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Introduction 
 

This document describes the Quality Assurance Strategy for Academy of Rock.  

Academy of Rock understands that Quality in programme delivery is a continuous 

process, that relies not only in adequate standards and resources, but in continuous 

monitoring and development. It is committed to an on-going quality enhancement 

strategy. 

Aims and Goals Related to Quality 
 

The aims and goals are the following:  

 

• The general aim of the Quality Assurance is to ensure that the overarching 

objectives of the programme are met in the best possible way with the 

available resources 

• The programme should be able to evolve and improve following changes in 

demand, new opportunities and challenges 

• The programme aims to be inclusive and accessible to all students from 

diverse cultures and backgrounds 

• Assures that information published about Academy of Rock student learning 

opportunities is reliable and accurate.  

 

Within these overarching aims and goals are seven themes. These are:  

1. School mission, vision and context 

2. Educational processes 

3. Pupil profiles 

4. Teaching staff 

5. Facilities, Resources and support 

6. Communication, Organisation and decision-making 

7. Public Interaction 
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Theme 1: School mission, vision and context 
 

Academy of Rock started in 2007 when the founder noticed a surplus and bias 

towards classical music education and a lack of structured, quality contemporary 

music education. The mission was to give contemporary musicians opportunities to 

receive structured, relevant and engaging tuition in their instrument and to also 

provide them with the wider knowledge and skills for todays, ever-changing 

contemporary music scene.  

Academy of Rock (AOR) has made its mark in popular music education and has 

received numerous International awards in recognition of it’s service to music 

education and business.  

AOR continues to improve its services and curriculum while initiating new ideas and 

approaches to teaching contemporary music. The school has gone from offering 

external instrumental examinations, to developing its own syllabus, training courses 

and its own unique music exams as well as providing students with platforms to 

perform both within Academy of Rock and in public. It continues to ensure students 

can progress academically, having students study further, both nationally and 

internationally including numerous students successfully gaining entrance to 

Berklee, Musicians Institute and Lasalle College of the Arts. Additionally, with the 

introduction of AOR Studios, the curriculum has expanded to include creative music 

production courses and song writing in collaboration with local and international 

popular artists. More recently, Academy of Rock has developed SEN(D) courses and 

activities in the wider community. 

 

1.1: Policies and procedures 

 

To help support the implementation of the AOR vision, the appropriate policies and 

procedures have been put in place. These include: 

• Equal Opportunities Policy 

• Health and Safety Policy 

• Safeguarding Policy and Procedure 

• Data Protection Policy 

• Complaints Policy 

• Malpractice Policy 

• Appeals Policy 

• Version Control Policy 

• Teacher Internal Standardisation Policy 

• Teacher Internal Standardisation Procedure 

• Teacher Internal Standardisation Appeals Policy 

 

In addition to the safeguarding policy, AOR ensures that all teachers are annually 

trained in child protection procedures and all staff are required to attend a one day 

course to achieve certification. Additionally, directors and managers are required to 

attend a Level 3 child protection course to ensure the appropriate knowledge is in 

place to oversee the teaching staff and to ensure that there is always a Designated 

Safeguard Lead (DSL) on premises. 
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1.2: Pupil Numbers 

 

When AOR opened its doors in 2007 pupil numbers were 92. By 2012 it had grown to 

400 and presently student numbers are approximately 900 over three branches in 

Singapore, one in Mandalay, one in Yangon with student numbers at 60 at each and 

one opening in Philippines in October 2019. The estimated number of students 

taking music programmes from AOR are projected to be 1500 -1700 by 2021 

 

The aim is to attract a minimum of 10 new students per outlet monthly.  
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Theme 2: Educational Processes 
 

AOR offers a wide range of music programmes/courses in popular music. These 

include:  

• Instrumental 1-1 programmes of various durations in: 

o Drums 

o Guitar 

o Vocal 

o Piano 

o Ukulele 

o Cajon 

o Theory 

o Song writing 

• Instrumental group programmes 

• SEN(D) programmes  

• Band programmes 

• Music Production programmes 

 

2.1: Programme/Course structures 

 

The structure of programmes is broken down into the following:  

Stage 1: Initial; Foundation 1; Foundation 2; Foundation 3 

Stage 2: Intermediate 4; Intermediate 5 

Stage 3: Advanced 6; Advanced 7; Advanced 8 

 

Stages 

Stages denote the level of musical and technical accomplishment. Stage 1 will 

demonstrate basic facility; Stage 2 will demonstrate more complex accomplishment 

and Stage 3 will demonstrate mature musical mastery.  

 

Steps 

Steps are the progressions within a stage. They get incrementally more challenging 

but, explore the same types of techniques and musical directions within each stage.  

 

Each training programme is structured to ensure that the key instrumental 

competencies are assured at each stage. These competencies are:  

 

• Technical 

• Performance 

• Musicianship 

o Practical 

o Theoretical 

 

At each stage a guided time is given to each competency and where appropriate, 

specific areas are addressed. This includes areas such as improvising and 

instrumental techniques. Suggested methods of delivery are also given but these are 
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flexible due to the nature of individual learning styles. Examples of session plans are 

included as Appendix 1 

 

Individual Programmes 

The majority of programmes (98%) given at AOR are 1-1. This is to ensure students 

receive the specific individual approach that is appropriate to the student’s learning 

style. Teachers are trained annually on different learning styles and how to identify 

and effectively communicate them to students. Each teacher will use the structure 

above to advance their student’s abilities and AOR has assessment points at the end 

of each step to ensure that these have been met (Internal assessment). 

 

Group Programmes 

Group programmes are offered in instruments including drums and guitar. These are 

offered to help build confidence among students and also offer a valuable tool to 

interact, listen and respond to other musicians. Group programmes are run by 

experienced teachers that have been trained in group activities. Lesson structure for 

these programmes may vary, to accommodate the number and ability of the 

students but the key competencies listed above will still be used as a framework.  

 

SEN(D) Programmes  

AOR believes that everyone should have access to music education. They actively 

work in the community to provide SEN(D) learners the opportunity to experience the 

joy of music making. These include The Downs Syndrome Association and recent 

programmes have include: 

• 12-week on-going programme working with the Down Syndrome Association  

• Individual birthday parties for students with SEN  

• Chinese New Year Down Syndrome Workshop 

• 12-week on-going music programme working with the Wheelchair 

Association. 

 As well as outreach programmes, AOR welcomes individual students with SEN(D). 

AOR has trained SEN(D) teachers who are able to adapt and work with the student 

to achieve their potential.  

 

Band Programmes 

Band programmes are run prior to public performances or for Summer camps. AOR 

prides itself on employing educators who are active performers and have an in depth 

knowledge of band work. Specific, experienced educators will coach the band in all 

areas of performance, from balance, tempo and musicality of working together, to 

dress and stage presence.  
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2.2: Performance Opportunities 

 

AOR believes that performance is an integral part of learning music. They continually 

work to ensure numerous opportunities for students to perform at public events 

around Singapore.  

In 2018 these have included:  

• 4th Jan - AGM @ Fat Papas 

• 16th Jan - Eden Hall Narcissus Arts Rehearsals 

• 25th Feb - AOR Exams Trial Run 

• 15th April - KYLA’s Concert 

• 9th & 10th June - Singapore Street Festival 2018 

• 10
th

 July – NAC Patrons of arts award 2018 

• 27th July - Good Brands Awards 2018 

• 5th Aug - AOR Performance @ RUMOURS BAR & GRILL 

• 15th Sept - AOR Exams Mock Run 

• 17th & 18th Sept - AOR Instrument Training 

• 31st Oct to 12th Nov – UK & USA Research Trip for music schools 

• 18th Nov - AOR Performance @ GEORGES BEACH CLUB 

• 24
th

 -25
th

 Nov – G-FEST Casio performance 

• 8
th

 to 11
th

 December – Tianjin Trip to Nine Beats 

• 15th December – Power of performance holiday vocal camp (Inhouse) 

 

In 2019 these include:  

• 18th Jan - AOR Percussion Workshop @ DOWN SYNDROME ASSOCIATION 

• 16th Feb - Avril’s Birthday Party with Vocal Workshop @ AOR 

• 1st March - AOR Talents Live Sessions @ AOR Studios 

• 3rd March - AOR New Logo Launch 

• 18
th

 March – Playeum Performance 

• 10th March - Srikant’s Birthday Part with Percussion Workshop 

• 2nd April - Brands for Good Awards Interview 

• 9th & 10th April - Teacher’s Refreshers Training conducted by Irwan Shah 

• 12th April - SOCRATES Manager of the Year Awards in U.K 

• 7th May - SPECIAL NEEDS EDUCATION Workshop by Alethea Teo 

• 18th May - Joo Chiat Rock Fest Performance 

• 27th May - Westwood Secondary School Drums & Percussion workshop @ AOR 

• 28th May - AOR Charity Drive for the needy, Collaboration with Back2Basics 

• 29th & 30th June - Singapore Street Festival 2019 
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• 16
th

 July – Child Protection Training 2019 

• 31st August – Touch Giving Festival 

• 29
th

 September – AOR Rock out Sunday Performance 

  

 

As the majority of students learn individually, teachers meet regularly to discuss the 

appropriate students to play in bands. This does not mean that less able students are 

excluded from the opportunities. To the contrary, AOR works tirelessly to include all 

abilities by ensuring that they are paired with supportive and positive band 

members. These are then given specialised band sessions on playing together by an 

experienced band coach (as detailed above). 

 

Additionally, AOR puts on a charity concert bi-annually in which the majority of 

students perform. AOR ensure that all students levels, needs and abilities are 

considered in this event and will place them appropriately to ensure that they 

comfortable. Conversations with parents are also had prior to performance.  

 

AOR also put on weekly recitals to allow parents to see the improvement in their 

child and also to help foster a performance confidence in the student. 

 

Students are also encouraged to participate in out-of-term activities and summer 

camps as well as contributing to out reach programmes.  

  



Version 0.13 

   Property of Academy of Rock 

12

 

 

2.3: Course materials  

 

2.3.1: Instrumental Syllabus Programme 

 

Each AOR programme adheres to the appropriate AOR syllabus for each stage. The 

syllabus contains exercises and suggestions for each of the competencies and has 

been developed by a specialist team of advisers and educationalists (Learning and 

Development Committee {LDC}). 

 

Competencies 

Each syllabus follows a similar structure, which demonstrates the following key 

competencies:  

1. Technique/Rudiments 

2. Strumming/Groove work 

3. Reading 

4. Ear Training 

5. Improvisation 

6. Soloing 

7. Pieces 

8. Band/artist knowledge 

 

 Numbers 1 and 2 fulfil the technical competency; numbers 3, 4 and 8 the 

musicianship competency and 5, 6 and 7 fulfil the performance competency.  

 

Learning music is an inherently individual experience and therefore, the syllabus has 

been developed to allow the teacher flexibility to best engage and develop the 

students potential, whilst maintaining the core requirements of quality learning  

required by AOR. This is predominantly achieved through the freedom of choosing 

pieces that best suit the student. However, teachers are trained to identify the key 

technical requirements at a particular stage and to choose or adapt pieces 

accordingly. This is further ensured through the composition of original compositions 

at the conclusion of each stage/step that include the mandatory elements. An 

example is included as Appendix 2 

 

E-learning is also becoming an integral part of the teaching process and it is 

projected that the next AOR syllabus (due for release in 2020) will be a digital and 

fully interactive syllabus. Tools will include looping, slow down, recording, which will 

further aid student’s development away from the lesson and a degree of student 

interaction will also be developed. 
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2.3.2: AOR Exam Programme 

 

At the conclusion of each syllabus step, AOR specialists have developed an exam that 

assesses the mandatory requirements listed above, to allow the student to progress 

to the next step/stage The format of this exam is as follows:  

• 4 performance pieces – two of these are compulsory and include the 

mandatory techniques for each step. Two are own choice and are chosen 

using a checklist in line with the key elements.  

• Performance questions – Theoretical and musical questions, chosen by the 

student from a list of topics to show theoretical and musical understanding.  

• Artist Development question – a question showcasing the development of 

the student over the step taken.  

 

The exam materials have been compiled by a specialist team (Learning and 

Development Committee), working with the Quality Assurance Committee and 

Academic Board, led by an expert in popular music assessment. Each exam is closely 

mapped to existing accredited UK examinations, using detailed instrument specific 

specifications that have been compiled by the instrumental specialists (Appendix 3). 

These specifications identify the key components and techniques and apply them to 

original compositions and a unique structure, focussed on performance and artist 

development.  

