undertaken appropriate assessor
training.

Observation cannot be undertaken by a line manager or team member.

The observation must be for a minimum of two hours per submission. This may
take place on one or more occasions.

One hour of observation must be video recorded for quality assurance and
moderating proposes. Alternatively, a second assessor may sit in on the
observation. It should be noted however that any candidate wishing to be
assessed for academic credits, will be required to submit a video recording of
the observation.

Any recording must take account of the principles and guidance on
confidentiality and consent (see Appendix Three).

It is the candidateOs responsibility to msure that the recording meets the
required technical specification in terms of format and quality. This information
can be obtained from the PQ office.

The assessor completes a record of the direct observation as detailed on the
pro-forma provided. This should be shared with the candidate as part of the
feedback on the final assessment outcome.

Critical Evaluation
The candidate critically evaluates and reflects upon their observed work using
the pro-forma provided (see p 41).
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Candidates are required to submit the critical evaluation and reflection to the
assessor no later than 2 weeks from receipt of assessor feedback. The full
process therefore should not normally exceed four weeks.

Assessment of Candidate s
All three assessment components and a copy of the video recording is
submitted to the Assessment Board at the appropriate submission point.

To successfully achieve the requirements, all three assessment components
must be deemed competent.

Word Count (See Appendix Six)

The emphasis of this method of submission is on the direct observation,
therefore the following word limits apply to the preparatory statement and the
critical analysis:

¥ A maximum word limit of 2,000 words (in total) for the 2 Specific
Requirements (500 for the preparatory  statement and 1,500 for the
reflective account)

¥ A maximum word limit of 3,000 words  (in total) for the 3 Specialist
Requirements (1,000 for the preparatory statement and 2, 000 for the
reflective account)

The submission for assessment includes:

¥ Introduction B outline of current work setting, roles and
responsibilities*

¥ Statement of consent and confidentiality*

¥ Direct observation preparation (candidate)
¥ Record of direct observation* (assessor)

¥ Critical evaluation and reflection (candidate)
¥ Assessment summary (assessor)*

¥ Video record of the observation

¥ Reference section and current bibliography*
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* not included in the word count.

One* (two copies where academic credits are being sought) copy of the
submission is required at the point of submissi on (including a copy of the
video recording of the observation).
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DIRECT OBSERVATION PREPARA TION

This pro-forma is completed by the candidate prior to the direct observation and
a copy provided to the assessor at least five days before the direct observation
takes place.

o Introduction B outline of current work setting, roles and
responsibilities*

o Outline of proposed observation : Who? What? Why? When?
Where?*

0 Requirements to be claimed? Why? How?*

o Identify the core knowledge being applied in the work,
including any underpinning legislation and policy

o ldentify the methods and skills to be used and why?

o What ethical implications of the work and any preparatory
action :

o0 What issues can be anticipated and how do you propose to deal
with them?

0 Reference S ection and current Bibliography*

Candidate Os Signature:

Date:

*not part of word count
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EVALUATION OF DIRECT OBSERVATION
o Context:

o Review of candidate Os application of knowledge:
o Review of candidate Os application of skills:

o Review of candidate Os application of values:

o The candidate Os strengths:

o The candidate Os learning needs:

o In what way were the requirements claimed evident in the
observation?

Practice Assessor Os Signature:

Date:

Please note:

This form should be completed by the assessor and shared with the candidate
as part of the feedback on the assessment outcome. While the assessor can
provide interim feedback to the candidate, it should be noted that the final
assessment outcome will be determined by the Assessment Board.
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CRITICAL EVALUATION AND REFLECTION
(to be completed by candidate following direct observation)

o

o

Describe the observation*

Critically review the knowledge applied

Critically evaluate the skills applied

Reflect upon the ethical component/issues in the work
Comment on the strengths/weaknesses of the work

An outline of recommendations as to how the context of the
practice could be enhanced.

Identify your future learning needs and how you propose to meet
them*

References/Bibliography*

Candidate’s Signature:

Date:

* not part of the word count

This critical evaluation should be completed by the candidate and submitted to
the assessor no more than two weeks after the direct observation has taken

place.
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DIRECT OBSERVATION ASSESSMENT SUMMARY
(to be completed by the Assessor)

Candidate Name:
Candidate Assessment No:
Candidate Agency:
Assessor :

Requirements claimed:

Assessment Component Assessment Outcome
(competent/not competent)

Preparation Summary

Direct Observation

Reflective Summary

All three components must be competent to achieve the requirement/s claimed.

