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APPLICATION FOR SUBJECT EXPERT (QUALIFICATION REVIEWER) SERVICES FOR
 TRAVEL AND TOURISM AND HOSPITALITY AND CATERING QUALIFICATIONS
APPLICATION REFERENCE: QWL252612
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SECTION 1:    BACKGROUND AND INSTRUCTIONS TO APPLICANTS


1.1 Background to Qualifications Wales

Qualifications Wales has been established through the Qualifications Wales Act 2015 as the regulator of non-degree qualifications and the qualifications system in Wales. It is a Welsh Government Sponsored Body, independent of government, and is accountable to the National Assembly for Wales.
To ensure that qualifications comply with Qualifications Wales’ requirements, and that qualifications and the Welsh qualification system are effective for meeting the reasonable needs of learners and employers in Wales, promoting public confidence in qualifications and the Welsh qualification system we regularly rely upon assistance from external subject experts, including assessment reviewers to support our reform, approvals, and monitoring work.
 We use experts such as:
•	Experienced teachers
•	Examiners
•	Academics
•	Professionals in assessment
•	Professionals from vocational industries
The experts we use have detailed knowledge and experience of education and assessment and of how qualifications are taught and assessed. 	
If you have the required skills, knowledge and experience and an understanding of the travel and tourism and hospitality and catering sectors and are selected to be included on our list, we will allocate work once we have considered:
•	the area of expertise required.
•	potential conflicts of interest.
•	whether the expert has previously advised in respect of the matter.
•	availability to complete the work. 
We are currently seeking qualification reviewers (subject experts) to work alongside our Approvals Team to help us approve an exciting new suite of Travel and Tourism and Hospitality and Catering qualifications. 
A subject expert in the context of the approvals work for the Travel and Tourism and Hospitality and Catering qualifications will undertake the role of a qualification reviewer. A qualification reviewer is a professional who evaluates qualifications to ensure they meet specific standards and are fit for purpose. Their role typically includes: 
· Reviewing qualification specifications, including sample assessment materials 
· Checking that qualifications comply with regulatory requirements and approval criteria 
· Determining whether the qualifications effectively prepare learners for their next stages of progression 
· Providing constructive feedback that will be used to inform regulatory feedback to awarding bodies 
The purpose of this document is to provide the specification of work required and details on how to apply for the role.

1.2.1 Application instructions

Before submitting your application, please ensure that you have read the instructions and the requirements carefully. 
· Applications will only be accepted if submitted via the opportunity advertised on Sell2Wales. 
· The application does not constitute an offer and Qualifications Wales does not undertake to offer a contract on any application received. 
· Qualifications Wales reserves the right to accept any part of any application or offer. Qualifications Wales will not reimburse any costs incurred in the preparation of a response to this application or attending an interview.  
· Applicants shall not discuss the application they intend to make other than with professional advisers or joint applicants who need to be consulted.  
· Applications shall not be canvassed for acceptance or discussed with the media or any other organisation or member of staff or board member of Qualifications Wales. 
· All proposals received shall be unconditional offers i.e., you agree to comply with all the contents of this application including the specification of services and the terms and conditions of contract (Qualifications Wales terms and conditions of contract for subject experts). 
· Qualified applications may be rejected. Qualifications Wales’ decision as to whether an application is in an acceptable form will be final. 
· Applicants are responsible for all information necessary for the preparation of their application. 
· Information supplied to applicants by Qualifications Wales’ staff is supplied only for general guidance in the preparation of the proposal application. Applicants must satisfy themselves as to the accuracy of any such information and Qualifications Wales accepts no responsibility for any loss or damage of whatever kind and howsoever caused arising from the use by applicants of such information.  
· We shall retain unsuccessful application submissions including any personal information for the period stated in our Privacy Policy | Qualifications Wales. Should you be successful in your application, we will retain your submission including any personal information for the length of our contract with you and thereafter according to our retention schedule.  
· No application will be accepted if it is received after the date and time stated unless there is a justifiable reason for its lateness. 
· All applicants shall be notified of the outcome. Applicants must not undertake work until they have received written notification that they have been awarded a contract.  

