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Section One 
Qualification Overview 
 

Introduction 

 
Welcome to the AIM Qualification Specification. We want to make your experience of 
working with AIM as pleasant as possible.  
 
AIM is a national Awarding Organisation, offering a large number of Ofqual regulated 
qualifications at different levels and in a wide range of subject areas. Our qualifications are 
flexible enough to be delivered in a range of settings, from small providers to large colleges 
and in the workplace both nationally and internationally. 
 
We pride ourselves on offering the best possible customer service, and are always on hand 
to help if you have any questions. Our organisational structure and business processes 
enable us to be able to respond quickly to the needs of customers to develop new products 
that meet their specific needs. 
 
We are licensed by the Quality Assurance Agency (QAA) to approve and certificate Access to 
Higher Education Diplomas. 
 
This Qualification Specification contains everything you need to know about this 
qualification/qualification suite and should be used by everyone involved with planning, 
delivery and assessment.  
 
This is a live document and as such will be updated when required. Centres will be informed 
via email when changes are made and it is the responsibility of the approved centre to 
ensure the most up-to-date version of the Qualification Specification is in use.  
 
This document is copyright but may be copied by approved centres for the purpose of 
assessing learners. It may also be copied by learners for their own use.  
 
This Qualification Specification is mapped to the Ofqual General Conditions of Recognition 
with references cited for each section as appropriate and the whole document is mapped to 
Ofqual General Conditions of Recognition C2.5 and E3.2. 
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About the Qualification 

Mapped to Ofqual General Conditions of Recognition: E3.2a/E3.3b 
 
The AIM Qualifications Suite of Theatre: Costume and Wardrobe Qualifications is for 

learners who work in, or want to work in the theatre or live events industry as wardrobe 

assistants in backstage operations supporting those in more senior roles. 

 

It gives learners the opportunity to demonstrate competence as costume/wardrobe 

assistants, supporting assembling, making and altering clothes for actors and assisting them 

to dress; helping cutters, searching for hired costumes and accessories, helping with 

cleaning, washing and ironing of costumes, keeping records of accessories and helping to 

source costumes, materials and equipment. Learners will develop knowledge and skills 

related to the specified job roles in costume and wardrobe. 

 

Learners may progress onto qualifications within this suite, into employment in theatre 
support or into further learning, for example a foundation degree in theatre studies or theatre 
support. 
 
 

Qualification 

AIM Qualifications Level 2 Certificate in Theatre Support: Costume and 
Wardrobe  

Qualification Family Technical 

Assessment Internally assessed and externally moderated 
assessment evidence 

Grading Assessment is competent / not competent. 
There is no grading 

Operational Start Date 01-Jan-2019 

Last Learner Registration Date 31-Jul-2022 
Last Certification Date 31-Jul-2025 
Sector 9.2 Crafts, Creative Arts and Design 

Qualification Number 601/5273/4 

Learning Aim Reference 60152734 

Credit Value 23 

Guided Learning Hours (GLH) 161 

Total Qualification Time (TQT) 230 

Learner Age Range 16-18; 19+ 

Rules of Combination Learners must achieve a minimum of 23 credits 
by completing the 5 Mandatory Units in Group 
A (15 credits) plus a minimum of 8 Optional 
credits from Group B. 
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Qualification 

AIM Qualifications Level 3 Certificate in Theatre Operations: Costume and 
Wardrobe  

Qualification Family Technical 

Assessment Internally assessed and externally moderated 
assessment evidence 

Grading Assessment is competent / not competent. 
There is no grading 

Operational Start Date 01-Jan-2019 

Last Learner Registration Date 31-Jul-2022 
Last Certification Date 31-Jul-2025 
Sector 9.2 Crafts, Creative Arts and Design 

Qualification Number 601/5272/2 

Learning Aim Reference 60152722 

Credit Value 26 

Guided Learning Hours (GLH) 157 

Total Qualification Time (TQT) 260 

Learner Age Range 16-18; 19+ 

Rules of Combination Learners must achieve a minimum of 26 credits; 
8 credits from the two Mandatory Units in 
Group A plus a minimum of 18 credits from the 
Optional Units in Group B. 