Overall Assessment Outcome:

Requirement competent/not competent
Requirement competent/not competent
Requirement competent/not competent

Summary for Candidate :

Signed: (Assessor )

(date)
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A Summary of Individual Assessment Route Methods

/Requirements

Portfolio Assignments Direct Verbal
Observation Presentation
NI Specific A minimum of A maximum of 2 | A maximum of A maximum of
Award 1/3 of Award Requirements 2 Requirements 2 Requirements
must be may be may be may be
achieved via achieved via achieved via achieved via
Portfolio, i.e. Assignment Direct Verbal
minimum Observation Presentation
2 Requirements*
Word Count Word Count Word Count Word Count
Maximum 3,000 | Maximum 6,000 | Maximum 500 Maximum 2,000
words per words (in total words for words for critical
Requirement for 2 Reqs) preparatory analysis
statement and 30 mins
1,500 for presentation
reflective and 30 mins
account (in discussion (in
total for 2 Reqs) | total for 2 Reqs)
NI Specialist A minimum of A maximum of A maximum of A maximum of
Award 1/3 Award must | 3 Requirements 3 Requirements 3 Requirements

be achieved via
Portfolio, i.e. 3
Requirements *

Word Count
Maximum 3,000
words per
Requirement

may be
achieved via
Assignment

Word Count
Maximum 9,000
(in total for 3
Reqs)

may be
achieved via
Direct
Observation

Word Count
Maximum 1,000
words for
preparatory
statement and
2,000 for
reflective
account (in

total for 3 Reqs)

may be
achieved via
Verbal
Presentation

Word Count
Maximum 3,000
words for critical
analysis +

30 mins
presentation

and 30 mins
discussion (in
total for 3 Reqs)
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NI Leadership
and Strategic
Award

A minimum of
1/3 Award must
be achieved via
Portfolio, i.e. 3
Requirements*

Word Count
Maximum 3,000
words per
Requirement

A maximum of
3 Requirements
may be
achieved via
Assignment

Word Count
Maximum 9,000
words (in to tal
for 3
Requirements)

NOT AVAILABLE

A maximum of
3 Requirements
may be
achieved via
Verbal
Presentation

Word Count
Maximum 3,000
words for critical
analysis +

30 mins
presentation

and 30 mins
discussion (in
total for 3 Reqs)

*Accredited Programmes

which include an evidence

-based assessment
component will be considered as a OportfolioO for the purposes of subsequent
submissions made by a candidate to the IAR

Academic accreditation is available for all IAR assessment methods.
Where this is being sou ght, an additional copy of the submission must

be provided for the academic institution, who will retain the

copy.
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Supporting Policies and Procedures

Consent

Service user or carer permission must be sought before any material is
submitted for assessment. A statement must be included in the submission
indicating that permission was sought and confidentiality was explained to the
service user. Candidates are advised to consult the DHSSPS @ode of
Practice on Protecting the Confidentiality of Service User InformationO
(January 2009).

Confidentiality

Social workers have a professional responsibility to ensure that confidentiality
in work submitted for assessment is maintained at all times. Failure to ensure
that the identity of service users and others is protected demonstrates a
breach of trust, a failure to meet the NISCC Codes of Conduct, NI PQ
standards on submissions and NI PQ Requirements.

1.4 Respecting and maintaining the dignity and privacy of service users;
2.3 Respecting confidential information and clearly explaining agency
policies about confidentiality to service users and carers;
NISCC Code of Practice and Standards of Conduct

When submitting work for assessment to the Assessment Board via the
Individual Assessment Route, care must be taken to ensure that the
information presented does not lead to the identification of a service user. A
Confidentiality Policy is strictly applied to all methods of assessment (See
Appendix Three).

Plagiarism

The PQ Partnership defines plagiarism as, where any candidate includes, in a
mode of assessment, unacknowledged and verbatim, substantial material
which has been produced by another.

This definition includes unpublished work, for example web sources, other

peopleOs portfolios and dissertatins. Plagiarism is dishonest, involves the

appropriation or purchase of the ideas and work of others. Within the context of

a PQ submission plagiarism involves the misrepresentation of the candidateOs
level of competence. In this context, plagiarism is a breach of professional

ethics and the NISCC Code of Practice and Standards of Conduct.

2.1 Being honest and trustworthy;
NISCC Code of Practice and Standards of Conduct.
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For further information on Plagiarism and guidance on Referencing see
Appendix Four.

Review of Decision

The PQ Partnership has developed standards and systems to ensure
consistency, impartiality and accountability in the assessment of submissions to
the Individual Assessment Route. There may be circumstances when
candidates consider the assessment processes to be flawed. In such situations
the candidate can request a review of the decision making process.

A candidate may request a OReview6nly on the grounds that there may have
been procedural irregularities or administrative error of such a nature as to
cause reasonable doubt as to whether the assessors would have reached the
same conclusion had they not occurred.

The professional decision of the Assessment Board and its External Examiner
IS not open to appeal.

For further information on the Review of Decision policy and processes see
Appendix Five.

Comments, Compliments and Complaints

The PQ Partnership encourages feedback from candidates on their experience
of the assessment process and undertakes to use this knowledge to learn and
enhance the systems.

Where a candidate has concerns about the assessment process within the
Individual Assessment Route, they have the right to complain.

In the first instance, the candidate should attempt to resolve the issue via the
Professional Officer for the Assessment Board or their agency PQ
representative.

