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INTRODUCTION 
 

1 INTRODUCTION 

1.1 This delivery manual lays out key information related to the content, assessment and administration of 
the QNUK Level 2 Award in Fire Safety for Fire Marshals (RQF). This document should be read in 
conjunction with our centre procedures. 

2 QUALIFICATION PURPOSE 

2.1 This qualification provides the knowledge and understanding required for those acting as fire marshals 
in the workplace. 

3 QUALIFICATION STRUCTURE 

3.1 This qualification comprises a single unit.  The learning outcomes and assessment criteria can be found 
in section 18.4.2 

3.2 Qualification title 

3.2.1 QNUK Level 2 Award in Fire Safety for Fire Marshals (RQF) 

3.3 Qualification accreditation number 

3.3.1 603/0711/0 

3.4 Qualification level 

3.4.1 Level 2 

3.5 Credit value 

3.5.1 1 

3.6 Guided learning hours (GLH) 

3.6.1 6 

3.7 Total Qualification Time (TQT) 

3.7.1 6 

3.8 Unit one title 

3.8.1 Undertaking the role of the fire marshal 

3.9 Unit one reference number 

3.9.1 J/615/3265 

4 PRE-REQUISITES 

4.1 It is recommended that candidates have a minimum of Level 1 literacy and numeracy or equivalent. 

4.2 The minimum age to undertake tis qualification is 14 years 

4.3 There are no other pre-requisites for this qualification. 

5 GEOGRAPHICAL COVERAGE 

5.1 This qualification is available to candidates in England, Wales and Northern Ireland. The Qualification 
can be delivered in other countries however candidates should be aware that the protocols meet 
current UK guidelines. 
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6 REGISTERING TO OFFER THIS QUALIFICATION 

6.1 In order to register for this qualification, the main centre contact will need to complete the “extend my 
recognition” form. This is available on the centre support portal. 

6.2 The main centre contact should also ensure delivery staff and IQA details are registered with the centre 
support team. 

6.3 Once the centre support team have received the relevant details, they will assign the qualification to 
your portfolio.  

6.4 This qualification will be assigned within 48 hours of receiving full details. 

7 RESOURCES REQUIRED 

7.1 In order to deliver this qualification, centres will need to ensure they have suitable resources as 
outlined in this document. 

7.2 Once registered for this qualification, it is the centres responsibility to inform QNUK should they no 
longer have access to suitable resources i.e. qualified assessors leave the organisation. 

8 DELIVERY RESOURCES 

8.1 Lesson plans 

8.1.1 To ensure the full syllabus is covered, centres should ensure delivery staff have access to lesson plans. 

8.1.2 Lesson plans should contain information related to: 

 Session aims and objectives 

 Timings for sessions 

 Teacher and learner activity 

 Formative assessment opportunities 

 Resources 

8.2 Learning materials 

8.2.1 There are a range of suitable learner manuals for this qualification including the QN guide to Fire Safety 

at Work. 

8.2.2 Centres may also choose to produce their own hand-outs. 

8.3 Training venue 

8.3.1 The training venue must meet acceptable health and safety standards and be conducive to learning.  

8.4 Stimulus materials 

8.4.1 There are no specific requirements to provide stimulus materials for this qualification.  

8.4.2 Centres are advised to consider and utilise the range of fire safety equipment that candidates may 

encounter in their work.  

9 TRAINER/ASSESSOR REQUIREMENTS 

9.1 This qualification can be assessed by the trainer acting as the assessor. To uphold the integrity centres 
should ensure assessments are regularly moderated. 

9.2 As assessments for this qualification are marked within the centre, the head of centre is responsible for 
ensuring suitable internal quality assurance and moderation are undertaken and documented. 
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9.3 Suitable subject knowledge 

9.3.1 Those teaching and assessing this qualification should have sufficient subject knowledge and 
experience. 

9.3.2 Each trainer/assessor registration will be assessed on an individual basis however the following should 
be considered as the minimum accepted level of knowledge and experience. 