 

Each exam has specified teaching hours. These are based on 45 minute lessons and 

are: 

Stage 1: 13.5 hours (18 lessons) 

Stage 2: 27 hours (36 lessons) 

Stage 3: 40.5 hours (54 lessons) 

  

It is expected that learner practice time will be as follows: 

Stage 1: 20 hours 

Stage 2: 50 hours 

Stage 3: 100 hours 

 

The total learning time is:  

Stage 1: 33.5 hours 

Stage 2: 77 hours 

Stage 3: 140.5 hours 

 

The key competencies are shown as follows: 

 

Performance Pieces : 1, 2, 5, 6, 7 

Performance Questions and Artist Development: 3, 4 and 8 

 

The weighting of the marks in the exam reflect the proportion of time studying 

them. This is 80% – 20%. For a detailed breakdown of how this is achieved, please 

see the Assessment Strategy. 
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2.3.3: External Graded/Diploma Examination syllabus 

 

In addition to the above materials, AOR uses external music graded examination 

syllabus materials. These are accredited by the UK government, are mapped to the 

Regulated Qualifications Framework and are also recognised in the European 

Qualifications Framework. These materials ensure that teachers are teaching to 

recognised levels and that students thinking of further study internationally, have 

the opportunity to obtain an internationally recognised qualification.  
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2.4: Student and Parent Support 

 

AOR ensures that every student and parent is informed and supported throughout 

their chosen programme. The process for this is as follows:  

Students attend a preliminary trial lesson. They are assigned a teacher, based on the 

availability of their chosen time slot. Front desk staff will inform the parents of the 

terms and conditions and this attached as Appendix 3 

The Customer Relations Officer will address five key areas with every parent and 

student. These are:  

1. Teacher 

2. Education 

3. Environment 

4. Opportunities 

5. Results  

If the student chooses to take regular lessons, parents are advised of the 

commitment required by the student. This will generally be done by the teacher who 

will also outline the opportunities for exam work, internal assessment and/or 

performance based options. Parents will be advised of the requirement to attend 

regular lessons and potential practice schedule. This is to ensure that the parent and 

student are fully aware of their commitment prior to taking up lessons. A full 

procedure can be found in the Customer Relations Handbook. 

 

Each teacher gives the student detailed weekly feedback and instruction on specific 

areas to practice and the teacher is required to complete a weekly summary report 

for each student digitally to ensure progress can be monitored by the Academic 

Head. This report covers all required areas and is completed at the conclusion of the 

lesson or at an appropriate break.  These are used to complete a bi-annual progress 

report, which is released to parents via the on-line portal. Additionally parents are 

able to request weekly reports if required. It is also used to ensure that if the teacher 

is sick, that a substitute teacher would be able to carry on the lesson with the 

minimum of disruption. 
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2.5: Statistical Data 

 

Student Statistical Data 

 

Currently, the number of students learning at AOR is c900. These are broken down 

into the following;  

Drums: 435 

Guitar: 266 

Bass: 16 

Vocal: 81 

Piano: 23 

Ukulele: 2 

 

Staff Statistical Data 

 

To ensure that each student receives the correct level of individual support the 

currently AOR Teacher numbers are as follows:  

Drums: 13 

Guitar: 10 

Bass: 5 

Vocal: 4 

Piano: 2 

Ukulele: 1 

 

The number of full time teaching staff is 28 and the number of part time staff is 7. 

 

Full time teachers must commit to six days a week and the ratio is approximately 8 

students a day. Part time teachers are required to commit to a minimum three days 

a week and will have an average of 8 students a day. 

 

AOR encourages teachers to pursue professional development, through courses or 

performing and to ensure that teaching rotas are maintained through the following 

means: 

1. If the teacher is sick and can give at least 24hrs notice, AOR will aim to place 

the student with either a full-time or part-time teacher, if there is an 

available slot.  

2. If the above is not possible, AOR will arrange a make-up lesson with the 

student.  

3. In the event of CPD, as teaching is commission based, AOR offers the teacher 

the opportunity to arrange make-up lessons to avoid loss of income. 
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2.6: National and International Perspectives 

 

National perspectives 

 

AOR recognises that working in collaboration with other institutions in Singapore 

benefits both their students and their teachers. Examples include: Westwood 

Secondary School; Assumption Pathway School; Singapore Boys Home; Down 

Syndrome Association, Raffles Institution and Zhenghua Primary School. 

 

International perspectives 

 

AOR understands that students benefit from external tuition and that this, in turn 

ensures that the tuition at AOR is at an international level. This is done to ensure 

that should students decide to study internationally, that their work would be at the 

correct level. AOR works tirelessly to build working alliances with international 

partners such as ICMP (UK), where exchange opportunities have been developed. 

Also AOR organises masterclasses by international artists and educationalists.  

 

 

International masterclasses 

 

Examples are: 

 

Thomas Lang (Drums) 

Mel Gaynor (Drums) 

Alex Hutchings (Guitar) 

Steve Sprout (Ukulele) 

Snarky Puppy (Guitar, Bass, Drums) 

Guthrie Govan (Guitar) 

Larnell Lewis (Drums) 

Benny Greb (Drums) 

Thor (Vocals) 

Ann Hussein (Vocals) 

Micheal Schack (Drums) 

ICMP (Songwriting) 

Gawain (SEN(D)) 

 

International Study opportunities 

 

AOR encourages their students to study internationally and has had several students 

study at the following institutions: Berklee College of Music, Boston, USA and The 

Musicians Institute, California, USA 
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International Awards 

Since opening its doors in 2007 AOR has received International recognition for its 

continuing service to music education and business. These awards include:  

 

Academy Of Rock’s Awards & Recognitions. 

 

Registered with Ministry of Education 

Singapore 

 

SPBA Awards 2012 – Promising Brands, 

Overall Winner 

 

SPBA Awards 2012 – Promising Brands, 

Winner 

 

SME 500 Platinum Award 2012 

 

SMEs Asia Award 2013 
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Geneva International Star for Quality 

Award 2014 

 

SMEs Asia Award 2013/2014 

 

Singapore Trusted Enterprise Award 

2017 

 

Brands for Good 2018, Honouree, 

People Development 

 

Achievements Forum, Manager of the 

Year Award 2019 

 

London Quality Crown Award, QC 100 
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Europe Business Assembly Oxford 

Award 2019 
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2.7: Assessment Methods 

 

To ensure consistent, reliable and valid assessment AOR has three forms of 

assessment. These are Internal assessment, AOR examinations and accredited 

external qualifications. 

 

2.7.1: Internal assessment 

 

On the completion of each step within a stage (ie: Stage 1 – Foundation 1) teachers 

are required to undertake an internal assessment to ensure that the student has 

completed the correct level of technical, musical, theoretical and aural competencies 

to progress to the next step or level. Each instrument has the same sections to 

complete and the materials have all undergone regular review by the LDC.  

 

All requirements for internal assessment are available on the AOR website and prior 

to the assessment the teacher will clearly inform the parent and student of the 

process and content. Please see Appendix 4 for an example set of requirements. 

 

Each instrument must demonstrate technical facility by performing a pre-

determined number of exercises from a published set. All must be prepared, and the 

teacher will select the number pre-determined. The student must perform a 

compulsory song that is published at the conclusion of the syllabus step and includes 

technical and musical competencies commensurate with the stage and step. The 

student will be required to respond to a set number of aural requirements that are 

pre-released and demonstrate an appropriate level of aural recognition. The student 

will also answer a pre-determined number of theoretical questions to ensure that 

they have the requisite knowledge.  

 

The assessment is taken by the teacher following a simple ‘achieved’ or ‘not 

achieved’ digital report form, that is submitted and monitored by the Academic 

Team. To ensure that all teachers are consistent in their assessment, they are given 

annual standardisation in a group, where they watch and assess video assessments. 

The decisions are then discussed within the group to ensure parity.  

 

In addition, all teachers are individually standardised annually to ensure that their 

teaching is consistent and appropriate to their students level..  
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2.7.2 AOR examinations 

 

On the completion of each step/stage, students also have the opportunity to 

undertake a separate performance examination at the standard of the step/stage 

completed. All the materials have been compiled by Learning and Development 

Committee (LDC) and been agreed and passed by the Quality Assurance Committee 

(QAC) and all materials are regularly monitored and reviewed by the Academic 

Board, to ensure that they remain consistent and fair.  

 

To ensure consistency, each instrument must undertake the same set of 

requirements. These are: four performance pieces; performance questions and an 

artist development question to Intermediate 5 and four performance pieces; artist 

development product and artist development presentation at Advanced 6 to 8. 

 

All requirements are available on the AOR website and prior to undertaking 

preparation, teachers will ensure that parents and students are fully aware of the 

requirements. 

 

To ensure consistency, two of the four performance pieces are compulsory. These 

have been specifically composed by specialists, to ensure that the appropriate 

musical and technical competencies are evident. These have been closely mapped to 

existing accredited international standards to ensure that all AOR students are 

achieving to their fullest ability. The remaining two pieces are selected using a 

checklist showing the requirements. Students are also required to show theoretical 

knowledge by selecting from six topics chosen by them, from a list, made available 

for each exam. Finally, students respond to a pre-released question on artist 

development. Exemplar responses are available online and in the released syllabus 

document.  

 

The examinations are taken by a fully trained external examiner using clear 

assessment criteria which is available on the AOR website. An example of the criteria 

is available as Appendix 5.  Students receive a detailed report form and results of the 

examination are sent by email to the teacher/student/parent (applicant) within 21 

days. 

 

2.7.3: Accredited External Qualifications 

 

On completion of each stage/step of the AOR syllabus, in addition to the AOR 

examinations, students also have the opportunity to sit for recognised accredited 

external qualifications. These are offered by three UK examination boards, and all 

are available to AOR teachers, who will use their professional judgement as to which 

is the best syllabus for their student.  

 

The exams are taken by a fully trained external examiner using clear assessment 

criteria that is available on the examination boards website and in published syllabus 
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documents. Students receive a detailed report form and results are published after 

being checked by the awarding organisation.  

 

2.7.4: Appeals process 

 

For all the above assessment methods, a clearly defined appeals procedure is in 

place. The full policy is available to all teachers, parents and students on the AOR 

website or the respective Examination Boards website.  

 

For AOR, there are three levels to the appeals process, and these are: 

1. Internal – Academic Head 

2. Internal – Academic Board 

3. External – Externally nominated individual 

 

Full details can be found in the Appeals Policy at the end of this document. 
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Theme 3: Student Profiles 
 

3.1: Admission 
 

AOR tag line is: ‘never too early, never too late’ and welcomes all students regardless 

of age or ability. Therefore, it does not have formal admission requirements or 

criteria. To ensure all students have access to whatever level of music tuition, this is 

done on a 1 – 1 basis. Initial contact is made through the front desk in each of the 

schools.  

 

The student will then have a preliminary trial lesson with an appointed teacher who 

will undertake a professional assessment as to the level of the student. This is done 

through a series of questions, playing and activities. These activities ensure that 

musical, technical and theoretical areas (competencies) are covered to reliably 

assess the overall standard of the prospective student. On completion of the lesson, 

feedback is given to the parents verbally by the teacher, prior to them committing to 

the terms and conditions. 

 

For those students who enter the school with a prior qualification, evidence of this is 

requested (copy of the certificate) before formally agreeing to enter the student for 

the next stage/step of tuition.  

 

3.2: Student progression 

 

The progression and achievement of students is monitored by internal assessment, 

external exams, qualifications and performances. Not all students will want to sit 

external exams, qualifications or take part in performances and so AOR ensures its 

progression and achievement through mandatory internal assessment by teachers.  

 

The assessment takes place during the student’s lesson time and is short. The 

feedback is intentionally ‘achieved’ or ‘not achieved’ to avoid any peer pressure for 

students to be better than their fellows.   

 

The assessments are regularly monitored by the Academic Head. If a teacher is 

assessing a student to proceed to another stage, then this will automatically require 

a teacher standardisation for the first time the teacher submits a stage change 

request, unless the teacher has received an individual standardisation within the last 

six months. This is undertaken by the Compliance Officer 

 

  



Version 0.13 

   Property of Academy of Rock 

25

Theme 4: Teaching staff 
 

4.1: Teaching staff recruitment 
 

AOR endeavours to ensure that all teachers have the appropriate qualifications to 

ensure high quality delivery. Positions available are published online through their 

social media pages and recruitment sites. The minimum requirement for teaching is 

Grade 5 (from an accredited music exam board). If a teacher joins AOR with this 

minimum grade, they are required to successfully pass Grade 8 within 12 months of 

employment. Professional teaching diploma courses are offered to all teachers.  

 

Members of the Academic Board hold diplomas or degrees. Members of the LDC 

have a minimum of grade 8 in their primary instrument and have a minimum of 5 

years teaching experience. 

 

All staff attend regular meetings both as a whole and instrumentally specific to 

ensure all updates are communicated effectively and all staff are fully supported in 

exploring courses or programmes that contribute to their professional development. 