Where a matter is not satisfactorily resolved through this route, a candidate may
make a formal complaint using the procedures outlined in the Comments,
Compliments and Complaints policy available on the website
(www.nipgetp.com).

Where a candidate wishes to offer a compliment or provide positive feedback
on a particular aspect of the assessment process, the candidate may use a
range of opportunities including: written feedback to the appropriate Chair or
Professional Officer, verbal feedback to their agency PQ representative or PQ
Partnership Committee representative; or comment via the website
(www.nipgetp.com).
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Appendix One

Referencing Guidelines

You must acknowledge your sources. Evidence, quotations,
ideas and concepts should be carefully attributed to their
sources. We suggest there are two elements to the referencing
system, that which goes in the text of your essay and that which
belongs in the references at the end.

In the Text

a) If the author®s name is mentioned, follow it with the yearof
publication B For example: OAs Chiesa (1998) makes clear ..O

b) If you are quoting from an author, you must provide a page
no(s) directly after the quote, and bracket them B (Chiesa,
1998, p.43)

c) If the authorOs name is not in the text, add this to the yaer in
the following brackets B (As recent research (Chiesa, 1998)
makes clear! O

d) Where there are dual authors give both last names. Where
there are more than two, give the first name and @t alO

e) Separate a series of references with semi-colons and
enclose them in one pair of parentheses b (Chiesa, 1998;
Walsh, 1997)

Government Publications

Government publications should be referenced in the normal
way, although there is often a problem in identifying the
equivalent of Othe author®. The author may be a Department
(Northern Ireland Office, Department of the Environment); a
semi-autonomous body such as the Equal Opportunities
Commission; or it may be a commission or inquiry. In the last
case, it is legitimate to use the ChairpersonOs name (even
though that is not part of the official title of the report) B
(Beveridge Report, 1942).

It is difficult to lay down rules for the presentation of
government publications in the references except to say that
you should be as specific and as detailed as possible. If itis a
command paper, give the command paper number: if it is a
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House of Commons paper give the session dates and the page
number. The following examples should convey the idea:

DHSS(NI) (1986) The Mental Health (NI) Order, 1986. Belfast:
HMSO

DHSS(NI) (1995). Promoting social welfare: Annual report of
the child inspector. Belfast: Social Services Inspector for
Northern Ireland

Quotations

Quotations must be indicated clearly by enclosing the quotation
in inverted commas. Longer sections of quoted material should
be set out from the text by being indented. Extended
guotations, which threaten breach of copyright, should never be
needed. The original spelling and punctuation of the quotation
should be reproduced verbatim. When a quotation is used, the
page number(s) identifying precisely where the original can be
found, should also be included with the authorOs name andlate
of publication.

Additional points

You must always cite the actual material read. If you want to
acknowledge WeberOs ideas on charisma and you have read
about those ideas in another book (such as a first year text like
HaralambosOSaociology), then you cite Haralambos and not
Weber B OThe notion of charisma was introduced to sociology
by Weber (Haralambos, 1980) ! O Do not pretend to have read
things that you have not read.

The year of publication is found on the reverse of the first page
of a book. Use the latest date given on that page and not the
copyright date if there have been subsequent editions and
reprints.

Note that this system of putting a OkeyO to the location of your
source into the text and then completing the information in the
references will only work if you check that anything cited in the
text is actually listed in the references.

Compiling your references is only a chore if you forget to collect
the information when you are reading the sources. Get into a
habit of noting the bibliographical details of everything you read
and remember to note the numbers of the pages from which
you take notes.
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The Reference Section

The references should contain a list of all material used and
referred to in your text, arranged alphabetically by author, and
where you have more than one work by an author by date.

a)

b)

If the material is a book, give the authorOs surname, and first
letter of each forename, date of publication (in brackets), full
title, location of publisher and name of publisher b

Wodarski, J.S. & Thyer, B.A. (Eds.) (1998) Handbook of
Empirical Social Work Practice. (Vol.2). Chichester: John
Wiley & Sons, Inc.

If the material is a journal article, give author, date, title
article, name of journal, volume and part numbers for the
journal, and the number of the first and last pages of the
article b

Hegarty, M. (1993). Women Deserve More. Irish Social
Worker, 11, 8-9

If the material is from a collection B

Brown, H.C. (1991). Lesbians, The State and Social Work
Practice in M. Langan and L. Day (Eds.) Women,
Oppression and Social Work: Issues in Anti-discriminatory
Practice (pp. 201-219). London: Routledge

The Bibliography

At the end of the work you need to list in alphabetical order and
by authorOs surname all the references you have ¢ed and all
sources you have used in preparation, not only those referred

to

or quoted from in your work. There is variation in the way

people punctuate references B be sure to use only one
consistent form; the following is recommended:

AuthorOs surname followed by a comma, the authorOs initials,
each with a full stop, year of publication, in brackets, title
(underlined or in italics), full stop, publisher, colon, place of
publication, full stop (the place of publication may be omitted if
it is obvious from the publisherOs name).
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Appendix Two

NI Post Qualifying Framework Individual Route

Policy and Procedure on Comments, Compliments and Complaints

2.2

2.3

2.4

3.2

3.3

3.4

Available on the website www.nipgetp.com

Introduction

The Northern Ireland Post Qualifying Education & Training Partnership (PQ
Partnership) strives to ensure that the service it provides is of a consistently high
standard and is underpinned by a commitment to continuous improvement.

