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Jigami Hairdressing

INTERNAL QUALITY ASSURANCE 

Mission Statement  
  
The main objective for offering all our hairdressing courses is to raise the level of 
education for current and upcoming hairdressers.


In today’s day Hairdressing has become much more than just a simple treat, it has 
become a must for both male and females in order to have a good personal professional 
image.


When it comes to choosing a career, most people think that choosing hairdressing is a 
quick and simple route to take, however it is far from this. Our courses educate students 
not only on how to provide hairdressing services but also other common issues or 
problems that may arise and how to deal with them effectively and in a professional 
manner. Such as:

• Scalp diseases and disorders

• Hair Conditions

• Handling chemicals in the salon

• Health & Safety legislations

• Understanding Client’s needs

• Detailed Consultation with clients prior to agreeing or going ahead with the service.

• Using products according to manufacturer’s instructions.

• Data protection Act.

• Contra-Indications

• Understanding the Hair & Skin structure.


Therefore, the main aim for offering our courses is to maximise education for current and 
upcoming hairdressers thus , are able to provide a professional service to the general 
public. 


Hairdressing Academy �2



Jigami Hairdressing

Hairdressing Academy �3

Directors, management and teaching staff of the Academy are responsible for the 
promotion, implementation, and application of the Code.


The principles set out in this Code should be taken into account when making decisions 
at all levels of the Academy.


Ethical Guidelines  
It is impossible to devise a single set of rules to resolve every ethical dilemma which 
members of Jigami Hairdressing may face. Instead, the principles in the Ethics Code 
should guide the exercise of judgement in individual cases. The following guidelines 
provide further information on how each principle should apply in practice, and lists some 
of the policies and procedures by which individual issues are presently addressed.

 


DECISION MAKING STEP-BY-STEP  
Three simple steps should be followed to identify and resolve the ethical implications of 
individual decisions and actions: 


1  Consider whether what you plan to do is compatible with the principles in the Ethics 
Code. Further guidance is often available from existing policies, several of which are 
listed in the following text.  

2  Ask yourself how you would explain your actions if you had to justify them to close 
friends and family, or if they were on the front page of a newspaper. What would be the 
impact on your reputation, or that of the Academy? How would you feel about asking 
someone else to do what you are proposing to do?  

3  Seek advice from an appropriate person, such as: a colleague or manager, or one of 
the Academy staff tasked or experienced in handling ethical matters.  

Always keep a tracking record of your decision making and the rationale behind it. 


Ethics Policy
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The Ethics Policy  is a set of core principles underpinning daily activities at Jigami 
Hairdressing. All members of the Jigami Hairdressing, including students and staff are 
expected to behave in line with the Ethics Code principles. The Code sets out how the 
School upholds the commitments and details the policies which support this. The purpose of 
this Policy is to explain what each of the principles mean and how they should be applied in 
practice by members of Jigami Hairdressing. 

The whole Jigami community, including all employers, employees and students, are expected 
to act in accordance with the principles which are set out in this Code under the following 
headings:


• Responsibility and Accountability 

• Integrity 

• Intellectual Freedom 

• Equality of Respect and Opportunity 

• Collegiality 

•  Sustainability. 
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1. Responsibility and Accountability  
What are the principles set out in the Ethics Code and what do they mean for the way we 
behave?  

In order to uphold our commitment to responsibility and accountability, we will: 


1.1.  Embed the principle of individual responsibility at every level of the Academy’s 
member of staff


WHAT DOES THIS MEAN?  
1.1.1.  Every member of the Academy is responsible for upholding the Ethics Code. 


1.2.  Raise concerns relating to ethical matters as they arise. 


1.1.2.  Those in leadership such as Tutors, IQA and EQA have a particular responsibility to 
set an example in their conduct and to promote and support good ethical behaviour.  

Reporting concerns 
The Academy encourages everyone who has a genuine concern to ‘speak up’ and raise 
the matter so that it can be addressed. There are several ways this can be done. Student/
Learner may wish to raise the matter with their Tutor, Internal Verifier or External Verifier. 
All contact details are found in each Student’s HandBook which is given to them on their 
first day, during the Induction meeting.


To support individuals to raise concerns the Academy sets up regular one-to-one 
meetings with students on a regular basis to ensure peace and stability within the group.


We do not tolerate Harassment and/or bullying and Jigami Academy ensures that this is 
discussed and explained to each learner upon engagement. Tutors and verifiers are to 
watch students to ensure no bullying is taking place and make learners comfortable to be 
able to seek help should this be an issue. Students are aware that they are able to report 
any mishaps they feel is bothering them directly to the Tutor.
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2.4. Be transparent and consistent in our decision making. 

Hairdressing Academy �6

2. Integrity  
2.1. Be honest and truthful.  

WHAT DOES THIS MEAN?  

2.1.1.  Every member of the Academy should behave honestly. We should communicate 
truthfully and openly with each other and with outside parties.  

2.1.2.  No one should misrepresent their position as a representative of the Academy, 
everyone should stick to their roles.  

2.2.  Act in accordance with all relevant legislation and statutory requirements. 


WHAT DOES THIS MEAN?  
2.2.1.  Every member of the Academy should act in accordance with the law and Jigami 
Academy rules and regulations.  

2.2.2.  No member of the Academy should offer or accept bribes either on a personal 
basis or on behalf of the Academy itself. Bribes include money, gifts, or hospitality 
disproportionate to the relevant circumstances.  

