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Being an AIM Direct Claims Verifier guidance 
(DCV) 
 

Introduction 
Congratulations, your AIM regional account team has proposed that your centre is now ready for Direct 
Claims Status (DCS). This pack provides the necessary information that you will need to understand the DCS 
process and your duties as DCS verifier in order to comply with AIM requirements for the role.   
 

What is Direct claims status? 
DCS provides centres with the ability to claim learner certificates in a timely fashion to meet funding 
deadlines.  
 
The application process requires the centre to nominate a specific staff member as their Direct Claims Verifier 
(DCV). The DCV will carry out the Quality Assurance procedures that are usually completed by an External 
Verifier (EV). The proposal is considered by the relevant AIM regional account team and if they are satisfied 
that the nominee has the appropriate experience and qualifications and that the centre will comply fully with 
AIM quality assurance requirements (as identified in ‘Being an AIM Centre’) DCS will be confirmed. The 
decision will be based on good practice demonstrated over time.  
 
Direct claims can only be submitted by the named DCV, if this changes, it is the centres responsibility to 
inform their AIM regional account team. Failure to do this will result in temporary withdrawal of DCS and a 
delay in certification.  
 
 

Direct claims process  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

EV identifies that a centre is ready for DCS relating to 
a qualification 

 

EV completes and submits part a of the DCS proposal form via the 

Verification Manager 

 

Regional account team review the proposal 

 

If agreed, centre is invited to complete part b of the DCS proposal 

form / If not agreed, centre is informed of the reasons 

 

Proposal is reviewed by regional account team and DCS is 

confirmed. 

 

The nominated DCV details are entered onto the AIM system 
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DCV role and responsibilities 
 

1. Centre processes 
       A DCV will need to ensure that the centre has 

▪ a planned structure for Internal Quality Assurance (IQA) that incorporates all relevant AIM 

qualifications 

▪ an agreed written schedule for IQA activity, including IQA standardisation events 

▪ clear and documented roles and responsibilities for all involved 

▪ a forum for discussion of borderline cases and good assessment practice 

▪ a process to review appeals, complaints and malpractice 

▪ a clear process for reviewing IQA during the claim period 

  
2. DCV activities 

▪ Act as the EV and complete the AIM quality assurance report and verify the Electronic Run ID on 

the portal. (Additional support in the portal guidance can be found in the appendices). 

▪ For each claim, retain the quality assurance report and samples of learners work for scrutiny by 

AIM   

o This must be at least learner one and seven for each claim. However, where a qualification 

is graded this must also reflect all grades awarded. (If there are less than seven learners on 

the RAC, learner one must be retained). All samples must be retained for one year after 

certification. Scanned/photocopies are acceptable. 

▪ Identify and organise training or support for assessors and IQAs 

▪ Carry out and record standardisation activities 

▪ Carry out and record regular evaluation of the IQA strategy. It is good practice to also feed this into 

the centre Quality Improvement plan (QIP) 

▪ Investigate any malpractice and submit a report on findings and actions 

 

3. Verifying E-RACs 
      DCVs must check that each E-RAC is correct, ensuring: 

▪ learner names are correct 

▪ assessor and IQA names are correct (if this is incorrect or blank, you will need to inform your 

customer experience advisor at AIM for the claim to be processed correctly) 

▪ all units/components have been correctly selected ‘as achieved’ to meet the rules of combination 

outlined in the qualification handbook 

▪ qualification title, size and level are correct 

 

4. Standardisation 
     Standardisation ensures that assessment practices are applied consistently by assessors and verifiers. 
     DCVs should carry out standardisation activities with their assessment and IQA team. 
     These activities should be recorded and include: 

▪ evidence of consistency and common understanding of level and assessment requirements 
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▪ opportunities for staff to share good practice in use of assessment methods, assessment task 

writing, feedback to learners (and assessors where IV standardisation activities take place), 

benchmarking, evidencing learners’ skills and knowledge and record keeping 

▪ opportunities for self-assessment and action planning towards continuous quality improvement 

 

     Standardisation should not include retention and achievement data or teaching and learning observations  
 

5. Assessment and IQA  
      The DCV will need to monitor that: 

▪ all assessment tasks have been internally verified prior to use and that this is recorded and 

reviewed periodically 

▪ sampling of assessment is carried out and includes monitoring of assessment practice, this is 

recorded and includes appropriate feedback to the assessor 

▪ assessment decisions are fair and consistent 

▪ learners work is authentic 

▪ assessors are providing learners with appropriate feedback which includes an assessment decision 