 

4.2: Continuing Professional Development (CPD) 

 

AOR ensures that all staff have the opportunity to develop their educational and 

artistic qualities to enable them to grow as teachers. The procedure for applying for 

courses is available to all staff and detailed in the educators’ handbook. In addition, 

Directors may propose staff for International courses or masterclasses. Examples 

include; 

 

• Drum Fantasy Camp (8 Teachers) 

• New York Vocal Coaching (2 Teachers) 

• Victor Wooten Bass Camp (1 Teacher) 

• Drake Music SEN(D) Course (3 Teachers) 

 

 

International artists are also regularly invited to give masterclasses in AOR to both 

staff and students to ensure AOR teaching is commensurate to International 

expectations.  

 

AOR also regularly runs workshops and courses for all staff in areas such as 

safeguarding and SEN(D) provision. Attendance for these is mandatory.  
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4.3 Teacher Training 

 

AOR ensures that teachers are fully trained in all areas of teaching. This begins with a 

structured and robust induction training process and is maintained throughout their 

career at AOR with regular training sessions on new materials, syllabuses or revisions 

to existing materials. All training materials are passed by the QAC prior to delivery 

and are regularly reviewed to remain valid and appropriate.  

 

4.3.1: Induction Process 

 

AOR Induction Procedures for New Teachers - Outline 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Interview 

 

Following completion of the application form, the successful candidate will be asked 

to attend a formal interview at AOR Headquarters. 

 

The interview will be conducted by the Operations Manager and Academic Head. 

The Operations Manager primary role is to explain the administrative requirements, 

including working hours and conditions. 

 

The Academic Heads role is to confirm the candidate’s academic knowledge and 

relevant teaching experience (if applicable). 

 

The candidates that are successful at interview will receive a welcome pack, 

including the Employee handbook which contains all relevant procedures and 

policies.  

 

2. AOR Mentor Trainers 

 

New Applicant 

Interview 

 
Training Part I Training Part II 

Training Part 

III 

AOR educator 
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To ensure that successful applicants receive the necessary support and training, AOR 

appoint each successful applicant with a mentor trainer for the duration of their 

training and for an agreed period of three months afterwards.  

 

Each mentor trainer is responsible for the planning and delivery of their nominated 

trainee’s objectives and for ensuring the training is followed in line with AOR 

expectations as laid down by the Academic Head. 

 

All mentor trainers report directly to the Academic Head after each training session 

conducted, by submitting an online training report form in the AOR intranet. The 

report details the objectives and expectations as agreed with the trainee prior to the 

session and the degree to which they were achieved. Any outstanding issues will be 

accompanied by suggested support for the trainee and the timeline to achieve these. 

 

The suggested total training hours for each trainee to achieve the appropriate 

standard required is approximately 14 hours. However, depending on the aptitude 

of the trainees, AOR trainers can request a change to the training hours to best suit 

the pace of the trainees.  

 

The Academic Head will conduct regular training and standardisation sessions with 

the mentor trainers on the expected timelines (hours spent training) and standards 

required for the successful trainees to achieve. These fall into three areas: 

1. Shadowing sessions 

2. AOR way of teaching 

3. Technical training 

 

Candidates will be trained together as a group regardless of instruments. Academic 

Head will provide and update on the current materials for trainers to cover in their 

respective sessions. 

The training documents will be sent via shared google drive. These include; 

1. Powerpoint slides of Good Teaching Practice (AOR Way of Teaching) 

2. Powerpoint slides – IEDU centre 

3. Powerpoint slides – Internal Assessment 

4. Technical training – AOR syllabus 

5. Rockschool syllabus –  Overview & Marking criteria 

 

 

 

 

 

 

 

3. Teacher training Part I – Shadowing sessions (3 days; 2 hours per day) 

 

The first training will involve the trainee sitting in multiple classes that they will be 

taking over. The objective of these sessions is to enable the trainee to have a clear 

and comprehensive idea of the teaching environment and the students that they will 

be teaching.  

 

Training Part I 
(Shadowing 

sessions) 

Training Part II 
(AOR Way of 

Teaching) 

Training Part III 
(Technical Training) 

 

 



Version 0.13 

   Property of Academy of Rock 

28

The trainee will shadow their mentor trainer, who conducts the lessons. During each 

session, the educator will share knowledge of the students’ profile and the objectives 

of the lessons that they are currently learning. The trainee is expected to note down 

in detail any potential areas that he/she feels might be challenging for them when 

they take over the classes. The trainee will be required to submit these to the mentor 

trainer prior to Part II of the training in an agreed format provided by AOR. Any issues 

or concerns noted down will be discussed in detail during this session. The trainee 

will also be required to complete the outline for a subsequent lesson, detailing 

outcomes and activities for specified students. 

 

 

4. Teacher training Part II – AOR way of teaching (2 hours) 

 

The mentor trainer will discuss in detail with the trainee any of the issues raised as a 

result of the shadowing sessions. They will expect the trainee to have ideas on 

potentially resolving them and will guide and support them with additional 

information and material where necessary. 

 

As well as discussing outstanding issues, the training will focus on delivering the 

concept of the AOR way of teaching, advise on how to acquire necessary teaching 

materials from in-house intranet and on collecting additional resources.  

These include: rockschool syllabus, AOR syllabus, top 40’s scores, entry form for 

internal assessment,  

 

In addition, this is the same platform for them to apply for leave etc. 

 

5. Teacher training Part III – Technical training  (6 hours) 

 

This session will be split into two areas;  

1. AOR syllabus Stage 1 

2. Student Internal Assessment procedures and criteria. 

 

AOR syllabus Stage 1 (3 hours) 

 

The majority of AOR students are Stage1 and therefore the initial steps will be to 

educate the trainees with the AOR syllabus for this stage, including, content, various 

teaching delivery methods and identifying individual learners needs.  

 

Trainees will be given suggested AOR lesson structure and be expected to compile 

detailed subsequent lessons based on these expectations. They will be required to 

build their own activities and resources to show that they fully understand the 

requirements of their role when delivering lessons independently.  

 

To fully demonstrate their understanding, candidates will be required to take part in 

role-play scenarios with the mentor trainer. These may include some areas the 

candidate has noted in the shadowing sessions, or other scenarios, the mentor 

trainers consider relevant to the candidate or their prospective teaching role. 
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Student Internal Assessment  Stage 1 (3 hours) 

 

This session will involve information and guidance on students’ internal assessment 

procedures and criteria. All AOR educators are expected to identify and assess their 

students to ensure quality teaching and enable all students to fully achieve their 

potential. All student development is recorded for standardisation purposes, and for 

review by the Academic Board.  

 

During this session, trainees will be participating in assessing lessons through video 

demonstrations across all instruments. Prior to this, they will be required to have a 

clear understanding of the assessment criteria and its procedures by demonstrating 

them to the mentor trainer through conversation. 

 

Mentor Trainers complete digital report forms for each of the training sessions and 

these are monitored and discussed by the Academic Head. 

 

4.3.2: Training sessions 

 

Instrumental training sessions are held regularly and are run by members of the LDC. 

These sessions are intended to review any changes to materials and also to enable 

feedback from teachers as to the relevance and validity of the teaching materials.  

In addition, AOR holds annual whole team training sessions where overall teaching 

approaches are discussed. In the event of a new syllabus being implemented, AOR 

has structured and phased training to enable teachers to fully understand the 

requirements. This is done by stages, with Stage 1 (Initial – Foundation 3) 

implemented first. Detailed workshops are held and led by members of LDC.  
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4.4: Standardisation 

 

To ensure consistent and reliable teaching practices, AOR has a structured 

standardisation of teachers in place. This is overseen by the Compliance Officer and 

is implemented by Internal Quality Assessors (IQA).  

 

Every teacher (Full and part time) is standardised twice a year. Once individually and 

once as a team.  

 

4.4.1: Individual Standardisation 

 

Teachers are informed of the individual standardisation period. To ensure that no 

student is inconvenienced, the customer relations officer will inform all parents of 

the standardisation period, to enable them to remove their child from the process.  

The IQA will standardise the teacher using a report form that has been passed by the 

QAC and which covers areas of teaching considered mandatory and suggested by 

AOR. A copy of this report from can be found as Appendix 6. Teachers are required 

to achieve 11 out of 13 areas to achieve standardisation and they are informed of 

the result within 7 days. To ensure key qualities are maintained, AOR have made two 

areas, notation and technical/aural mandatory to achieve standardisation. The 

teacher receives a report of the standardisation with any recommendations to help 

them develop their pedagogical approach (personal development of students, 

individualised curriculum, professional care). 

 

If the teacher does not agree with the result of standardisation, they are able to 

appeal through the appeals procedure which can be seen in full at the end of this 

document.  

 

4.4.2: Group Standardisation 

 

In addition to individual standardisation, the team of teachers are standardised 

annually. This is to ensure that all teachers are provided with the training to 

professionally interact with their students and parents. This is achieved through 

watching and critiquing teaching sessions and through role-play. Another role of 

group standardisation is to ensure that all teachers are internally assessing their 

students in a consistent and fair way. 
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Theme 5: Facilities, resources and support 
 

AOR currently has three music schools in Singapore, one in Mandalay and one in 

Yangon. A new school is due to open in the Philippines late 2019. Each centre has 

instrument specific teaching rooms (Drums, Guitar/Ukulele Vocal, Piano) that have 

been acoustically considered by a professional. There is one recording studio in 

Singapore and Mandalay, one performance room and a training centre in Singapore 

and Philippines.  

 

5.1 Rooms  

Studios 

 

AOR has instrument specific rooms. These have been designed to ensure that there 

is enough space for student and teacher, instruments and audio equipment. Each 

room is fully equipped to ensure that every student has the potential to achieve the 

necessary lesson outcome.  

 

Drum room 

2 x Acoustic Drumkits 

2 x Speakers/Monitors 

1 x Mixer/Audio Console 

2 x Drum Thrones 

2 x Hearing Protection 

1 x iPad/Tablet 

 

Guitar/Bass room 

2 x Electric Guitar 

1 x Acoustic Guitar 

1 x Short-Scale/3/4 Sized Guitar 

2 x Guitar/Bass Amplifiers 

2 x Bass Guitars (If appropriate) 

2 x Speakers/Monitors 

1 x Mixer/Audio Console 

2 x Stools 

1 x iPad/Tablet 

 

Vocal room 

1 x Microphone 

1 x Digital Keyboard 

2 x Speakers/Monitors 

1 x Mixer/Audio Console 

2 x Stools 

1 x iPad/Tablet 
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Piano room 

1 x Upright, 88-Key Piano 

2 x Speakers/Monitors 

1 x Mixer/Audio Console 

1 x Piano Stool 

1 x iPad/Tablet 

 

Studio  

1 x Digital Mixing Console 

2 x Studio Monitors  

1 x Mixing Desk with rack units 

1 x Computer  

1 x 49 key Midi Keyboard 

1 x Digital Audio Workstation (DAW) 

5 x Headphones 

2 x Headphone Amplifiers 

Assorted Microphones 

Microphone and Instrument Cables 

Direct Boxes 

 

Rehearsal Room 

2 x FOH speakers 

2 x Floor Monitors 

2 x Guitar Amplifiers 

1 x Bass Amplifier 

1 x Electronic Drumkit 

1 x Acoustic Drumkit 

1 x 88-key Digital Piano 

1 x Submixer 

2 x Drum Thrones 

2 x Electric Guitars 

1 x Electric Bass 

Chairs with Side Desks 

1 x Whiteboard 

 

Training Centre 

1 x Projector/Interactive Display 

Chairs 

Tables 

 

Instruments are regularly checked and maintained for quality every six months and 

are replaced when required. 
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5.2 Financial resources 

 

AOR’s main source of income is the student fees. 

 

AOR has chosen to collect monthly student fees rather than the traditional termly 

approach. This is done to suit individual parents’ incomes and students’ 

requirements. AOR have found that this approach is more than paid back by parents 

welcoming the flexibility, which attracts more students, than termly fees.  

 

AOR also offers different length lessons with accompanying differing fees. There are 

two main types of student classification. These are: 

Active students 

These students pay for four to five lessons (monthly). This commits the student to a 

fixed day and time with a fixed teacher. 

Sales students 

This classification of student allows them to pay for as many or few lessons a month. 

This option means that there is no fixed day, fixed time or fixed teacher (this is 

usually avoided). They are required to call one week in advance for this option.  

 

Other sources of income are: masterclasses, external events, use of the studio, 

rental of studio and rehearsal space.  

 

Every six months the Operations Manager will order any equipment or teachers 

resources that are required. If above $1000 the decision is discussed with the 

directors. 

 

Long term planning 

Break even numbers are given to each outlet, which is closely monitored by the 

Customer Relations Manager and Operations Manager. Monthly expenses are fixed 

and known; therefore, the overall income is known in advance and long-term 

planning is based on these numbers. 

