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Welcome to the AIM Awards Functional Skills Qualifications in Mathematics at Level 1 and 
Level 2 Qualification Handbook. This Handbook contains everything you need to know about 
these qualifications and is intended for Tutors, Assessors, Internal Verifiers and other staff 
involved with the planning, delivery and assessment.

These Functional Skills qualifications are offered through a partnership called The Awarding 
Consortium which is comprised of five awarding organisations and the designers of our 
XAMS® platform.

Through working together, we have been able to invest in our systems and assessments to 
deliver a market leading product that is:

• competitively priced

• certificated efficiently

• simple to administer through approval and registration

• securely delivered through our online assessment system XAMS®

• supported by a network of External Verifiers experienced in Functional Skills delivery  
 and a dedicated team of account managers

• complemented by a growing range of teaching and learning materials including free  
 online practice assessments

You can find out more about the Awarding Consortium at: www.awardingconsortium.co.uk.

About AIM Awards
We are a national Awarding Organisation, offering a large number of Ofqual regulated 
qualifications at different levels and in a wide range of subject areas. Our qualifications are 
flexible enough to be delivered in a range of settings, from small providers to large colleges 
and in the workplace both nationally and internationally.

We pride ourselves on offering the best possible customer service, and are always on hand to 
help if you have any questions. Our organisational structure and business processes enable 
us to be able to respond quickly to the needs of customers to develop new products that 
meet their specific needs.

We are also licensed by the Quality Assurance Agency (QAA) to approve and certificate 
Access to Higher Education Diplomas.

Introduction
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About these Qualifications

AIM Awards offer Functional Skills that assess practical skills in:

• English
• Information and Communication Technology (ICT)
• Mathematics

The AIM Awards Level 1 and Level 2 Qualifications in Functional Skills are qualifications developed 
under the QCA Functional Skills programme. The qualifications have been designed for a wide 
range of learners, from young people involved in GCSEs in schools to adults involved in learning 
programmes, to helping them find and progress in work.

These qualifications are based on the Functional Skills Criteria for Mathematics September 2011 
(see www.gov.uk for further information). They assess understanding and skills development that 
underpins functional competence in Mathematics as identified in these criteria.

To offer the AIM Awards Suite of Functional Skills qualifications, centres must be an AIM Awards 
recognised centre and must also be approved to run Functional Skills qualifications (see Section 3: 
Operational Guidance for further information).

This Qualification Handbook gives details for Functional Skills Qualifications in Mathematics at Level 1 
and Level 2 only. 
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Achieving your grade
To achieve a PASS: You must evidence you have achieved

each of the standards in the component.

Qualification Details

Qualification
AIM Awards Functional Skills Qualification in Mathematics at Level 1
Assessment Successful completion of an externally set summative 

assessment
Grading There is no grading for this qualification
Geographical Coverage England
Operational Start Date 1st Feb 2013
Operational End Date 30th April 2018
Certification End Date 31st December 2018
Sector 14.1 Foundations for Learning and Life
Qualification Number 600/8639/7
Learning Aim Reference 60086397

Guided Learning Hours (GLH) 45
Minimum Learner Age N/A

8

Qualification
AIM Awards Functional Skills Qualification in Mathematics at Level 2
Assessment Successful completion of an externally set summative 

assessment
Grading There is no grading for this qualification
Geographical Coverage England
Operational Start Date 1st Feb 2013
Operational End Date 30th April 2018
Certification End Date 31st December 2018
Sector 14.1 Foundations for Learning and Life
Qualification Number 600/8862/X
Learning Aim Reference 6008862X

Guided Learning Hours (GLH) 45
Minimum Learner Age N/A
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Progression Opportunities

After successfully achieving the AIM Awards Functional Skills in Mathematics at Level 1, learners may 
progress to:

• GCSE Mathematics

• Further study for vocational, vocational-related or general qualification at Level 1 (for example,  
 Level 1 NVQs or Level 1 Diplomas)

• Further study at Level 2 (for example, Level 2 Functional Skills Mathematics, NVQs or Level 2  
 Diplomas)

After successfully achieving the AIM Awards Functional Skills in Mathematics at Level 2, learners may 
progress to:

• GCSE Mathematics

• Further study for vocational, vocational-related or general qualification at Level 2 (for example,  
 Level 2 NVQs or Level 2 Diplomas)

• Further study at Level 3 (for example, Level 3 NVQs, Level 3 Diplomas or GCE A Levels)

Entry Guidance

There are no restrictions on learner entry to these qualifications. However, it is recommended that 
learners undertake a comprehensive initial diagnostic assessment to ensure that they are following an 
appropriate learning programme leading to a summative assessment.

Qualification Dates

The qualification review date is the date by which we will have carried out a review of the 
qualification. We work with sector representatives to make any changes necessary to meet sector 
needs and to reflect recent developments. In most cases, we’ll extend the qualification and set a new 
review date. If we make a decision to withdraw a qualification, we’ll set an operational end date.

We will post information relating to changes or extensions to qualifications on our website and 
centres approved to offer the qualification will be kept updated. The certification end date will be 
three years from the operational end date.

Resource Requirements

These qualifications have externally set summative assessments that must be invigilated (see 
Appendix 2 - Invigilation Guidance for External Assessments for further information). Centres must 
ensure they have the appropriate resources in place for these qualifications.
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To achieve a PASS: You must evidence you have achieved

each of the standards in the component.
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Content and Assessment
Subject Content

The external assessments for the AIM Awards Functional Skills Qualifications in Mathematics at Level 
1 and Level 2 have been designed to require learners to demonstrate their ability in relation to the 
content provided below. 

Each assessment will require the learner to demonstrate all of the Skill Standards and a selection of 
the coverage and range which will vary from assessment to assessment.