2.2.3.  Every member of the Academy should handle data properly, protecting privacy and 
confidentiality, and respecting copyright.  

2.3. Declare interests and manage appropriately possible conflicts. 


WHAT DOES THIS MEAN?  
2.3.1.  Members of the Academy should declare outside interests relevant to their 
activities at the Academy itself and should take steps to manage or eliminate any 
potential conflicts that may arise.  

2.3.2.  No one should be involved in making decisions from which they, or anyone with 
whom they have a close financial or personal relationship, stand to benefit. This applies 
to all areas where such conflicts may arise, including student admissions, student 
assessment, disciplinary proceedings, appeals, staff recruitment, staff promotion and 
remuneration, and assessing proposed relationships between the Academy and outside 
parties.
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WHAT DOES THIS MEAN? 
2.4.1. The Academy members, and staff involved in decision- making -- including 
student admissions and assessment, staff recruitment and remuneration, and 
procurement -- should work transparently and consistently, applying policies and 
procedures, and recording a clear rationale for individual decisions. The commitment to 
transparency should be balanced against individuals and organisation’s rights privacy 
and confidentiality.


3. Intellectual Freedom  
In order to uphold our commitment to intellectual freedom, we will: 


3.1.  Protect individuals’ freedom of expression. 


WHAT DOES THIS MEAN? 
3.1.1. Every member of the Academy should recognise the right of others to freedom of 
expression within the law. Freedom of expression does not absolve individuals of the 
responsibility for treating others with courtesy and respect (see number 4 below)

 

3.2.  Uphold the freedom to individuality and creativity.


4. Equality of Respect and Opportunity  
In order to uphold our commitment to advancing equality of respect and opportunity, we 
will treat all people with (equal) dignity and respect and ensure that no person will be 
treated less favourably because of her/his role at the Academy, age, disability, gender 
(including gender identity), ethnicity and race, religion or belief, sexual orientation, 
marriage and civil partnership, pregnancy and maternity and social and economic 
background


WHAT DOES THIS MEAN? 
4.1.1. Every member of the Jigami Academy should treat other people with dignity and 
respect, whether on or off the Academy’s premises.


4.1.2. Bullying and harassment are not acceptable.


4.1.3. Every member of the Academy should treat other people properly, regardless of 
their different roles at the School, political opinions, ethnicity and race, gender (including 
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gender reassignment identity), disability, age, religion or belief, sexual orientation, 
marriage and civil partnership, pregnancy and maternity, social and economic 
background, and personal history.


4.1.4. Everyone should work to promote a culture free of discrimination.


5. COLLEGIALITY 
In order to uphold our commitment to collegiality, we will promote within the Academy 
an inclusive and participatory working and social environment in which we encourage, 
support and behave appropriately to one another.


WHAT DOES THIS MEAN? 
5.1.1. Every member of the Academy should seek to be a good citizen and work in the 
best interests of the Academy as a whole.


5.1.2. Every member of the Academy should meet the highest standards of good 
personal, professional, and academic conduct applicable to their role at the Academy 
itself.


6. SUSTAINABILITY 
In order to uphold our commitment to sustainability, we will ensure that the Academy will 
hold CPD functions on a yearly basis (such as charity events, hair shows, trade shows, 
photoshoots , etc.)


WHAT DOES THIS MEAN? 
6.1.1. Every member are to participate in such activities, promotions and charity events 
held during the year.


6.1.2. Every member of the Academy should seek to exercise good stewardship of these 
activities and encourage other students to participate and be part of the Academy.
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Academic Integrity and Freedom 
It is the direct responsibility of the Academy to encourage free inquiry and expression 
and to provide an academic environment in the classroom/salon whilst contact with 
students reflect a high standard of integrity and is conductive to learning.


Academy obligations relating to academic integrity, faculty are expected to conduct 
themselves in a professional manner, as summarised below:


1. To meet their classes when scheduled.


2. To be available at additional times for appointments with students, and to keep such 
appointments. These additional meetings are available to students apart from their 
course hours. (upon prior request) These meetings are available for students to give 
a one-to-one attention towards additional help or assistance the student may need.


3. To make appropriate preparation for classes and other meetings, using a mix of 
learning styles that each student will find accommodating and interesting.


4. To perform their grading duties and other academic evaluations in a timely manner.


5. To give to students their scheme of work (lesson schedule) in advance for the 
student to have enough time to prepare for their lessons, models or/and 
assessments.


6. To base all academic evaluations upon good-faith and professional judgment.


7. Not to consider, in academic evaluation, such factors as race, color, religion, sex, 
sexual orientation, age, national origin, political or cultural affiliation, lifestyle, 
activities, or behaviour outside the classroom unrelated to the academic 
achievement.


8. To respect the confidentiality of information regarding a student contained in 
academy records; and to refrain from releasing such information, except in 
connection with the student consent, or as may be permitted by law.


9. Not to exploit their professional relationship with students for private advantage; and 
to refrain from soliciting the assistance of students for private purposes in a manner 
that infringes upon such students' freedom of choice.


10. To give appropriate recognition to contributions made by students to research, 
publication, service, or other activities.
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11. To refrain from any activity which involves risk to the health and safety of a student.


12. To respect the dignity of students individually and collectively in the classroom and 
other academic contexts, in order to uphold our commitment to collegiality, we will 
promote within the Academy an inclusive and participatory working and social 
environment in which we encourage, support and behave appropriately to one 
another.


