NCC Education Conflict of Interest Guidance 

What is the purpose of the conflicts of interest process?
The conflicts of interest process is designed to protect the integrity of our assessments. We want to make sure they remain fair and we also want to make sure individuals at your centre are protected where there is potential, or a perception, that they could be influenced by any personal interests. As a regulated awarding body, we also have a duty to report and record any conflicts of interest within our own organisation.

Who is responsible for managing the conflicts of interest process at your centre?
It is the responsibility of the Head of Centre to manage the conflicts of interest process. NCC Education does not provide a detailed set of instructions about how the centre process should be managed – this is for your Head of Centre to determine. However, NCC Education provides clarity and detail on what must be reported, see; Policies & Procedures - NCC Education and what information to keep on record within the centre.

When do conflicts of interest declarations need to be submitted to NCC Education?
Ofqual regulations state that awarding bodies must be informed about conflicts of interest before the published deadline for entries. The regulatory obligations in respects of conflict of interest are set out in Ofqual’s General Conditions of Recognition-https://www.gov.uk/guidance/ofqual-handbook/section-a-governance

What needs to be submitted to NCC Education?
A conflict of interest must be declared in the circumstances below; if in doubt, always declare it.

· Taking qualifications which include internally assessed components/units at their own centre-Entering members of centre staff for qualifications at their own centre should be a last resort where they have been unable to find another centre. All normal examination procedures should be followed to manage these instances, including making sure the member of centre staff does not have access to examination materials prior to the examination, and that they are treated as though they were any other candidate sitting the exam.
· Teaching and preparing members of their family or close friends and their immediate family for qualifications which include internally assessed components/units- Members of the family includes stepfamily, foster family and similar close relationships. Immediate family refers to sons/daughters. You only need to let us know about this conflict if the lecturer/tutor is making assessment decisions for internally assessed components/units. 
What centre records should be kept about conflicts of interest?
The Head of Centre must make sure that his or her centre maintains clear records of all instances where:
· Exams office staff have members of their family (which includes stepfamily, foster family and similar close relationships) or close friends and their immediate family (e.g. son/daughter) being entered for examinations and assessments either at the centre itself or other centres.
· Centre staff are taking qualifications at other satellite centres.

These records must include details of what measures have been put in place to mitigate any potential risk to the integrity of the qualifications affected. These records may be inspected by an Academic Standards Manager and/or the Quality Team. They might be requested in the event of concerns being reported to our regulators. You must keep these records until the deadline for reviews of marking has passed or until any appeal, malpractice or other results enquiry has been completed, whichever is later.

It’s important to remember these guidelines are put in place to make sure the examinations system remains as honest and open as possible. Having full visibility of any potential conflicts of interest, and the arrangements to handle these, adds a layer of protection from any compromising situations which may arise.

  
How are conflicts of interest submitted to NCC Education?
Conflicts of interest may be reported in the following ways:
By email: quality@nccedu.com
By post: For the attention of the Director of Quality, Training and Development 
              NCC Education, 2nd Floor Adamson House, 
              Manchester, M20 2EZ, UK
               
By phone: +44 (0) 161 438 6200
By fax:      +44 (0) 161 438 6240