Level 1

Skill Standard Coverage and Range
Representing
- Understand practical problems in familiar and unfamiliar 
contexts and situations, some of which are non-routine

- Identify and obtain necessary information to tackle the 
problem

- Select Mathematics in an organised way to find solutions

Assessment weighting 30 - 40%

- Understand and use whole numbers and understand 
negative numbers in practical contexts

- Add, subtract, multiply and divide whole number using a 
range of strategies

- Understand and use equivalences between common 
fractions, decimals and percentages

- Add and subtract decimals up to two decimal places

- Solve simple problems involving ratio where one number 
is a multiple of another

- Use simple formulae expressed in words for one or two 
step operations

- Solve problems requiring calculation, with common 
measures, including money, time, length, weight, capacity 
and temperature

- Convert units of measure in the same system

- Work out areas and perimeters in practical situations

- Construct geometric diagrams, models and shapes

- Extract and interpret information from tables, diagrams, 
charts and graphs

- Collect and record discrete data and organise and 
represent information in different ways

- Find mean and range

- Use data to assess the likelihood of an outcome

Analysing
- Apply Mathematics in an organised way to find solutions 
to straightforward practical problems for different purposes

- Use appropriate checking procedures at each stage

Assessment weighting 30 - 40%
Interpreting
- Interpret and communicate solutions to practical 
problems, drawing simple conclusions and giving 
explanations

Assessment weighting 30 - 40%

Back to Contents
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Level 2

Skill Standard Coverage and Range
Representing
- Understand routine and non-routine problems in familiar 
and unfamiliar contexts and situations

- Identify the situation or problems and identify the 
mathematical methods needed to solve them

- Choose from a range of Mathematics to find solutions

Assessment weighting 30 - 40%

- Understand and use positive and negative numbers of any 
size in practical contexts

- Carry out calculations with numbers of any size in 
practical contexts, to a given number of decimal places

- Understand, use and calculate ratio and proportion, 
including problems involving scale

- Understand and use equivalences between fractions, 
decimals and percentages

- Understand and use simple formulae and equations 
involving one- or two- step operations

- Recognise and use 2D representations of 3D objects

- Find area, perimeter and volume of common shapes

- Use, convert and calculate using metric and, where 
appropriate, imperial measures

- Collect and represent discrete and continuous data, using 
information and communication technology (ICT) where 
appropriate

- Use and interpret statistical measures, tables and 
diagrams, for discrete and continuous data, using 
information and communication technology (ICT) where 
appropriate

- Use statistical methods to investigate situations

- Use probability to assess to likelihood of an outcome

Analysing
- Apply a range of Mathematics to find solutions

- Use appropriate checking procedures and evaluate their 
effectiveness at each stage

Assessment weighting 30 - 40%
Interpreting
- Interpret and communicate solutions to multistage 
practical problems in familiar and unfamiliar contexts and 
situations

- Draw conclusions and provide mathematical justifications 

Assessment weighting 30 - 40%
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Centre Staff Requirements

To deliver the AIM Awards Functional Skills qualifications, we expect that centre staff meet the 
following minimum requirements:

• Tutors have relevant teaching experience and/or a qualification, and experience and/or a  
 qualification in the relevant subject area, as a minimum at a level above that which is being  
 taught.

How the Qualifications are Assessed

To achieve the AIM Awards Functional Skills in Mathematics Qualification at Level 1 and/or Level 
2, learners must successfully complete an assessment covering three interrelated skills, which is 
externally set and marked by AIM Awards.

Assessments can be carried out either by online or paper-based modes of delivery. On-screen 
assessments are delivered via the XAMS system. Paper-based assessments are externally printed and 
then sent to the centre for delivery. Completed assessment scripts must be returned according to 
the instructions issued by AIM Awards within the specified time frame (See Appendix 1 - AIM Awards 
Level 1 and 2 Functional Skills Operational Guidance).

Centres must ensure that these externally set assessments are carried out in controlled conditions to 
minimise the potential for plagiarism. See Appendix 2 – Invigilation Guidance for External Assessments 
and Appendix 3 - External Assessment Venue Requirements for further information.

Centres must ensure that there are no conflicts of interest between the Invigilator and learners by 
checking in advance of the assessment (e.g. a relative of a learner or there is a personal interest in the 
outcome of the assessment). See the AIM Awards website for our Conflict of Interest Policy.

Sample Assessments

Sample assessments are available for all AIM Awards Functional Skills Qualifications and can be found 
on the AIM Awards website (www.aimawards.org.uk).

Back to Contents
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Reasonable Adjustments

Reasonable Adjustments can be made to an assessment for a qualification to allow a learner to 
demonstrate their knowledge, skills and understanding. The nature of any Reasonable Adjustment 
depends on the learner’s particular requirements, the qualification and assessment methods. 

For examples, please see the Reasonable Adjustments Policy on the AIM Awards website.

Reasonable Adjustments must not affect the reliability or validity of assessment outcomes, nor must 
they give the learner an assessment advantage over other learners undertaking the same or similar 
assessments.

To apply for Reasonable Adjustments:

1. The Course Leader should complete and submit a Request for Reasonable Adjustments Form  
 for each learner with supporting evidence to AIM Awards at least 14 working days before the  
 planned examination date. 

2. We will confirm receipt of the form within 2 working days. 

3. AIM Awards will consider your application and give you a decision within 10 working days. We  
 will inform you if we will be unable to reach a decision in this timescale.

Special Considerations

Special Consideration is an adjustment that can be given to a learner when they have experienced 
an illness or injury or some other event outside of their control which has had or is reasonably likely 
to have had an effect on their ability to take an assessment or on their level of attainment in an 
assessment. Special Consideration is not appropriate for a minor illness or a minor disturbance. 

For examples please see the Special Considerations Policy on the AIM Awards website.

To apply for Special Consideration:

1. The Head of Centre should complete and submit a Request for Special Consideration Form  
 for each learner requesting special consideration with supporting evidence, which may include  
 medical/psychological evidence or a statement from the Invigilator/Verifier to AIM Awards no  
 later than 24 hours after the assessment date 

2. We will confirm receipt of the form within 2 working days. 

3. AIM Awards will consider your application and give a decision within 10 working days of   
   receipt. AIM Awards will inform the centre if we are unable to reach a decision in this timescale.