▪ assessors are completing clear and concise assessment records 

▪ full and clear IQA records and action plans are maintained 

 

6. Required Records 
     The following records need to be retained to evidence the IQA process: 

▪ IQA strategy and sampling plan 

▪ staff training and CPD 

▪ IQA of assessment plans and assessment tasks/activities 

▪ standardisation activities 

▪ Feedback to IQAs regarding IQA monitoring activities 

▪ one quality assurance report per claim 

▪ appeals/complaints and malpractice Logs 

▪ retained sample of learner work (one and seven) 

▪ IQA strategy review 

▪ destination and progression information for the cohorts claims – this includes any notable case 

studies of progression for learners within the cohorts  

▪ If applicable, the in-progress employer engagement log or other required documentation as 

mandated in the qualification handbook. 

 

It is the DCVs responsibility to ensure that these records are available for the centre lead/EV to see at the 
annual monitoring visits. 
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The quality assurance report 

The DCV must complete a quality assurance report for each set of E-RACs submitted for certification. This will 
evidence that they have sampled the IQA process. If the centre submits one E-RAC at a time a quality 
assurance report must be completed for each E-RAC.  
 
If you are the DCV and the IQA, you only need to complete a quality assurance report and not the IV of 
assessment decisions. 
 
Quality assurance reports are retained in the centre IQA folder and do not need to be submitted with the 
claim. 
 

 
Malpractice/maladministration  
 

1. Definitions 
▪ Malpractice is any deliberate activity, neglect, default or other practice that compromises the 

integrity of the assessment process and /or validity of certification. 

▪ Maladministration is any activity, neglect, default or other practice that results in the centre not 

complying with the specified requirements for delivery of units and qualifications. 

 

2. DCV responsibility 
      Any significant malpractice, other than learner plagiarism, should be reported to AIM who will advise 
      on what actions should be taken. Initially AIM will usually request that an internal investigation be carried  
      out and a report, including the findings and what action will be taken to prevent further occurrences,  
      submitted. If the malpractice is severe enough to warrant an AIM investigation the centre will be notified. 
 

3. Should AIM discover undisclosed malpractice, sanctions will be imposed 
      Note:  Further information on malpractice, maladministration and sanctions is included in the appendices. 
 

 
Conflict of interest 
 

1. Definition 
       A conflict of interest is where an individual or organisation has competing interests or loyalties. 

 
2. Examples of conflicts of interest 

      Conflicts of interest can arise in a range of circumstances and it is likely that people working with or for  
      AIM may encounter conflicts of interest from time to time. 
      Examples include: 

▪ a member of the staff within the centre has a relative on one of their courses 

▪ the tutor/assessor has a family relationship with a learner on their course eg 

mother/son/uncle/niece 

▪ the assessor and IQA are in a relationship or are related 

▪ the owner of the organisation is related to the IQA/EV 
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The DCV must take all reasonable steps to avoid any part of the assessment of a learner (including 
verification) being undertaken by any person who has a personal interest in the assessment outcome. Any 
identified conflicts of interest must be declared to AIM for approval.  

 
 

Next steps 
After receiving the proposal from the EV, the centre lead will send the DCV proposal form and this guide to 
the centre quality manager to complete with the nominated DCV.  
 
This needs to be completed and returned to enquiries@aim-group.org.uk for authorisation. 
The DCV and quality manager will be notified when the direct claims status has been awarded and the date it 
will become active. 
 

 
Appendices 
Please follow the links below to the documents referenced in this guide 

• AIM portal guidance 

• Direct Claims Verifier Quality Assurance report QA5 

• Malpractice Policy 

• Sanctions Policy 

mailto:enquiries@aim-group.org.uk
https://www.aimawards.org.uk/download/clientfiles/files/AIM/Qualifications/Handbooks/AIM%20portal%20Guidance.pdf
https://www.aimawards.org.uk/download/clientfiles/files/Direct%20claims%20verifier%20quality%20assurance%20report%20QA5_%20DCS%20Centres%20only_sample%20form.docx
https://www.aimawards.org.uk/download/clientfiles/files/AIM/Qualifications/Policies/Malpractice%20policy%20.pdf
https://www.aimawards.org.uk/download/clientfiles/files/AIM/Qualifications/Policies/sanctions%20policy.pdf

