Creo Skills Limited Authentication of Learners and Learner Materials
1. Introduction

Creo Skills has a responsibility to ensure that learners are who they say they are,
and to verify that their work is original and authentic. This is both to satisfy
regulators and to ensure the reputation of our approved centre status. We will
not compromise on these issues and learners need to be aware that we will seek
verification and challenge any doubts we have on authenticity of the learner or
their work.

2. Verifying your identity

We have a duty to all our learners to ensure that they follow fair play and
virtuous practice. We have a duty to the regulators of qualifications to ensure
that we make sure the students who undertake assessments for accredited
qualifications and units are verified as bona fide.

We also have a responsibility to employers, universities, colleges and other
institutions to ensure that learners who achieve success in our qualifications are
genuinely skilled and knowledgeable at the point of assessment. We will
therefore make every attempt to verify your identity by:

e Asking you to upload a recent photograph

e Talking to you via Skype, Teams or Zoom.

e Seeking references and asking for passport details if we have doubts
about your identity

e Checking with employers

All personal data will be kept in accordance with our Data Protection Policy.
3. Authenticating assessment identity

Once you have completed the taught part of the course you are required to go
through the process of assessment.

Once you have reached this stage, you may be required to upload assighments,
presentations, diagrams and written responses to our Learner Zone or send them via
e mail/ Dropbox. Of course, this means that when you upload, you are largely out of
sight. We will provide you with a unique log-in and password to the Learner Zone if
you are uploading your work via this method. It is your responsibility to keep this
log-in and password secure. For all oral assessments including formal oral questions
and interviews, you will be emailed a unique password immediately prior to the
assessment and you will be compared to the photograph you provided at the point
of registration.



If the assessor has concerns that the person undertaking the assessment is not the
person who has registered and is not the correct person to be taking the assessment,
the result of assessment may be suspended while an investigation under the
malpractice procedures is undertaken.

Investigations into identity fraud could result in forfeit of all learning achievement
and in some countries might constitute a criminal offence.

4. Authenticating written work

When assessors mark your work, they will work on the principle that it is authentic
and attributable to you. You will be required to make a statement of authenticity of
the work that you submit; a promise that the work is yours and that where you have
used material from books, the internet and other sources, you have referenced them
correctly. If the assessor has concerns that work submitted is not authentic, and/or
breaches copyright and virtuous practice in citing sources, the assessor will raise the
issue with you and give you an opportunity to demonstrate authenticity. If concerns
persist, the assessor will refer the concern to the Director and this may result in an
investigation under the malpractice policy and procedures. All learners should read
and familiarise themselves with the malpractice policy and procedures. If you have
any doubts about how to reference the work of others, please speak to your
trainer/assessor for advice.

It is good practice, when researching to make a note of relevant details you could
later require when referencing. This should include:

v" Surname(s) and initial(s) of the author(s).

Date of publication.

Title of the text.

Where appropriate the title of the journal and volume number.

If it is a chapter of an edited book, the book's title and editor(s).

The publisher and place of publication.

The first and last page numbers if it is a journal article or a chapter in an
edited book.

v"If you quote word for word note the specific page reference.
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