Back to Contents
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Unannounced Visits

AIM Awards operates a system of unannounced visits in order to ensure that centres are complying 
with the rules set out within this Handbook around the delivery of assessments. These visits ensure 
ongoing confidence in the qualification as well as maintaining and improving quality. Such checks will 
create the opportunity to comment on good practice and also identify areas for improvement. Please 
see Appendix 4 for our Unannounced Visits Guidance for further information.

Storing Confidential Materials

Assessments and any other confidential material, e.g. answer booklets, must be stored securely 
at the centre’s registered address in a safe or secure lockable cupboard with restricted access in a 
secure locked room. Please see Appendix 5 for our Storing Confidential Materials Guidance for further 
information.

Malpractice/Maladministration

Confidentiality of assessments and learner work must be maintained at all times. Centres must ensure 
that the instructions set out in this Handbook are followed and inform AIM Awards of any potential 
breach of confidentiality. Further details on Malpractice can be found on the AIM Awards website.

Scheduling Assessments

Learners must be registered in accordance with the AIM Awards Level 1 and 2 Functional Skills 
Operational Guidance (Appendix 1) prior to any Functional Skills assessments taking place. 

Assessments can be scheduled in the XAMs system shortly after registration. For online assessments, 
centres must schedule at least 48 hours before the planned time of the assessment. For paper based 
assessments, centres must allow at least 15 working days. 

Marking and Results

All assessments are marked by qualified AIM Awards markers. Standardisation and marker checks are 
carried out regularly to ensure the quality of marking. 

Following completion of the marking process, learners' results will be available to the centre through 
the XAMs system. Results for online assessments will be available within 26 working days from the 
date the assessment was taken, moving to 16 days following our launch period and within 27 working 
days for paper based assessments. 

15Back to Contents
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Enquiries about Examination Results

AIM Awards offer the following post-examination services for these qualifications:
• Examination Results Enquiry
• Re-Mark

Please see the AIM Awards Post-Examinations Enquiry Guidance on the AIM Awards website (www.
aimawards.org.uk) for further information.

Resits

Learners are permitted to resit an external assessment where they are not successful. Resit charges 
apply and are detailed on the AIM Awards website. 

Centres are responsible for preparing their learners for the assessment and should ensure that 
the approach to resits is appropriate. Learners should be discouraged from repeated resits and be 
provided with further teaching and learning to support successful achievement of the qualifications. 

A learner can resit an assessment in the XAMs system after a period of 10 working days from the time 
that a result is returned in the system. Once the time has elapsed, the resit can be scheduled in the 
system in the usual way. 

Please see Appendix 1 for the AIM Awards Level 1 and 2 Functional Skills Operational Guidance for 
further information.

Back to Contents
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Section Three
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Operational Guidance
Offering these Qualifications

Centres wishing to offer this qualification must be an AIM Awards recognised centre. New centres can 
apply to become a centre on our website or by contacting the AIM Awards office.

We can advise centres on the best and most efficient methods for offering this qualification. All 
procedures for the use of this qualification, including approval, registration of learners, verification 
and certification will be completed through AIM Awards and all centres will have an allocated 
Customer Support Officer to support them.

Approval to Offer AIM Awards Qualifications

Centres wishing to offer this qualification must contact AIM Awards on 01332 341822. Some 
qualifications require that centres have specific resources in place and/or that their Assessors/ 
Internal Verifiers hold certain qualifications. Where this is the case, centres must provide evidence of 
resources/staff qualifications when completing the request.

If the centre has had approval from another Awarding Organisation to deliver Functional Skills 
Mathematics Level 1 and Level 2, then they must provide evidence. If the centre does not have 
previous experience of delivering Functional Skills Qualifications, an approval visit may be required 
before approval is granted.

Registration and Certification

Please refer to Appendix 1 AIM Awards Level 1 and 2 Functional Skills Operational Guidance for 
further information on the registration and certification process. 

Back to Contents
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AIM Awards Level 1 and 2 Functional Skills Operational Guidance

Introduction
This document is intended for centre staff at approved AIM Awards centres and provides details on 
how to register learners and schedule assessments against AIM Awards Level 1 and 2 Functional Skills 
Qualifications using the Quartz Portal and XAMS system.

Centres must refer to the ‘AIM Awards Portal Guidance’ document for guidance on our full processes, 
however we have provided a summary of the Functional Skills Level 1 and 2 Registration and Certification 
process below. Instructions on how to complete these steps are detailed within this guidance.

1. Create a Run - Quartz Portal

2. Register Learners onto the Run - Quartz Portal

3. Scheduling Functional Skills Assessments - XAMS System

4. Taking the Online Assessment (if applicable) - XAMS System

5. Administering English: Speaking, Listening and Communication Component (if applicable -   
 XAMS System

6. Results - XAMS System

7. Resits - XAMS System

8.  E-Certification - Quartz Portal

The centre registers learners onto the correct Functional Skills programme via the Quartz Portal (see 
below for guidance), within the AIM Awards registration time scales:

Short Courses - Courses of 15 weeks or less. Registrations must be received within 25 working days of the 
start date of the course or before the chosen examination cut-off date

Long Courses - Courses over 15 weeks. Registrations must be received within 60 working days of the start 
date of the course or before the chosen examination cut-off date

Centres which fail to meet these deadlines will be charged late entry fees in accordance with the late 
entry charging policy (see the AIM Awards Fees and Charges Catalogue).

AIM Awards Level 1 and 2 Functional Skills Operational Guidance
For centre staff
AIM Awards Level 1 and 2 Functional Skills Operational Guidance
For centre staff
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Logging on
To log onto the Web Portal system:
Open your Internet Browser and navigate to https://quartz.aimawards.org.uk/. 

To log on, you must agree with the Terms and Conditions. The Terms and Conditions can be viewed by 
clicking the Terms and Conditions link on the page. If you are in agreement with these, then check the 
tick box.

Enter your given username (or your email registered to your account) and your password into the 
relevant fields and click the ‘Log In’ button. If you want the system to remember your details, tick the 
‘Remember me next time’ tick box (do not tick if you are using a shared PC).