 

An example of long-term planning is, the refurbishment of all three outlets. This will 

begin 18 months in advance and is done in the following way; 

 

1) Consolidation of state of equipment by Branch Heads 

2) Branch Heads submit proposal to Operations Manager 

3) Operations Manager compares prices between repairing and purchasing new 

4) Operations Manager contacts various retailers for quotations 

5) Operations Manager compares quotations and proposes either repairing or 

purchasing new equipment 

6) Directors to make final decision  
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Promotions 

Holiday periods such as June mean a down turn in revenue, so AOR has come up 

with promotions to help boost income. These include:  

 

1. Pick & Play 

 

Applicable to: 

• New students 

• Current students 

 

How this works: 

• Price: $120 

• Duration: 30mins 

• Student chooses 4 instruments to try out 

• Once students decide to register permanently, only $28 Registration is 

waived. 

School fees & $100 deposit will resume as per usual. 

 

 

2. Referral Reward 

 

Applicable to: 

• Current students 

 

How this works: 

• Refer 1st friend (with $28 registration) = $20 off to following month fees 

• Refer 2nd friend onwards (with $28 registration) = 1 free sales lesson 

(current instrument) 

• Refer 3rd friend (with $28 registration) = 1 free sales lesson (different 

instrument) 
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3. Pay 2 consecutive months = 1 chance in Instant Lucky Dip (Holiday Promo) 

 

Applicable to: 

• New students 

• Current students 

 

How this works: 

• Pay 2 consecutive months 

• No breaks in between months 

• Redeem Instant Lucky Dip 

o Free 1 hour room rental 

o Free 2 hours room rental 

o Free drumstick 

o Free metronome 

o Free guitar picks (black, red, yellow, orange) 

o Free weekday lesson (30mins) 

o Free weekday lesson (45mins) 

o Free music sales book 

 

 

4. Pay 3 consecutive months = 20% off the 3rd month lesson fees (Holiday Promo) 

 

Applicable to: 

• New students 

• Current students 

 

How this works: 

• Pay 3 consecutive months 

• No breaks in between months 

• Deduct 20% off 3rd month lesson fees 
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5. $8 off registration fees upon enrolment (New students) (Holiday Promo) 

 

Applicable to: 

• New students (with $28 registration) 

 

How this works: 

• Deduct $8 off registration fees upon registration 

• Lessons must start on promotion month 

 

 

6. 10% discount for sales lessons (Existing students) (Holiday Promo) 

 

Applicable to: 

• Current students 

 

How this works: 

• Deduct 10% off sales lessons 

• Minimum purchase of 4 sales lessons 

• Only applicable to extra lessons 

o Student’s status for current month = Active & Sales 

 

7. Down Syndrome Association Partnership 

 

Applicable to: 

• New students 

 

How this works: 

o Must quote #DSA2019 

o Level 1: $150 (45mins) 

o Level 2: $165 (45mins) 

o Level 3: $185 (45mins) 

 

8. Senior Citizen package 

 

Applicable to: 

• New students 

 

How this works: 

o Age: 55 years old and above 

o Off peak period only: 10am – 2pm 
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9. Star Performance package 

 

Applicable to: 

• 1 member have to be an existing student of AOR 

 

How this works: 

o $300 (on top of normal lesson fees) 

o Each successful student will receive AOR Points 

o 4 AOR Points = 4 hours free rental (studio) 

o Must commit once a week rehearsal (60 – 90mins) 

 

10. Centrestage package 

 

Applicable to: 

• Current students 

 

How this works: 

o Pay 3 months fees = 1 outdoor performance 

o Pay 6 months fees = 2 outdoor performance 

 

 

11. Social media follower 

 

Applicable to: 

• New students 

 

How this works: 

o Follow AOR on Facebook & Instagram = $5 discount (upon registration 

only) 
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Theme 6 Communication, organisation and decision making 
 

AOR prides itself on the quality of its communication with students, parents, 

teachers and the public.  

 

6.1: Internal communication 
 At the heart of AOR is the way it communicates with parents and students. This is 

achieved through the following ways.  

 

6.1.2: AOR communication with students and parents 

 

Customer Relations team 

At the forefront of communication is the Customer Relations Team. Each outlet 

consists of two Customer Relations Officers and their primary role is to maintain 

contact with parents and students. Their main responsibilities are: 

 

• Provide and interpret detailed information to all inquiries regarding fees, 

special promotions, and policies and procedures. 

• Maintain student files and classes database. 

• Distributes letters, student circulars and staff memo to the parties intended. 

• Monitor who is coming and going through the doors of the company and 

they can observe and report any suspicious behaviour or activity. 

• Ensure parents and students are able to access the student portal. 

 

On admission, all parents and students receive terms and conditions and information 

is also communicated through leaflets, SMS, emails, and social media to ensure that 

parents and students are fully updated. Each Customer Relations Officer is given a 

complete induction, which contains potential scenarios. Each of these is detailed in 

the Customer Service Handbook, which each Officer must sign as read. 

 

Branch Heads 

 

Each centre has a Branch Head who is responsible for communication between HQ, 

teachers and parents. Their main responsibilities are: 

.  

• Ensure specific area in outlet is clear of items, especially the fire 

exit entrance. This is to stop any minor or major accidents 

happening in the outlet. 

• Do a monthly check on classroom supplies and update CR for HQ 

awareness.  

• Put up a requisition for every 6 months supplies. 

• Help to monitor the logbook for requisition requests at the 

counter and to report if there is any misuse of requisites in the 

company. 

• To ensure and remind everyone to wear their uniform during the 

working hours.  
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• To inform CR if there is any penalty that needs to be collected 

from staff that disobeys the uniform requirement. 

• Be a mediator between CR and the branch team for any 

arguments that may incur during working hours.  

• Ensure recitals are done for all by all educators.  

• Ensure all educators are being supportive towards all events that 

are organised by HQ. 

• Encourage branch team members to take initiative and be 

proactive in increasing student numbers.  

• If there is a concern by any of the staff, to raise it with the 

Academic Head for academic matters and with the Operation 

Manager with regards to staff welfare. 

• To discuss with CR to check on the students numbers and share 

ideas for student promotions. 

• Monitor educators including CR and update HQ if there is 

anything that needs to be addressed. 

• To ensure that there are no negative company comments posted 

by educators on social media.  

• Help to check on safety requirements at the outlet and inform if 

items need to be replaced  

 

6.1.3: AOR Teaching staff communication with students and parents 

 

Students: Verbal 

The primary source is verbal, and all teachers are advised on the use of appropriate 

language. Language must always be positive, and teachers are issued with a 

communication policy outlining the approaches acceptable by AOR. This is also a 

mandatory part of each teacher’s individual standardisation.  

 

Written 

Teachers also communicate to students through written means. They should ensure 

that it is legible and understandable to their student and not contain jargon. As it is 

likely to be the student’s practice, the guidance should be structured and clear for 

parents to understand.   
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Parents: Verbal 

Teachers are also required to maintain regular communication with parents. This will 

be through verbal updates at the start or end of a lesson. Teachers must ensure that 

language is appropriate and contain positive comments.  

 

Phone 

In certain circumstances, teachers may be required to contact parents by company 

phone. In this event a clear process is required to ensure the parent receives the 

correct information and contact the teacher back.  

 

Written 

On occasion teachers may need to communicate with parents through written 

means. They must ensure that the communication is presented on a tidy piece of 

paper, be legible and understandable, with the appropriate use of language. Jargon 

should be avoided.  

  

Teachers are required to update parents on their child’s progress on a termly basis. 

This is issued through the online portal and must adhere to a standard format. All 

teachers are trained in the format and the language acceptable.   

 

6.1.4: AOR communication with staff and contractors 

 

Full-time and part-time teaching staff 

All AOR staff receive a contract outlining their responsibilities and the expectations 

of AOR. They also receive an educators’ handbook which covers all policies and 

procedures in detail as well as containing their rights and additional support and 

services offered by AOR.  

 

Non-teaching staff 

Customer Relations personnel receive a contract outlining their responsibilities and 

the expectations of AOR. They also receive a handbook detailing the processes and 

expectations for their role as the primary contact with parents and students. 

 

Contractors 

Contractors are hired by AOR on an ad-hoc basis. This is often done by e-mail 

exchange and submission of quotation, which is agreed and signed off before any 

work is undertaken.   
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6.2: Organisational Structure 

 

 

 
 

 

 

6.2.2: Roles and Responsibilities 

 

Operations Manager 

 

The prime role of the Operations Manager is the responsibility for the day-to-day 

running of AOR and the financial oversight of the company. The position is varied 

and demanding and the key responsibilities include:  

 

• Make important policy, planning and strategic decisions 

• Coordinate and manage the workings of various departments 

• Develop, improve and implement operational policies and procedures 

• Oversee recruiting, interviewing, selection and hiring 

• Help promote a company culture that encourages top performance 

• Oversee all financial information and budgets 

• Work with senior stakeholders on a day-to-day basis and in planning short 

and long term projects 

• Support teacher communication with the management team 

• Communicate job expectations to members of staff 

• Discuss performance appraisals and support members of staff 

• Oversee and ensure the smooth running of external events  
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Head of Academic Development 

 

The overall requirement of the Head of Academic Development is to oversee, 

coordinate and deliver new programmes and courses for AOR and ensure that the 

quality is reliable and to the highest standard. This requires working closely with 

other members of the Academic group to establish timelines, priorities and 

practicalities.  

 

The main responsibilities include:  

• Leading a team in managing AOR’s policies and procedure framework 

• Overseeing programme development 

• Contributing innovative programme ideas and providing a procedure for 

delivery  

• Overseeing programme approval and review 

• Working with colleagues in adapting and developing ways of working and 

delivery 

• Providing high level academic development expertise and advice 

 

 

Academic Head 

 

The prime role of Academic Head is to provide strong academic leadership. They are 

required to lead, manage and develop the department to achieve the highest 

possible standards in all activities. The Academic Head is directly accountable to the 

Managing Director.  

 

The Academic Head is responsible for the oversight and management of the teaching 

staff and the academic process within AOR. Specifically, the main responsibilities will 

include: 

 

• Be responsible for setting and implementing the academic strategy in line 

with the company’s plans 

• Be an active member of the Academic Board, Learning and Development 

Committee and Quality Assurance Committee and contribute to the overall 

leadership and management of the department 

• Promote and represent AOR both internally and externally 

• Ensure the best possible student experience through ensuring their tuition, 

progress and assessment 

• Refresh and develop new programmes and courses 

• Oversee that AOR’s policies and procedures are implemented 

• Ensure that teacher performance is managed appropriately and in a way that 

is consistent with the expectations of AOR 

• Ensure that all teachers have access to the necessary support to enable them 

to contribute fully and develop their skills and experience 

• Ensure all activities are carried out to the highest possible standard and put 

in place the necessary evaluation and monitoring procedures to ensure 

compliance and improvement 
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Compliance Officer 

 

The role of compliance officer is to make sure that AOR is conducting business in full 

compliance of all policies and procedures required by AOR. They are directly 

accountable to the Academic Head and have two levels of responsibility: 

1. Compliance with external rules that are required by AOR 

2. Compliance with internal systems that are imposed to achieve compliance 

with the externally imposed rules 

 

These are achieved through 

• Implementing and managing an effective compliance strategy 

• Developing and reviewing AOR policies 

• Advising management on the compliance through reporting 

• Creating effective action plans in response to audit discoveries or compliance 

violations 

• Regularly audit AOR procedures, practices and documents to identify possible 

risks 

• Ensure all employees are educated on the latest requirements 

• Resolve employee concerns 

 

In addition, the Compliance Officer will be responsible for the everyday running and 

implementation of the AOR standardisation procedure, working with the Academic 

Head 

 

• Implementation and managing an effective standardisation process and 

procedure agreed in advance with Operations Manager.  

• Complete all documentation and review in a timely manner as set out in the 

Standardisation Procedure.  

• Attend and participate in any committee required and provide 

documentation at the direction of the Academic Head. 

• Feedback and support teachers and/or in consultation with the Academic 

Head, nominate the appropriate communication to support the teacher. 

• Meet regularly, update and standardise any nominated IQAs at the direction 

of the Academic Head. 

 

Examiners 

 

The role of music examiner is made up of the following requirements. 

 

• Experience of teaching music subjects within the last five years  

• Music qualification at Level 4 or above  

• Professional experience in music performance or related educational fields  

• Confidence in assessing performance quality in all major contemporary 

instruments to prescribed criteria  

• Excellent interpersonal skills  

• Availability to successfully complete all relevant training  
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Desired Criteria .  