1.2.2 Requests for Clarification
Requests for clarification will be submitted via the Question & Answer facility on the Sell2Wales portal. The deadline for asking questions is 10am Tuesday 9 December.
Responses to queries will be sent, via Sell2Wales, to all applicants that have registered an interest.
 1.2.3 Closing date and time for applications
Applications must be uploaded using the word document response template, to Sell2Wales by Friday 19 December 2025.
1.2.4 Timetable
	Action
	Date

	Advertisement of Applications on Sell2Wales, and Qualifications Wales Website
	Thursday 23 October 2025

	Clarifications (via Sell2wales portal) Deadline
	10am Tuesday 9 December

	Response Deadline
	10am Friday 19 December 2025

	Evaluation of applications 
	5 – 12 January 2026

	Notification of award of contracts and feedback to unsuccessful applicants 
	Anticipated to be from Tuesday 13 January 2026
This may be subject to change (due to unknown volumes of applications).

	8 Working days standstill period ends
	23 January 2026

	Confirm award of contracts
	24 January 2026

	Contract implementation / briefing of contracted advisors
	TBC (exact date to be confirmed, all subject experts will be required to attend a one day briefing prior to the work commencing)







SECTION 2:  SPECIFICATION OF SERVICES – SUBJECT EXPERT SERVICES 

2.1 General Requirements for Subject Expert services
During the life of the contract, we will offer approvals work (subject to relevant expertise and the absence of any conflict of interest) in relation to:
· Approvals process 
Subject experts (qualification reviewers) are required to make judgements, using their own knowledge, understanding and expertise, about the quality of draft qualification specifications, sample assessment materials and other relevant documentation submitted by the awarding body, against the Approval Criteria and other relevant regulatory requirements. They each prepare an individual report and attend meetings with QW, where applicable, to discuss the submitted materials. They may also be required to participate in discussions with awarding bodies. In addition, there may be a requirement for discrete pieces of specific work related to the approval of the qualifications beyond that of the usual approval process, which will be discussed and arranged on an individual basis. 

During the life of the contract, we may offer work around the relevant subject area (subject to relevant expertise and the absence of any conflict of interest) in relation to:

· Monitoring of Qualifications
Individuals are required to observe (not participate) in various meetings held by the awarding body and produce a comprehensive report in the format of the template provided. Each report needs to describe the activities undertaken during each meeting, the discussions held between the attendees and the level of their agreement on the outcomes of the meeting.  Each report also describes the extent to which the awarding body’s processes have been followed and will provide judgements on whether there were any issues with the way the meeting has been conducted, either in relation to the awarding body’s stated 	processes, or in relation to Qualifications Wales regulatory requirements as described in the Standard Conditions of Recognition. The individual is also expected to give their view on whether suitable subject expertise has been used during the meeting to ensure that the assessment tasks and judgements made during the marking of those tasks accurately reflect current practice.    

· Discrete pieces of specific work related to the approval of the qualifications. 
Work varies from a few days reviewing qualification materials and attending meetings to several periods covering exam series. Some work is in groups and some individually. Contracted experts are paid at a daily rate of either £300 or £400 (inclusive of VAT) depending upon the complexity or technical knowledge required. These rates have been set following extensive benchmarking, and we continually monitor market rates. Please also see additional information in relation to fees in 2.11 below.
More information relating to the procurement process for subject experts can be found here.