 

Entry Guidance 
Mapped to Ofqual General Conditions of Recognition: E3.2b/c 

There are no specific entry requirements for this qualification. 
 

The End of the Accreditation Period 

We review qualifications that are near the end of their accreditation period, working with 
sector representatives to make any changes necessary to meet sector needs and to reflect 
recent developments. 
 
We will post information relating to changes or extensions to qualifications on our website 
and centres approved to offer the qualification will be kept updated. 
 

Certification End Date 

The final date that certificates can be issued for these qualifications is three years from the 
Last Learner Registration Date. 
 

AIM Qualifications Level 2 Certificate in Theatre Support: Costume and 
Wardrobe  

31-Jul-2025 
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AIM Qualifications Level 3 Certificate in Theatre Operations: Costume 
and Wardrobe  

31-Jul-2025 

 

Resource Requirements 

There are no specific resource requirements for these qualifications. You must ensure that 
your centre has appropriate resources in place to deliver the unit(s) in this qualification. For 
example, a workplace in line with industry standards, or a Realistic Working Environment 
(RWE) where permitted, equipment, IT, learning materials and teaching rooms. Where 
permitted, RWE must offer the same conditions as the normal day-to-day working 
environment, with a similar range of demands, pressures and requirements for cost-
effective working. 
 

For Inclusion in Costume and Wardrobe (England) and (Wales) 
Apprenticeship Frameworks 

Entry Guidance 
Learners must complete or have completed one of the English transferable skills 
qualifications, one of the Mathematical transferable skills qualifications and one of the ICT 
transferable skills qualifications listed in the Costume and Wardrobe (England) and (Wales) 
Apprenticeship Framework documents issued by Creative and Cultural Skills (see link below) 
in order to successfully complete their Apprenticeship and this will carry the five credit 
values. If they do not have these qualifications as part of their evidence, an Apprenticeship 
certificate cannot be awarded.  
 

Employee Rights and Responsibilities (ERR) 
All apprentices MUST receive an induction to the workplace and to the apprenticeship 
programme. ERR will be covered through an ERR workbook and relevant induction activity, 
to ensure that the apprentice knows and understands each of the nine national outcomes 
for ERR. The ERR workbook can be downloaded from: 
http://ccskills.org.uk/supporters/employer-advice/article/employment-rights-and-
responsibilities-apprenticeships-handbook.  
 
Personal Learning and Thinking Skills (PLTS) 
Creative and Cultural Skills has mapped all PLTS to the mandatory units for the 
qualifications in this framework.  
 
Please refer to the Creative and Cultural Skills website for further details on the Costume 
and Wardrobe (England) and (Wales) Apprenticeship Frameworks: http://ccskills.org.uk/. 
 

Adapted Assessment 

Learners completing these qualifications who have been impacted by COVID-19 closures 
may be eligible for mitigations to their assessment under the temporary framework (VCRF). 
Specific guidance can be found here 

  

http://ccskills.org.uk/supporters/employer-advice/article/employment-rights-and-responsibilities-apprenticeships-handbook
http://ccskills.org.uk/supporters/employer-advice/article/employment-rights-and-responsibilities-apprenticeships-handbook
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Manage-and-Market-Own-Freelance-Services-L3-CV6.pdf
https://www.aim-group.org.uk/services/aim-qualifications/centres/covid-19/vcrf/
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Section Two 

Structure and Content 
Mapped to Ofqual General Conditions of Recognition E3.3a/b 

 

Qualification Structure and Unit Content 
Mapped to Ofqual General Conditions of Recognition:  E3.2d /e/f/g/h/j 

The rules of combinations for the AIM Qualifications Suite of Theatre: Costume and 
Wardrobe Qualifications are displayed in the following way: 
 

• Level 2 Certificate in Theatre Support: Costume and Wardrobe 

• Level 3 Certificate in Theatre Operations: Costume and Wardrobe 

 
Please select the unit title to view the individual unit content and assessment guidance. 