Introduction to Assessments (Academy Policies) 
Based on Introduction to Assessments (City & Guilds Policies) 

EXAMINATIONS & ASSESSMENT REGULATIONS 

Examinations and Assessments at Jigami Academy for each unit needed to be achieved 
for the successful achievement of City & Guilds Certification take the form of:

Theory Knowledge 
Choice of:

• Computer Test

• Assignment

Practical Knowledge 
Both of the following are used:

• Practical Assessment in salon on a Model

• Oral Questions asked

And attendance, participation and success in the Academy’s yearly Hair Show 

Prior to student undergoing their theory and practical assessment they need to be 
able to achieve within their stipulated time frame of their chosen course the 
following: 

1. Theory Assessments (online or assignments): If the below minimum criteria is not 
achieved student will not be able to undergo their theory assessment. An alternative 
date/plan will need to be made after the stipulated time frame of their chosen course. 
This is done to avoid disruption to the program and to avoid disruption to other 
students.

• Attended all Unit concerned Theory Lesson, and attended lesson on time.

• Understood Fully the Unit Knowledge. Should student not understand the scope of the 

Unit they should inform their tutor in writing within 7 days of the Theory Lesson. 
Otherwise the assessment will take place as planned. (assessment plan is written on 
Student’s Scheme of work, given every 3 months in advance)


Hairdressing Academy �10



Jigami Hairdressing

2. Practical Assessments: If the below minimum criteria is not achieved student will not 
be able to undergo their practical assessment. An alternative date/plan will need to be 
made after the stipulated time frame of their chosen course. This is done to avoid 
disruption to the program and to avoid disruption to other students.

• Attended demonstrations and practical lessons for tasks.

• Practiced during lessons the skills required on training head. Once skills are achieved 

practice should be done numerously on real live models, brought in by the student.

• Students are responsible to bring in their own Models. Notification by tutor will be 

given to student in advance. (written on student’s scheme of work)

• Skills are practiced enough times on live models. This will ensure full competence of 

students to undergo their Practical Assessments.


EXAMINATION GUIDELINES 

Theory computer test: 
• Attend their on-line exam date. Should student fail to attend for any reason, student 

will be allowed another attempt not later than 1 week after initial date planned.


• No unauthorised material will be allowed during examinations such as; mobile phones, 
books, notes, iPads etc.


• Student may ask questions to tutor at the end of the test by flagging the question 
numbers and explanation will be given by the Tutor, especially for any language 
barriers.


• Whilst undergoing the test students may not talk or disturb other students or staff 
members.


• Theory computer test will normally take place 2 weeks following the theory lesson.


• Student may repeat their on-line test for a further 3 attempts (re-sits) should they fail 
the first one. Alternatively should student fail the re-sit attempts an Assignment will 
need to be handed in and oral questions will be asked by tutor at a later stage to 
ensure student has full knowledge of unit criteria. Length of time between each re-sit 
will be not more than 1 week. Following failure of computer test, Tutor will give student 
feedback and plan of action towards their next attempt, this will help student study 
towards achieving their criteria knowledge. (Feedback: where student went wrong and 
what they need to study/improve on)
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• Disruptive behaviour will not be tolerated, student must be professional at all times 
and showing good conduct. Should this interfere with tests and/or disrupt other 
students Tutor may ask student to stop and leave premises. 


• Students attending on-line tests should still preset a good personal presentation of 
themselves including good personal hygiene.


Theory Assignment: 
• Upon completion of theory unit lesson student needs to decide whether they choose 

to do an assignment or on-line test, with 24hours of completion.


• Student must notify tutor in writing (via email) that they have chosen the assignment. 
Tutor will send assignment information to student via e-mail within the next 24hours 
and stated in e-mail will be the deadline for handing in first attempt work.


• The tutor and student will commute with feedback on assignment within stipulated, 
reasonable time frame (each unit should not take longer than 30days from completion 
of theory lesson) and once Tutor confirms full success of assignment, student needs 
to print out and bind assignment. This will be signed and kept is Student’s file in 
Centre Records.


• Should this not be achieved accordingly and within the stipulated date student will 
need to re-sit after completion of course at an additional time frame.


• Plagiarism or Collusion is not tolerated. References from where you got your 
information should be referenced at the end of your assignment.


Practical Assessments: 
• Should be performed on real live models, unless instructed otherwise for exceptional 

units.


• Should the student fail to bring the model or the model fails to turn up the student will 
be given further attempts. However during the period of 1 year only 2 attempts to 
failing to attend (for any reason) to a practical assessment will be tolerated. Should 
there be more failed attempts student will need to carry on wit program and may be 
able to extend additional time to their course duration upon availability and agreed by 
tutor at an additional cost. (cost will be calculated pro-rata to the same fee)
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Should student attend assessment without following the below academic rules, 
assessment will immediately bring the observation to a halt:  
1. Good Personal Presentation (wear uniform provided and follow personal presentation 

guidelines found in your handbook) 
2. Have with you the Assessment Record sheet (also found in your handbook) 
3. Have full tool kit, fully functional, nothing broken, clean and sterilised. (Full tool kit 

needed also listed in your handbook) 
4. Present good behaviour and conduct in salon at all times. Should an issue arise 

discuss with your Tutor in private. (not in front of models/clients) 
5. Treat your model with respect and professionalism. (even though they may be family 

or friends) 
6. Keep calm and professional in the event of an unforeseen result or issue with your 

model.

7. Use your ‘Assessment checklist’ found in your Handbook.

8. Attend assessment prepared and full knowledge of unit numbers you will be 

performing on the day of your assessment. 