• A formal teaching qualification is preferred. However, in the absence of such a 

qualification, applications will be considered on the basis of relevant experience  

• Experience of musical assessment  

• Extensive performance experience  

 

Assessors 

 

The main responsibilities of assessors are the following. 

 

• Plan and prepare monitoring activities according to the requirements of own 

     role. 

• Determine whether assessment processes and systems meet and operate 

     according to quality requirements. 

• Check that assessors meet the requirements for their role. 

• Provide teachers with feedback, advice and support to help them maintain and 

improve their assessment practice. 

• To track Learner progress and check that assessments are planned, prepared for 

and carried out according to agreed procedures 

• Check that assessment methods are safe, fair, valid and reliable. 

• Check that assessment decisions are made using specified criteria. 

• Compare assessor decisions to ensure they are consistent. 
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6.2.3: Academic Governance 

 

Academic Team 

Academy of Rock is fully committed to ensuring the consistent quality of teaching. 

The company aims to ensure that students receive the highest quality teaching and 

the strategic approach to standards and quality is decided upon at the AOR 

Academic Board. Academic Board has two standing sub-committees:  

 

 Learning & Development Committee (LDC) 

 Quality Assurance Committee (QAC)  

 

Key quality assurance and enhancement procedures benefit from the participation 

of external peer reviewers. An external academic advisor may also be invited to join 

the Academic Board. 

 

Academic Board 

The Academic Board is made up of a core of three members, whose responsibility is 

to meet regularly to update and discuss academic matters, ensure quality and 

consistency of current delivery and to initiate and approve new projects. The three 

core members are:  

 

• Head of Academic Development 

• Academic Head 

• Compliance Officer 

 

Learning and Development Committee  

The Learning and Development committee is made up of instrumental specialists 

and educationalists. Their role is to ensure existing teaching materials are accurate, 

appropriate and valid. Regular meetings are held to review and, as required, amend 

materials, including from teacher feedback.  

 

The committee is also responsible for developing new material and programmes for 

AOR and have clear guidelines in place for development.  

 

Quality Assurance Committee 

The Quality Assurance Committee is responsible for final approval of all materials 

prior to release to teachers and students. All materials are developed working 

closely with instrumental specialists to ensure appropriate levels are met. These 

materials are required to undergo stringent reviews at all stages by the LDC with all 

changes agreed and communicated. Draft final versions are required to be passed to 

the QAC for final approval before being signed off by the Academic Board, Managing 

Director, Chief Executive Officer and Chairman prior to release to teachers and 

students.  
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Theme 7: Public interaction 
 

AOR believes in putting back into the community and undertakes a variety of artistic 

and educational activities within the Singaporean Community. These are undertaken 

to enhance and develop local participation and understanding through charity 

events and outreach programmes.  

 

On a day-to-day basis, AOR connects with the public via social media pages 

including; Instagram, Facebook and YouTube. AOR believes in the importance of this 

medium and has a dedicated member of staff that ensures that its up to date, valid 

and accurate. 

 

AOR has a comprehensive website, www.academyofrock.com.sg, which contains 

information on all products and events and is regularly updated to ensure it is 

accurate. 

 

AOR also undertakes music education programmes internally and externally for 

public school students. Examples of this are: Westwood Secondary School, Zhenghua 

Primary School, Assumption Pathway School, Raffles Institution and Singapore Boys 

Home. This list demonstrates AOR’s diverse and far-reaching approach appealing to 

all areas of public education. 

 

Internationally, AOR has partnered with ICMP in the UK. This partnership was 

formed to foster cross cultural relationships and shows AOR’s reputation reaches 

further than just Singapore. 
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Policies 
 

 

Equal Opportunities Policy 
 

 

Academy of Rock (AOR) will partner individuals, communities and businesses to 

achieve outstanding education and training successes. Our aim is to ensure every 

student has the chance to fulfil his or her potential. 

 

AOR is committed to the active promotion of Equal Opportunities and positive 

regard for all students. Everyone within AOR will be expected to work to these 

principles and promote its philosophy. 

 

This policy is available on our website at ????????? This policy will be subject to 

review and monitoring by AOR and if necessary will be amended and updated 

following feedback. All future versions to this policy will be flagged and will be 

posted on our website. 

 

Issue and review  

The date of issue of this policy is ???? 2019. This policy will be reviewed annually. 

 

Who it applies to: 

This policy covers all colleagues and all students, i.e. in-school, in-company, online, 

onstage and applies to all stages of the learning process i.e. pre-entry, on course and 

at exit. 

 

General Principles 

AOR will, within the resources available: 

• Strive to build a learning environment in which the individual needs of each 

learner are identified and accommodated by an appropriate response. 

• Create opportunities for learning for all those who seek it, and will aim to 

provide excellence in education and training for all its students and will 

enhance their individual potential focusing on the highest possible levels of 

student achievement and progression. 

• Help create an environment which provides equality of opportunity and 

freedom from discrimination, harassment and bullying on the grounds of 

race, gender, class, sexual orientation, marital status, age, religion and belief, 

culture, mental health, learning difficulty, disability, ex-offending and any 

other factors. 

• Promote the diversity of our students through our quality review, monitoring, 

tutorial processes. 

• Foster mutual respect and understanding between all members of the AOR 

community. 

• Uphold all the requirements in Equal Opportunities law and will ensure that 

directors, staff and students are kept informed of national and local 

developments. 
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• Identify good practice and promote positive role models. 

• Produce codes of practice and procedures to establish standards which are 

acceptable by: 

• Encouraging diversity and innovation 

• Embedding beliefs into other value driven initiatives 

• Training staff to understand the characteristics of all groups 

• Encouraging students to fulfil individual potential 

• Review procedures and codes of practice on an annual basis 

 

 

Responsibilities 

It is everybody’s responsibility to uphold the Equal Opportunities Policy. Overall 

responsibility for this policy lies with the Directors and Compliance Officer. Within 

this, specific responsibilities are as follows: 

Managers across AOR will: 

• Ensure practices are consistent with this policy; 

• Promote staff awareness of the principles involved. 

  

Staff within AOR will: 

Foster mutual respect and understanding between all members of the school 

community. 

 

All students will: 

Foster mutual respect and understanding between all members of the AOR 

community. 

 

Positive Action 

AOR is committed to positive action as distinct to positive discrimination to enable 

all individuals to develop their full potential and to overcome the effects of 

discrimination. 

 

Complaints 

All who consider that they have been discriminated against should contact, in the 

first instance, Customer Relations Officer, who will be able to help you resolve the 

issue informally or offer guidance for taking the matter to the formal stage. 

 

Formal complaints regarding AOR or a member of AOR staff or the behaviour of 

another student should be addressed to Operations Manager within 14 days of 

completing the informal process, Complaints forms can be accessed on-site or 

forwarded to the complainant by email. 

 

All AOR users will uphold the principles of the Equal Opportunities Policy. AOR will 

challenge all discrimination and will not hesitate to invoke its disciplinary 

procedures. 

 

Code of Practice 

All Students will respect Equal Opportunities and help to create an environment free 

from discrimination and prejudice. 
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We expect all students to: 

• Help create an environment which provides equality of opportunity and 

freedom from discrimination and harassment on the grounds of race, gender, 

class, sexual orientation, marital status, age, religion and belief, culture, 

mental health, learning difficulty, disability, ex-offending and any other 

factors. 

• Treat all members of the AOR community with respect and understanding. 

• Be considerate of the rights and diversities of other AOR users, e.g. students, 

staff, visitors, etc. 

• Bring to the AOR’s attention any issues relating to discrimination, prejudice, 

harassment and bullying. 
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Safeguarding policy 

INTRODUCTION 

A child is defined as a person under the age of 18 (For the purpose of this policy 

document: 

The term ‘child’ will be used to describe all children and young people under the age 

of 18 years old participating in Academy of Rock led activities. 

The term ‘student’ will be used to describe a person over 18 years of age taking part 

in Academy of Rock led activities. 

The term ‘staff’ will be used to describe those employed on a contract of 

employment at Academy of Rock including those on working on a 

voluntary/unpaid basis. 

 

This policy may be amended at any time by AOR and will be reviewed at regular 

intervals to ensure that it is achieving its aims effectively. 

 

This policy is available on our website at ????????? This policy will be subject to 

review and monitoring by AOR and if necessary will be amended and updated 

following feedback. All future versions to this policy will be flagged and will be 

posted on our website. 

 

Issue and review  

The date of issue of this policy is ???? 2019. This policy will be reviewed annually. 

 

PURPOSE OF THIS POLICY 

This policy is intended for all employees of Academy of Rock Pte Ltd and anyone else 

who is affected by its work activities. The aim of this Policy is to promote good 

practice to: 

Provide children and students with appropriate safety and protection whilst 

visiting/in the care of Academy of Rock; 

Allow all staff/volunteers to make informed and confident responses to specific 

safeguarding issues. 

Academy of Rock is determined to ensure that all necessary steps are taken to 

protect from harm those children and students who participate in its provision. 

This policy establishes Academy of Rock’s position, role and responsibilities and 

clarifies what is expected from everybody involved within the company.  

Everyone who participates in Academy of Rock activities should be able to 

participate in an enjoyable and safe environment and be protected from abuse. This 

is the responsibility of every member of staff involved in this organisation.  

Academy of Rock recognises its responsibility to safeguard the welfare of all children 

and students by protecting them from physical, sexual or emotional abuse, neglect 

and bullying.  
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POLICY STATEMENT 

Academy of Rock staff has a professional duty to take reasonable steps to see that 

the children and students are safe from harm while involved in Academy of Rock 

activities. All children and students have a right to protection, and the needs of 

disabled students and others who may be particularly vulnerable must be taken into 

account. 

Academy of Rock will ensure the safety and protection of all children and students 

involved in its activities through adherence to the Safeguarding Students guidelines 

it has adopted. 

EMPLOYER'S RESPONSIBILITIES 

In our provision for children and students, Academy of Rock will ensure that: 

The welfare of the child and student is paramount 

All children and students, whatever their age, culture, disability, gender, language, 

racial origin, religious beliefs and/or sexual identity have the right to protection 

from abuse 

All suspicions and allegations of abuse will be taken seriously and responded to 

swiftly and appropriately 

All staff have a responsibility to report concerns to the Designated Safeguarding Lead 

(DSL)  

Academy of Rock’s DSL are Elvianti Binte Fairuz, Shawn Jason, Sabrinah Hussin and 

Irwan Shah 

EMPLOYEES' RESPONSIBILITIES 

Academy of Rock’s Safeguarding Children and Students Policy will be implemented 

by adhering to the policy guidelines contained within this document. All staff who 

work with children and students must comply with this Policy, failing which, 

disciplinary action may be taken under the Academy of Rock Disciplinary Procedure. 

Adherence of staff to this Policy will be monitored by the persons named above as 

being responsible for this policy.  

The guidelines cover three main areas: 

Staff recruitment, support and training 

Staff conduct 

Safeguarding procedures 
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CHILDREN’S AND STUDENTS’ RIGHTS 

All children and students have needs and rights: 

The need for physical care and attention 

The need for intellectual stimulation 

The need for emotional love and security 

The need for social contact and relationships 

The right to have their needs met and safeguarded 

The right to be protected from neglect, abuse and exploitation 

The right to be protected from discrimination 

The right to be treated as an individual 

All these rights will be made transparent before any learning is undertaken. 

ROLES 

For all activities and events involving children and students at Academy of Rock, one 

or more members of staff should lead on child and student protection, raising 

awareness of this policy and its guidelines among other staff and where appropriate 

the children, students, accompanying school/care staff and parents. 

Where staff are likely to engage with a child or a student on a one-to-one basis, it is 

imperative that he/she is appropriately trained. The members of staff referred to in 

this Policy is the Designated Safeguarding Lead. 

STAFF RECRUITMENT, SUPPORT AND TRAINING 

Academy of Rock recognises that anyone may have the potential to abuse children 

and students in some way and that all reasonable steps are taken to ensure 

unsuitable people are prevented from working with children and students.  

Pre-selection checks must include the following: 

Two confidential references, including one regarding previous work with children (if 

applicable). These references must be taken up and confirmed through telephone 

contact.  

Evidence of identity should be provided (e.g., passport or driving licence with photo).  

INTERVIEW AND INDUCTION 

All employees will be required to undergo an interview carried out to acceptable 

protocol and recommendations. All employees should receive formal or informal 

induction, during which: 

A check should be made that the application form has been completed in full  

Their qualifications should be substantiated.  

The job requirements and responsibilities should be clarified.  

Child and student protection procedures are explained and training needs are 

identified.  
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TRAINING 

In addition to pre-selection checks, the safeguarding process includes training after 

recruitment to help staff to: 

Analyse their own practice against established good practice, and to ensure their 

practice is likely to protect them from false allegations.  

Recognise their responsibilities and report any concerns about suspected poor 

practice or possible abuse.  