Rules of Combination for: AIM Qualifications Level 2 Certificate in Theatre Support: Costume and 
Wardrobe 

Learners must achieve a minimum of 23 credits by completing the 5 Mandatory Units in Group A 
(15 credits) plus a minimum of 8 Optional credits from Group B. 
 

Unit 
Reference 
Number  

Unit Title  Group Level Credit 
Value 

GLH 

J/601/6715 Awareness of Health and Safety in the 
Creative and Cultural Sector 

A Two 2 14 

T/601/6726 Cleaning up Own Work Area A Two 2 14 

R/600/9010 Contribute to Good Working Relationships A Two 4 30 

L/601/0933 Give Customers a Positive Impression of 
Yourself and Your Organisation 

A Two 5 33 

H/601/6740 Keeping Up to Date with Technical and 
Production Developments in the Live Arts 

A Two 2 14 

 

F/601/6714 Assist the Organisation of the Wardrobe B Two 3 21 

L/601/6716 Carry out Alterations to Costumes B Two 2 14 

R/601/6720 Carry out Maintenance to Costumes and 
Equipment 

B Two 2 14 

J/601/6729 Dressing Performers B Two 3 21 

T/600/8948 Manage and Market Own Freelance Services B Three 6 60 

http://aimawards.org.uk/wp-content/uploads/units/aim_units/Awareness-of-Health-and-Safety-in-the-Creative-and-Cultural-Sector-L2-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Awareness-of-Health-and-Safety-in-the-Creative-and-Cultural-Sector-L2-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Ensure-Responsibility-for-Actions-to-Reduce-Risks-to-Health-and-Safety-L3-CV4.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Making-and-Finishing-Costumes-L3-CV3.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Give-Customers-a-Positive-Impression-of-Yourself-and-Your-Organisation-L2-CV5.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Give-Customers-a-Positive-Impression-of-Yourself-and-Your-Organisation-L2-CV5.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Develop-Effective-Working-Relationships-with-Colleagues-in-a-Theatre-Setting-L3-CV4.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Develop-Effective-Working-Relationships-with-Colleagues-in-a-Theatre-Setting-L3-CV4.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Assist-the-Organisation-of-the-Wardrobe-L2-CV3.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Contribute-to-Good-Working-Relationships-L2-CV4.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Keeping-Up-to-Date-with-Technical-and-Production-Developments-in-the-Live-Arts-L2-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Keeping-Up-to-Date-with-Technical-and-Production-Developments-in-the-Live-Arts-L2-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Dressing-Performers-L2-CV3.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Manage-the-Maintenance-of-Costumes-and-Equipment-L3-CV2.pdf
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L/601/5971 Manual Handling and Lifting Loads B Two 2 18 

H/601/6754 Sourcing Costumes, Materials and Equipment B Two 3 21 

T/502/7537 Understanding the Core Knowledge Needed 
by those who Work with Children and Young 
people 

B Two 3 26 

D/505/3355 Understanding the Core Knowledge Needed 
by those who Work with Children and Young 
People, and its Impact 

B Three 4 28 

Rules of Combination for: AIM Qualifications Level 3 Certificate in Theatre Operations: Costume 
and Wardrobe 

Learners must achieve a minimum of 26 credits; 8 credits from the two Mandatory Units in Group 
A plus a minimum of 18 credits from the Optional Units in Group B. 
 