9. Full knowledge of Log Book outcomes and grading criteria. This will help you know 

what your Tutor will be assessing you on the day. 

10. Full knowledge and awareness for Health & Saftey rules, regulations and policies.

11. Use of PPE &  Academy policies for client service/s gowning and refreshments.


Further regulations are found on appendix 4, 6 & 7  ‘’Information for candidates 
For on-screen tests – effective from 1 September 2018’’ on the next page. 

Policies for ensuring against  ‘Academic Fraud’ 

These Academic Policies constructed by Jigami Academy within line to the City & 
Guilds Policies set standards to ensure against Academic fraud. Should there 
however be any suspicion the following procedure is taken into action: 

• Following verbal warnings and/or written feedback sheets a written warning will be 
given to student. Should this incident be repeated after the written warning is given to 
student the ‘’Suspected learner malpractice notification form’’ may be applicable. 


**** need to attach form  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Further Assessment Guidelines 

The qualifications are intended to provide an understanding of the sector and the 
vocational skills and knowledge required. They also provide an awareness of the range 
of jobs and work settings in the sector and will enable candidates to make informed 
decisions about careers in the sector. 


The qualifications do not follow the assessment strategy associated with National 
Vocational Qualifications, ie that skills must be demonstrated on real, paying clients, in a 
realistic working environment, under commercial pressures and within commercially 
acceptable service times. 


Assessment 

The emphasis is on ‘learning by doing’, not on competence. For this reason, candidates 
are required to complete a number of tasks and/or tests to show their attainment of 
practical skills and underpinning knowledge. 

The summative assessments for the qualification require the candidates to undertake: 
1.practical tasks, and  
2.knowledge and understanding task(s) in an assignment or on-line test(s). 

 
NB Candidates can use either the on-line test or knowledge tasks in the assignments. 
Candidates are not required to undertake both for a unit, but can use a combination to 
achieve the qualification. Assignments 104 and 105 are exceptions, they are assessed 
by assignments only. 

 
E-assessment  
City & Guilds have produced computer tests for each unit to cover the knowledge and 
understanding assessment requirements. The on-line assessments are available via the 
E-volve system. Information on how to become an E-volve centre can be found on our 
website www.cityandguilds.com/evolve. 

 
To register your candidates on the qualification with online tests, it is important to use 
the correct number. Please refer to the Walled Garden for these numbers. It is important 
to remember that once a candidate has registered onto the qualification (including on-
line tests) there is the flexibility to use either on-line tests or the knowledge tasks in the 
assignments. A combination of both is acceptable. 
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These computer tests are graded pass or fail only. These computer tests are closed-
book tests and must be invigilated. The invigilator can be tutor/assessor. Where 
candidates do not pass, they can be given a chance to re-sit the test, allowing sufficient 
time for them to revise. This is at the discretion of the centre.  

Assignments  
Each assignment is divided into a series of tasks. Knowledge tasks will typically require 
candidates to: 

	 1. demonstrate their subject knowledge, ie produce an information sheet or a fact 
sheet  

	 2. find out and report on hairdressing services, styles, products and fashions, or 
the industry. 

 
Candidates that successfully achieve the computer test for a unit are not required to 
complete the knowledge tasks in the assignment. 

 
Research and report tasks in the assignments are not closed-book tests. Within the 
overall time constraints set by the centre, they may be completed away from the centre, 
in the candidate’s own time and at their own pace. 

 
Candidates are required to submit evidence by using reports, information sheets, guides 
etc, however, this is only a guide and candidates should not be penalised for providing 
evidence in an alternative form. 

 
Candidates should be encouraged to use pictures, photos and drawings to illustrate 
looks where appropriate. 

 
It is expected that assessors will annotate candidate’s work and use the feedback form 
to provide feedback. 

 
Candidates that are not successful can repeat tasks. This is at the discretion of the 
centre. 

 
Practical tasks will require candidates to demonstrate occupational skills. All practical 
observations have an observation checklist. All the criteria on the checklist must be 
successfully demonstrated. 

 
Candidates may familiarise themselves with the observation checklist prior to practical 
observation. However, candidates are not permitted to use the observation checklist to 
work from when completing the practical tasks.
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Real people should be used for all summative practical observations with the exception 
of the following units for which head blocks may be used 

	 Perm and neutralise hair  

The art of colouring hair  
Styling men’s hair  
Plaiting and twisting hair  

 
Simulation for these units should only be used once the use of models, peers and clients 
has been exhausted. If a head bloke has been used in a summative assessment it 
should be recorded by the assessor. 

 
Scheduling of the observations is flexible, but to retain integrity of the assessment, they 
should be carried out as closely as possible to the written work for that unit. 

 
Assignments can be completed in any order. There is no need for candidates to work 
through the units in numerical order. Centres will be expected to organise the 
assignments in a logical order according to the requirements of the candidates and the 
course, eg with regard to work experience placements, visits etc.  

Introducing the assignment work to the candidates  
It will be beneficial to take the candidates through what is required in the assignments, 
and the way in which practical tasks will be graded. Candidates should have an 
opportunity to familiarise themselves with the way these tasks are graded. 


Timings for assignments  
A submission schedule should be worked out by the centre, governed by the overall 
assessment plan for the course, to be negotiated between tutor/assessor and 
candidate. Practice may show that some candidates could be fast-tracked. 

The relationship between course delivery, the handing out of assignments, and the 
deadlines for their return are matters for agreement between the tutors and the 
candidates locally. 