Respond to concerns expressed by a child or student.  

Work safely and effectively with children and students.  

STAFF CONDUCT 

All staff should demonstrate exemplary behaviour in order to protect themselves 

from allegations of misconduct. Staff should maintain their standards of behaviour 

therefore acting as a role model. 

The following are common sense examples of how to create a positive culture and 

climate. 

Good practice means: 

The lesson should be conducted in a room with visual access. Never make gratuitous 

physical contact with a student. [There may be occasions where a distressed 

student needs comfort which may include physical comforting and staff should use 

their discretion to ensure that it is appropriate and not unnecessary or unjustified 

contact.] Be cautious about physical contact in games. Where physical contact is 

inescapable (e.g. to demonstrate or a particular exercise/move) staff should be 

aware of the limits within which such contact should take place and of the 

possibility for misinterpretation of such contact. 

Treat all students equally, and with respect and dignity. Academy of Rock will take 

positive action to eliminate discrimination against any person or group of people. 

Staff should ensure that children and students are protected from discrimination on 

any grounds, including ability and challenge discriminating comments and 

behaviour. Activities should be designed to include everyone and to promote 

positive attitudes towards differences. 

Be clear about what the objectives of the lesson/activity are before it begins and 

always put the welfare of each child and student first, before winning or achieving 

goals. 

Never contradict an instruction given by an instructor or other member of staff. 

Maintaining a safe and appropriate distance with children and students  

Building balanced relationships based on mutual trust, which empowers children and 

students to share in the decision-making process. 

Conducting yourself in a manner that sets a good example to the students. Be an 

excellent role model. 

Always give enthusiastic and constructive feedback rather than negative criticism. 

Never using physical punishment. 

Securing parental consent in writing if the need arises to administer emergency first 

aid and/or other medical treatment where the student is under 16. First aid given 
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should be recorded in writing and reported to the lead member of staff who will 

inform the parent, guardian or caregiver (refer to Health & Safety policy). 

Always keep a written record of any injury that occurs, along with the details of any 

treatment given (refer to Health & Safety policy). 

Request written parental consent if staff are required to transport children in their 

cars. 

Always refer any problems to the lead members of staff. 

Question any unknown adult who enters Academy of Rock’s premises and/or who 

attempt to engage with the children or students. 

 

Practices never to be sanctioned: 

Engaging in rough, physical or sexually provocative games, including horseplay. 

Engaging in any form of inappropriate touching. 

Inappropriate use of language and/or behaviour. This should always be challenged. 

Sexually suggestive comments to a child or student, even in fun. 

Reducing a child or student to tears as a form of control. 

Allegations made by a child or student to go unchallenged, unrecorded or not acted 

upon. 

Do things of a personal nature for children or students that they can do for 

themselves (e.g. apply sunscreen). 

Invite or allow children or students to stay with you at your home or arrange 

meetings outside of Academy of Rock. 

Do not leave the building with a student in lesson times  

 

Incidents that must be reported/recorded 

If any of the following occur you should report this immediately to another colleague 

and record the incident. If this relates to a child, you should also ensure the parents 

of the child are informed:  

if you accidentally hurt a student 

If he/she seems distressed in any manner  

if a learner misunderstands or misinterprets something you have done.  

 

Whistleblowing Policy 

Purpose and scope: 

All organisations face the risk of things going wrong or of unknowingly harbouring 

malpractice. The Company believes it has a duty to identify such situations and 

take the appropriate measures to remedy the situation. By encouraging a culture 

of openness within our organisation the Company believes it can help prevent 

malpractice–prevention is better than cure. That is the aim of this policy. 

By encouraging a culture of openness, the Company wants to encourage you to raise 

issues which concern you at work. You may be worried that by reporting such 

issues you will be opening yourself up to victimisation or detriment, or risking your 

job security; that is quite understandable. This policy is designed to give you that 

opportunity and protection. Provided you are acting in good faith, it does not 

matter if you are mistaken. There is no question of you having to prove anything. 
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If there is anything which you think the Company should know about please use the 

procedure outlined in this policy. By knowing about malpractice at an early stage 

the Company stands a good chance of taking the necessary steps to safeguard the 

interests of all staff and protect the organisation. In short, please, do not hesitate 

to “blow the whistle” on malpractice. 

 

Our Guarantee 

The Company is committed to this policy. If you use this policy to raise a concern the 

Company gives you its assurance that you will not suffer any form of retribution, 

victimisation or detriment. The Company will treat your concern seriously and act 

according to this policy. You will not be asked to prove anything. If you ask for a 

matter to be treated in confidence the Company will respect your request and 

only make disclosures with your consent. You will be given feedback on any 

investigation and the Company will be sensitive to any concerns you may have as a 

result of any steps taken under this procedure. 

 

How to raise your concern internally 

Tell your immediate superior  

If you are concerned about any form of malpractice you should normally first raise 

the issue with your immediate superior. There is no special procedure for doing 

this—you can tell that person about the problem or put it in writing if you prefer. 

If you feel unable to tell your immediate superior  

If you feel you cannot tell your immediate superior, for whatever reason, please 

raise the issue with another manager. 

If you still have concerns 

If you have raised your concerns and you are still concerned, or the matter is so 

serious that you feel you cannot discuss it with either of the two persons named 

above, you should raise the matter with a Director. 

How the Company will respond 

After you have raised your concern the Company will decide how to respond in a 

responsible and appropriate manner under this policy. Usually this will involve 

making internal enquiries first, but it may be necessary to carry out an 

investigation at a later stage which may be formal or informal depending on the 

nature of the concern raised. 

As far as possible, the Company will keep you informed of the decisions taken and 

the outcome of any enquiries and investigations carried out. However, the 

Company will not be able to inform you of any matters which would infringe the 

duty of confidentiality owed to others. 

Raising your concern externally (exceptional cases) 

The main purpose of this policy is to give you the opportunity and protection you 

need to raise your concerns internally. The Company would expect that in almost all 

cases raising concerns internally would be the most appropriate action for you to 

take. However, if for whatever reason, you feel you cannot raise your concerns 
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internally and you honestly and reasonably believe the information and any 

allegations are true, you should consider raising the matter with the appropriate 

regulator.  

Use of photographic/filming equipment 

Written consent to take and use images of children or students should be obtained 

prior to the taking of photographs and/or video footage. Parents of children should 

be made aware of when, where and how the images may be used in order to give 

their informed consent. This includes comprehensive information regarding use of 

images e.g. in print, multi-media, broadcast; for what purpose e.g. promotion, 

publicity, evaluation, audit, review; and where possible an indication of who the 

audience will be e.g. the general public, the participating children and their families, 

other organisations and institutes. 

CHILD AND STUDENT PROTECTION PROCEDURES 

Academy of Rock will follow the procedures to: 

Ensure we have lead members of staff for child and student protection  

Ensure every member of staff knows the name of the lead staff members 

responsible for child and student protection and their role. 

Ensure all staff understand their responsibilities in being alert to the signs of abuse 

and responsibility for referring any concerns to the lead staff members. However, 

staff should remember that they are not trained to deal with situations of abuse or 

to decide if abuse has occurred. 

Ensure that parents of children have an understanding of the responsibility placed 

on Academy of Rock and staff for child protection by supporting documentation 

available from Academy of Rock. 

Keep written records of concerns about children and students, even where there is 

no need to refer the matter immediately. Ensure all records are kept securely in 

locked locations. 

Develop and then follow procedures where an allegation is made against a member 

of staff or contractor. 
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Health and Safety Policy 

 

Academy of Rock (AOR) takes health and safety issues seriously and is committed to 

protecting the health and safety of its directors, managers, teachers, students and all 

those affected by its activities and attending the premises that it uses.  This policy is 

intended to help AOR achieve this by clarifying who is responsible for health and 

safety matters and what those responsibilities are. 

This is a statement of policy only and does not form part of any contractual 

relationship with either teachers or students.  This policy may be amended at any 

time by AOR and will be reviewed at regular intervals to ensure that it is achieving its 

aims effectively. 

This policy is available on our website at ????????? This policy will be subject to 

review and monitoring by AOR and if necessary will be amended and updated 

following feedback. All future versions to this policy will be flagged and will be 

posted on our website. 

Issue and review  

The date of issue of this policy is ???? 2019. This policy will be reviewed annually. 

Who is Responsible for Health and Safety? 
Achieving a healthy and safe environment is a collective task shared by managers 

and teachers.  This policy and the rules contained within it apply to all directors, 

managers, teachers and students.  Copies of this policy will be available on AOR 

website and will be drawn to the attention of all new teachers and students,  

Manager Responsibilities 
The Managers are responsible for – 

• taking reasonable steps to safeguard the health and safety of teachers and 

students and all people participating in its activities or visiting the premises 

that it occupies; 

• identifying health and safety risks and finding ways to manage or overcome 

them; 

• providing safe and healthy locations and safe entry and exit arrangements, 

including during an emergency situation; 

• providing and maintaining safe learning locations, equipment and systems; 

• providing safe arrangements for the use, handling, storage and transport of 

equipment; 

• providing adequate information to enable all teachers to manage and teach 

safely, to avoid hazards and to contribute to their own health and safety; 

• promoting effective communication and consultation between managers and 

teachers concerning health and safety matters; and 

• regularly monitoring and reviewing the management of health and safety, 

making any necessary changes and bringing those to the attention of all 

teachers. 
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Any concerns about health and safety matters should be brought to the attention of 

the Compliance Officer. 

Teacher Responsibilities 
All teachers must – 

• take reasonable care for their own health and safety and that of others who 

may be affected by their acts and omissions; 

• co-operate with the Compliance Officer generally to comply with health and 

safety requirements; 

• comply with any health and safety instructions and rules, including 

instructions on the safe use and handling of equipment; 

• keep health and safety issues at the front of their minds and take personal 

responsibility for the health and safety implications of their own acts and 

omissions; 

• keep the locations used by AOR tidy and hazard free; 

• report all health and safety concerns to the Compliance Officer promptly, 

including any risk, hazard or malfunction of equipment, irrespective of how 

minor or trivial it may seem; and 

• co-operate in the Compliance Offer’s investigation of any incident or accident 

which either has led to injury or which could have led to injury in the opinion 

of managers. 

Teacher Responsibilities relating to Equipment 
All teachers must – 

• use equipment as directed by any instructions issued by the Compliance 

Officer or contained in any written operating manual or instructions for use; 

• report any fault with, damage to or concern about any equipment or its use 

to the Compliance Officer and; 

• not attempt to repair equipment unless suitably authorised. 

 

Teacher Responsibilities relating to Accidents and First Aid 
All teachers must – 

• promptly report any accident at the Music School, however trivial, to the 

Customer Relations Officer so it can be recorded in the Accident Book and co-

operate in any associated investigation; 

• familiarise themselves with the details of first aid facilities and trained first 

aiders  

• if an accident occurs, report this without delay to the Customer Relations 

Officer, giving details of the name, location and brief details of the problem. 

The Compliance Officer is responsible for investigating any injuries. 
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Teacher Responsibilities relating to Emergency Evacuation 

and Fire 
All teachers must –  

• familiarise themselves with instructions about what to do in a fire in the 

premises in which they are located; 

• ensure they are aware of the location of fire extinguishers, fire exits or 

alternative ways of leaving the premises in an emergency; 

• comply with the instructions if there is a fire, suspected fire or fire alarm (or 

practice drill for any of these scenarios); 

• ensure that any fire exits or fire notices or emergency exit signs are not 

obstructed or hidden at any time; and 

• notify the Compliance Officer immediately of any circumstance that might 

hinder or delay evacuation in a fire. 

On discovering a fire, all managers and teachers must – 

• immediately trigger the nearest fire alarm and, if time permits, call 995 and 

notify the location of the fire; and 

• attempt to tackle the fire ONLY if they have been trained or otherwise feel 

competent to do so. 
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Complaints Policy 

 

When to use this policy 

You should use this policy if you feel dissatisfied regarding the provision of an 

examination or any other service provided by AOR. A complaint is not defined as an 

appeal unless it concerns the decisions made by an individual Examiner or Assessor, 

or a breach of examination or assessment procedures (please see Appeals Policy). 

This policy is available on our website at ????????? This policy will be subject to 

review and monitoring by AOR and if necessary will be amended and updated 

following feedback. All future versions to this policy will be flagged and will be 

posted on our website. 

 

Issue and review  

The date of issue of this policy is ???? 2019. This policy will be reviewed annually.  

 

Who can complain? 

Matters of concern may be raised individually or collectively and anyone lodging a 

complaint should feel assured that they will not encounter any disadvantage. 

 

All stages of the complaints procedure are internal proceedings.  

 

Confidentiality 

Confidentiality will be preserved during the investigation of a complaint to safeguard 

the interests of everyone concerned unless it is necessary to disclose information to 

progress the complaint.  