Unit 
Reference 
Number  

Unit Title  Group Level Credit 
Value 

GLH 

K/601/7016 Develop Effective Working Relationships with 
Colleagues in a Theatre Setting 

A Three 4 15 

A/601/5867 Ensure Responsibility for Actions to Reduce 
Risks to Health and Safety 

A Three 4 38 

 

L/601/6800 Carry out Fittings and Alterations to Costumes 
and Accessories 

B Three 3 18 

T/601/6726 Cleaning Up Own Work Area B Two 2 14 

H/601/6687 Conduct a Health and Safety Risk Assessment 
of the Workplace 

B Three 6 32 

R/601/6801 Drafting Patterns for Costumes B Three 2 12 

D/601/6803 Making and Finishing Costumes B Three 3 18 

T/600/8948 Manage and Market Own Freelance Services B Three 6 60 

H/601/6804 Manage the Dressing of Performers B Three 3 18 

K/601/6805 Manage the Maintenance of Costumes and 
Equipment 

B Three 2 12 

L/601/5971 Manual Handling and Lifting Loads B Two 2 18 

A/601/6808 Planning Costume Requirements for a 
Production 

B Three 2 12 

http://aimawards.org.uk/wp-content/uploads/units/aim_units/Planning-Costume-Requirements-for-a-Production-L3-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Sourcing-Costumes-Materials-and-Equipment-L2-CV3.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Cleaning-Up-Own-Work-Area-L2-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Cleaning-Up-Own-Work-Area-L2-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Cleaning-Up-Own-Work-Area-L2-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Understanding-the-Core-Knowledge-Needed-by-those-who-Work-Children-and-Young-People-L3-CV4.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Understanding-the-Core-Knowledge-Needed-by-those-who-Work-Children-and-Young-People-L3-CV4.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Understanding-the-Core-Knowledge-Needed-by-those-who-Work-Children-and-Young-People-L3-CV4.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Carry-Out-Alterations-to-Costumes-L2-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Carry-Out-Alterations-to-Costumes-L2-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Carry-Out-Maintenance-to-Costumes-and-Equipment-L2-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Carry-Out-Maintenance-to-Costumes-and-Equipment-L2-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Carry-Out-Fittings-and-Alterations-to-Costumes-and-Accessories-L3-CV3.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Carry-Out-Fittings-and-Alterations-to-Costumes-and-Accessories-L3-CV3.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Conduct-a-Health-and-Safety-Risk-Assess-of-the-Workplace-L3-CV6.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Manual-Handling-and-Lifting-Loads-L2-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Manual-Handling-and-Lifting-Loads-L2-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Drafting-Patterns-for-Costumes-L3-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Manage-the-Dressing-of-Performers-L3-CV3.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Manage-and-Market-Own-Freelance-Services-L3-CV6.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Cleaning-Up-Own-Work-Area-L2-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Understanding-the-Core-Knowledge-Needed-by-Those-who-Work-with-C-and-Y-People-L2-CV3.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Understanding-the-Core-Knowledge-Needed-by-Those-who-Work-with-C-and-Y-People-L2-CV3.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Manual-Handling-and-Lifting-Loads-L2-CV2.pdf
http://ccskills.org.uk/
http://ccskills.org.uk/
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Unit Format 
 
Unit Title 
The unit title will appear on the learner’s certificate of achievement. 
 
Unit Credit Value 
When a learner achieves a unit, they gain the specified number of credits. 
 
Unit Level 
All units and qualifications have a level assigned to them. There are nine levels of achievement, 
from Entry to Level 8. 
 
Unit Guided Learning Hours 
The number of Tutor-led contact hours required to support learner achievement of the unit. 
 
Ofqual Unit Reference Number 
Each unit is assigned a unit code that appears with the unit title on Ofqual’s Register of Regulated 
Qualifications. 
 
Unit Review Date 
The unit will be reviewed by this date. Any amendments will be notified to centres. 
 
Unit Sector 
This is the subject sector area of the unit. 
 
Unit Summary 
This gives a summary of what the unit aims to do. It provides a snapshot of the unit and the key 
knowledge, skills and understanding gained while studying the unit.  
 
Learning Outcomes 
The learning outcomes of a unit set out what a learner knows, understands or is able to do as the 
result of a process of learning.  
 