Submission of assignment work  
It is recommended that candidates be given an opportunity to submit a draft of their 
written work to their tutor/assessor, within an agreed timeframe, to gain feedback 

Opportunities to repeat tasks within an assignment 
Candidates who fail a task can repeat the task, at the centre’s discretion, but cannot 
achieve higher than a Pass grade for that task. 
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The assignments are summative assessments and, other than to gain a Pass, 
candidates may not retake tasks or assignments to improve grades. It is therefore 
essential that the assignments are not used as formative assessment and that 
candidates only attempt the assignments when they are judged to be fully ready. Should 
tutors/assessors wish to prepare candidates for the assessments, they may devise their 
own assignments internally and provide feedback on these. 


Authenticity 

Centres are reminded to check for authenticity of work where candidates may be using 
texts and the Internet to complete tasks. 


Feedback  
Assessors should provide feedback on every occasion that a skills observation takes 
place. 


Candidate records of course work  
Candidates should be encouraged to keep their work carefully in a portfolio. This may be 
an unfamiliar form of record keeping for many of them, but it is a good discipline which 
will benefit them when they progress in their learning and training. In addition, learning 
themes tend to recur in other qualifications they may wish to take, and it may only be 
necessary for them to add a little to what they have already done to achieve the new 
standard. 


Marking and grading of assignments

Level 2 Assignments (numbers starting with 2)
Knowledge tasks are pass/fail only. 

To achieve a pass, candidates must have covered all of the bullet points in each 
task and any minimum requirements as listed in the assessor’s guidance 
demonstrating correctness, accuracy and understanding. 

Practical tasks are graded pass, merit or distinction. 

Details of how to mark and grade practical tasks are given on the Practical 
observation pages of each assignment. 

The grade achieved in the practical task(s) will determine the overall grade for 
the unit. 

To allow a grade to be claimed, candidates must pass the practical task(s), and 
either the knowledge task(s) in the assignment or the relevant on-line test.
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Accreditation of prior learning/achievement  
Some candidates may have previously followed a programme with a similar assessment 
regime, albeit at a lower level. It may be that previous work, especially research or 
‘finding out about’ type tasks, could count, either wholly or in large part, towards the 
assignment work in these qualifications. 

 
However, the general rules for evaluating evidence (VACS) must still be observed, that is 
there is an obvious link between what was produced earlier and the evidence required in 
these qualifications (validity); that the work submitted is genuinely the work of that 
candidate (authenticity); it was not completed so long ago that they would either have 
forgotten their learning or that legislation had been introduced or changed in the 
meanwhile (currency); and that there is enough evidence to give confidence that the 
requirements of the unit have been met (sufficiency). 

 
The way in which these APL/APA judgments have been made should be clear to the 
External Verifier when sampling during visits. 

 
Codes of practice  
The importance of safe working practices, the demands of the Health and Safety at Work 
Act and the Codes of Practice associated with the industry must always be adhered to  
Health and safety 

 
The requirement to follow safe working practices is an integral part of all City & Guilds 
qualifications and assessments, and it is the responsibility of centres to ensure that all 
relevant health and safety requirements are in place before candidates start practical 
assessments. 

 
Should a candidate fail to follow correct health and safety practices and procedures 
during an assessment, the assessment must be stopped and the candidate advised of 
the reasons why. The candidate should be informed that they have not reached the 
standard of assessment required. Candidates may retake the assessment at a later date, 
at the discretion of the centre. In any cases of doubt, guidance should be sought from the 
External Verifier. 
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Verification of assignments  
By using marking checklists verifiers can check that evidence for an assignment is 
complete and can ensure that allocation of marks has been fair and beyond dispute.  
Assessors must ensure that candidates understand why a particular grade has been 
given for the assignment. It is for this reason that City & Guilds requires the signature of 
both the assessor and the candidate on the final assignment mark sheet.  
If a candidate’s work is selected for verification, samples of work must be made available 
to the appointed External Verifier. The External Verifier will ensure that: 

• the Quality Assurance Co-ordinator is undertaking his/her responsibilities 

• the Quality Assurance Co-ordinator is given prompt, accurate and constructive 
feedback on centre operations 

• a report is written on centre activities for City & Guilds. 

Internal quality assurance  
Approved centres must have effective quality assurance systems to ensure optimum 
delivery and assessment of qualifications. 

 
Quality assurance includes initial centre approval, qualification approval and the centre’s 
own internal procedures for monitoring quality. Centres are responsible for internal quality 
assurance, and City & Guilds is responsible for external quality assurance. 

 
Full details and guidance on the internal and external quality assurance requirements and 
procedures, are provided in Providing City & Guilds Qualifications. This document also 
explains the tasks, activities and responsibilities of quality assurance staff. 

 
In order to fully support candidates, centres are required to retain copies of candidates’ 
assessment records for three years after certification. 

 
Centres are also free to design their own assignments, if they feel they better reflect local 
needs, and are encouraged to be as creative and inventive as possible, particularly with 
the research or ‘finding out’ tasks. These locally-devised proposals should fulfill the same 
general assessment purpose as the City & Guilds set assignments, should use the same 
marking and grading criteria, and should be agreed by City & Guilds and the External 
Verifier before use, and sampled by the External Verifier before the assessments are 
claimed. 
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Entry for assessment and certification  
Candidate registration and entry for the online multiple-choice test(s) should be made via 
the Walled Garden. Results of assignments should be submitted in the form of grades via 
the Walled Garden. Only those units which have been achieved should be included. Each 
unit number is entered, followed by P (Pass), M (Merit) or D (Distinction) to indicate the 
grade the candidate has achieved.  