Please Note

To log out of the system, you must use the ‘Logout’ button. This button is located in the top right hand 
corner of all Portal pages, under your name. We advise that you use the logout function rather than 
simply closing your web browser for security reasons.

If you have forgotten your password, click on the ‘Forgotten your password?’ link. Enter your 
username in the ‘Username’ field and click the ‘Submit’ button. A new password will be emailed to 
you shortly. If you are having issues logging on, please contact AIM Awards. 

AIM Awards Level 1 and 2 Functional Skills Operational Guidance
For centre staff

AIM Awards Level 1 and 2 Functional Skills Operational Guidance
For centre staff
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AIM Awards Level 1 and 2 Functional Skills Operational Guidance
For centre staff

1. Create a Run
To create a Run, Click on the 'Actions' menu from the top of the Portal page 
and select 'Register Your Learners Here'.

You must complete all the mandatory fields, shown below:

*Please note that we strongly advise that before creating a Run with the 
information below, you complete the Standard ERegistration form (detailed 
on the next page) which you will be attaching to the new Run. This will 
prevent the browser from timing out and losing any unsaved data entries.

What is a Run? 
A Run is a cohort of 
learners

Field Guidance Mandatory?
Please select your course 
from the dropdown

Select the Functional Skills course you would like to register against from the 
dropdown menu. If your course does not appear in the menu, please contact 
AIM Awards.

Yes

The Qualification The appropriate Functional Skills qualification will be listed. Yes

Start Date Enter the start date of your course in the following format: DD/MM/YYYY. Yes

End Date Enter the end date of your course in the following format: DD/MM/YYYY. Yes

Provider Reference This can be used as a unique reference identifier provided
by your organisation for the Run. It can be alphanumerical. For example: 
CLASS1/YEAR.

No

Purchase Order Number If you require a purchase order number to be quoted on your invoice, please 
provide this here.

No

Site Choose site of delivery. Yes

Notes on this Submission Any notes you wish AIM Awards to see regarding this registration. No

i

AIM Awards Level 1 and 2 Functional Skills Operational Guidance
For centre staff
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Please Note

On screen indicators will alert you with red-text messages near to the error laden field if a mistake has 
been made whilst completing the form.

If you are alerted to a mistake, then you MUST re-attach the Standard ERegistration submission form again 
as Windows security features do not allow files to be saved in browser memory, therefore the file will be 
automatically detached.

A security feature of Internet Explorer and most other web browsers is ‘Session Time Out’, which will result 
in the end of a current session i.e. if you do not use the system and it is idle for ten minutes, you will be 
required to log back into the system. This will cause you to lose any unsaved data entry.

AIM Awards Level 1 and 2 Functional Skills Operational Guidance
For centre staff
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2. Registering Learners onto the Run

To register your learners onto the Run:

Open the ‘Standard ERegistration/EDI Registration Template’ submission form.

The template will open in Excel format. Mandatory fields are ULN, Surname, Forename, DOB and Postcode. 
If you wish to fill out the remaining fields, the ‘Validation’ tab of the spreadsheet indicates the codes 
to use. It is advised that before completing the Portal page with the information on the next page, you 
complete the Standard ERegistration form which you will be attaching to the new Run. This will prevent 
the browser from timing out and losing any unsaved data entries.

Please Note

We advise that you download a new spreadsheet every time you use the Portal to ensure that the most up 
to date version is being used.

To attach the completed Standard ERegistration Form, click the ‘Choose File’ button next to the ‘Choose the 
ERegistration file to submit’ field.

This will open the File Attachment Viewer to enable you to locate your saved file. Select the file and then 
click the ‘Open’ button.

At this point you can choose to ‘Continue’ or ‘Continue with Unit Registrations’. This will simply affect what 
units are shown on your RAC once the learners are processed. If you wish to register all the units within 
your course structure for the learners, please press ‘Continue’. 

You will then be presented with the confirmation screen which displays all the details that you entered on 
the previous screen. If you wish to change any of these details, please select the ‘Amend’ button.

If these details are correct, please select ‘Submit’ this will complete the submission process.

Please Note

For referencing purposes, it is strongly advised that you make a note of the Run ID at this point.

AIM Awards Level 1 and 2 Functional Skills Operational Guidance
For centre staff
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3. Scheduling Functional Skills Assessments on the XAMs Portal
System Requirements

All you need to use XAMS is any mainstream browser, this includes any of the following (or later 
versions): Internet Explorer 9 (version 10 if delivering ICT); Chrome 34.0.1847; Microsoft Edge; Firefox 
31.0; Safari 6.2.

For ICT assessments, you will also need to have access to Microsoft Office 2007 (or later).

Enable Popups

You must have popup blocking switched off to use certain parts of the system. Learners will not be 
able to sit assessments if popup blocking is switched on.

Logging In

Go to http://aim.xams.co.uk/clients/aim/ and enter your User ID and Password. This will take you to 
the Home screen. 

Important: you should only ever have one user session active on one computer at any time.  For 
example, you should not try to have two sessions open across two tabs/windows. If you do this, one 
or both users will be logged out.

To log out of the system, click on 'Logout' in the menu at the top of the screen. 

Creating a Schedule 

To access the schedule screen, click on 'Schedule' on the menu at the top of the screen. Here you can 
see a list of scheduled assessments, create new schedules and edit existing schedules.

To create a new schedule, click on 'Create Schedule' at the top left of the screen (you may be required 
to select the delivery venue from the Centre/Site dropdown menu first). The 'Add New Schedule' 
popup will appear:

1. Select the appropriate assessment from the dropdown. You will only see assessments related  
 to qualifications that you have registered learners to.

2. Delivery type: Select how the assessment is to be delivered: online or paper. Paper   
 assessments will be posted, therefore, scheduling and marking time scales will differ. Please  
 refer to the Fees and Charges Catalogue on the AIM Awards website for additional fees for  
 paper based assessments.

