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Code of Governance 

CEO 
 

Appeals Committee Programme Design & 
Review Panel 

Programme Development 
& Services 

 

Administration 

Policies 
P004: Appeals Policy 
 
 

Policies 
P020: Learning & Assessment  
          Design Policy 

Policies 
P001a:  Assessment Policy 
P001b:  Exam Regulations Policy 
P008:   Certification Policy 
P010:   Centre Assessment 
P019:   Verification & Authentication 
P021:  Assessment Quality Assurance 
P022:  Standardisation  
P023:  Sanctions   
P028:  Exemption Policy 
P029:  Maladmin. & Malpractice  
 
  
 
 

Policies 
P002: Reasonable Adjustment  
        & Special Consid. Policy 
P003: Complaints Policy 
P005: Health and Safety 
P006: Record Management 
P007:  Customer Service  
P009: Equal Opportunities 
P014: Invoicing Policy 
P015: Staff Development 
P016a: Credit Control  
P024:  Recruitment and   
           Selection Policy 
 
 

Performance Management  
D001: Job Descriptions 
D002: Code of Practice 
D003: Quality Dimension 
D004: Accountability Framework 
D005: Rationale Behind Qlty Mgt 
D06a: Accre H/b  Do6b AP to C/Accr 
D07a: Mgt H/b  D07b O/Procedures 
D008: Efficiency & Effectiveness 
D009: a.  Policy Plan  
            b.  Policy Review Plan 
            c.  Capital Adequacy Plan 
D010: a.  Marketing Plan/Strategy 
          b.  Financial Plan  c. Audit Plan 
D011: a.  IT Strategy 
            b.  IS Evaluation 
D012: BCE Governance Constitution 
D013: a. BCE Internal Oper/Processes 
            b. Procurement Process  
D014: BCE Gen. Condition of  Recog 
D015: Oper Mgt  & Eval Workpapers 
BCE Operational Management 
a. Operational Mgt Process F/work 
b. Operational Mgt Process Eval. 
 BCE Internal Control Management 
c. Internal Control Mgt Eval.  
 BCE Qualif. Development Principles 
d. Qualifications Dev. Review 
e. Qualifications Currency Eval. 
 BCE Assessment Mgt Principles 
f. Exam Qs Mgt Process Review 
g. Assessments Mgt Evaluation 
 BCE Evaluation Report 
h.      Report of Evaluation (ROE) 

BCE Forms 
Candidate Assessment Forms 
CAF001:  Candidate Exam Registration 
CAF002: Candidate Exam Re-sit 
CAF003: Enquiry on Results Appeal 
CAF004: Certificate Replacement 
CAF005: Appl. for Reasonable Adjust. 
CAF006: Appl. for Special Consideration  
CAF007: Reasonable Adj/Sp Con Report 
CAF008: Appl. for Exemption Form 
Centre Management Forms 
CMF001: Centre Approval Application 
CMF002: Centre Terms & Conditions 
CMF003: Learner Study Materials Order 
CMF004: Centre Cand. Exam No Request 
CMF005: End of Prog. Questionnaire 
CMF006: Centre Annual Report 
CMF007: Centre Appeal 
CMF008: Centre Class Visit 
CMF009: Suspected Malpractice 
CMF010: Exam Invigilation Comments 
CMF011: Centre Incident Report 
CMF012: BCE Membership Registration 
CMF013: Examination Answer-sheet 
CMF014: Programme WithDraw /Introd. 
    a:  Programme Withdrawal Notification                       
   b:  Programme Introductory Notification 
CM015: BCE Training Evaluation 
CM016: Learner Registers 
CM017: BCE Centre Visit Qlty Assurance   

BCE Assessment Forms  
BAF001: Examination Fees 
BAF002: a.  Computing Exam Timetable 
                 b.  Business Exam Timetable 
BAF003: Assessment Calendar 
BAF004: Exam Marking Scheme  
BAF005: External Verifier Report 
BAF006: a.  Exam Questions Validity  
                 b.  Exam Questions Review  
BAF007: Standardisation Meeting  Sched. 
BAF008: Certification/Membership  
                 Tracking Sheet 

BCE Qualifications Development & 
Assessment Management 

Documents 
QD001: Statement of Equity 
QD002: Specification Development  
               Process 
QD003: Principles for Assessment  
               Guidelines 
QD004: Qualification & Performance    
               Standard Criteria 
QD005: BCE Standards 
QD006: Aggregation of Qualification  
               Results 
QD007: Qualification Strategy 
QD008: Assessment Strategy  
 

Centre Procedures 
CP001: Centre Complaints  
              Management 
CP002: Learning Resources &  
              Learning Environment 
CP003: Teaching & Learning Strategy 
CP004: Supporting Robust and  
              Fair Assessment 
CP005: BCE Assessment Procedures 
CP006: Approved Centre  
              Management Principles 
 

Handbooks 
HB001: BCE Centre Accreditation 
HB002: BCE Approach to Centre  
              Accreditation 
HB003: BCE Management  
HB004: BCE Office Procedures 

BCE Internal Template Forms 
ITF001: Board of Advisors Self Assessment 
ITF002: Statement of Private Interests 
ITF003: Performance Management  
               a.  Performance. Review  
               b.  Performance Development  Plan 
ITF004: Recruitment & Employment Docs  

 a.  BCE Staff Appointment 
 b.  Reference Request 
 c.  BCE Staff  Selection   
 d.  BCE Job Specification  

ITF005: Management Logs 
a.  Risk Management Log 
b.  Contingency Mgt Log 
c.  Business Qualifications Log /  
     Computing Qualifications Log 
d. Adverse Events  
     Notification Matrix 

ITF006: Complaints Mgt Tracking Sheet 
ITF007: Marketing Plan Schedule 
ITF008: Action Plans 

a: Assessment   
b: Strategic Goals  
c: Performance Objectives  
d: Appeals  
e: Meetings/Annuals  Reviews  

ITF009: a.  Programme  W/D/Intro. Timeline 
               b. Qualification Pilot  Prog. Eval 
ITF010: BCE Centre Assessment Tracking  
                Report 
IFT011:  BCE Centre Training &  
                Supervision Tracking Report 
 
 

Key 
 

Policies 
P001 – P030 

BCE Forms 
Candidate Assessment Forms 

CAF001 – CAF008 
Centre Management Forms 

CMF001 – CMF017 
BCE Assessment Forms  

BAF001 – BAF008 
BCE Internal Template Forms 

ITF001 – IFT011  
Qualification Development & 

Assessment Mgt Doc 
QD001 – QD08 

Performance Management  
D001 – D015 

Centre Procedures 
CP001 – CP006 

Handbooks 
HB001 – HB004 

 

Policies 
P011: Contingency Plan 
P012: Ethical Policy 
P016: Financial Management 
P016b:  Internal Control 
P016c:  Budget Control & Review 
P017: Risk Management 
P018: Quality Management 
P025: Annual Programme Review 
P026: Programme Withdrawal  
P027: Corp Social Responsibility 
P030: Staff Misconduct 
 
 

Board of Advisors 
P013: Conflict of Interests 
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