Introduction to the assignments – for candidates 

To complete the qualification, you will be required to undertake: 

• practical tasks, which will require you to demonstrate occupational skills  
and 

• knowledge and understanding task(s) in an assignment or on-line test(s), which will 
require you to show your subject knowledge . 

 
You can take either the on-line test or complete knowledge tasks in the assignments. You 
are not required to undertake both for a unit, but you can use a combination to achieve 
the qualification. 

 
All assignments are graded. You can be awarded a pass, a merit or a distinction grade, 
depending on how well you perform. 

 
Timings  
There is no particular time limit set for the completion of an assignment. However, your 
tutor will guide you on the maximum time you should allow to complete all of the required 
assignments within the time available for the course. The timescale for the completion of 
assignments will be negotiated between you and your tutor. However, the results of your 
failure to submit on time, without a valid reason, are that you may fail the assignment.  
You may discuss your work with your tutor to get feedback on whether the accuracy and 
amount of work you have done will earn you a pass. However, you will also need to meet 
the centre’s timescales for submitting your work. 
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Presentation of work  
Presentation of work must be neat and appropriate for the task. You should prepare a 
front cover for each assignment and a contents page to present your work in a clear and 
logical sequence. Label each task so that is easy to find. 

 
You are encouraged to word process your assignments as this looks professional, but 
this may not be essential and you should check with your tutor if you are not able to. 

 
For research and report tasks you may wish to refer to books, information given to you by 
your tutor or you may wish to research the Internet. If you do this, remember to include a 
reference to show where the information came from. You must also provide the answers 
in your own words – your assessor knows the way you normally express yourself so they 
will be able to tell if you have simply downloaded material or copied it directly from a 
textbook. You may also want to include relevant charts, pictures and leaflets you have 
collected. Use colours, symbols and diagrams wherever you think they will help to 
illustrate your answers.  
Your tutor/assessor will guide you if there is any part of the assignment that you do not 
understand. 

 
Practical observations  
Before presenting yourself for the final observation task for an assignment, please ensure 
that:  

• Your tutor/assessor agrees that you are ready for the assessment. This will usually 
result from an appraisal of your log of the various practical work you have completed 
during the course;  

• You are sufficiently familiar with the Health and Safety at Work Act, COSHH 
regulations and the Electricity at Work Act, as they apply to you, the client and the 
salon, so that you can undertake this assessment safely. Also, because of the 
particular hazards associated with services, you will need to be familiar with the 
correct selection and use of fire fighting equipment. Please note that if you are 
observed performing in an unsafe manner at any time during this assessment your 
assessor will immediately bring the observation to a halt.  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Anti-Discrimination Policy 
Discrimination means treating a person or group less favourably than another person or 
group due to their circumstances or personal characteristics. These include a person’s:

• race;
• age;
• religious belief;
• gender;
• sexual orientation;
• marital status;
• pregnancy;
• political belief or activity;
• union membership or activity;
• impairment or disability (whether temporary or permanent); 

 

1 INTRODUCTION

Jigami Academy is committed to developing an environment free from discrimination for 
staff, students and all visitors. Discrimination is a form of abuse towards another 
person or group of people, focussed on specific attributes of the individual, and 
therefore damaging to their mental, emotional and spiritual well being.

Every member at Jigami Academy has a responsibility in preventing discrimination.

This policy outlines the Academy guidelines for promoting a discrimination-free 
environment for staff, students and visitors to the site; and for dealing with 
allegations or incidents of discriminatory acts within the Academy.

2 POLICY

The Academy is committed to creating an environment that is free from discrimination; 
where all people are treated with dignity, courtesy and respect.

(a) Staff and students at Jigami should not be subject to behaviour, practices, policies or 
processes that may constitute unlawful discrimination, harassment, victimisation or 
vilification.

(b) The Academy aims to ensure that it’s practices, policies and procedures are free from 
direct or indirect discrimination.

(c) The Academy is committed to a policy of providing equitable, dignified access to its 
premises and services.

(d) The Academy will promote it’s standards of conduct by staff, students and visitors to 
the Academy at all times. 
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(e) The Academy will ensure all staff and students know their rights and responsibilities 
with respect to discrimination.

(f) The elimination of discrimination at the Academy is the responsibility of all staff, 
students and parents.

(g) The Academy will encourage the reporting of behaviour which breaches this policy.

(h) The Academy will provide an effective procedure for complaints based on the 
principles of procedural fairness.

(i) The Academy will treat all complaints in a sensitive, fair, timely and confidential 
manner.

(j) Students, Staff or anyone making an allegation or complaint with regard to 
discrimination will not be victimised.

3 PROCEDURES

How does the Academy proceed with the written Policies to ensure they are being met?


1. Academy’s Policies & Procedures are discussed and explained to all staff and 
students upon first engagement.


2. Handbook is given to all staff and students. In the handbook one will also be 
informed that on the Academy Web Site further policies and procedures will be 
available to download. 


3. Handbook and Policies & Procedures need to be monitored, viewed and updated at 
regular times and/or where the need arises to implement such changes or additions. 


4. Head of Academy and Internal Quality Assurer need to hold regular meetings with 
staff and students to ensure that everyone is aware of the Discrimination policies 
and procedures and to ensure that it is not taking part in the Academy. 