 

Any individual about whom a complaint is made will have the right to be informed of 

the fact and the nature of the complaint.  

 

Procedure for complaints 

Any complaints received by AOR will be treated as official unless the complainant 

informs AOR otherwise. All complaints must be made in writing (including email) to 

AOR and clearly marked as such to be deemed official.  

 

Complaints are recorded and a copy of the complaint is sent to the person or 

persons about whom the complaint has been made for their response.  

 

Complaints will be initially investigated by the appropriate person, dependent on the 

nature of the complaint, overseen by the appropriate manager. If the response to 

the complaint is considered unsatisfactory, a further investigation will be considered 

by the Headquarter Managers who will make a decision about whether the 

complaint should be upheld after reviewing the evidence. 

 



Version 0.13 

   Property of Academy of Rock 

61

AOR will inform the complainant of the outcome of the initial investigation within 14 

days. For cases requiring detailed investigation AOR will inform the complainant 

within 28 days.   

 

Unresolved complaints 

If the complainant considers the response from the Headquarter Managers is 

unsatisfactory, there are two routes open to them. 

 

1: If the complaint was related to an examination or assessment they are able to 

make an official appeal and should refer to the Appeals Policy 

2: If the complaint was related to an instance of suspected malpractice, AOR may 

implement its Malpractice and Maladministration Policy and investigate the 

complaint in relation to malpractice or maladministration.  
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Appeals Policy 

 

This policy is aimed at candidates and teachers who are involved in the assessment 

of AOR Performance Exams & Assessments. This policy is available on our website at 

????????? This policy will be subject to review and monitoring by AOR and if 

necessary will be amended and updated following feedback. All future versions to 

this policy will be flagged and will be posted on our website. 

 

Issue and review  

The date of issue of this policy is ????? 2019. This policy will be reviewed annually.  

 

Complaints 

If you have a complaint about the service provided by AOR which does not affect 

results or grades please refer to AOR’s Complaints Policy. 

 

Appeals 

If you dissatisfied with the mark given or the conduct of an examination and wish to 

formally appeal against the decision made, please use the following procedure. 

 

Procedure for appeals 

If a candidate or teacher wishes to make appeal they may do so in writing (including 

email) to: Academic Head ??????. Appeals should be clearly marked.  

 

Grounds for Appeal 

Appeals will be considered if they concern:  

1. Appeals in respect of errors in procedure 

2. Appeals in respect of errors in matching comments to marks awarded 

 

Candidates or teachers must contact AOR in the first instance no later than 30 days 

from the receipt of the result, stating their name, candidate name, and the nature of 

the appeal (outlined above).  

 

Appeals can only be made once the result has been received.  
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Appeals consist of three levels 

First Level Appeal 

The first level appeal will be managed by the Academic Head. A review will be 

carried out using the evidence available and judgement made whether the appeal 

should be upheld or denied.  

 

The result of the review will be communicated to the appellant within 28 days.  

 

If the appellant does not accept the result they can progress to the second level of 

appeal. This must be done within 14 days of the receipt of the result of the first level 

appeal. 

 

Second Level Appeal 

The second level appeal will be managed by the Academic Board. The review 

consists of a review of the evidence in the first appeal and a judgement made 

whether the decision made in the first level appeal should be upheld.  

 

The result of the review will be communicated to the appellant within 28 days. 

 

If the appellant does not accept the result they can progress to the third level of 

appeal. This must be done within 14 days of the receipt of the result of the second 

level appeal. 

 

Third Level Appeal 

The third level appeal will be managed by an independent representative who has 

no direct involvement with AOR. The review consists of a review of the evidence in 

the previous two levels of appeal and a judgement made whether the decision made 

in the second level appeal should be upheld. The decision of the independent 

representative will be reviewed by the Academic Board. 

 

The result of the review will be communicated to the appellant within 28 days. 
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Malpractice Policy 

 

Introduction  

This policy is aimed at centres, examiners and candidates who are involved in the 

assessment of all AOR programmes. The purpose of this policy is to set out the 

procedures that candidates, examiners, assessors and/or centres should follow if 

they wish to contact us about any potential instances of malpractice. The policy also 

gives details of the service provided by AOR in these cases. This policy is available on 

our website at ?????????  

 

This policy will be subject to review and monitoring by AOR and if necessary will be 

amended and updated following feedback from candidates and centres. All future 

versions to this policy will be flagged and will be posted on our website. Please note 

that we treat all correspondence with individuals who make complaints or inform us 

of suspected malpractice in confidence and will not make details available to any 

other parties.  

 

Issue and review  

The date of issue of this policy is ????? 2019. This policy will be reviewed annually.  

 

What is malpractice?  

Malpractice is defined as any activity or practice, which deliberately contravenes 

regulations and compromises the integrity of the assessment process and/or the 

validity of certificates. For the purpose of this policy this term also covers 

misconduct.  

 

We are obliged to investigate all cases of malpractice in liaison with the parties 

concerned. If an investigation results in evidence of malpractice, we will need to 

impose the appropriate sanction and take the necessary steps to ensure that the 

candidates’ interests are protected as far as is reasonably possible. This may include 

making arrangements for re-assessment or certification, as appropriate.  

 

The categories listed below are examples of potential centre, examiner and/or 

candidate malpractice. Please note that this is not an exhaustive list.  

• Contravention of our centre and programme approval conditions  

• Failure to satisfactorily implement conditions of approval within stated timescales  

• Denial of access to resources (instruments, premises, records, information, 

candidates and staff) by any authorised representative  

• Failure to adhere to our candidate registration and certification procedures  

• Failure to continually adhere to our course/centre approval criteria  

• Fraudulent claim for certificates  

• Intentional withholding of information from us, which is critical to maintaining the 

rigour of quality assurance  

• Deliberate misuse of our logo  

• Plagiarism of any nature by candidates.  

• Collusion of examiners with candidates  

• Disclosure of confidential information by centres or examiners to candidates  
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• Breaches of confidentiality and security of assessment materials  

• Submission of false information to gain a proxy or a course  

• Disruptive behaviour by candidates  

• Failure to adhere to the requirements of our Reasonable Adjustments and Special 

Considerations Policy.  

 

What is maladministration?  

Maladministration is defined as any activity or practice, which results in non-

compliance with regulations. Anybody identifying cases of maladministration should 

report them to the Compliance Officer at AOR. We are obliged to investigate all 

cases of maladministration in liaison with the parties concerned. If an investigation 

results in evidence of maladministration, we will need to impose the appropriate 

sanction and take the necessary steps to ensure that the candidates’ interests are 

protected as far as is reasonably possible. This may include making arrangements for 

re-assessment or certification, as appropriate.  

 

How to notify us of suspected or actual cases of malpractice  

Anybody who identifies or is made aware of suspected or actual cases of malpractice 

at any time must immediately report their findings to the Compliance Officer at: 

??????????? 
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Data Protection Policy  
 

This policy is available on our website at ????????? This policy will be subject to 

review and monitoring by AOR and if necessary will be amended and updated 

following feedback. All future versions to this policy will be flagged and will be 

posted on our website. 

 

Issue and review  

The date of issue of this policy is ???? 2019. This policy will be reviewed annually. 

 

Introduction 

AOR processes students’ personal data as part of the necessary functioning of the 

institution. Personal data is information that can be used to identify students 

individually and which students provide by completing application and enrolment 

forms – as well as other necessary information that we process while students are 

current, such as assessment results. AOR needs to process certain information about 

its students, parents and guardians and other individuals with whom it has 

relationships for various purposes such as, but not limited to:  

 

1. The recruitment of students to our courses;  

2. The administration of our courses;  

3. Student enrolment;  

4. Examinations and external accreditation;  

5. Recording student progress, attendance and conduct;  

6. Collecting fees;  

 

AOR must ensure that all this information about individuals is collected and used 

fairly, stored safely and securely and not disclosed to any third party unlawfully.  

 

How we use your personal data  

 

We will only use your personal data when the law allows us to. Most commonly, we 

will use your personal data in the following circumstances:  

• where we need it to perform our educational services (performance of a contract);  

• it is necessary for our legitimate interests (or those of a third party) and your 

interests and fundamental rights do not override those interests. Our legitimate 

interests are in providing our educational services to you and in promoting or 

furthering our educational services; or  

• where we need to comply with a legal or regulatory obligation.  

 

To comply with its obligations, we will adhere to the seven principles:  

1. Process personal data fairly and lawfully. AOR will make all reasonable efforts to 

ensure that individuals who are the focus of the personal data (data subjects) are 

informed of the identity of the data controller, the purposes of the processing, any 
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disclosures to third parties that are envisaged; given an indication of the period for 

which the data will be kept, and any other information which may be relevant.  

2. Process the data for the specific and lawful purpose for which it collected that 

data and not further process the data in a manner incompatible with this purpose. 

AOR will ensure that the reason for which we collect data originally is the only 

reason for which we processes such data, unless the individual is informed of any 

additional processing before it takes place.  

3. Ensure that the data is adequate, relevant and not excessive in relation to the 

purpose for which it is processed. AOR will not seek to collect any personal data 

which is not strictly necessary for the purpose for which it was obtained. Forms for 

collecting data will be limited accordingly.  

4. Keep personal data accurate and, where necessary, up to date. AOR will review 

and update all data on a regular basis. It is the responsibility of the individuals giving 

their personal data to ensure that this is accurate, and each individual should notify 

us if, for example, a change in circumstances mean that the data needs to be 

updated. It is our responsibility to ensure that any notification regarding the change 

is processed.  

5. Only keep personal data for as long as is necessary. AOR undertakes not to retain 

personal data for longer than is necessary to ensure compliance with legislation and 

any other statutory requirements. Please contact us at ????????? if you would like 

more information on our data retention policies.  

AOR keeps student records in an archive for a limited number of years. At the end of 

a student’s studies, limited personal data will be retained so that we can maintain 

contact with them.  

6. Process personal data in accordance with the rights of the data subject 

Individuals have various rights under the legislation, including a right to:  

• be told the nature of the information we hold and any person to whom this may be 

disclosed;  

• prevent processing likely to cause damage or distress;  

• prevent processing for purposes of direct marketing;  

• be informed about the mechanics of any automated decision-making process that 

will significantly affect them;  

• not have significant decisions that will affect them taken solely by automated 

process;  

• sue for compensation if they suffer damage by any contravention of the legislation;  

• take action in certain circumstances to rectify inaccurate data, block processing, 

erase or destroy data; • request that the Office of the Information Commissioner 

assess whether any provision of the Data Protection Legislation has been 

contravened. Please see our privacy policy for details about how to exercise these 

rights.  

7. Put appropriate technical and organisational measures in place against 

unauthorised or unlawful processing of personal data, and against accidental loss 

or destruction of data.  

AOR will ensure that all personal data is accessible only to those who have a valid 

reason for using it. AOR will have appropriate security measures in place as follows:  

• keeping all manual personal data in a lockable cabinet with key-controlled access;  

• password protecting personal data held electronically;  

• archiving personal data in a secure location;  
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• placing any PCs or terminals, CCTV camera screens etc. that show personal data so 

that they are not visible except to authorised staff;  

• ensuring that PC screens are not left unattended without a password protected 

screensaver being used.  

 

In addition, AOR will put in place appropriate measures for the deletion of personal 

data - manual records will be shredded or disposed of as ‘confidential waste’ and 

appropriate contract terms will be put in place with any third parties undertaking 

this work. Hard drives of redundant PCs will be wiped clean before disposal or, if that 

is not possible, destroyed physically. A log will be kept of the records destroyed.  

 

This policy is available on our website at ????????? This policy will be subject to 

review and monitoring by AOR and if necessary will be amended and updated 

following feedback. All future versions to this policy will be flagged and will be 

posted on our website. 
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Version Control Policy 

 

 

Purpose 

The following policy document establishes the procedure for ensuring that staff 

members are using the correct version of documentation. Version control can be 

used to track the changes that occur to a document and record its distribution 

throughout the document’s development and subsequent revision(s). Version 

control will be applied to all specified documents. The authority to approve 

amendments and revisions of documentation rests with the Academic Board. 

Generally, amendments and revisions will be considered by the Compliance Officer.  

This policy is available on our website at ????????? This policy will be subject to 

review and monitoring by AOR and if necessary, will be amended and updated 

following feedback. All future versions to this policy will be flagged and will be 

posted on our website. 

 

Issue and review  

The date of issue of this policy is ???? 2019. This policy will be reviewed annually. 