The PQ Partnership therefore welcomes feedback on all aspects of its service and
provision.

The PQ Partnership has developed the Comments, Compliments and Complaints
policy and a set of procedures to assist all stakeholders who wish to provide
feedback or make a complaint.

The Comments, Compliments and Complaints policy and procedures document is
made available to: all members of the PQ Partnership’s Boards and Committees;
candidates at the point of enrolment and is available for download from the PQ
website; www.nipgetp.com

Scope of Policy
This policy addresses the process for making positive or negative comments as
well as a formal complaint.

It is important to note that this Policy does not cover issues related to the decision
making processes of either the PQ Assessment or Accreditation Boards. These
matters are dealt with via the respective Review of Decision/Appeals Procedures
which are available on the PQ website www.nipgetp.com

Where the complaint relates to a programme accredited by the PQ Partnership for
awarding PQ Requirements or PQ Award(s) with the NI PQ Framework, the
complainant should direct this in the first instance, to the programme provider.
Each programme accredited with the NI PQ Framework will have its own
complaints policy in place — where the programme is based within a University or
College setting, the institution will have a complaints policy.

Where a complaint relates to an agency representative, this should be directed in
the first instance to that person’s line manager/employer.

Comments

The PQ Partnership is happy to receive written or verbal comments in relation to
any aspect of the service provided. These should be directed to the Professional
Manager. All comments are recorded and acknowledged.

Comments in respect of the operation of, or service provided by a PQ Board, will
be shared with the relevant Chair and Professional Officer.

Comments will be used as part of any review process.

Comments are most helpful when they are specific and relevant to the remit of the
PQ Partnership and its Boards or provision.
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4. Compliments

4.1 Where the experience of the service provided has been positive, we would very
much welcome compliments. This will help to identify those aspects of our service
which are working well.

4.2 Compliments, whether verbal or written, should be directed to the Professional
Manager. All compliments received are recorded and acknowledged.

4.3 Compliments in respect of the operation of, or service provided by a PQ Board, will
be shared with the relevant Chair and Professional Officer.

4.4 A summary of all compliments received will be included in the annual report to
NISCC.

5.  Complaints
What is a Complaint?

5.1 A complaint is an expression of dissatisfaction about the service NIPQETP
provides, including the conduct of our staff or the action we take.

5.2 Any person affected by our service, the conduct of our staff or the action which we
take, may make a complaint. This will include candidates, employers, service
users, providers or anyone involved in the work of the PQ Partnership and/or the
delivery of the PQ Framework.

5.3 The following are examples of issues which should be treated as complaints:
¥ Dissatisfaction about how we have dealt with a situation
¥ Claims that we have provided a poor standard of service
¥ Claims that members of staff have been rude or unhelpful

5.4 A complaint must be made within 3 months of the event, or within 3 months of the
complainant being aware of the event, upon which the complaint is based.

Objectives of P olicy

5.5 The PQ Partnership aims to ensure that where a complaint is received:

¥  ltisinvestigated and resolved as quickly as possible

¥  The complainant is kept informed of the progress of the investigation of the
complaint

¥  All the points at issue are addressed and an effective response and appropriate
redress provided

¥  The privacy and confidentiality of the complainant is respected as far as possible at
all stages of the process

¥  The complainant is not in any way disadvantaged as a result of making a complaint

5.6 Specialist support will be made available to any complainant with particular needs,
for example, providing help with completing the Complaints Form. This support will
be available at all stages of the complaints process.

Complaints Procedure
5.7 The PQ Partnership believes it is in everyoneOs interest to resolve complaints as
quickly as possible, as close to the source of the problem as possible and by
informal means in preference to formal means. The complaints procedure outlined
below has been developed with these aims in mind. There are three stages in the
process.
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Step One b Informal Stage

5.8 The normal expectation is that, where a minor complaint or concern arises, this
should be resolved informally with the person within the PQ Partnership
responsible for the particular service area or the person OclosestO to the perceived
problem without being personally involved or implicated. This individual will clarify
the concern and attempt to resolve the problem. They will also ensure the
resolution is shared with the complainant. They will also seek clarification as to
whether the matter has been addressed satisfactorily or not. A record of the
concern or complaint will be maintained.