5. If discrimination is suspected action needs to be taken immediately. Firstly by trying 
to solve the matter as privately as quickly as possible. If this does not work then one 
should follow the complaints procedure form. 


6. Appraisals and one-to-one meetings with staff and students should take place on a 
regular basis (normally every quarter) to discuss any arising issues or concerns.


7. Lessons on discrimination should be given to all staff and students. Knowledge is 
also found in most of the Hairdressing units. 
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4 FEEDBACK 

The school values feedback about its services and facilities, and seeks to continually 
improve its ability to care for and support members of the Academy community.


Any comments or suggestions for improvement in its ability to meet individual needs or 
promote a non-discriminatory environment are welcomed; and should be directed to the 
head of Academy. Contact details can be found in Handbook or on web site.


5 COMPLAINTS 

Complaints about discriminatory speech or actions should be made in writing to the 
Head of school by downloading the complaints form from the Acdemy’s web site.


PROCESS OF COMPLAINTS 

1. Before complaining in writing, ask your tutor or internal verifier (IQA) for a one-
to-one meeting to discuss your issues or concerns. 

2. If a one-to-one meeting was held and you are still not satisfied or have not 
been given a solution to the matter, then you will need to download the 
Complaint Form from our web site and send it to the Head office e-mail. 
info@jigami.com 

3. You will get a reply within 3 working days. 

4. Should you still not feel confident with the changes applied you will then need 
to Appeal by following the Appeals procedure. Also available to download from 
our web site. www.jigami.com/academy 
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Support Services 
The Academy shall work with the individual, to determine the most appropriate and 
effective ways to facilitate their education, work or access within the qualification 
journey by means of:


Educational support – E.g. modified programmes; in class aide; examination 
provisions; homework help; Individual Plans; Personalised Learning Plans, alternative 
learning styles to suit individuals.


Employment support – E.g. student given the opportunity to work within the  	 	
Academy’s salon/s. Alternatively communicate with other salon owners for the 
employment of students. Offer students observation in company’s salon/s


Learning difficulties support – Targeted to each case. 


HEAD OF INSTITUTION  
Selection Criteria for the Head of Institution.

As a minimum we would ask for the following criteria:

• Minimum of Level 3 Diploma in Hairdressing

• Minimum of 10Years Salon Experience

• Possess good Managerial Skills.

• Able to lead and manage, teachers and students.

• Speaks Fluent English & Maltese

• Good reading & writing skills in Maltese & English

• Good computing skills including the ability to use all office applications

• Able to monitor ongoing lectures and practical lessons/demos.

• Confident in all Hairdressing services & Hairdressing products

• Understand the process and implementation of the delivery of our courses.

• Full knowledge in the Syllabus Units of Achievement 

• Able to promote and advertise courses, including meeting students and discussing 

the right course for them.
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Unless the Head Of Institution is employed internally by promoting other members of 
staff, we would announce this call for application publicly. 

The process will be: 
• Matching the selection criteria for Head of institution

• C.V

• Interview

• Second Interview/ Trial Test


If all was a success, then applicant will start by undergoing probation period and training 
from our team.  


Mitigation Circumstances 
The student has the right to terminate their course and continue after the maximum 
period of 6 months. Termination reason is only accepted in extreme cases such as 
illness etc. A doctor’s certificate/letter of recommendation needs to be presented to the 
centre, prior to terminating course. 


Student admission, progression recognition and 
certification 
Upon students successfully completion of  a programme and students achieve their 

Certification for City & Guilds. This will contain information such as: 

• The context; 

• Amount of learning credit, and 

• Content and status of the qualification gained. 

* The MQF Level and other details will be stated Publicly on the Web Site as mentioned 

in Q & A Standard 9. 

Employment rates and career paths 
Jigami Academy Commits to collect the following: 

• Course participation, retention and success rates; by maintaining students application 

form upon commencement  

• Retention and success will be based upon certification. 
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• Students’ satisfaction with their programmes by record keeping of   questionnaires 

filled in by students. 

• Maintain records of student’s employment status upon successful achievement of 

their certification and included we will also gather info from students their career path 

they have chosen or are currently undergoing  now that they have achieved their 

certification.  This info will be taken from student during their final questionnaire. 

* We will keep all these records for up to 1 year, whilst following the Data Protection 

act. 

The person responsible for data management is company director Jeanette Cassar. 

Additional data may be collected at regular intervals throughout the student’s journey 

depending on each individual and depending on course chosen. This is normally also 

done through student appraisals which are held every quarter. 

The data collected will be reviewed and analysed in order to help Academy improve and 

consider alternative ways and methods for further ease and benefits to the students.  

Public Information 
Jigami Academy confirms that the below information will be made public by uploading it 

our web site. (www.jigami.com) once approved and licensed by the NCFHE. 

a. The selection criteria for the course;  

b. Intended learning outcomes;  

c. The qualification awarded (EQF/MQF level);  

d. Learning and assessment methods used; 

e. Pass rates (meaning the pass mar or percentage which a student need to obtain in 

order to successfully complete the course); 

f. Further learning opportunities and/or careers upon course completion. 
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Additional Information & Guidelines 
The	processes		set	in	place	for	ensuring	fairness	in	assessment	and	grading.	

• Assessments and grading are ensured to be fair by following the 
Criteria listed on the students Log Book (given to students upon 
engagement).  

• The IQA internally assesses the Tutor and Learners on a regular basis to 
ensure fairness. 

• The EQA assesses the Tutor/Assessor, IQA and Learners by observing 
the process of Assessment. 