2.2 Conflict of interest
Applicants must declare any potential conflict of interest deemed to be relevant to the business conducted by Qualifications Wales at the point of applying to be a subject expert and when they are offered new work. Usually, it would include work for an Awarding Body or Welsh Government on curriculum reform or reviews of general and/or vocational qualifications.
2.3 Contract term
We award contracts for a period of three years subject to the termination and break clauses in the terms and conditions of contract, with the option to extend it up to a further year.  The contracts allow us to ‘call off’ further work across the organisation from an expert depending on their skill set. We do not commit to offering further work to an expert under their contract.
2.4 Financial Risk
The expert should ensure that they have the necessary financial standing and resources to meet their obligations throughout the duration of a contract. This may include (where appropriate) considering the level of existing work commitments and the potential impact on resources that awarding a contract would have.  In deciding to apply for a contract, applicants should also be aware and take into consideration the risks of becoming over-reliant on the business, or indeed that of any customer. In doing so, the expert should consider earnings from any other work undertaken for the Qualifications Wales as well as potential earnings from the contract in question.  
2.5   Statement of Work process
The specification of services in this section 2.10 sets out our current requirement. It is possible that during this initial requirement, changes, for example, in the nature and volume of the work and the timescale or other requirements will arise. When work is required under this contract, a Statement of Work (SOW) will be provided by Qualifications Wales that sets out the scope, timetable, daily rate and key contact details.

[bookmark: _Int_iwbtHopI]The subject expert will then complete the statement, confirming availability and advising of any conflicts of interest. New work will not start until the SOW has been agreed and signed by both parties and any conflicts of interests mitigated. Should the subject expert advise of a conflict of interest, or Qualifications Wales become aware of a conflict of interest, which is unable to be mitigated, the work will not proceed with that expert.





2.6 Performance Management
Performance will be evaluated regularly against Key Performance Indicators and a score given. The basis of this evaluation and the scoring to be used will be agreed with successful applicants. The evaluation will be used to inform future allocation of work.  
 Key Performance Indicators
	Ability to effectively apply expertise and knowledge to review materials against agreed criteria, at the appropriate level 

	Ability to compose detailed, accurate and objective reports with clear reference to the necessary documents

	Professionalism at meetings (attendance as contracted, punctuality, contribution and conduct)

	Effective and timely report submissions and communications with QW



2.7 Confidentiality
We refer you to the contract clause regarding confidentiality. Confidentiality is of prime importance to this contract. We may require you to sign a confidentiality agreement prior to commencing work on the contract.  
2.8 Background to this requirement
In 2022, we published a sector review of qualifications and the qualifications system in Travel, Tourism, Hospitality and Catering. Our ‘Going Places’ sector review report found that the current range of post-16 Travel and Tourism qualifications offered by awarding bodies in Wales generally meet the reasonable needs of learners. However, the review also highlighted areas that needed updating, including: 
· currency of content 
· references to the Welsh context 
· greater focus on customer service skills 
Our sector review report also identified some issues with the structure and range of the existing Hospitality and Catering qualifications offered in Wales.  We need a fresh and relevant suite of qualifications that address:  
· the complex and confusing qualification structure  
· outdated content and focus   
· omission of important up-to-date content  
· burdensome assessment  
· lack of relevance to the Welsh context  
Following extensive engagement, we agreed: 
· to develop the qualifications being offered using an open market approach, where more than one awarding body can design and deliver the qualifications  
· to establish a new streamlined suite of Made-for-Wales hospitality and catering qualifications at levels 1, 2 and 3 for both further education colleges and work-based learning 
Qualifications Wales is looking for knowledgeable and experienced educators and educational professionals to work alongside our Approvals Team to help us approve the new Travel and Tourism and Hospitality and Catering qualifications. This work will ensure that the qualifications comply with Qualifications Wales’s Approval Criteria and other regulatory requirements.
The role of the qualification reviewer (subject expert) will typically involve:
Reviewing draft qualification specifications, sample assessment materials and other relevant qualification documentation to evaluate compliance with regulatory requirements.
Determining whether the qualifications effectively support learners for progression in their learning journey. 
Providing measured and constructive feedback to inform Qualifications Wales’s regulatory feedback to awarding bodies. 
As a qualification reviewer, you will be collaborating closely with the Qualifications Wales Approvals Team throughout the approvals process and play a supporting role in the review of the new Travel and Tourism and Hospitality and Catering qualifications developed by awarding bodies. This is a unique opportunity to share your knowledge, understanding and insights and gain invaluable professional experience.  
We are currently seeking qualification reviewers to be allocated to the following qualifications: 