AIM Awards Level 1 and 2 Functional Skills Operational Guidance
For centre staff
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3. Start Date/Time: Enter the start date and time. For online assessments, you need to allow  
 at least 48 hours before the planned time of assessment. For paper based assessments, you  
 need to allow at least 15 working days.  The date and time values can be entered by typing  
 directly into the field or using the calendar and clock pickers. Set this to the actual time   
     at which you expect the assessment to start.  This is the point at which the assessment will  
 become available for a learner to sit. If a learner logs in before this point, they will see the  
 assessment but they will not be able to begin until the scheduled time.

4. Schedule Name: Enter a schedule name. We recommend the name has a connection to the  
 assessment being sat and makes the schedule easily identifiable when you are viewing the list  
 of scheduled assessments.

5. Password: Create a password. This will be required to activate the assessment and is common  
 to all learners in this schedule. It will appear on the group Attendance List and on each   
 learner’s Login Sheet along with their individual password. You may use the randomly   
 generated password that the system creates for you.

6. Add Students/Cohorts: Click on 'Add Students' to select the learners who will be sitting the  
 assessment. To select learners, click on the checkbox to the left of the names. When you   
 have selected all the learners for the schedule, click 'Save' to return to the schedule popup.

 Alternatively, you can select the learners as a group by clicking 'Add Cohort'. You select a   
 cohort  in the same way that you select a learner. Once you have selected the cohort and  
 clicked 'Save', the learners are added to the schedule as though they were individually   
 selected.

7. Completing the Schedule: When you are happy with the schedule details, click 'Insert' to  
 create the schedule.

The schedule screen will now display your newly created schedule. Please bear in mind that the   
default sort order is by Start Date.

Editing and Deleting Schedules

Prior to a schedule becoming active, it can be edited or deleted. To edit a schedule click the pencil 
icon towards the right of the schedule row. The 'Edit Schedule' popup will appear; here you can 
change the schedule details and learners in exactly the same way as when creating a schedule.

When you have made any changes, click 'Update'.

To delete a schedule, click on the     icon towards the right of the schedule row.

AIM Awards Level 1 and 2 Functional Skills Operational Guidance
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Printing Schedule Information

Click on the     icon at the end of a schedule row to generate a printable Attendance List for that 
schedule. The attendance list is a single sheet showing the schedule password and the login details for 
each learner.  This should be completed by the Invigilator and retained at your centre for 6 months 
after the assessment.  In accordance with the Invigilator Guidance, should there be a reportable 
incident during the assessment, you should return the Attendance List to enquiries@aimawards.org.
uk within 24 hours of the assessment taking place.

Click the      icon to generate individual login sheets for each learner. The information provided is the 
same as the Attendance List but one page per learner. These should be handed out to the learners 
before the assessment starts.

Carrying out Assessments

Once a test has been scheduled and the allotted start date and time is reached, the test becomes 
active and available for all the learners who have been assigned to it. This process is different for 
Speaking, Listening and Communication; see next section for further information.

4. Taking the Online Assessment 
Learners should go to http://aim.xams.co.uk/clients/aim/ and enter the 'User ID' and 'Password' 
provided on their login sheet, then click on 'Log In'. They will then be taken to the Learner Home 
Screen. 

Learner Home Screen

The Learner Home Screen is a summary stating various assessment rules. Learners must read the 
introduction and tick boxes to acknowledge they have read it and to confirm their identity, after which 
the learner can click 'Next' to move to the Assessment Screen.

Assessment Screen

The Assessment Screen will show the assessment(s) that have been scheduled for the learner. In 
addition to those, there will be a practice assessment available that the learner can take as many 
times as they like.  

To take an assessment, the learner simply clicks 'Start' against the appropriate assessment. 

AIM Awards Level 1 and 2 Functional Skills Operational Guidance
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Beginning the Assessment

The learner will be asked to enter the schedule password provided on their login sheet before the 
test will begin. The learner should read the instructions before clicking 'Start' to begin answering 
questions.

Answering the Questions

All questions are in a numbered list. To move between questions, click on the relevant question 
number or use the 'Back' and 'Next' arrow buttons. Questions that have been answered are 
highlighted in yellow. The current question number is underlined.  

The learner should insert their answer in the answer box located at the bottom of each question.   

Learners should show their workings in the 'Workings' area to the right of the screen as this will also 
be marked. 

The 'Show Resources' and 'Calculator' buttons will only be available if required. 

Time

The time left to complete the assessment is shown in green in the top right hand corner of the screen. 
As the learner enters the last 10 minutes of the assessment, the timer will turn orange to warn the 
learner. 

Finishing the Assessment

When the learner has finished the assessment, they should click the 'Finished' button, at which point 
they will be asked to confirm that they do want to finish. Once the learner has confirmed, they will 
not be able to resume the test or answer any more questions. 
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5. Administering English: Speaking, Listening and Communication 
(SLC) Component (Functional Skills in English ONLY)
Creating a Schedule

Create a new schedule as per the scheduling guidance in the previous section. The Password and Type 
fields are not applicable for Speaking, Listening and Communication schedules.

SLC Results Entry

To enter results for a given schedule, click on 'Administration' on the menu at the top of the screen 
then select 'SLC Results Entry' from the dropdown menu. The SLC Results screen will appear.

1. Select the Appropriate Assessment 

Using the calendar pickers, select the period for the schedules you wish to see. Then select the 
relevant schedule from the schedule dropdown. The learner details for the selected schedule will 
be displayed below. 

2. Complete - PART A - COHORT DETAILS

Click ‘Cohort Details’ - You must enter the cohort-level assessment details for the given cohort 
using the form provided. 

3. Complete - PART B - LEARNER DETAILS

Click ‘Submit Learner Details’ - This information must be entered on a learner-by-learner basis. 
Select the relevant learner from the list on the left of the screen. For each learner, select whether 
they have ‘met’ or ‘not met’ each of the required criteria using the radio buttons.