 
 

A/505/1306 Researching Historical References for Costume 
Development 

B Three 2 13 

A/601/6811 Sourcing a Range of Costumes, Materials and 
Equipment 

B Three 3 18 

T/502/7537 Understanding the Core Knowledge Needed 
by those who Work with Children and Young 
people 

B Two 3 26 

D/505/3355 Understanding the Core Knowledge Needed 
by those who Work with Children and Young 
People, and its Impact 

B Three 4 28 

http://aimawards.org.uk/wp-content/uploads/units/aim_units/Researching-Historical-References-for-Costume-Development-L3-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Researching-Historical-References-for-Costume-Development-L3-CV2.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Sourcing-a-Range-of-Costumes--Materials-and-Equipment-L3-CV3.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Sourcing-a-Range-of-Costumes--Materials-and-Equipment-L3-CV3.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Understanding-the-Core-Knowledge-Needed-by-Those-who-Work-with-C-and-Y-People-L2-CV3.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Understanding-the-Core-Knowledge-Needed-by-Those-who-Work-with-C-and-Y-People-L2-CV3.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Understanding-the-Core-Knowledge-Needed-by-Those-who-Work-with-C-and-Y-People-L2-CV3.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Understanding-the-Core-Knowledge-Needed-by-those-who-Work-Children-and-Young-People-L3-CV4.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Understanding-the-Core-Knowledge-Needed-by-those-who-Work-Children-and-Young-People-L3-CV4.pdf
http://aimawards.org.uk/wp-content/uploads/units/aim_units/Understanding-the-Core-Knowledge-Needed-by-those-who-Work-Children-and-Young-People-L3-CV4.pdf
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Assessment Criteria 
The assessment criteria specify the standard for which a learner must provide evidence in order 
to achieve the learning outcome. Additional guidance is available under the ‘Assessment 
Guidance’ section of the unit if any part of the Learning Outcomes and Assessment Criteria are in 
bold.  
 
Assessment Guidance 
This section provides additional guidance related to the unit to support Tutors and Assessors. 
This section gives information about the assessment evidence that learners must produce, 
together with any additional guidance if appropriate. This section should be read in conjunction 
with the assessment criteria. 
 
Delivery Requirements 
This sets out if there are any specialist resources needed for the delivery of this unit. 
 
Evidence Requirements 
This sets out if evidence of practical ability must be demonstrated and evidenced for the 
achievement of this unit.  
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Section 3 
Assessment and Quality Assurance 
Centre Staff Requirements 

As an Awarding Organisation, we require that: 
 

• Tutors have relevant teaching experience and/or a qualification, and experience 
and/or a qualification in the relevant subject area. Suitable teaching qualifications 
include: 

o Level 3 or 4 Preparing to Teach in the Lifelong Learning Sector (PTLLS) or 
above 

o Level 3 Education and Training or above 
o Diploma or Certificate in Education  
o Bachelors or Masters Degree in Education 

 

• Assessors should have an assessor qualification or evidence of recent relevant 
experience. Suitable assessor qualifications include: 

o Level 3 Award in Assessing Competence in the Work Environment  
o Level 3 Certificate in Assessing Vocational Achievement  
o A1 Assess Candidate Performance using a Range of Methods 
o D32 Assess Candidate Performance and D33 Assess Candidate using Differing 

Sources of Evidence 

• In addition, Assessors must have: 
o Substantial demonstrable experience in the job roles they are assessing or; 

A working knowledge of the NOS and the qualification for which they have 
responsibility 
 

• Internal Verifiers (IV) should have an internal verification qualification or evidence of 
recent relevant experience. Suitable internal verification qualifications include: 

o Level 4 Award in Internal Quality Assurance of Assessment Processes and 
Practice  

o Level 4 Certificate in Leading the Internal Quality Assurance of Assessment 
Processes and Practice  

o V1 Conduct Internal Quality Assurance of the Assessment Process 
o D34 Internally Verify the Assessment Process 

• In addition, Internal Verifiers must have: 
o Relevant experience in the Creative and Cultural sector  

 

How the Qualification is Assessed 
Mapped to Ofqual General Conditions of Recognition: E3.2i 

