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Introduction
This policy sets out the procedures for staff training and skills development in the delivery, assessment and moderation/quality assurance of ASDAN courses and programmes.

Policy Statement
The Grove School staff who hold leading roles and responsibilities for ASDAN qualifications will participate in appropriate ASDAN training, engage in regional meetings, engage in online meetings and telephone meetings with our ASDAN Regional co-ordinator. The Grove School staff responsible for planning, teaching and assessment, internal moderation/quality assurance and external moderation/quality assurance of ASDAN courses and programmes will participate in training relevant to the qualifications they are delivering. The ASDAN co-ordinator will also disseminate training to the other staff, as and when relevant and appropriate to ensure knowledge, skills and understanding are kept up to date with current ASDAN guidelines.
The Grove School staff all hold valid qualifications, knowledge and experience relevant to their role on our staff team. Records of staff training and safeguarding training are kept in the school office and in the ASDAN file.

Staff Continuous Professional Development
The Grove School staff responsible for planning, teaching and assessment, internal moderation/quality assurance and external moderation/quality assurance of ASDAN courses and programmes regularly interact with ASDAN, checking for updates, appropriate training sessions and to ensure the learner information is accurate. 

Learners and ASDAN policies and portal information are updated when appropriate and when required. ASDAN declarations, including changes to staffing, are updated annually. 
Before delivery, ASDAN staff participate in whole staff standardisation and pre delivery checks. This is also where the assessment plans and checklists are reviewed to reflect the needs of each individual learner. 
For each learner, for each module; we discuss and identify that the candidate has been allocated the right criteria at the right level and has the appropriate amount of required learning hours within the allocated time frame. 

Staff who deliver, assess and moderate ASDAN will participate in termly observations and learning walks to observe, explore, discuss and share ASDAN planning, teaching, learning, recording and assessment, moderation/quality assurance practise, resources, knowledge, skills and understanding. Termly planning and assessment meetings will also take place, where appropriate due to the individual needs of our learners. 
Standardisation meetings are undertaken throughout delivery of each course by multiple internal quality assurers to monitor, adapt and enhance each learning experience for the learner. 
Following external moderation, ASDAN staff review the feedback documents and discuss the direction of the learners for the following academic year. As our learners ASDAN routes are individual, and their learning needs so unique; it is not possible to project a timeline for relevant units to be complete. The progress and rate of learning is measured through continuous observation and standardisation within our centre. 

Communication to staff 
Changes to our ASDAN offer, course information and relevant training is disseminated through all ASDAN staff during regular meetings.
Feedback is continually provided to both the learner and the assessors. Learner feedback is given throughout the learning, as well as discussing the outcome of moderations. Assessor feedback is discussed through internal moderation checklists and internal standardisation meetings. Please refer to our ASDAN Assessment and ASDAN Moderation policy for further information.
Insufficient or absent staff
Insufficient staff are identified through learning walks, internal moderation and standardisation, assessor feedback and staff training. where insufficient staff are identified, centre procedure is followed. This includes the following: support meetings, further training both internal and external, learning walks and if appropriate, the reassigning of ASDAN learning. 
Our centre reduces the risk of insufficient staff by having a stable staff team. All staff absences are covered internally. All learners are supported through close communication and collaborative learning between our class groups that offer ASDAN. All of our ASDAN trained staff have transferable skills that allow them to deliver the ASDAN qualifications offered in our centre. 
Where long term absence is forecast, appropriately trained ASDAN staff take over the planning, assessment and delivery of all ASDAN qualifications for the class. 
GDPR
All ASDAN staff are trained, when appropriate, in plagiarism through e-safety and online training. ASDAN staff undergo annual training, the training staff receive reinforces the importance of responsible online research, appropriate use of resources., respecting intellectual property rights and avoiding copyright infringement. 
Through learning walks, moderations and meetings; the importance of upholding responsible conduct is monitored.
With the creation of AI, the importance of adhering to copyright and law are at the forefront of ASDAN procedures. Staff training has adapted to address the new challenges presented by AI and plagiarism. 
All of our candidates create offline portfolios and are supported through individualised learning to achieve their ASDAN qualifications. Use of online resources are monitored by staff as well as our centre online safety systems. 

Malpractice or Maladministration

Malpractice involves the deliberate breaching of rules and guidelines to undermine the standards and integrity of the ASDAN qualifications. This includes, but is not exclusive to; plagiarism, copying work, providing inappropriate or improper assistance to a candidate, falsifying documents, falsifying results or outcomes, cheating, bribery or influencing results. 
Maladministration involves the accidental or unintentional failure to follow correct ASDAN and centre policies and procedures. This includes, but is not exclusive to; incorrect submissions, mishandling material, loss of assessment materials, wrongly signed or dated documents and ignoring or failing to act upon feedback. 
Where malpractice or maladministration has been identified, steps to report and re-establish the expected standard are undertaken. 
Incidents of malpractice or maladministration are reported to ASDAN via the appropriate routes. The ASDAN Malpractice or Maladministration Notification form is completed and sent to ASDAN’s Quality Team for further investigation. Following this, the candidate and centre would be sanctioned appropriately. Please refer to the ASDAN Malpractice and Maladministration Policy and Procedure on the ASDAN website for further information. 
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