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Purpose

The purpose of this policy is to establish a robust, structured, and consistent approach for assessing the
knowledge, skills, and competencies of learners participating in our training programs. By setting clear
guidelines, this policy ensures that assessments are conducted in a fair, transparent, and effective manner,
reflecting the organization's commitment to high-quality education and professional development.
Furthermore, it aims to create an environment where learners can demonstrate their abilities and receive
meaningful feedback to support their growth and success.

Scope

This policy applies to all training programs, courses, and certifications offered by Hopes Safety Consultancy
LLC SPC. These include, but are not limited to, internationally recognized qualifications such as IOSH, OSHA,
OTHM, NVQ, and ProQual certifications. The policy covers all aspects of assessment, including design,
administration, evaluation, feedback, and record-keeping, and is applicable to both trainers and learners
engaged in the training process.

e Assessments willincorporate various methods, including formative, summative, practical, verbal, and
written evaluations, to comprehensively measure learners' knowledge, understanding, and applied
skills.

e Detailed criteria for assessments will be established and communicated to learners in advance,
ensuring alignment with specific course objectives. These criteria will focus on technical accuracy,
relevance, compliance with industry standards, and overall quality.

e Standardization of assessment tools and processes will be a priority to maintain consistency and
fairness across all programs. Internal and external moderation processes will be implemented to
uphold the integrity of assessments.

e Inclusivity will be promoted by accommodating learners with special needs. Adjustments will be
made to ensure all individuals have an equal opportunity to succeed, reflecting the organization’s
commitment to diversity and equity.

e Comprehensive records of assessments will be securely maintained for a minimum of five years.
These records will remain confidential and will only be accessible to authorized personnel to
safeguard learner privacy.

e Constructive and timely feedback will be provided to all learners following their assessments.
Feedback will highlight strengths, identify areas for improvement, and offer actionable guidance to
support continuous development.

e An appeals process will be established to allow learners to formally challenge their assessment
outcomes. All appeals will be reviewed by an independent committee, and resolutions will be
provided within 10 working days to ensure fairness and transparency.
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e Trainers responsible for conducting assessments will possess the necessary qualifications,
experience, and expertise in their respective fields. They will be tasked with designing, administering,
and grading assessments in compliance with this policy.

e Assessment methods and practices will be regularly reviewed and updated to remain relevant and
effective. Feedback from learners, trainers, and external auditors will play a vital role in driving
continuous improvement.

e Compliance with relevant frameworks and standards will be rigorously maintained. Periodic reviews
of the policy will ensure alignment with evolving best practices and regulatory requirements.

Implementation and Monitoring

The implementation of this policy will be overseen by the Quality Assurance team in close collaboration with

trainers and administrative staff. Regular audits, evaluations, and feedback mechanisms will be employed
to monitor adherence to the policy and to identify areas for enhancement. Continuous professional
development opportunities will be provided to trainers to ensure the highest standards of assessment are
upheld.

Approval and Review

This policy has been approved by the senior management of Hopes Safety Consultancy LLC SPC. It will be
reviewed on an annual basis or as necessary to address changes in industry standards, accreditation
requirements, or organizational priorities. Amendments to the policy will be communicated to all
stakeholders to ensure smooth implementation and compliance.
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