Step Two B Formal Written Complaint

5.9 If the complainant is dissatisfied with the response offered, or where the complaint
is deemed to be of a serious nature, the complaint should be submitted in writing to
the Professional Manager using the Complaints Form (see Appendix One ). If the
complaint to be made is in respect of the Professional Manager, the Complaints
Form should be sent to the Chair of the Quality Assurance Board, who will then
take on the subsequent responsibilities of the Professional Manager role. The
Form should clearly identify:

¥ Name and contact details

¥ The reasons for the complaint

¥ The circumstances leading to the complaint

¥ The necessary information to substantiate the complaint

¥ Details of any attempts made to resolve the complaint at an informal level

¥ What action the complainant now wishes NIPQETP to take to put things right

The complaint will be acknowledged in writing within 5 working days.

5.10 The Professional Manager will advise the Chair of the PQ Partnership Committee
of the nature and detail of the complaint. The Chair and Professional Manager will
determine whether the complaint can be dealt with by the Professional Manager
reporting to the Chairs Group and onto the Partnership Committee.

5.11 Alternatively, the Chair will appoint a member of the PQ Partnership Committee not
associated with the circumstances surrounding the complaint, to co-ordinate and
oversee the investigation process. This person will report back to the PQ
Partnership Committee the outcome of their investigation. The Professional
Manager will assist if appropriate.

5.12 Where the complaint involves a staff member of the PQ Partnership, they will be
informed of the nature and detail of the complaint at the earliest opportunity and
kept informed of the process of the complaint and its outcome.

5.13 The complainant will be informed of the outcome of the complaint normally within
15 working days. If this is not possible, an explanation for the delay will be given.

Step Three B Complaints Review

5.14 If the complainant is not satisfied with the outcome at the formal stage, an appeal
may be made in writing to the Chair of the PQ Partnership Committee, within 10
working days of having received the initial written response.
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5.15 The Chair of the PQ Partnership Committee will appoint a Review Panel, drawn
from Partnership Committee membership and an independent member, where
appropriate.

5.16 The Review Panel will convene within 15 working days and access all records and
reports related to the complaint and may, as part of their review, interview the
complainant and/or those connected with the complaint.

5.17 The Review Panel will make a recommendation regarding the case to the Chair of
the PQ Partnership Committee who will notify the complainant in writing within 10
working days, of the process that has occurred, the outcome and the action to be
taken.

5.18 Where the investigation determines that a disciplinary offence may have been
committed, this will be referred to the relevant disciplinary authority and the
Partnership Committee.

5.19 If it is deemed that a breach of the NISCC codes has been committed, this will be
referred to NISCC and to the Partnership Committee.

6. Record of Complaints

6.1 The PQ Partnership will maintain a record of all complaints received along with
corresponding processes, outcomes and action taken. The Quality Assurance
Board, Partnership Committee, will be informed by annual report, of all complaints
received.
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Northern Ireland Post Qualifying
EDUCATION & TRAINING PARTNERSHIP

COMPLAINT FORM

Please complete this form if you wish to complain about the service you have received
from NIPQETP, any action which we have taken or the conduct of our staff.

Completing this form will provide us with the information we need to deal with your

complaint. If you require any help to complete the form, please contact the PQ office on
028 90461495.

Your Details

Title: (e.g. Mr, Mrs, Ms etc)

First Name:

Last Name:

Address:

Tel No: (Home)

Tel No: (Work)

Tel No: (Mobile)

E-mail Address:

Please specify your preferred point of contact (e.g. work telephone no, e-mail):
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2. Details of the Complaint

Please provide full details of the following:
-the reason for the complaint

- the circumstances leading to the complaint

- any attempts made to resolve the complaint at an informal level

- what action you would like NIPQETP to take to put things right

Declaration

To the best of my knowledge, the information | have provided above is accurate.
| understand that to investigate my complaint, NIPQETP will need to share this
information with those parties concerned.

1D 1= (<

When you have completed this form, please return to:

Professional Manager
NIPQETP

Unit 2a

2 RiverOsEdge

13-15 Ravenhill Rd
Belfast

BT6 8DN
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NI PQ Partnership
Policy on Consent and Confidentiality

November 2010
Guiding Principles

The PQ Partnership requires candidates submitting to the Individual
Assessment Route for assessment to adhere to standards on gaining consent
from service users and standards on ensuring confidentiality. The Partnership
recognises that Consent and Confidentiality are two separate, though related
issues. They have been placed together in one policy for clarity and ease of use

Under the NISCC Code of Practice and Standards of Conduct, Social Workers
have a professional responsibility to ensure that confidentiality is maintained at
all times:

1.4 Respecting and maintaining the dignity and privacy of service users;

. 2.3 Respecting confidential information and clearly explaining
agency policies about confidentiality to service users and carers;
NISCC Code of Practice and Standards of Conduct

Failure to ensure that the identity of service users and others is protected and
that consent is obtained before service user information is used demonstrates a
breach of trust, a failure to meet NI PQ standards for assessment and NI PQ
Requirements:

“Demonstrate a systematic understanding of their own practice and a critical awareness of
current issues and challenges in the context of the NISCC Codes of practice, professional
ethics, the principles of diversity, equality and social inclusion in a wide range of situations;”
Specific Award Requirement

“Apply independent critical judgement to systematically develop their own practice and that of
others in the context of the NISCC Codes of Practice, professional ethics, the principles of
diversity, equality and social inclusion in a wide range of situations;”

Specialist Award Requirement

“Use independent critical judgement to take a leading role in systematically developing their own
practice and that of others in the context of the NISCC Codes of Practice, codes of professional
ethics, the principles of diversity, equality and social inclusion in a wide range of situations;”
Leadership and Strategic Award Requirement
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The DHSSPS @ode of Practice on Protecting the Confidentiality of Service
User InformationOJanuary 2009) is applicable to all aspects of work in Health
and Social Care including Social Work post qualifying education. The NIPQETP
policy is based on the principles described in the Code.