The	responsible	person/s	for	grading	students	exams: 

• Jigami is responsible for grading Practical Assessments only and not 
Theory online Exams. 

The	agreement	between	Jigami	and	CG	re	assessment	is	as	follows:	

Jigami	ensures	to	follow:	
1. Process	of	Evalua9on	(assessment	process)	
2. Appeals	Procedure	
3. Equals	Opportunity		
4. Quality	Assurance	Strategy	
5. Log	Book			

Students	are	informed	of	their	grade:	
Orally	and	in	wri9ng	immediately	aKer	their	assessment	takes	place.	

The aims of our Academy are valuable and important. The process for following and 

achieving these aims are listed below:  

• Develop and offer products and services that are based only on occupational, 

technical, professional or statutory requirements and do not unnecessarily 

discriminate against anyone on the basis of the particular characteristics mentioned in 

this policy. 

• We ensure that we develop and offer products and services that are based only on 

occupational, technical, professional or statutory requirements by following the 

Industry Policies and Regulations together with any other Health and Saftey 

requirements needed.  
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• Ensure equality principles are embedded in the development process and training of 

internal staff and consultants. We aim to ensure equality principles in the development 

process and training of internal staff and consultants by following the process of 

Quality Assurance strategy. 

  

• Consult with relevant individuals and organisations that we consider appropriate to 

ensure there are no unnecessary barriers to prevent access in relation to our products 

and services. In this case should the need arise to consult with relevant individuals and 

organisations that we consider appropriate to ensure there are no unnecessary 

barriers to prevent access in relation to our products and services the process will 

take form in a recorded meeting. 

• Facilitate access to assessment by having in place clear arrangements for making 

reasonable adjustments which will reflect the needs of individual learners and ensure 

the assessment remains valid, reliable and consistent where adjustments are 

approved. The process we will follow to facilitate access to assessment by having in 

place clear arrangements for making reasonable adjustments which will reflect the 

needs of individual learners and ensure the assessment remains valid, reliable and 

consistent where adjustments are approved is by the use of Summative sampling  

which includes reviewing the quality of learning completed and assessment 

judgements taken in their entirety by the IQA. The IQA will also follow an audit trail 

which clearly demonstrates that tutors and/or assessors have covered all the relevant 

requirements and checked that all work presented meets the rules of evidence, 

whatever format it is presented in.  

• Evidence must be confirmed by assessors as:  

- Valid, Authentic, Current, Reliable and Sufficient  

- relevant to the standards for which competence is claimed  

- produced by the learners  
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- sufficiently recent for assessors to be confident that the learner still has that same level 

of skills or knowledge  

- genuinely representative of the learner’s knowledge and skills - meets in full all the 

requirements of the standards. 

The sampling strategy will vary according to the needs of the centre and learners, 

qualifications or programme, but in all cases must be agreed with the EQA. In defining 

the strategy all the following should be taken into account.  

• Ensure our centres have their own equal opportunities policy that work together with 

ours, and that they have systems and procedures in place to implement and monitor 

policy effectively 

    ( Check out our Equals Opportunity policy) 

• Ensure our centres have an appeals and complaints procedure and take steps to 

ensure that candidates understand this, and how or when to appeal or complain to City 

& Guilds. 

   ( Check out our Appeals procedure attached separately) 

Periodic reviews of the programmes we offer are held  in order to ensure that the 

programmes are in line with the needs of the students and requirements of the 

hairdressing world-of-work. We do this by:  

- Using the Quality Assurance strategy (Proformas) 

- Giving Questionnaires to Learners 

- Through feedback & results of Assessments 

- Through our day-to-day experience as Salon owners 

Feedback  provided to City & Guilds regarding our courses are through the following 

means:  

- One -to-one discussion during the EQA’s visit 

- Through questionnaires emails sent to us  

- Through phone calls made directly to us. 
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Learning Resources and Student Support 

Support available to students, ie if students encounter difficulties throughout the 

course, who can they contact for help and what help is available to them: 

Learners can contact Tutor/Assessor, Internal Quality Assurer and External Quality 

Assurer, whom which contact details are given to them during their induction meeting 

written in their Handbook. 

Alternatively they may also contact City & Guilds U.K 

Learning resource are readily-available to students: 

• Text Book 

• Handouts and Notes 

• Power Point Presentations 

• Log Book 

• Qualification HandBook 

• Online Videos and Lectures 

• Head Sheets 

• Assessment Record Sheets 

Our resources take into consideration the diverse needs of students by: 

An individual preparation is tailored to each learner upon the Initial Assessment. 

Additional Guideline Information 

1. All policies are created by Jigami Academy by following all policies and instructions 

given to our Academy by City & Guilds. It is the Academy’s duty to develop it’s own 

IQA policies as it needs to be based on the Academy’s mission statement, is 

appropriate for the education provided which in return confirms the Academy’s 

commitment to the continuous enhancement of the Quality Assurance and account 

ability.  

2. Students’ satisfaction with their programmes is done by an ongoing questionnaire 

filled in by students. 

3. Jigami Academy Commits to collect the following: 

A. Course participation, retention and success rates; by maintaining students 

application form upon commencement  

B. Retention and success will be based upon certification. 
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c.       Students’ satisfaction with their programmes by record keeping of  questionnaires 

filled in by students. 

d.     Maintain records of student’s employment status upon successful achievement of 

their certification and included we will also gather info from students what career path 

they have chosen or undergoing now that they have been accredited.  This info will be 

taken from student during their final questionnaire. 
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