To be awarded the qualification, learners must provide evidence of achievement of all the 
assessment criteria for all the units specified in the rules of combination (see Section 2 for 
guidance on rules of combination). The assessment process is as follows:   
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• Suitable assessment tasks/strategies that allow learners to be able to provide 
evidence of achievement of the assessment criteria of the unit(s)are internally set at 
centres 

• All assessment tasks must be scrutinised by the Internal Verifier before they are 
delivered to learners to ensure that they are fit for purpose  

• Learners are assessed, using the IV approved assessment tasks 

• The resulting assessed evidence is internally verified by an IV at the centre  

• The assessed evidence is scrutinised by an AIM appointed External Verifier (EV) to 
ensure reliability and validity of assessment 

 
A range of sample assessment materials are available on our website. 
 
For more detailed guidance on working with AIM qualifications, please refer to the Being an 
AIM Centre document available on our website. 

 

Methods of Assessment  
All internally set assessment tasks should be transparent, fair, inclusive, reliable, rigorous, 
relevant and sufficient and allow learners to produce work that is authentic.  Learners must 
be assessed in English in England, English or Welsh in Wales and English or Irish in Northern 
Ireland (unless the qualification is specifically about learning a foreign language).  
 
For apprentices it is recommended that where possible, assessment tasks are based around 
tasks required of the apprentice in their employment. 
 
Assessment tasks must allow all learners to generate evidence of their achievement of all of 
the unit criteria in a manner that is appropriate for the assessment criteria, type of unit and 
learner: 
 
Written tasks 
Where the tasks require learners to produce written work, this may be handwritten or 
typed. The language of the task must be based on the assessment verb(s) - please refer to 
Appendix 1 - Glossary of Assessment Terms for further explanation. The quality and quantity 
of written evidence provided will depend on the level and context of the unit.   
 
Practical ability 
You must provide evidence of the learners individually and actively completing tasks that 
demonstrate achievement of the assessment criteria. Evidence may be assessed by direct 
observation of performance and must consist of at least two of the following:  

• annotated photographs 

• detailed witness statements 

• video (with narration or written log) 

• learner log/evaluation 

• peer observation report 
N.B Where photographs/videos are used, each individual learner must clearly be identified.  
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Oral question and answer 
Evidence must include the questions asked as well as a transcript of the learner’s exact 
responses. This could be written or an audio or video recording. 
 
Group discussion 
Details of the topic/task must be set and provided. Evidence of each learner achieving each 
assessment criteria covered by the group discussion task(s) must be provided. Evidence 
must include at least two of the following:  

• transcript or video of learners’ responses 

• learner log/evaluation 

• peer observation report 

• detailed witness statement explaining what each learner contributed and how they 
behaved during the discussion(s). 

 
Artefact/product 
Where the unit requires learners to produce an artefact or physical product, the artefact or 
product must be provided for the Internal and External Verifier unless this is impractical (for 
example if the product is consumable), in which case several annotated photographs, audio 
or video recordings of the artefact are acceptable evidence. 
 
Learner evidence must include: 

• details of the tasks set for learners to complete, mapped against the assessment criteria 
of the units addressed 

• a learner declaration that all work produced is their own 

• summative learner generated assessment evidence - teaching materials must not be 
included as evidence. 

 
Template assessment forms are available on our website. 
 

Marking Tasks 
Mapped to Ofqual General Conditions of Recognition: H5.1/H5.2/H5.3/H5.4 

Once learners have completed work against the assessment tasks, the Assessor must mark 
the work against the assessment criteria to ensure that it is at the correct level for the unit 
and is sufficient, appropriate, and authentic.  You must ensure that evidence generated by 
individual learners in an assessment is generated by that learner, i.e. that plagiarism does 
not occur.   
 
Assessors must judge and mark whether each assessment criteria is either achieved or not 
achieved.  Units are only achieved when all assessment criteria have been achieved. 
All reasonable steps must be taken to avoid any part of the assessment of a learner 
(including verification) being undertaken by any person who has a personal interest in the 
result of the assessment.  
 