CONSENT

Using Direct Evidence

A statement must be included in the submission indicating that
Informed consent has been obtained and that confidentiality was explained
to the service user.

Where consent has been refused, or given but withdrawn at a later stage
the work must not be used as part of a submission.

Where a submission indicates that consent has not been obtained or where
a statement on consent has been omitted, the submission will not be
assessed and will be referred for further work.

Only in exceptional circumstances* is it acceptable to submit case material
for PQ assessment purposes without informed consent first having been
obtained from the service user/s who are the subject of the work. It is
contrary to best Social Work practice to use reports, records or any other
evidence directly relating to service users without the service userOs
informed consent.

Using a Thematic Approach

Some submission types, e.g. assignments, allow the candidate to take a
thematic approach which does not involve the use of direct evidence. For
example, the theme of risk assessment/management could be explored
drawing on a candidateOs experience across a range of work. It would be
good practice to obtain service user consent in these circumstances where
case material is referred to even indirectly. However, when this is
impossible, a candidate may use the work without consent from the related
service user provided that;
* The work is used in purely thematic terms, using no direct evidence
* All potential identifying factors, including references to location, have
been taken into account and have been removed.
« The appropriate AgencyOs written permissiorto use the material.
has been obtained.
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Exceptional Circumstances*

In exceptional circumstances, a candidate and his/her line manager may
believe there is a case for presenting work without informed service user
consent having been obtained. The following process will then apply:
¥ The candidate should consider carefully whether this is the only piece
of work which can be used
¥ If so, a request with line management support, outlining the basis for
making a submission without consent should be presented at least
three weeks in advance of the assessment point to the PQ office who
will arrange an ethics panel to consider the matter
¥ If the panel agrees, then the work may be submitted for assessment
without the usual consent and the assessors will be advised
accordingly
¥ If the panel disagrees then the work will not be assessed and the
candidate will be advised that either consent must be obtained or
other work used. The candidate will not be disadvantaged in that
he/she will not be considered to have made a submission
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CONFIDENTIALITY

When submitting work for assessment all care must be taken to ensure that the
information presented does not lead to the identification of a service user. This
includes information relating to the personOs location or any unique or unusual
circumstances which ay lead to identification.

The term service user for our purposes is interpreted broadly to include other
individuals such as relatives, carers, foster and adoptive parents and students.
Care should also be taken in identifying other professionals unless their
permission has been given

Candidates must include a statement as to how they have ensured
confidentiality. Ensuring confidentiality is a relative exercise and generally
means removing from the submission any information that could identify the
service user. There are some absolutes such as removing names, addresses
and phone numbers but the Candidate must make judgements as to whether
there may be other identifying factors which should be removed.

No identifying features or fictitious names should be used which could lead to
the identification of service users. Candidates are advised to use letters, such
as Mr X rather than invent more involved pseudonyms which can lead to
misunderstandings. Similarly, letters should not correspond to real names.

Candidates must ensure that information referring to colleagues, other

individuals or agencies is not derogatory. If comments critical of practice are

relevant to the CandidateOs submission and are being included in the
submission Candidates should ensure as much as possible that the individual or

agency is not identifiable.

Video, DVD and/or audio tapes which identify service users may not be
submitted as evidence without the explicit, informed consent of the service user

Relevant excerpts of transcripts are good samples of direct evidence. When

video or DVD is used for assessment purposes, e.g. Direct Observation the

service user should not be able to be identified. The record must be deleted

after the assessment process is complete. Deletion is the CandidateOs
responsibility and should be checked by the agency representative.

Where correction fluid or a black marker has been used to remove identification
from evidence, the page with the corrections must not be submitted. The
Candidate should submit a photocopy of the OcorrectedO page.

The use of all agency records must be authorised by the CandidateOs Line
Manager in the Line ManagerOs Report.

64



When cases are high profile or in the public domain it may be more difficult to
ensure, even when these guidelines are followed, that the case will not be
recognisable to an Assessor. Candidates should not be discouraged from
submitting such material but should ensure that their submission adheres to the
guidelines. Assessors and NISCC staff are also bound by confidentiality.

Breaches of Confidentiality

There should be no breaches of confidentiality in work submitted for
assessment. A breach of confidentiality is a breach of professional ethics and
the promise to the service user when seeking consent.

