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1 Background

Four providers were remotely monitored between 11 July 2025 and 14 August 2025.

1.1 Scope

SQA Accreditation carries out quality assurance activity in line with its Quality Assurance of
Approved Awarding Bodies Policy. This involves monitoring a sample of the awarding
body’s approved providers or assessment sites. Provider monitoring visits will be conducted
in a consistent manner within and between providers.

The aim of monitoring is to:

+ ensure the awarding body’s compliance with SQA Accreditation’s regulatory
requirements

+ confirm that quality assurance arrangements are being conducted by the awarding body
in accordance with its prescribed arrangements

+ ensure that quality assurance arrangements are being conducted in a consistent
manner, within and between providers

+ ensure that providers are receiving the appropriate guidance, support and
documentation from the awarding body in order to facilitate a high standard of
qualification delivery

+ inform future audit and monitoring activity for the awarding body

All Principles may be included within the scope of the provider monitoring activity.

Awarding body documentation considered for review includes all documents banked on the
awarding body’s SharePoint Place at the time of provider monitoring and information
supplied by providers to support provider monitoring activity. Restricted or commercially
sensitive information gathered during SQA Accreditation’s quality assurance activities is
treated in the strictest confidence.

SQA Accreditation provider monitoring reports are written by exception focusing only on
those areas where corrective action is required or recommended.
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1.2 Provider Monitoring Report Timescales

Highfield Qualifications provider monitoring dates: 11 July 2025 to 14 August 2025

Provider Monitoring Report approved by
Accreditation Co-ordination Group on: 24 September 2025

Provider Monitoring Report to be signed by Highfield
Qualifications: 6 November 2025

Action Plan to be emailed
to requlation@sqa.org.uk by Highfield Qualifications 6 November 2025

The process will apply in relation to the timescales specified above:
¢ The awarding body will be sent a copy of the Provider Monitoring Report by email.

+ The awarding body must sign the copy of the Provider Monitoring Report and return by
email to SQA Accreditation in accordance with the timescale specified above.

+ The awarding body will also be emailed a copy of the Action Plan.
¢ The awarding body must complete and return the Action Plan in accordance with the

timescale specified above and email this in Microsoft Word format to
regulation@sqa.org.uk.

¢ SQA Accreditation will confirm when the Action Plan is appropriate to address the Issues
and present it to Accreditation Co-ordination Group (ACG) for approval.

¢ Following approval by ACG, the awarding body will be sent a signed copy of the
approved Action Plan by email.

¢ The awarding body must sign the Action Plan and return by email to SQA Accreditation.

The findings of this Provider Monitoring Report and the associated Action Plan will be
published on SQA Accreditation’s website following signed agreement.

SQA Accreditation will continually monitor progress towards completion of the proposed

actions identified in the Action Plan and update the awarding body’s Quality Enhancement
Rating as appropriate.
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1.3 Summary of Provider Monitoring Issues and
Recommendations

An Issue has been recorded where evidence shows that the awarding body is not compliant
with SQA Accreditation’s regulatory requirements. The awarding body must address the
Issues and specify corrective and preventative measures to address them through its Action
Plan.

The Action Plan is emailed to Highfield Qualifications as a separate document to the
Provider Monitoring Report and must be submitted to SQA Accreditation in accordance with
the timescale specified in 1.2.

As a result of the provider monitoring activity, three Issues have been recorded and five
Recommendations have been noted.

Risk

Issue Detail of Issue recorded ,
rating

1. Principle 9 Highfield Qualifications must amend changes in Low
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.

2. Principle 15 Highfield Qualifications must ensure that its Medium
providers are distributing certificates to learners as
stipulated in its Centre Agreement irrespective of
who pays for them to undertake the qualification.

3. Principle 18 Highfield Qualifications must ensure that it informs | Medium
SQA Accreditation at the earliest opportunity,
preferably prior to investigatory activities, of
suspected or actual cases of malpractice and/or
maladministration. This should be adequately
reflected in the Highfield Malpractice and
Maladministration Policy, as stipulated in the
updated version of SQA Accreditation Regulatory
Principles (2021), Version 2 (July 2025).