 

Version Control Procedure 

• Version Numbering 

 

The following procedure is to be applied when allocating and tracking document 

versions: 

 

o All draft documents will be initially numbered Version 

_1_000000 

o After each revision the number to the right of the dot point 

increases by _0.1_000000 (_v0.2, _v0.3). 

o When the document is authorised by the Academic Board, the 

number converts to v1.0 and the document is published. 

o Once published the number to the right will increase with each 

minor amendment approved (_v1.1, _v1.2). 

o A full review of a document will result in the number to the 

left of the point increasing by 1 and the number to the right of 

the dot point returning to 0 (_v2.0). 

o There may be circumstances when a document may require 

immediate and significant change, such as to comply with new 

legislation or other external factors. In these circumstances, a 

change from _v1.3 to _v2.0 will need to be made in order to 

show that the new version is a major revision from the 

previous version. 
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• Document Footer 

 

o In all internal compliance related documents, the version 

control number is to be indicated in the footer section. The 

version number is to be updated after each amendment. 

(Version 0.1) 

 

• Document location and protection 

 

o All documents will be stored on two external hard drives. 

Whilst the document will be hosted so that it can be accessed 

by staff, there will be no modification of the document 

permitted. 

 

• Document distribution 

 

o Where documentation must be distributed away from a 

central location, this is to be conducted systematically and 

formally with the recipient required to acknowledge the 

receipt of a new document version and that old versions have 

been discarded. A read reply email is to be sent notifying staff 

of when version updates occur. 
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Teacher Internal Standardisation Policy 

 

The Purpose of Internal Standardisation 

The purpose of internal standardisation is to monitor standards and to ensure 

consistent and reliable teaching and assessment decisions across all staff, ensuring 

that all teaching and assessment requirements of the qualifications are met.  

Internal standardisation provides a system for checking the quality of teaching and 

assessment to make sure that it is:  

 

• valid – relevant to the standards for which competence / attainment is claimed   

• authentic – produced by the students   

• current – sufficiently recent for teachers/assessors to be confident that the 

student still has the appropriate skills or knowledge   

• reliable - genuinely representative of the student’s knowledge and skills   

• sufficient – meets all the requirements of the standards in full.  There are three 

stages of assessment where internal standardisation plays a vital role:   

• The setting of assessments – including devising and/or modifying   

• The production of evidence and expectations   

• Standardising centre staff assessment decisions.  Internal standardisation should 

be an ongoing process; however, an internal standardisation process should 

include the following formal stages in the process:    

• Standardisation of teaching / assessment decisions   

• Sampling of evidence   

• Review of teaching and assessment practices.   

Staff Roles  

 

In order to complete internal standardisation, nominated members of staff need to 

take responsibility for the process. For the purposes of these guidelines we will use 

the term ‘internal quality assurer’ (IQA). The role of the IQA is to:   

• advise on interpretation of the standards, including feedback from previous 

assessment series    

 

• co-ordinate teaching practice   

 

• provide advice and support to centre teachers 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• monitor and observe teaching and assessment practice to ensure that all lessons 

are in line with the required standards   

• make sure all centre teachers are teaching and assessing to the required standard 

  

• sample lessons and assessments to confirm teachers judgements   

• make sure that all decisions are fair, valid and reliable   

• make sure feedback is given to all centre teachers and documented e.g. records of 

feedback   

• suggest ways in which teaching may be brought into line to meet the required 

standards   

• check that all areas have been included in internal standardisation   

• maintain assessment documentation   

• organise regular standardisation meetings / activities / events for the centre 

teachers  

• provide feedback to centre teachers and identify development needs   

• act as arbitrator for any disagreements in outcomes of assessments, including 

appeals.   

The setting of assessments  

 

AOR provides tasks or assignments for all exams / qualifications which cover the 

requirements of the syllabus and these can be used by centre teachers to assess 

their students within the centre. In some cases modifications can be made to the 

AOR task or assignment in order to tailor the content to the needs / requirements of 

the students. However, if the AOR task or assignment is not used, or it is amended, it 

is important that any modified task is authorized by an Internal Quality Assurer. This 

is to ensure that it is fit for purpose and allows the opportunity for the student to 

meet all the requirements being covered by the assignment.  

The checking of the lesson or assignment should preferably be by the IQA 

personnel. This check should ensure that the lesson or assessment is both 

appropriate for the level of the student and allows them to achieve the relevant 

assessment criteria. For example, does the lesson allow access to all the intended 

criteria (if relevant). There may be qualification-specific guidelines which should also 

be referred to.  

If, on completion of the check, the lesson is not appropriate, it must be reviewed so 

that it is, in future, of an appropriate level and allows the students to achieve all of 

the relevant criteria. If these checks are not completed and the lesson or assignment 

is not fit for purpose, this will have implications when it comes to moderation and 

may impact on student progress.  
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Standardising the delivery of teaching and assessment 

It is essential for all of those engaged in the teaching and assessment of the material 

/ evidence to have a common understanding of the interpretation of the assessment 

criteria within the qualification specification.  

 

All teachers will meet in their instrumental groups annually in order to come to a 

common understanding of the way in which the evidence is assessed. It is essential 

for centres to keep records of any standardisation activities such as this e.g. minutes 

of meetings.  

An appropriate approach to take in a standardisation activity would be to collate 

some exemplar candidate work and get each teacher to independently assess the 

work.  A discussion should follow where the mark / grade or feedback is agreed and 

any queries considered in detail. This type of approach would also enable teacher 

assessors to explore particular areas that they may struggle with or particular 

assessment methods used. These types of activities should be completed throughout 

the assessment process, not just as a one-off activity. It is important to ensure that 

accurate records are kept of these activities. 

AOR has also put in place a reliable individual standardisation map. This requires that 

each teacher will be individually standardised twice annually. This will be achieved 

by ensuring a minimum of six teachers are standardised monthly. Teachers will be 

advised of the standardisation period in advance, and can be visited at any point 

during this period. They will receive feedback and support (if necessary) from their 

nominated IQA. Any teacher not reaching the required standards will be notified of 

the areas deemed ‘not achieved’, and after an agreed time, will be restandardised. 

Failure to fulfill this restandardisation will require the teacher to undertake training 

in the areas ‘not achieved’.  

In the event that a teacher reaches the point that a student completes one stage and 

is progressing to the next stage, the teacher will be required to undertake the 

internal assessment as normal. This request will automatically trigger an internal 

standardisation to ensure that the decision is accurate and valid and that the student 

has the opportunity to demonstrate the appropriate levels set out in the 

specification.  

Teaching and Assessment decisions  

It is of vital importance that all members of staff who are involved in the teaching 

and/or assessment of a qualification (or of an individual unit within a qualification) 

meet in order to internally standardise the assessment of that qualification / unit. 

Such a meeting should be led by an IQA (or other suitably experienced person) who 

can provide aguidance as to the process. Essentially, this should be to ensure that 

each member of staff will reach the same decision in their approach to teaching and 

making assessments and will approach the material in exactly the same way.  
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Teacher Internal Standardisation Procedure 

 
AOR is committed to ensuring teachers recognise the benefits of standardisation, to 

enable them to make reliable and valid decisions across different points in the 

learning process. It is important, particularly when teachers teach programmes with 

similar outcomes and make evaluations on student progress 

. 

This policy is available on our website at ????????? This policy will be subject to 

review and monitoring by AOR and if necessary will be amended and updated 

following feedback. All future versions to this policy will be flagged and will be 

posted on our website. 

 

Issue and review  

The date of issue of this policy is ???? 2019. This policy will be reviewed annually. 

 

Who it applies to: 

This policy applies to individual internal standardisation only and covers all teachers 

both full and part-time practicing in Academy of Rock 

 

General Principles 

AOR will: 

 

• Approach internal standardisation fairly and without prejudice 

• Ensure that all current materials connected to internal standardisation are 

circulated to all teachers to allow for transparency throughout the process 

• Ensure that all results are confidential. and stored in line with the Data 

Protection Policy 

 

Standardisation Procedure 

AOR will: 

 

• Ensure that a clearly defined standardisation period is published and 

communicated to all teachers via email and internal messaging  

• Ensure that all parents are notified of the standardisation period to allow 

them to request that their child/ren are not involved in the standardisation 

process 

• Commit to undertaking four standardisation sessions a year with a minimum 

18 individual standardisations per period, undertaken by three Internal 

Quality assessors (IQA) 

• Ensure that the standardisation process is conducted in the same way by all 

IQA’s. This will be by one digital Standardisation Report Form and one 

supporting document, detailing each component to be standardised 
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• Ensure that a ‘new’ teacher will not be scheduled within the first month of 

teaching 

• Ensure that a teacher scheduled for Internal standardisation and who has a 

trial or ‘new’ student, then this student will not be scheduled for internal 

standardisation. The IQA will internally standardise the teacher with an 

appropriate student and may reschedule 

• Ensure that the teacher and student are aware of the process and that they 

are happy to participate 

 

Reporting and results 

 

• Post internal standardisation, the Compliance Officer will compile the reports 

within two days of the last standardisation session 

• The Compliance Officer will deliver the results to the Academic Board to be 

signed off 

• All reports will be reviewed in parallel with the supporting document to 

ensure that the result given is accurate and fair 

• Any Internal standardisation reports that are deemed ‘not achieved’ will be 

discussed in detail, referencing the supporting document and a decision will 

be made as to whether the internal standardisation is upheld or overturned 

• The final results of successful standardisation as agreed and signed off by the 

Academic Board will be communicated to the individual teacher’s by email, 

within seven days of their standardisation. A receipt of the email will be 

required by the teacher 

• The report will detail each component as ‘achieved’ or ‘not achieved’ and 

give the final outcome as ‘achieved’  

• In the case of standardisation being achieved with no components ‘not 

achieved’, no additional comments will be given. This is to ensure parity 

across the IQA’s  

• In the case that standardisation being achieved but with a maximum of two 

components (excluding compulsory) ‘not achieved’, a comment detailing the 

reason will be given 

• In the case of standardisation being ‘not achieved’, comments will be given 

for each component ‘not achieved’ 

• In the case of internal standardisation being ‘not achieved’, the Compliance 

Officer, in collaboration with the Academic Head may deliver the result face-

to-face, to enable a discussion with the teacher regarding the areas ‘not 

achieved’, and to advise on the action required 

• A re-standardising session will be communicated to the teacher in advance 

 

Internal Standardisation for Internal Assessment cases 

 

• Where a teacher submits an application for Internal Assessment that means a 

change in stage (Stage 1- Stage 2), then an internal standardisation is 

automatically triggered, unless an individual standardisation has be achieved 

within the previous six months 
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• The internal standardisation will be run as above but the provisional result 

(pending sign off by the Academic Board) will be given on the day of the 

standardisation  

• In the case of ‘achieved’ no further action will be required. In the case of ‘not 

achieved’ the IQA will advise the teacher of the areas deemed ‘not achieved’ 

and a re-standardisation will be set within the next six days 

• The internal assessment will be allowed to continue so as not to penalise the 

students progress 
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Teacher Internal Standardisation Appeals Policy 

 

This policy is aimed at teachers who disagree with the result of teacher 

standardisation. 

 

This is a statement of policy only and does not form part of any contractual 

relationship with either tutors or students.  This policy may be amended at any 

time by AOR and will be reviewed at regular intervals to ensure that it is 

achieving its aims effectively. 

This policy is available on our website at ????????? This policy will be subject to 

review and monitoring by AOR and if necessary will be amended and updated 

following feedback. All future versions to this policy will be flagged and will be 

posted on our website. 

 

Issue and review  

The date of issue of this policy is ???? 2019. This policy will be reviewed 

annually. 

 

Appeals 

If you dissatisfied with the decision reached or the conduct of an examination 

and wish to formally appeal against the decision made, please use the following 

procedure. 

 

Procedure for appeals 

If a teacher wishes to make appeal they may do so in writing to: Compliance 

Officer. Appeals should be clearly marked.  

 

Grounds for Appeal 

Appeals will be considered if they concern:  

1. Appeals in respect of errors in procedure 

2. Appeals in respect of errors in matching comments to decision reached 

 

Teachers must contact AOR in the first instance no later than 14 days from the 

receipt of the decision, stating their name and the nature of the appeal (outlined 

above).  

 

Appeals can only be made once the result has been received.  
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Appeals consist of two levels 

First Level Appeal 

The first level appeal will be managed by the Compliance Officer or Academic 

Head (if the appellant has been standardised by the Compliance Officer). A 

review will be carried out using the evidence available and judgement made 

whether the appeal should be upheld or denied.  

 

The result of the review will be communicated to the appellant within seven 

days.  

 

If the appellant does not accept the result they can progress to the second level 

of appeal. This must be done within 14 days of the receipt of the result of the 

first level appeal. 

 

Second Level Appeal 

The second level appeal will be managed by the Academic Board. The review 

consists of a review of the evidence in the first appeal and a judgement made 

whether the decision made in the first level appeal should be upheld.  

 

The result of the review is final and will be communicated to the appellant within 

14 days. 
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