Once completed, click ‘Submit Results’ at the bottom of the feedback sheet. When results have 
been submitted for a given learner, the date of the submission is denoted at the top of the 
learner’s feedback sheet.  
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6. Results
Results Screen

To access the Results screen click on 'Reports' on the menu at the top of the screen then select 
Results from the dropdown menu. Here you can see results for every assessment taken and generate 
individual results sheets for your learners. Using the calendar pickers, select the period for the 
results you wish to see. You can also filter the results by selecting the relevant assessment from the 
assessment dropdown. The default sort order for the screen is date/time submitted, with the most 
recent displaying first. The list can be filtered, sorted and exported to Excel.

Individual Learner Results Sheets

To create individual results reports, check the box against the relevant learner(s) under 'Print Selected 
Results', and then click 'Print Selected Results'. This will generate a Learner Statement of Results, one 
page per learner. You can save or print this document.

Multiple Learner Results Reports

To create multiple results reports, check the box against the relevant learners under 'Print Selected 
Results', and then click Export to Excel. This will generate a report in Excel showing results for the 
selected learners. You call sort or filter by each of the column headers.

To view results for all learners, click 'All Results'. This will generate a report in PDF. 

7. Resits
Learners are permitted to resit an external assessment, where they are not successful. Learners must 
wait at least 10 working days before re-attempting an external assessment. You should schedule a 
learner for a resit in the same way as you would for a first attempt. 

8. E-Certification
AIM Awards now offers e-certification, where learner's certificates of achievement can be 
downloaded directly from Quartz Portal. E-certificates will have a unique QR code that can be scanned 
and verified. Please contact AIM Awards for further information.
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Invigilation Guidance for External Assessments
For centre staff

Invigilation Guidance for External Assessments

Assessments must not be invigilated by the class Tutor unless another independent Invigilator is 
present.

Starting the assessment: 

Before the assessment starts, the assessment Invigilator must: 

• Check that all learners have the required identity documents and photographic evidence  
 (where applicable) and that the relevant section of the Attendance Sheet has been completed  
 to show attendance

• Confirm there are no conflicts of interest between Invigilator and learners (see guidance on  
 the AIM Awards website)

• Advise learners who are unable to provide the required identity documents and photographic  
 evidence that they cannot sit the assessment, and that they must leave the assessment room  
 unless they can be identified by their Assessor 

• Make sure that the seating arrangements meet AIM Awards requirements (see the External  
 Assessment Venue Requirements Guidance) 

• Inform learners that they must follow the regulations of the assessment 

• Open the packets of assessment papers (if applicable) in the assessment room in front of the  
 learners, and distribute to learners 

• Check that learners have the correct assessment 

• Advise learners of emergency/evacuation procedures 

The Invigilator must advise learners that: 

• They must write in blue or black ink (if applicable) 

• All mobile phones or other electronic devices must be switched off 

• Any course material should be removed from their desk, and placed at either the front or back  
 of the room 

• They must not ask for, and will not be given, any explanation of the questions and answers 

• If they leave the assessment room unaccompanied by a member of centre staff, they will not  
 be able to return during the assessment
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Invigilation Guidance for External Assessments
For centre staff

The Invigilator must: 

• Announce clearly to learners when they may begin

• Specify the start and finish time of the assessment, and the earliest time that learners can  
 leave the assessment room 

• Remind learners that they cannot communicate in any way with, ask for help from or give help  
 to another learner while they are in the assessment room 

The Invigilator must not: 

• Make any comment where a learner believes that there is an error or omission on the   
 assessment. However, in this situation, the Invigilator must refer the matter to the Head of  
 the Centre, who should send a report to AIM Awards

• Give any information to learners about possible mistakes in the assessment, unless there is  
 an erratum notice, or permission has been given by AIM Awards 

• Comment on the content of the assessment 

• Offer any advice or comment on the work of a learner 

During the assessment: 

• Invigilators must supervise learners throughout the whole time that an assessment is in   
 progress. This means that: 

• Invigilators must give complete attention to this duty at all times 

• Invigilators must not carry out any other task (e.g. doing other work, using a mobile  
 phone) in the assessment room 

• Invigilators are required to move around the assessment room, quietly and at frequent  
 intervals 

• Invigilators must give frequent time checks 

Summoning help during an assessment: 

When one Invigilator is present in an assessment, they must be able to summon help in case of an 
emergency without leaving the room or disturbing learners. A mobile phone may be used and must 
be switched to silent alert, so as not to disturb learners. 
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Learners who arrive late: 

Centres in the UK are allowed to start examinations by up to 30 minutes earlier than, or later than, 
the publishing starting time for the session, without the need to complete any paperwork. Prior 
permission from AIM Awards is not required.  Where this policy is followed, to avoid any possible 
breach of security, late arriving candidates or early departing candidates must be supervised as if the 
specified starting time had been in place.  

Leaving the assessment room: 

Learners are not permitted to leave the assessment room until at least 30 minutes of the assessment 
time has elapsed (other than in an emergency/medical situation). Where learners have completed 
their assessment and are permitted to leave before the finish time, they must be instructed to do so 
quietly, without causing undue distraction to others.

Ending the assessment: 

When ending the assessment, Invigilators should give sufficient notice to learners. This is normally 
achieved by giving fifteen minute and five minute warnings prior to the published finish time. All 
assessments must be placed in secure storage prior to submitting to the specified location for 
marking. At no point must any indication be given to learners as to whether it is believed that they 
have passed or failed the assessment. The marking of assessments by centre staff, to pre-empt awards 
will be treated as malpractice and could result in the withdrawal of centre approval. Assessments 
must be sent to the specified location within the specified time frame (set by AIM Awards) of the 
assessment. 