Assessors are requested to identify and comment on any breaches of
confidentiality as part of the assessment process without replicating actual
breaches in the assessment records.

Where breaches of confidentiality have been identified the Assessors are
required to bring the matter to the attention of the Assessment Board where
possible responses are discussed. The Board may consider the following
options:

Minor Breach: For example an oversight of a first name when anonymising.
The Candidate will be informed by their Agency Representative that such a
breach has occurred.

Moderate Breach: For example a series of small oversights; The candidate is
required to amend the breaches before the assessment process progresses.

Serious Breach: For example surnames and addresses. A breach may be
deemed serious due to the sensitivity or high profile nature of the work
submitted. Serious breaches will result in referral on basis of a breach of
professional values and NI PQ requirements. The breach will be communicated
to the Candidate and the agency. The Candidate will be referred to the
employer representative on the PQ Partnership Committee Board.

In the event of a re-submission the Candidate will be asked to amend all
breaches and address the issue of confidentiality as a contravention of social
work values. The Line Manager will also be asked to address the issue of
confidentiality in the Line ManagerOs verification report.
Serious breaches of confidentiality require the Candidate to:

¥ Amend all the breaches

¥ Submit a written piece 750-1000 words on the importance of

confidentiality to social work practice
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¥ The Chair of the Assessment Board may designate a time frame for this
to be enacted

In addition;

The Agency Representative of the Candidate on the PQ Partnership
Committee will be informed by the Chair of the Assessment Board.
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Appendix Four

NI Post Qualifying Framework Individual Assessment Route
Policy on Plagiarism

For the purpose of this policy, plagiarism is defined, as: @hen any candidate
includes, in a mode of assessment, unacknowledged and verbatim, substantial
material which has been produced by another person.O

This definition includes unpublished work, for example, other peopleOs portfolios
and dissertations. Plagiarism is dishonest, involves the purchase or
appropriation of others ideas and work. Within the context of a PQ submission,
plagiarism involves the misrepresentation of the candidateOs level of
competence. In this context plagiarism is a breach of professional ethics and the
NISCC Code of Practice and Standards of Conduct.

2.1 Being honest and trustworthy;
NISCC Code of Practice and Standards of Conduct.

Plagiarism which is agreed by both assessors to be brief should not lead to
suspension of assessment but the matter should be highlighted within the
assessorOs report.

Candidates must ensure that all verbatim material taken from another person or
source (including websites) is acknowledged, e.g., if taken from a book or article
it should be referenced and page numbers should be given for all direct quotes.
Candidates may be breaking the law if material is used that was written by
someone else without acknowledging the original author. Guidance on
referencing is included in Appendix One. There should be no plagiarism in work
submitted for assessment.

In the event of suspected P lagiarism

Assessors are requested to identify and comment on plagiarism as part of the
assessment process.

Where plagiarism has been identified, the assessors are required to bring the
matter to the attention of the Assessment Board where any subsequent action
to be taken will be agreed.

A minor plagiarism or possible referencing oversight will be treated in the same
way as a breach of confidentiality, i.e. the candidate will be required to amend
the submission before the assessment process progresses.

Should the plagiarism be more significant, the assessment will be suspended
pending an investigation. The candidate will be informed in writing that the
assessment of the portfolio has been suspended with an outline of the reasons.
The candidate will be asked to forward an explanation in writing to the Chair of
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the Assessment Board within 14 working days. The Chair of the PQ Partnership
Committee and the candidateOs agency epresentative on the Assessment
Board will be copied in on this correspondence.

After 14 working days and within 28 working days of the suspension, a
Plagiarism sub-group will be convened by the Chair of the Assessment Board.
The sub-group will consist of the Chair of the Assessment Board, an appropriate
Assessment Board member and the candidateOs agency eépresentative. The NI
PQ Assessment Board Professional Officer will be in attendance. The sub-group
will consider the nature of the suspected plagiarism and any explanation offered
by the candidate.

The assessor who suspected the plagiarism will attend the sub- group meeting
to provide relevant information.

The candidate will be invited to attend the meeting of the sub-group.
The Assessment Board sub- group will establish:
1.  if plagiarism has occurred or not

2. in the case of not finding plagiarism B assessment will proceed and
will be completed within 28 working days

3. in the case of finding plagiarism B the sub-group can recommend the
following

a) Referral of the submission;

b) Request the PQ Partnership Committee to consider referring the candidate
to the NISCC for a breach of the NISCC Codes and to their employer for
action.

The sub-group will report to the Assessment Board with conclusions and
recommendations. The Assessment Board will communicate all decisions in
writing to the candidate, the Chair of the PQ Partnership Committee and the
candidateOs agency epresentative on the Partnership Committee within 7
working days.