9.3.3  Level 3 Award in Health and Safety in the Workplace 

 NEBOSH General Certificate 

 IOSH Managing Safely 

 Recognised Fire Safety train the trainer I.e. FPA 

9.3.4 Where subject qualifications have been gained more than 3 years ago, a suitable record of CPD should 
be provided. This CPD should demonstrate how competence has been maintained. 

9.4 Suitable teaching/assessing qualifications 

9.4.1 Those delivering this qualification should have a suitable teaching qualification or be working towards 
one. 

9.4.2 The minimum teaching qualifications accepted are introduction to teaching qualifications such as the 
Level 3 introduction to teaching i.e. PTLLS. 

9.4.3 QNUK will accept applications from those with no formal teaching qualifications but do have verifiable 
evidence of at least 30 hours of teaching practice. 

9.4.4 As this qualification is assessed by MCQs and a marking guide is provided, markers do not require 
assessing qualifications. 

9.4.5 Where reasonable adjustments are applied that require verbal questions or other assessment 
methods, the assessor should hold a formal assessing qualification or teaching qualification with an 
assessment element, for example the QNUK Level 3 Award in Education and Training. 

10 INTERNAL QUALITY ASSURANCE 

10.1 Centres should ensure that delivery staff are verified in accordance with their documented risk rating. 

10.2 Internal verification should be undertaken in accordance with our centre guidance. 

10.3 Internal quality assurors should have suitable subject knowledge as outlined in 9.3. 

10.4 Internal quality assurors should hold one of the following: 

10.5 • SQA Accredited Learning and Development Unit 11 Internally Monitor and Maintain the Quality 
of Workplace Assessment. 

• Regulated qualifications based on the Learning and Development NOS 11 Internally Monitor 
and Maintain the Quality of assessment. 

• Level 4 Award in Internal Quality Assurance of Assessment Process and Practice (QCF) 

• Level 4 Certificate in Leading the Internal Quality Assurance of Assessment Process and 
Practice (QCF) 

• V1 or D34 

• SQA Internally Verify the Assessment Process. 

• Evidence of attending suitable internal quality assurance CPD workshops based on NOS 11. 

11 CONFLICTS OF INTEREST IN ASSESSMENT 

11.1 Conflicts in the interest related to the outcome of an assessment should be identified and managed. 

11.2 While many interests can be managed, it is not acceptable for an assessor to assess a family member. 
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12 MARKETING THE QUALIFICATION 

12.1 Many centres will have their own marketing teams and marketing strategies. Where these are not in 
place due to the size of the organisation, QNUK is striving to provide more marketing content. This 
content will be sent to centres on a regular basis. 

12.2 When promoting the qualification, it is important to use the full title. This helps to reassure candidates 
that they are indeed taking a regulated qualification. 

12.3 The full title should appear on marketing materials, web pages and social media sites. 

12.4 You are permitted to use the QNUK logo when marketing this qualification. On a website you may wish 
to add a hyperlink to the logo and link it to the qualification page on the website: www.Qualifications-
Network.co.uk ; again another way of reassuring your potential customers. 

12.5 The full title for this qualification is: QNUK Level 2 Award in Fire Safety for Fire Marshals (RQF) 

13 ORDERING ASSESSMENT MATERIALS 

13.1 The main centre contact is responsible for downloading assessment materials. 

13.2 For this qualification, materials are downloaded from the website: www.Qualifications-Network.co.uk 

13.3 After going to the centre support page, the qualification title should be selected. Download links for 
assessment materials will appear. 

13.4 The following documents should be downloaded: 

 Candidate registration form – 1 per candidate 

 Cohort register – 1 per cohort (up to 12 candidates) 

 Delivery manual – 1 per assessor (unless previously issued. This is a CONFIDENTIAL document) 

 Multiple choice question paper – 1 per candidate 

 Candidate answer sheet unit one – 1 per candidate 

 Multiple choice question paper marking guide unit one – 1 per assessor (CONFIDENTIAL 
document) 

 
Centres are free to use the following templates if required: 

 Attendance register 

 Candidate evaluation form 

13.5 Sending assessment materials to delivery staff 

13.5.1 Multiple choice question papers, candidate’s answer sheets and the marking guide should be sealed in 
an envelope before sending to the assessor. 