Invigilation Guidance for External Assessments
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External Assessment Venue Requirements
For centre staff

External Assessment Venue Requirements

Centres must ensure that external assessments take place in a suitable assessment environment. This 
means that:

• Any room in which an assessment is held must provide learners with appropriate conditions  
 for taking the assessment. Particular attention should be given to conditions such as heating,  
 lighting, ventilation and the level of outside noise

• Display material (such as posters, wall charts, information leaflets) which might be helpful to  
 learners must not be visible in the assessment room

• A reliable clock (or other suitable time keeping device e.g. time displayed via a computer  
 screen) must be visible to each learner in the assessment room. The clock/   
 display must be large enough for all learners to read clearly

• The following items must be on display in the assessment room:

• Poster advising learners that mobile devices (such as phones, iWatches etc.) are not  
 allowed in the exam room

• Assessment Notice for Learners (see the AIM Awards website)

• Centre Appeals procedure

• Emergency/Evacuation procedures

• There must be a sign, clearly visible to others in the building, that an assessment is taking  
 place

• Information must be visible to all learners from overlooking the work of others. In particular,  
 the minimum distance in all directions from centre to centre of learners' chairs must be 1.25  
 metres

• For written assessments, each learner should have a separate desk or table large enough to  
 hold question papers. Learners who are not seated at individual desks must be far enough  
 apart (minimum 1.25m) so that their work cannot be seen by, and contact cannot be   
 made with, other learners

• For computer-based assessments, the room layout must be planned to prevent screens being  
 read by other learners; there must be at least 1.5 metres from the centre of each screen to  
 the centre of the next screen; the clock is displayed on every computer screen; a trained   
 administrator must be available during the assessment to deal with any technical queries that  
 may arise
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• The Invigilator to learner ratio is a minimum of 1:30 for paper-based assessments, 1:20 for  
 online assessment, and 1:10 for ICT assessments

• There must be space for the Invigilator to sit

• Where possible, there is at least one replacement PC available

Centres are required to maintain records of how assessment venues meet these criteria, which must 
be made available to AIM Awards on request. False or misleading statements by centres in respect 
of assessment venues may result in immediate suspension or withdrawal of centre approval, and 
assessments may be declared void.

External Assessment Venue Requirements
For centre staff
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NOTICE

Appendix 4: Assessment Notice for 
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Assessment Notice for Learners

This notice has been written to help you. Please read it carefully and follow the instructions. If there 
is anything that you do not understand, ask your Tutor or Invigilator.

A Regulations: Make sure you understand the rules
1. Be on time for the assessment(s). If you are late, you will not be allowed to sit the assessment.
2. Do not become involved in any unfair or dishonest practice during the assessment.
3. If you try to cheat or break the rules in any way, your assessment will be voided.
4. Make sure you have all of the required identity documents and photographic evidence, and 

bring them with you to the assessment room. Without them, you will not be able to sit the 
assessment unless your Assessor can identify you.

5. Do not have any material on your desk that might give you an unfair advantage. This includes 
course material, leaflets or any notes that you may have made during your course.

6. Make sure your mobile phone is switched off.
7. Use a black or blue pen to write your answers (if applicable).
8. Do not try to talk to, communicate with, or disturb other candidates once the assessment has 

started.
9. If you leave the assessment room unaccompanied by a member of centre staff before the 

assessment has finished, you will not be allowed to return.
B Instructions during the assessment
1. Listen to the Invigilator and follow their instructions at all times.
2. Tell the Invigilator at once:

• If you think you have not been given the correct assessment
• If the assessment is incomplete or badly printed (if applicable)
• If you do not have access to any additional files (if applicable)

C Advice and assistance
1. If on the day of the assessment, you feel that your work may be affected by ill health or any 

other reason, let your Invigilator know.
2. Raise your hand during the assessment if:

• You have a problem and are in doubt about what you should do
• You do not feel well
• You need a replacement pen (if applicable)
• You have a problem with any equipment (e.g. computers)

3. You must not ask for, and will not be given, any explanation of the questions
D During the examination
1. Do not leave the assessment room until told to do so by the Invigilator.
2. If given permission to leave the assessment room before the published finish time, do so 

without disturbing other candidates.
3. Do not remove your assessment paper from the assessment room (if applicable).

Assessment Notice for Learners
For learners
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Unannounced Visits Guidance

Unannounced visits are essential for maintaining and improving quality. They ensure that all relevant 
procedures are being followed for maximum compliance and to prevent malpractice. Such checks will 
create the opportunity to comment on good practice and also identify areas for improvement. This 
guidance will provide a framework for carrying out unannounced visits and includes templates that 
will be used by AIM Awards for recording that these have taken place.

A Quality Representative from AIM Awards will carry out these unannounced visits. Centres must 
provide the person carrying out the visit access to premises, people and records relating to learner 
assessments, achievement and internal quality assurance. If a centre fails to provide access, AIM 
Awards may suspend the centre's approval status subject to further checks.

How many unannounced visits and how often?

Centres will be spot checked in line with AIM Awards' normal arrangements for monitoring risk. Risk 
factors may include volume of registrations, incidents reported and exception reporting of statistical 
data. In any situation where AIM Awards has concerns about the ability of a centre to meet the terms 
and conditions of the Centre Agreement, quality assurance arrangements or financial obligations, 
then AIM Awards will undertake an unannounced visit to determine the level of risk to the security of 
the award. 

Feeding back to centres

Centres will receive feedback from the unannounced visit within a maximum of 10 working days. 
Any actions to make improvements and/or any good practice observed will be captured on the 
unannounced visit form.

Imposing sanctions

On completion of an unannounced visit, AIM Awards reserves the right to apply conditions, special 
measures and sanctions on centres to safeguard the award of achievement and protect the interests 
of learners. Any sanction proposed will be reviewed by the AIM Awards Director of Quality before 
being applied.

The level of sanction imposed will depend on the nature of the centre's non-compliance. In cases of 
serious breach on non-compliance, for example in relation to the security of assessments, then AIM 
Awards may withdrawn Centre Recognition. This withdrawal of recognition may impact upon the 
centre's eligibility to deliver all qualifications with AIM Awards or other Awarding Organisations. AIM 
Awards will provide centres with guidance on protecting the interests of learners appropriate to the 
circumstances of the withdrawal.

Unannounced Visits Guidance
For centre staff
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Observation of External Assessment Checklist
For AIM Awards staff

Observation of External Assessment Checklist

This checklist should be used by an AIM Awards Quality Representative. Completed forms must be 
returned to the AIM Awards Director of Quality.