Recording Achievement 

Assessors must make it clear to the Internal and External Verifiers where achievement of 
each assessment criteria has been evidenced. AIM provide Record of Learner Achievement 
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Forms as Word documents on our website alongside each individual unit. You may use these 
pre-filled forms or your centre’s forms, but the achievement of each assessment criteria 
must be clearly evidenced and mapped to the assessment criteria of the unit.  
 
Once the work has been marked and signed off as meeting the assessment criteria by the 
Assessor, final feedback should be provided to the learner. The Assessor must tick the RAC 
to indicate which unit(s) each learner has achieved and then sign to confirm the certification 
(see Section 4: Operational Guidance). 
 
The completed marked work should be presented to the Internal Verifier for sampling 
according to the internal verification plan. Once this process has been completed the 
Internal Verifier must sign the RAC. 
 

External Verification 

Once the learner work has been completed, assessed and internally verified according to 
the internal verification plan, it should be presented for external verification. The EV will 
expect to be able to look at all completed and assessed learner work that is being claimed 
for on the RAC(s).  The EV will want to review records of assessment, IV documentation, 
Record of Learner Achievement Forms (or any other mapping documents), feedback to 
learners and any reasonable adjustments applied.  The completed RACs must also be 
available for the EV to review. If the EV is satisfied with the standards of assessment and 
verification, they will approve the RACs by signing them and learners will then be 
certificated. 
 

Reasonable Adjustments 
Mapped to Ofqual General Conditions of Recognition H5.2 

Reasonable Adjustments are adjustments made to an assessment for a qualification so as to 
enable a learner to demonstrate their knowledge, skills and understanding. The nature of 
any reasonable adjustments depends on the particular requirements as well as on the 
qualification and assessment methods. Reasonable adjustments are generally not 
appropriate where the learner’s particular difficulty directly affects performance in the 
actual attributes to be assessed.  
 
The Internal Verifier may give permission for reasonable adjustments for a learner without 
having to apply to AIM for approval, provided that such arrangements do not confer an 
unfair advantage. The Internal Verifier must approve and record the details of all reasonable 
adjustments made at the discretion of the centre and must make this available for external 
verification. Further details are provided in our Reasonable Adjustments and Special 
Considerations document available on our website. 
 

Special Considerations 

Special Consideration is consideration to be given to a learner who has temporarily 
experienced an illness or injury, or some other event outside of their control which has had 
or is reasonably likely to have had an effect on their ability to take an assessment or on their 
level of attainment in an assessment. Special consideration is not appropriate for a minor 
illness or a minor disturbance.  It may not be possible to apply special consideration where 
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an assessment requires the learner to demonstrate practical competence. In some 
circumstances it may be more appropriate to offer the learner an opportunity to take the 
assessment at a later date rather than apply special considerations.   
 
A Request for Special Consideration form (available on our website) should be completed 
for each learner requesting special consideration with supporting evidence, which may 
include medical/psychological evidence or a statement from the invigilator/verifier. 
 
Further details are provided in our Reasonable Adjustments and Special Considerations 
document available on our website. 

 

AIM Qualification Standardisation 

Centres will be required to provide samples of assessment tasks for AIM qualification 
standardisation activity. Qualification standardisation is a process that promotes 
consistency in the understanding and application of standards and provides us with 
important information for our qualification review process. 

 
It is a requirement of the Centre Agreement that each centre offering the units from the 
qualification must contribute assessment materials and learners’ evidence for 
standardisation if requested. We will write to you to request samples if necessary. 
 
Outcomes from qualification standardisation will be made available to those centres using 
that qualification. 
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Section 4  
Operational Guidance 

Offering the Qualification 

Centres wishing to offer this qualification must be an AIM recognised centre. New centres can 
apply to become a centre using the centre recognition application process on our website 
(www.aim-group.org.uk).  
 
We can advise centres of the best and most efficient methods for offering this qualification. 
All procedures for the use of this qualification, including approval, registration of learners, 
verification and certification will be completed through AIM and all centres will have an 
allocated customer experience advisor to support them. 
 