A Recommendation has been noted where SQA Accreditation considers there is potential for
enhancement. The awarding body is advised to address any Recommendations in order to
reinforce ongoing continuous improvement. However, measures to correct or prevent these
are not mandatory and therefore do not form part of the Action Plan.
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Recommendation Detail of Recommendation noted

1. Principles 5 and 9 Highfield Qualifications should consider removing the incorrect
statement on page 3 of the Qualification Specification Highfield
Award in Emergency First Aid at Work at SCQF Level 6
Qualification Number: R782 04, Version 1.3, September 2024 —
SQA Accreditation is not responsible for regulating the SCQF
qualification framework.

2. Principles 5 and 9 Highfield Qualifications may wish to consider reminding its
providers that it should be referred to as Highfield Qualifications
in their policies and procedures.

3. Principles 5and 9 Highfield Qualifications should remind its External Quality
Support (EQS) to continually review providers updated data
protection policies to ensure they still comply with current data
protection legislation.

4. Principles 5 and 13 | Highfield Qualifications may wish to consider amending its
Centre Agreement under section 2.1.15 to state that ‘Examples
may include administrative changes — such as a change of
address, telephone number, course director or discontinuing
using a particular Tutor.’

In addition, any changes in circumstances should be continually
reviewed and updated as part of the EQS quality assurance
activity.

5. Principle 12 Highfield Qualifications may wish to consider reminding its
providers that their tutors should provide individual feedback to
the learners in their multiple-choice question (MCQ) papers as
this is considered good practice.
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1.4 Risk Rating of Issues

SQA Accreditation assigns a rating to each Issue recorded depending on the impact on or
risk to the awarding body’s operations, its SQA accredited qualifications and/or the learner.

Issues recorded during provider monitoring will count towards Highfield Qualification’s
Quality Enhancement Rating which will, in turn, contribute towards future quality assurance
activity. Further detail on how the Quality Enhancement Rating is calculated can be found on
the SQA Accreditation website.
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2 Good Practice, Issues and Recommendations
The following sections detail:

¢ good practice noted by providers
¢ Issues recorded and Recommendations noted against SQA Accreditation’s regulatory
requirements

2.1 Good Practice

The following areas of good practice were noted by providers:
Provider 1 highlighted:

+ the ability to use an electronic version of MCQ theory exams on tablets with instant
results
¢+ Key Account Manager being quick to respond to queries

Provider 2 highlighted:
+ awarding body being good at understanding the needs of its providers
Provider 3 highlighted:

extremely useful regular webinars

the accessibility and knowledge of staff to provide answer to queries
the portfolio of qualifications

awarding body being very responsive

straightforward and user-friendly processes

* & & o o

Provider 4 highlighted:

dedicated awarding body contact

user friendly members area

the ability to download electronic certificates
the ordering of MCQ theory exam papers

* & o o

2.2 Issues

Regulatory Principle 9. The awarding body and its providers must maintain accurate
documents, records and data.

Section 2.1.15 of the Highfield Centre Agreement, in relation to notifying the awarding body
in writing of changes of circumstances at centres, notes that ‘Examples may include
administrative changes - such as a change of address, telephone number or discontinuing
using a particular Tutor.’

The Accreditation Auditor was informed by email on 6 January 2025 that provider 4 had
been in touch with Highfield Qualifications and asked them to amend the provider’s centre
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contact and email address, due to personnel changes. On reviewing the Highfield
Qualifications approved provider list dated July 2025, the Accreditation Auditor noted that the
centre contact name and email address for provider 4 had not been updated as requested.

Highfield Qualifications 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.

This has been recorded as Issue 1.

Regulatory Principle 15. The awarding body must have effective, reliable and secure
systems for the registration and certification of learners.