13.5.2 Delivery staff should not be able to access the exam papers before the exam. 

13.5.3 The exam paper envelope and other course documents should be securely distributed to delivery staff. 

13.5.4 Delivery staff should be aware of the need to contact the centre if course paperwork does not arrive as 
expected. 

13.6 Storing assessment materials 

13.6.1 Assessment materials should be securely stored at all times. Where a safe is not available, a non-
portable lockable filing cabinet should be used.  

13.6.2 Downloadable materials should not be stored on a computer hard-drive or similar device. A new 
download should be completed for each printing batch. 



7 
 

13.6.3 During transportation, assessment materials should be transported using a secure postal or courier 
service. If staff are transporting documents, the materials should be transported in a case with a 
suitable lock. 

14 SETTING UP A COURSE ON MYQNUK 

14.1 Once you have decided to run a course, the exams officer for your centre should set the course up on 
MyQNUK.  

14.2 The registered course should be completed with as many details as possible. It is understood that for 
this course centres won’t always have candidate’s details before the course is delivered. However, 
where these are available they can be entered onto the system. 

14.3 The course should only be “submitted” once the assessments are complete and details checked. 

15 REGISTERING CANDIDATES 

15.1 All candidates should be registered before undertaking this qualification. For some centres this may be 
part of an enrolment process taken weeks before courses start, for other centres the candidates will 
only be able to register on the day of the course. 

15.2 Each candidate should complete a candidate registration form. Centres with their own candidate 
registration systems may use these however; data captured should meet QNUK requirements, for 
example ethnic codes. 

15.3 All candidates completing a registration form should be entered onto the MyQNUK candidate 
registration system; regardless of the result of their assessment. 

15.4 Candidates may also wish to be registered with the learner records service. Centres should be able to 
issue a ULN where a candidate requests one. 

15.5 Candidate registration forms 

15.5.1 Each learner should complete a candidate registration form. 

15.5.2 This registration form should be issued to each learner, no later than on session 1, day 1. 

15.5.3 The trainer/assessor should check each learners registration form against their photo I.D. 

15.5.4 They should then complete the cohort register ensuring details are accurate.  

15.5.5 The cohort register should be passed to the exams officer in order for them to complete the learner 
achievement record on MyQNUK 

16 DELIVERING THE QUALIFICATION 

16.1 This course should only be delivered by trainers registered with QNUK. 

16.2 Delivery should be focussed on providing the knowledge, skills, understanding and attitudes that 
candidates need in order for them to fulfil the purpose of the qualification. Delivery should not be 
focussed on the assessment. 

16.3 A successful assessment, naturally follows effective teaching and learning. 

16.4 Blended learning 

16.4.1 Blended learning is permitted for this qualification, however non face-to-face work is recommended 
primarily to support understanding of knowledge criteria prior to attending the training or between 
sessions. 

16.4.2 Centres wishing to use their own blended learning/e-learning systems should contact centre support. 
Where verification of a system is required, a fee may apply. 

16.4.3 Assessments cannot be undertaken online at this time. 
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16.5 Delivery duration 

16.5.1 The contact hours for this qualification is 6. This includes assessment time. 

16.5.2 The qualification should be delivered over a period of no less than one day and no more than 3 weeks. 

16.5.3 Where the qualification is delivered in smaller sessions, it is recommended that each session should be 
delivered in no less than 2 hours. 

16.6 Trainer - Candidate ratio 

16.6.1 The recommended ratio of trainers to candidates is no more than 1:16.  

16.6.2 The recommended ratio of assessors to candidates is no more than 1:16. 

16.7 Related units 

16.7.1 The first 3 learning outcomes are used in the QNUK Level 1 Award in Fire Safety Awareness at Work 
(RQF) 

16.7.2 Candidates that have completed the QNUK Level 1 Award in Fire Safety Awareness at Work (RQF) in 
the preceding 3 months can complete the final 2 learning outcomes in order to achieve the Level 2 
Qualification. Where this is the case centres will be responsible for developing their own assessment 
materials. These materials should be externally verified by QNUK prior to use. A fee will be applicable. 