Approval to Offer the Qualification 

Centres wishing to offer this qualification must complete and submit a Qualification 
Approval request (found on the AIM website). Some qualifications require centres to have 
specific resources in place and/or their assessors/ internal verifiers should hold certain 
qualifications. Where this is the case, centres must provide evidence of resources/staff 
qualifications when completing the Qualification Approval request. 
 

Fees and Charges 

The AIM Fees and Charges brochure includes all qualification charges and is available on our 
website. Please note that registrations will not be processed if centre fees have not been paid. 
 

Registration and Certification  
Once your centre has approval to offer a qualification, you will be able to register learners 
using the AIM portal. Learners must be registered onto the correct qualification via the 
portal. Centres then select their chosen components.  
 
For all registration and certification processes, please refer to the portal guidance document 
which can be downloaded from our website (www.aim-group.org.uk). Details of 
assessment, internal verification and external verification can be found in Appendix 1 - A 
guide to assessing AIM qualifications of this handbook. 
 
Learners achieving a qualification will be issued with a qualification certificate detailing the 
achieved qualification and components. Learners who have not achieved a qualification will, 
on request, be issued with a component certificate detailing the components achieved.    
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 Charges 
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Glossary of Assessment Terms 

There are two main types of assessment: summative and formative.  The key to good 

assessment practice is for Assessors to understand what each method contributes and to 

build their practice to maximise the effectiveness of each. 

Assessment Criteria: descriptions by which the Assessor determines whether a learner has 

demonstrated achievement of the intended learning outcomes for a particular level. 

Formative Assessment: designed to provide learners with feedback on progress and inform 

development. 

Summative Assessment: provides a measure of achievement in respect of a learner’s 

performance in relation to the intended learning outcomes.  It contributes to the overall 

result of achieved/not achieved. 

Assessment Terms 

Analyse Identify separate factors, show how they are related 

and how each one contributes to the whole 

Appraise Consider the positive and negative points and give a 

reasoned judgement 

Assess Give consideration to all the factors or events that apply 

and then make a careful and valued judgement as to 

which are the most important or relevant 

Comment critically Give a view after consideration of all the evidence. In 

particular decide the importance of all the relevant 

positive and negative aspects 

Compare/Contrast Using the main factors that apply in two or more 

situations unpick the similarities and differences or 

advantages and disadvantages 

Define Make clear what a particular term means and give an 

example, if appropriate, to show what is meant 

Demonstrate Show by example  

Describe Give a clear overview that includes all the relevant 

features – ‘painting a picture with words’ 
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Design Create a plan, proposal or brief to illustrate a concept or 

idea 

Discuss Take part in a conversation about a topic 

Draw conclusions Use the evidence provided to reach a reasoned 

judgement 

Evaluate Decide the degree to which a statement is true or the 

importance or value of something by reviewing the 

information.  

Explain Set out in detail the meaning of something, with 

reasons.  More complex than describe or list, so it can 

help to give an example to show what is meant.  

Introduce the topic then give the ‘how’ or ‘why’ 

Identify Pin point or choose the right one or give a list of the 

main features 

Illustrate Include examples, a diagram, pictures or photographs 

to show what is meant 

Interpret Give the meaning of something 

List Provide the information in a  list, rather than  in 

continuous writing 

Outline Give a brief overview 

Plan Work out and decide how to carry out a task or activity  

Select Choose from a given range 

State Give a clear but brief account 

Summarise Write or articulate briefly the main points or essential 

features  
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Please see the AIM Qualifications website for more information on the Extended ERF Adaptation.

https://www.aim-group.org.uk/clientfiles/files/AIM/Qualifications/Policies/Extended%20ERF%20Adaptation%20-%20Creative.pdf


Contact AIM  
 Charges 
 

 

 

 

 

 

 

For any queries, please contact AIM: 

AIM  

3 Pride Point Drive 

Pride Park 

Derby 

DE24 8BX 

01332 341822 

enquiries@aim-group.org.uk  
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