On page 4 of the Highfield Qualifications Centre Agreement under section 2.2.1’, it states
that centres must also ‘distribute certificates to the learner(s) without delay, with a record
kept of those that are issued.’

Both providers 3 and 4 stated that learner certificates are always sent to whomever makes
the booking for the course. This will often be the candidate’s employer. Provider 3 has had
an instance of a learner who had left their employer come back and ask them for a copy of
their certificate.

Highfield Qualifications must ensure that its providers are distributing certificates to learners
as stipulated in its Centre Agreement irrespective of who pays for them to undertake the
qualification.

This has been recorded as Issue 2.

Regulatory Principle 18. The awarding body and its providers must ensure that it has
safeguards to prevent and manage cases of malpractice and maladministration.

Reviewing the Standardisation Meeting Minutes dated March 2024 for provider 1, the
Accreditation Auditor noted that it refers to a recent allegation of malpractice and
investigations:

The Internal Verifier (IV) highlighted that he has completed his investigation with an
unsubstantiated finding. Highfield have reviewed all evidence and concluded their
investigation with no action/advice or sanctions. However, the IV highlighted that his
investigation identified non-compliance with the storage and transportation of exams
policy. As a result, one member of staff had tendered his resignation. The |V stated
that all tutors subject of the investigation had their assessor profiles adjusted to red
rating pending 100% IQA which will be conducted on all Feb/March courses at the
end of March. He will then review the assessment. Advice provided to invigilators
reaffirming processes.

Provider 1 subsequently contacted Highfield Qualification and were informed its IV
that brought this to Highfield Qualifications attention in February 2024. The learner
was on the course Highfield Award for Door Supervisors in the Private Security

Industry (Top Up) (Scotland), he submitted a letter of complaint to his line manager
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making complaints regarding staff, processes and procedures at this place of work
and this included reference that he had been provided with answers to his exams on
the course he attended, the course was delivered by provider 1.

The Accreditation Auditor had no concerns over how the provider or Highfield Qualifications
had dealt with the allegation and investigation of this malpractice.

However, SQA Accreditation Regulatory Principles (2021), Version 2 (July 2025) states that
‘The awarding body must inform SQA Accreditation at the earliest opportunity, preferably
prior to investigatory activities, of suspected or actual cases of malpractice and/or
maladministration.’

In addition, Regulatory Principles Guidance Note — Principle 18, Reporting and Managing
Cases of Malpractice and Maladministration states that ‘Awarding bodies must notify their
assigned Regulation Manager of suspected as well as actual malpractice at the earliest
opportunity.’

Having reviewed SQA Accreditation malpractice and maladministration records, the
Accreditation Auditor can confirm that Highfield Qualifications had not informed SQA
Accreditation of this allegation of suspected malpractice by provider 1.

Page 11 of the Highfield Malpractice and Maladministration Policy, V2 October 2023 under
section “11. Notifying relevant parties’, 11.5 states:

Where applicable and in accordance with requlatory requirements, a member of our
Centre Support and Compliance Team will inform the appropriate regulatory
authorities if we believe there has been an incident of malpractice or
maladministration, which could either invalidate the award of a qualification, or if it
could affect another awarding organisation. In particular, we will keep them informed
of progress in large and/or complex cases.

The above statement needs to adequately reflect what is stipulated in the updated version of
SQA Accreditation Regulatory Principles (2021), Version 2 (July 2025), which states ‘The
awarding body must inform SQA Accreditation at the earliest opportunity, preferably prior to
investigatory activities, of suspected or actual cases of malpractice and/or
maladministration.” — not just when there has been an incident of malpractice or
maladministration. This had been recorded in Highfield Qualifications Audit Report 28
February 2024 under Recommendation 5.

Highfield Qualifications must ensure that it informs SQA Accreditation at the earliest
opportunity, preferably prior to investigatory activities, of suspected or actual cases of
malpractice and/or maladministration. This should be adequately reflected in the Highfield
Malpractice and Maladministration Policy, as stipulated in the updated version of SQA
Accreditation Regulatory Principles (2021), Version 2 (July 2025).