17 IDENTIFICATION CHECKS 

17.1 When undertaking a regulated qualification, it is important to ensure that the candidate undertaking 
the assessment is the person they say that they are. 

17.2 The head of centre is responsible for ensuring that the centre has suitable procedures in place to 
identify those undertaking assessments. These checks should be recorded and maintained for 3 years. 

17.3 I.D also assists in confirming the correct spelling of candidate’s names. 

17.4 Where it is impossible for a member of staff to identify a candidate due to the wearing of a veil or 
similar religious garment, a female member of staff should take the candidate to a private room and 
ask that the garment be removed for the purpose of identification. 

17.5 Where candidates are unable to provide a suitable form of identification they will not be able to 
undertake an assessment for a QNUK qualification. 

17.6 Candidates preferred names 

17.6.1 On occasion candidates will have a given name and a preferred name. All registration documents 
should be in their given name. 

17.6.2 Candidates not using their given name will not be able to prove their ID during the qualification or 
after; for example, if they required a replacement certificate.  

17.7 Informing candidates 

17.7.1 Many people attending qualifications expect that their identification will be checked.  

17.7.2 To ensure candidates have a fair access to assessment, it is the responsibility of the main centre 
contact to ensure candidates are given adequate information regarding the requirement for providing 
a suitable form of identification. 

17.8 Enrolling candidates 

17.8.1 Many organisations such as colleges will enrol candidates onto programmes of study.  

17.8.2 On employment, employers will check the identification of their employees. 
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17.8.3 In these cases, staff/student passes can be used. They should be presented to teaching/assessing staff 
in the same way as other forms of I.D. 

17.9 Trainer/Assessors responsibility 

17.9.1 It is the trainer/assessors responsibility to check the identification or all candidates. This is to be done 
at the earliest opportunity and always before assessments are undertaken. 

17.9.2 The form of Identification should be recorded on relevant document. 

17.9.3 The name on the identification should be the same as the name on registration documents. 

17.10 Internal Quality Assurers 

17.10.1 Checking identification should form part of the internal quality assurance process. 

17.10.2 When observing assessments internal quality assurers should check the identification of those being 
assessed. 

17.11 Acceptable forms of I.D. 

17.11.1 The list below outlines acceptable forms of identification for candidates undertaking a regulated 
qualification with Qualifications Network. 

17.11.2 Ideally candidates should provide at least 1 form of photo I.D. If photo I.D is not available, 2 forms of 
non-photographic I.D can be produced. 

17.11.3 Acceptable forms of photographic I.D (1 required) are: 

  Signed UK Photo card driving licence 

  Signed passport (any nationality) 

  Valid EU Photo identity card 

  SIA security licence (with photo) 

  Current and valid warrant card issued by HM forces or Police 

  Current and valid Prison service card (with photo) 

  Proof of age card 

  Employee photo identification card 

  Firearms license (with photo) 

17.11.4 Acceptable forms of non-photographic I.D (2 required) are: 

  Current driving license – paper version 

  Birth certificate 

  Marriage/civil partnership certificate 

  Mortgage statement (issued within past 12 months) 

  Bank or building society statement (issued within last 3 months) 

  Bank or building society account opening confirmation letter (issued within last 3 months) 

  Credit card statement (issued within last 3 months) 

  Pension or endowment financial statement (issued within last 12 months) 

  P45 or P60 statement (issued within last 12 months) 

  Council tax statement (issued within last 12 months) 
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  Valid work permit or visa issue by UK government  

  Utility bill – excluding mobile phone bill (issued within last 3 months) 

  Benefit statement e.g. child benefit, pension (issued within last 3 months)  

18 ASSESSING THE QUALIFICATION 

18.1 The main centre contact is responsible for ensuring assessors have suitable qualifications and 
experience; as outlined in this document, in order to assess this qualification. 