Centre Name:
AIM Awards Quality 
Representative Details:
Site Visited (address):
Date and Time of Assessment:
Duration of Observation Visit 
(hours):

A Arranging the Assessment Room 'YES'

Please 
tick



Comments

1. Check that assessment room walls have been cleared of any 
material that may assist learners

2. Check that centre has the following on display:

- Poster advising learners that mobile devices (phones, 
iWatches etc.) are now allowed in the exam room

- Assessment notice for learners

- Centre Appeals procedure

- Emergency/Evacuation procedures

- A clock that all learners can see clearly

- A board showing the centre number, relevant assessment 
information including start and finish time of each 
assessment

3. Desks/computers are correctly spaced
4. There is a sign clearly visible to others in the building that an 

examination is taking place
5. Learners have access to any required additional files
6. There is IT support available for the set up and duration of 

the assessment (if applicable)
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B Identifying Learners  Comments
7. The identities of all learners are checked using photographic 

ID (e.g. Passport, driver's license or college issued ID card) 
and the relevant Attendance Sheet has been completed to 
identify attendees at the assessment

8. Learners unable to provide the required identity documents 
and photographic evidence are advised that they cannot sit 
the assessment, unless identified by their Assessor

C Before the Examination Starts  Comments
9. There is a second Invigilator present or available in case of 

emergencies, illness and toilet breaks
10. The Invigilator to learner ratio is within the guidance of 

1:30 for paper-based assessments, 1:20 for on-screen 
assessments and 1:10 for ICT assessments

11. Learners told they were subject to examination conditions
12. Learners' attention drawn to:

- Emergency/evacuation procedures

- Poster advertising learners that mobile phones, tablets, 
media players or other data sorting devices must be 
switched off and not used during the examination

- Assessment Notice for Learners

- Centre Appeals procedure
13. Learners told that they must place any unauthorised 

materials, including course notes, at the front or back of the 
room and only equipment required for the assessment is 
available

14. Learners told when they can begin, how much time they 
have and when they can leave the examination room; a 
minimum of 30 minutes after the start (unless for a medical 
emergency)

15. Learners who arrive after the examination starts, told they 
cannot sit the examination

Paper-Based Assessments Only
16. Envelope(s) containing assessment papers opened in the 

assessment room (if applicable)
17. Learners told:

- To enter their personal details on the learner information 
sheet

- To read the instructions on the front of the answer sheet
18. Learners reminded to use blue or black ink (pens issued if 

necessary and if applicable)

Observation of External Assessment Checklist
For AIM Awards staff
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Observation of External Assessment Checklist
For AIM Awards staff

D During the Examination  Comments
19. Invigilator is vigilant throughout. Supervised the learners at 

all times to prevent cheating and distractions. This included 
walking around the examination room

20. Invigilator did not give any information to learners about the 
content of any question or answer of the assessment or the 
requirements for answering particular questions

21. Invigilator did not carry out any other task whilst in the 
assessment room

22. Learners given a warning at an appropriate time before the 
end of the assessment and advised to stop writing/typing at 
the end of the assessment

23. Computer-based assessments: Invigilator monitored the 
use of Internet and e-mail (according to requirements of 
particular assessment)

24. In the event of an emergency, the emergency procedures 
was implemented

E At the end of the Examination  Comments
25. Invigilator ensured that learners leaving before the finish 

time did so without causing distraction to others
26. Invigilator collected all assessment papers and response 

sheets (paper-based examinations only), ensuring they were 
kept in a secure place before being sent for processing

27. The Attendance Sheet is retained (in accordance with 
specified guidance)

Additional Comments
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Actions/Recommendations for Centre
(Add additional rows as necessary)

Actions

By Whom By When

1

2

3

Recommendations By Whom By When
1

2

3

Good Practice identified:

Signature of individual conducting the unannounced visit: Signature of centre staff:

Print Name: Print Name:

Observation of External Assessment Checklist
For AIM Awards staff
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GUIDANCE
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Conditions for Storing Confidential Materials

Assessments and other confidential material, e.g. answer booklets must be stored securely at the 
centre's registered address in a secure room, solely assigned to examinations restricted to two or four 
key holders only. This is commonly referred to as a "box within a box". The following requirements 
must be met.

Requirement "a box within a box" Note
Secure room solely assigned to examinations in a fixed 
building, i.e. not a Portakabin or similar, meeting all of the 
following requirements:

- Walls, ceiling and floor of strong, solid construction

- Solid door or reinforced door with

     - Strong secure/heavy duty hinges

     - Security lock e.g. 5 lever mortice lock or coded keypad 
lock or electronic security lock

      - 2 to 4 key holders only

The following must also be met (where applicable):

- If question papers are stored in a room with windows, 
which are easily accessible, bars must be fitted or the room 
alarmed.

- If the room has a glass panel in or above the door, e.g. for 
health and safety reasons, the glass must be toughened 
safety glass.

- If the volume of question papers is too great for secure 
storage in one room, you must use additional rooms within 
the centre. These additional rooms must also meet the 
requirements for secure storage.

Preferably on an upper floor with no windows.

Stud partition walls are only acceptable with metal 
reinforcement.

A hollow panel door would require extra metal 
reinforcement.

Upper floor window(s) with a balcony or flat roof must be 
fitted with bars or the room alarmed.

The room must not have a door which directly leads out to 
the exterior of the building.

The secure room(s) must contain one of the following: 
(with 2 to 4 key holders only)

- Strong non-portable safe or

- Non-portable security cabinet with multi point locking 
system or

- Metal cabinet with full length external locking bar, bolted 
to wall or floor or where a centre has large numbers of 
question papers to store:

- Metal security screen, e.g. roll down shutter, directly in 
front of open shelving.

Small safes must be fixed securely in place.

A full length external locking bar will ensure that question 
papers are stored in a secure environment at all times.

Storing Confidential Materials Guidance
For centre staff
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