The candidate has the right of appeal of decisions made by the Assessment
Board through the Appeals Procedure. The candidate may also appeal any
decision made to the PQ Partnership Committee who will establish an Appeals
Committee consisting of an Independent Chair and a membership not otherwise
involved in the decisions taken in relation to the case.
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Appendix Five

NI Post Qualifying Framework Individual Route
Policy on Reviewing an Assessment Decision

Introduction

The NIPQETP has developed assessment and standardisation processes to
ensure consistency, impartiality and accountability in the assessment of
individual submissions for NI PQ Requirements. There may be circumstances
when a candidate considers the assessment processes to be flawed. In such
situations the candidate can request a review of the decision made.

A candidate may request a ®eview of DecisionConly on the grounds that there
were procedural irregularities or administrative error of such a nature as to
cause reasonable doubt as to whether the assessors would have reached the
same conclusion had the irregularities or errors not occurred.

A procedural irregularity is normally regarded as a deviation from agreed
assessment arrangements which has been applied to some but not all
candidates making submissions.

The professional decision of the Assessment Board and its External Examiner is
not open to appeal.

The Process for a ®eview of Decision O

A request for a ®eview of DecisionOmust be submitted, in writing, to the Chair
of the Assessment Board not later than 28 days from the date of the letter
informing the candidate of the outcome of the assessment phase.

The candidate should identify specifically the alleged procedural irregularity or
administrative error.

The Chair of the Quality Assurance Board and the agency representative on the
Assessment Board will be informed in writing that a request for a Review of
Decision has been received.

Within 14 days of receipt of this communication, the Chair of the Assessment
Board, after consultation with the Chair of the Quality Assurance Board, will
decide whether there were procedural irregularities or administrative errors
which give sufficient grounds to continue the ®eview of Decision(process.

Whatever decision is taken at this stage, the candidate will be informed in
writing.

Where a Review of Decision is to take place, the following procedures will apply:
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I the original assessors will be asked to re-consider their decision in light of
all new information.

I the External Examiner will be asked to review the submission again.

N.B. At the discretion of the Chair of the Assessment Board, a new assessor
may be allocated if appropriate.

Within one month, a sub-group of the Assessment Board will be convened.

The sub-group will consist of the Chair of the Assessment Board and the
assessors, with the Professional Officer in attendance.

The sub-group may take any of the following decisions:

I state that a new outcome has been reached

! permit the Candidate to re-submit their work without payment of
additional fees

! confirm the original decision

The sub-group, as part of their decision making, will take cognisance of the
feedback from the External Examiner.

The Chair of the Assessment Board will inform the Chair of the Quality
Assurance Board and the PQ agency representative of the decision reached
and the reason for the outcome.

The Chair of the Assessment Board will inform the candidate of the result.

This decision is final.

Record of ®eview of Decision O

The PQ Partnership Committee and the Quality Assurance Board will be

informed, by annual report from the Assessment Board, of all Reviews of
Decision received by the Assessment Board and the outcomes.
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@®eview of Decision ®Process

Request from the Candidate to
Chair of Assessment Board

Professional Manager and Agency PQ
Representative informed

Initial review by Assessment Board Chair

Candidate informed Candidate informed
of no review of review

Assessment reviewed by
Asses sors and External

Assessment Board
Sub Group formed

Candidate, Professional Manager
and Agency PQ Representative
informed of outcome
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Appendix Six
NI PQ Framework

Individual Assessment Route
Policy on Word Count

Portfolio Submission

A minimum of one third of each award must be achieved using an evidence
based portfolio (or accredited programme/module which includes an
evidence-based assessment component), i.e.

2 Specific Requirements

or

3 Specialist Requirements

or

3 Leadership and Strategic Requirements

MAXIMUM 3,000 WORDS PER REQUIREMENT

Assignment Submission

Maximum 6,000 words (in total) for 2 Specific Requirements
Maximum 9,000 words (in total) for 3 Specialist Requirements
Maximum 9,000 words (in total) for 3 Leadership and Strategic

Requirements

Verbal Presentation Submission

(Critical Analysis)
Maximum 2,000 words (in total) for 2 Specific Requirements

Maximum 3,000 words (in total) for 3 Specialist Requirements

Maximum 3,000 words (in total) for 3 Leadership and Strategic
Requirements

30 minutes Presentation and 30 minutes discussion
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Direct Observation of Practice Submission

Maximum 2,000 words (in total) for 2 Specific Requirements
(500 for preparatory statement and 1,500 for reflective account)

Maximum 3,000 words (in total) for 3 Specialist Requirements
(1,000 for preparatory statement and 2,000 for reflective account)

Guidance on Word Count

¥ The candidate must de clare their word count for the s ubmission typ e
on their submission

¥  Multiple s ubmissions from a candidate must indicate the word count
on each

¥ Agency r epresentatives must ensure a word count is in  dicated on
each submission type

¥ No margin of excess is permitted

¥ The assessor will read up to the appr opriate word limit and will base
the assessment decision on the content to that point. They will not
read beyond the limit

¥  Should it become apparent within the assessment process that a false
word count declaration has been made, this will be n otified to the
Assessment Board. The Chair of the Assessment Board will refer the
matter to the appropriate agency representative on the PQ Partnership
Committee

(updated November 2010)
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