18.2 It is recommended that all assessors are registered with QNUK prior to undertaking assessment. 

18.3 Where centres have allowed assessments to go ahead without assessor holding suitable qualifications 
the assessment decisions will not stand. QNUK will not issue certificates or will reclaim any certificates 
falsely claimed.  

18.4 Assessment methods 

18.4.1 The table below outlines which assessment methods is used for each assessment criterion.  
 

18.4.2 Learning outcome Assessment Criterion 
Method 

MCQ Obs 

 1 Understand the hazards 
and risks associated with 
fire in the workplace 

1.1 List the elements of the fire triangle 
  

 1.2 Outline methods of smoke and fire spread 
  

 1.3 Give examples of how the risk of fire can be 
lowered in a workplace   

 2 Know how to use a range of 
fire controls 

2.1 List common fire controls in a workplace 
  

 2.2 Explain how to use a range of fire controls 
including: 

 Fire Exits 

 Fire Doors 
  

 2.3 Explain the importance of clear routes or 
travel   

 2.4 Describe how to use a range of portable fire 
extinguishers   

 3 Understand the importance 
of a prompt and safe 
evacuation of the 
workplace 

3.1 Outline the actions to be taken on hearing a 
fire alarm   

 3.2 Outline how a safe evacuation can be 
undertaken in a workplace   

 3.3 Outline how members of the public and 
visitors should be alerted to the presence of 
a potential fire 

  

 4 Know how to support 
individuals during an 
evacuation 

4.1 Outline what is meant by the term personal 
emergency evacuation plan   

 4.2 Explain when a personal emergency 
evacuation plan would be implemented   

 4.3 List ways of supporting an individual during 
an evacuation   
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 5 Understand the roles of the 
fire marshal in the 
workplace 

5.1 Explain the actions to be taken by a fire 
marshal during an evacuation   

 5.2 Outline how to undertake a search of a 
workplace   

 5.3 Outline the information that should be 
passed to the emergency services   

 5.4 Outline the day-to-day duties of a fire 
marshal   

19 REASONABLE ADJUSTMENTS 

19.1 The aim for this qualification is for the candidate to be understand the risks associated with fire safety 
in the workplace. Therefore, candidates must be able to demonstrate that they have suitable 
knowledge. 

19.2 This is not an assessment of English comprehension and therefore candidates should not be 
disadvantaged due to reading or language issues. 

19.3 Full details of our reasonable adjustments and special considerations can be found in our reasonable 
adjustments and special considerations policy, available on the centre support portal. 

19.4 QNUK should be informed of all reasonable adjustment cases. The main centre contact is responsible 
for ensuring a reasonable adjustments application form is completed and submitted prior to the 
assessment.  

19.5 Reasonable adjustments for the multiple choice question paper 

19.5.1 For the multiple choice question paper, centres can assign the following adjustments. 

19.5.2 Physical impairment 

19.5.2.1 The use of: 

 a reader and/or writer  

 suitable mechanical/electronic aids 

 an alternatively presented question paper  

19.5.2.2 Extra 25% time allowance 

19.5.3 Visual impairment  

19.5.3.1 The use of: 

 a reader and/or writer and/or interpreter 

 suitable mechanical /electronic aids 

 an alternatively presented question paper .e.g. enlarged or modified print, paper colour  

19.5.3.2 Extra 25% time allowance  

19.5.4 Hearing impairment  

19.5.4.1 The use of:  

 a communicator and/or interpreter 

 suitable mechanical/electronic aids 

 any additional aids as recommended by a specialist teacher of deaf people  

19.5.4.2 Extra 25% time allowance  

19.5.5 Learning differences (e.g. dyslexia)  
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19.5.5.1 The use of: 

 a reader and/or writer  

 suitable mechanical/electronic aids 

 an alternatively presented question paper .e.g. enlarged or modified print, paper colour  

19.5.5.2 Extra 25% time allowance  

19.5.6 Medical conditions  

19.5.6.1 Individual arrangements as appropriate to the candidate’s needs 

19.5.6.2 Extra 25% time allowance  

19.5.7 English as a second, or additional, language 

19.5.7.1 The use of:        

 A non-electronic bi-lingual dictionary  

 A reader and/or writer   

19.5.7.2 Extra 25% time allowance  

20 MULTIPLE CHOICE QUESTION PAPERS 

20.1 Multiple choice questions are used to assess this qualification. Their use allows for more time for 
effective teaching and learning. 

