Awarding Body Provider Monitoring Report Action Plan

Action Plan

}~

This Action Plan must be completed electronically and submitted in Microsoft Word format to

requlation@sqga.org.uk by 6 November 2025.

Highfield Qualifications: 11 July 2025 to 14 August 2025

SSQA

Accreditation

must amend changes in
circumstances when
notified by providers as
stipulated in its Centre
Agreement. This
ensures that the
provider lists given to
SQA Accreditation are
up to date and accurate
for the purposes of
provider monitoring
quality assurance.

Training will be scheduled with the Customer
Support teams on the importance of updating
records promptly following notification of any
changes from providers.

A communication will also be distributed to all
providers, inviting them to attend an online
seminar highlighting the importance of
maintaining accurate records and notifying
Highfield of any updates as they occur. This
email will also inform providers that a self-
evaluation form will be circulated, allowing them

Issue Detail of Issue Risk Proposed action and evidence to be provided | Target date | Date Issue
number recorded rating (Failure to include a description of your intended | for closed out by
methodology AND details of the evidence that completion | SQA
you will provide could result in your Action Plan by Accreditation?
not being approved by ACG.) awarding
body’
1. Principle 9 | Highfield Qualifications | Low Action: 31/03/2026 | 27/03/2026

" If the awarding body believes it has completed the action prior to approval of the Action Plan by ACG, insert the considered date of completion. The date will be subject to

review depending on the quality of the evidence supplied.

2 Issues can only be closed out once the evidence to complete the action has been quality reviewed and the Action Plan has been approved by ACG. The period of time
between ACG approval and the date the Issue is closed out is not necessarily reflective of any quality issues.
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to assess their compliance against key
compliance indicators.

We will also arrange for our customer support
team to reach out to providers directly to confirm
receipt of the communication and self-evaluation
form, and to offer assistance with any required
updates to their provider or personnel
information.

Evidence to be submitted to SQA
Accreditation:
1. Minutes of customer support officer
training session
2. Spreadsheet tracking the following data:
a. The date the communication was
sent to each provider
b. The date the customer support
officer contacted the provider
c. The date the self-evaluation was
sent to each provider and the date
each self-evaluation was accepted.
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Issue Detail of Issue Risk Proposed action and evidence to be provided | Target date | Date Issue
number recorded rating (Failure to include a description of your intended | for closed out by
methodology AND details of the evidence that completion | SQA
you will provide could result in your Action Plan by Accreditation?
not being approved by ACG.) awarding
body'
2. Principle 15 | Highfield Qualifications | Medium | Action: 31/03/2026 | 27/03/2026
must ensure that its The Director of Qualifications and Compliance
providers are will review the Centre Agreement to ensure that
distributing certificates all providers are clearly instructed to distribute
to learners as stipulated certificates securely and to maintain a detailed
in its Centre Agreement log within the Centre. This approach will allow
irrespective of who providers the necessary flexibility to meet their
pays for them to customer contract terms while ensuring that
undertake the certificate distribution remains fully tracked and
qualification. secure.
A communication will also be circulated to all
providers, inviting them to attend an online
seminar. The seminar will emphasise the
importance of compliance with Highfield
requirements and will provide specific guidance
on learner certification processes and provider
obligations regarding certification record-
keeping.
This communication will also confirm that a self-
evaluation document will be circulated to each
provider. This will enable providers to assess
Version 9 (August 2023) 3
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and confirm their compliance against defined
compliance indicators.

The Customer Support Team will contact each
provider to confirm receipt of both the
communication and the self-evaluation
document. They will also offer support and
guidance on managing the learner certification
process effectively and in accordance with
Highfield’s compliance standards.

Evidence to be submitted to SQA
Accreditation:

1. A copy of the Centre Agreement will be
submitted to confirm amendment to
information relating to distributing
certificates.

2. Spreadsheet tracking the following data:

a. The date the communication was
sent to each provider

b. The date the customer support
officer contacted the provider

Version 9 (August 2023)




Awarding Body Provider Monitoring Report Action Plan

Highfield Qualifications: 11 July 2025 to 14 August 2025

Issue Detail of Issue Risk Proposed action and evidence to be provided | Target date | Date Issue
number recorded rating (Failure to include a description of your intended | for closed out by
methodology AND details of the evidence that completion | SQA
you will provide could result in your Action Plan by Accreditation?
not being approved by ACG.) awarding
body'
c. The date the self-evaluation was
sent to each provider and the date
each self-evaluation was accepted.
3. Principle 18 | Highfield Qualifications | Medium | Action: 31/03/2026 | 27/03/2026
must ensure that it The Head of Centre Support and Compliance
informs SQA will deliver standardisation training to the Centre
Accreditation at the Support and Compliance Team who are
earliest opportunity, responsible for leading investigations into
preferably prior to suspected or actual cases of malpractice and/or
investigatory activities, maladministration. This will focus on reiterating
of suspected or actual that all matters of suspected or actual cases of
cases of malpractice malpractice and/or maladministration should be
and/or raised to SQA Accreditation at the earliest
maladministration. This opportunity.
should be adequately
reflected in the A review of the content of the Highfield
Highfield Malpractice Malpractice and Maladministration Policy will
and Maladministration also take place to ensure that the reporting
Policy, as stipulated in requirements are clearly stated.
the updated version of
SQA Accreditation In addition, a communication will be circulated to
Regulatory Principles all providers, inviting them to attend an online
seminar. This will confirm the importance of
Version 9 (August 2023) S
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(2021), Version 2 (July
2025).

notifying Highfield at the earliest opportunity of
any suspected or actual cases of malpractice
and/or maladministration and provide guidance
on how to do so.

This email will also inform providers that a self-
evaluation will be circulated, allowing them to
assess their compliance against key compliance
indicators in this specific area.

The Customer Support Team will contact each
provider to ensure that they have received both
the seminar invitation and self-evaluation. This
will also provide us with the opportunity to
support Centres with any queries relating to the
Malpractice and Maladministration Policy.

Evidence to be submitted to SQA
Accreditation:
1. Minutes of the Centre Support and
Compliance Team’s standardisation.
2. Spreadsheet tracking the following data:
a. The date the communication was
sent to each provider
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b. The date the Customer Support
Officer contacted the provider

c. The date the self-evaluation was
sent to each provider and the date
each self-evaluation was accepted.

Action Plan approved by ACG on 05/11/2025
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