This has been recorded as Issue 3.
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2.3 Recommendations

Regulatory Principle 5. The awarding body and its providers must provide clear
information on their procedures, products and services and ensure that they are
accurate and appropriate to accredited qualifications.

Regulatory Principle 9. The awarding body and its providers must maintain accurate
documents, records and data.

On page 3 of the Qualification Specification Highfield Award in Emergency First Aid at Work
at SCQF Level 6 Qualification Number: R782 04, Version 1.3 September 2024, the
Accreditation Auditor noted under section ‘Qualification regulation and support’ that it
incorrectly states that ‘The SCQF is a qualification framework regulated by SQA
Accreditation.’

Highfield Qualifications should consider removing this statement as SQA Accreditation is not
responsible for regulating the SCQF qualification framework.

This has been noted as Recommendation 1.

On reviewing the Internal Quality Assurance Policy, 30/11/24 for provider 2, the
Accreditation Auditor noted that it refers to Highfield ABC — Highfield Awarding Body of
Compliance and on page 1 of its Data Protection policy, 25/10/2024, it refers to HABC.

Highfield Qualifications may wish to consider reminding its providers that it should be
referred to as Highfield Qualifications in their policies and procedures.

This has been noted as Recommendation 2.

The Data Protection policy, 25/10/2024 given to the Accreditation Auditor by provider 2
states that ‘The Data Protection Act 2018 and General Data Protection Regulation (GDPR)
are the primary pieces of legislation defining your rights over our processing of your personal
information. The GDPR requires us to declare which of six lawful reasons we are relying on
when we are processing your personal data.’

As part of the SCQF Self Evaluation External Verification Report (EVR) for provider 2 in
October 2024, EQS had reviewed providers’ Data Protection policy, 30/11/2023 and deemed
it to be compliant.

It is sufficient for provider policies to reference data protection legislation generically.
However, where specific data protection legislation is mentioned in provider policies, the

correct current policies must be referenced: UK GDPR and the Data Protection Act (2018).

Highfield Qualifications should remind its EQS to continually review providers updated data
protection policies to ensure they still comply with current data protection legislation.

This has been noted as Recommendation 3.
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Regulatory Principle 5. The awarding body and its providers must provide clear
information on their procedures, products and services and ensure that they are
accurate and appropriate to accredited qualifications.

Regulatory Principle 13. The awarding body and its providers must ensure that they
have systems and processes which ensure the effective quality assurance of
accredited qualifications

Section 2.1.15 of the Highfield Centre Agreement, in relation to notifying the awarding body
in writing of changes of circumstances at centres, notes that ‘Examples may include
administrative changes - such as a change of address, telephone number or discontinuing
using a particular Tutor.’

Highfield Qualifications may wish to consider amending its Centre Agreement under section
2.1.15 to state that ‘Examples may include administrative changes — such as a change of
address, telephone number, course director or discontinuing using a particular Tutor.” As the
course director signature is optional on learners’ qualification certificates.

In addition, any changes in circumstances should be continually reviewed and updated as
part of the EQS quality assurance activity.

This has been noted as Recommendation 4.

Regulatory Principle 12. The awarding body and its providers must ensure that they
have the necessary arrangements and resources required to manage and administer
qualification delivery and assessment.

The Accreditation Auditor reviewed a minimum sample of two completed course assessment
packs for the Highfield Award in Emergency First Aid at Work at SCQF Level 6 R782 04
qualification for all four providers, which included the learners completed answer sheet for
the MCQ papers. The Accreditation Auditor noticed that providers 2, 3 and 4 did not include
individual feedback to the learners in their MCQ papers.

Highfield Qualifications may wish to consider reminding its providers that their tutors should
provide individual feedback to the learners in their MCQ papers as this is considered good

practice.

This has been noted as Recommendation 5
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