20.2 The results of the MCQ assessment are final, therefore any reasonable adjustment requirements 
should be identified and managed prior to undertaking the assessment. More on reasonable 
adjustments can be found in section 19. 

20.3 The assessment room 

20.3.1 Venues used for assessments should provide adequate light, heat and ventilation and comply with the 
appropriate health and safety legislation. 

20.3.2 Venues should be as quiet as possible, where appropriate; a sign should be placed on the outside of 
the door to ensure others are aware that assessments are taking place. 

20.3.3 Only the following should be allowed to enter assessment rooms: 

 Candidates being assessed at the time, 

 Assessors, 

 Invigilators, 

 Verifiers; both internal and external, 

 Representatives from the regulatory authorities. 

20.3.4 There should be a display identifying the centre name, centre number, assessment date, start time and 
duration of the assessment.  This should be visible to all candidates. 

20.3.5 For timed assessments, a working clock should be on display and visible to all candidates. 

20.3.6 Any materials, displays or content that could assist candidates whilst being assessed should be 
removed or covered. 

20.4 Seating arrangements 

20.4.1 Whilst undertaking paper based assessments candidates should be provided with suitable seating and 
a desk. 

20.4.2 Candidates should be seated at least 1 m away for other candidates, and, at a suitable distance in order 
for them not to be able to overlook each other’s work. 

20.4.3 Where possible, all candidates should be seated so that they are facing in the same direction. 
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20.5 Completing the paper 

20.5.1 There should be no items on the desk that may unfairly advantage a candidate, I.e. electronic devises, 
dictionaries (except bilingual dictionaries) 

20.5.2 Once candidates are all seated, the trainer/assessor should inform candidates that they are now 
subject to exam conditions. There should be no communication between candidates. 

20.5.3 The assessor can open the assessment package and issue assessment papers and answer sheets. 

20.5.4 Assessors should ensure the correct answer sheet has been issued and that this matches the question 
paper issued. 

20.5.5 Each paper has guidelines on how to complete. 

20.5.6 Candidates should enter their details onto the assessment paper. Assessors should check these details 
against the candidates I.D. 

20.5.7 The time allowed to the examination paper is 60 minutes; with the exception of those with reasonable 
adjustments applied. 

20.5.8 Candidates should complete the paper using black ink. 

20.5.9 Once candidates have completed their papers, they should hand these into the assessor. The assessor 
should check that the correct details; such as names and assessment dates, have been entered. 

20.5.10 Once candidates have left the assessment room, they cannot re-enter until all papers have been 
completed and handed in. 

20.5.11 The assessor should ensure that they collect all assessment papers. These should be securely stored. 

20.6 Marking the papers 

20.6.1 It is not a requirement to mark and issue results on the day of the assessment. This places undue 
burden on the assessor and creates risks associated with poor marking and issuing incorrect results.  
Quality assurors are free to justifiably change marks and therefore results. 

20.6.2 Assessors are free to allow candidates to wait after the assessment where they can be given a 
“provisional” mark.  

20.6.3 Where possible, papers should be marked by an independent marker. Candidates are not allowed to 
mark their own papers under any circumstances. 

20.6.4 A marking guide has been provided to enable other centre staff to undertake the marking of exam 
papers. 

20.6.5 The marking guide provides a minimum mark that candidates should achieve to pass the qualification.  

20.6.6 Assessors should use the grey shaded area to the right side of each answer group to indicate if the 
answer was correct (tick √) or incorrect (cross x) 

20.6.7 Final marks should be recorded on the answer sheet; a space is provided. The assessor should then sign 
the exam paper. 

20.7 Internal quality assurance of multiple choice assessments 

20.7.1 Where trainers are marking papers, the process should be subject to regular internal verification. 

20.7.2 Internal quality assurance should include face to face observation of the assessment process. This can 
be supported by remote observation using suitable IT, e.g. skype. 

20.7.3 Internal quality assurers should also sample paperwork before candidate’s achievements are recorded. 
This can be completed remotely. 
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20.7.4 The frequency of internal quality assurance activities for assessors should be individually risk based. 

20.7.5 The centres internal quality assurance policy should outline a suitable risk matrix. The centre should 
also maintain sufficient records of internal quality assurance activities and outcomes. 

21 PRACTICAL OBSERVATIONS 

21.1 There are no practical observations for this qualification.  

22 CANDIDATE EVALUATIONS 

22.1 Each candidate should have the opportunity to evaluate and feedback on the qualification they have 
undertaken. Centres should therefore issue an evaluation form or have a method of collating sufficient 
feedback. For example, an online evaluation form may be available. 

22.2 Centres are not obliged to use the QNUK template, however it is provided if desired. 

23 COLLATING COURSE PAPERWORK 

23.1 The trainer/assessor should collate all the course paperwork at the end of the course. All paperwork 
should be checked for accuracy and completeness. 

23.2 Paperwork should be securely sent to the main centre contact or exams officer. Where appropriate IQA 
sampling will occur. 

23.3 The exams officer is responsible for uploading details of candidate’s achievements to MyQNUK.  

23.4 Where appropriate, exams officers are also responsible for ensuring assessment paperwork has been 
scanned and sent to QNUK for External quality assurance purposes. 

23.5 Sample packs should be emailed to: EQA@Qualifications-Network.co.uk 

23.6 Documents required for sampling are: 

 Candidate registration forms 

 Cohort register 

 Candidate answer sheets 

24 RECORDING CANDIDATE ACHIEVEMENTS ON MyQNUK 

24.1 The centres exams officer is responsible for ensuring the details on MyQNUK are accurate and complete. 

24.2 Where possible the course will have previously been registered. Exams officers should login to MyQNUK 
and find the course. 

24.3 Using the cohort register the exams officer can enter the details. A CSV upload is also a time saving 
option that is available. 

24.4 Once candidate’s achievements have been recorded the exams offer should ensure the cohort is 
“submitted”. 

24.5 On submission the exams officer will be asked to confirm the details. Once confirmed a fee will be 
applicable for replacements required due to incorrect details being submitted.  

25 DIRECT CLAIMS STATUS 

25.1 Direct claims status will be issued to centres that have demonstrated that they have: 

 Suitable resources, including staff to deliver and assess the qualification 

 Understood the assessment and quality assurance requirements of the qualification. 

25.2 Direct claims status is only issued to centres once our EQA is suitably satisfied with the above criteria. A 
general expectation is that centres will submit three consistently well completed course packs before 
DCS will be granted. 
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25.3 With direct claims status a centre can register candidates. Once submitted our exams team will process 
certificates. 

25.4 Centres may lose DCS where sampling, customer complaints or comments or other intelligence identifies 
that there may be a risk to the integrity of the qualification. 

26 RESULTS 

26.1 Results and certificates will be sent to the exams officer within 7 days of submitting on MyQNUK. There 
may be delays where assessment records are being verified. 

27 APPEALS 

27.1 Candidates are entitled to appeal against their result. It is therefore important that they know how to 
appeal. 

27.2 All appeals should initially be dealt with by the centre, through their appeals and escalation procedures. 

27.3 QNUK will deal with appeals where the candidate or their representative is not satisfied with the result 
form the centre. Fees may apply. 

28 PROGRESSION 

28.1 Candidates may which to progress onto the following Qualifications: 

 QNUK Level 3 Award in Fire Risk Assessment (RQF) 

 QNUK Level 3 Award in Health and Safety in the Workplace (RQF) 

29 FEEDING BACK ON ASSESSMENT METHODS 

29.1 It is part of our responsibility to keep qualifications under review. It is therefore important that we are 
informed of any comments or suggestions you may have in regards to qualifications. 

29.2 It is particularly important to notify us if you identify any potential errors in assessment materials. 

29.3 Please feel free to contact centre support with any feedback or preferably use the feedback forms 
available from the centre support portal. 

 