	

	Travel and Tourism
	Hospitality and Catering

	Level 1 Travel and Tourism
	Level 1 Introduction to Hospitality and Catering

	Level 1/2 Travel and Tourism
	Level 1 Hospitality and Catering

	Level 2 Travel and Tourism
	Level 2 Food and Beverage Service

	
Level 3 Travel and Tourism
	Level 2 Occupational Entry in Food and Beverage Service

	
	Level 2 Hospitality and Catering

	
	Level 2 Occupational Entry in Hospitality and Catering

	
	Level 2 Hospitality Services

	
	Level 2 Occupational Entry in Hospitality Services

	
	Level 2 Production Cookery

	
	Level 2 Occupational Entry in Production Cookery

	
	Level 2 Professional Cookery or Culinary Arts

	
	Level 2 Occupational Entry in Professional Cookery or Culinary Arts

	
	Level 3 Food and Beverage Supervision

	
	Level 3 Occupational Entry in Food and Beverage Supervision

	
	Level 3 Hospitality Supervision

	
	Level 3 Occupational Entry in Hospitality Supervision

	
	Level 3 Professional Cookery or Culinary Arts

	
	Level 3 Occupational Entry in Professional Cookery or Culinary Arts




When applying, applicants will be required to indicate which of the following areas they have experience and/or expertise in: 


	Travel and Tourism

	Hospitality and Catering



Applicants are asked to make clear within their applications, where their experience spans multiple areas. We may ask successful applicants to provide general input to the review of qualifications in other areas.

Successful applicants will be required to work across multiple qualifications and/or qualification types, subject to individual availability, and will be notified which qualifications they have been allocated to review. 

When allocating the work to subject experts, we will endeavour to match the subject expert’s experience to relevant areas of work. 


2.9 Approval Criteria
Qualification Approval Criteria are the specific, minimum qualification requirements set by Qualifications Wales that must be met by the awarding body seeking approval for offering a particular qualification. The complete set of Approval Criteria can be found here:
Travel and Tourism Approval Criteria 
Hospitality and Catering Approval Criteria 

2.10 Work Requirements
Between Spring and Summer 2026, Qualifications Wales will be approving a number of new Travel and Tourism and Hospitality and Catering qualifications.   
Subject experts will be provided with versions of the relevant draft specification(s) and Sample Assessment Materials (SAMs), as well as a rationale for the qualification design, and are required to submit a detailed report for each qualification.
Subject experts will also be required to attend meeting(s) with Qualifications Wales and other subject experts, where applicable, to discuss the qualification materials. Subject Experts may also be required to participate in discussions with the awarding body.  
Subject experts are required to make professional, unbiased judgements on the submitted specifications and SAMs using their own knowledge, understanding and expertise, and with reference to the qualification Approval Criteria (please refer to approval criteria section above) and other relevant regulatory requirements. The majority of the review and report writing work may be undertaken at home, in the subject expert’s own time. All materials, including reports and content of discussions, must be treated as strictly confidential and not shared with anyone outside of Qualifications Wales. 
A mandatory half-day training session will be provided to ensure subject experts are briefed and confident about the context of the work, the relevant documentation, the remit of their role and responsibilities and the approach required to report writing and meetings.
Where meetings are required, these may be held at Qualifications Wales office in Newport or alternatively as remote meetings; the format will be arranged and agreed by the approval team in advance of the meeting to ensure availability of attendees.
Anticipated work is as follows:
     2-10 days (non-consecutive) work per qualification 
More detailed breakdowns of activities and specific days will be outlined within the statement of work, once contracts have been finalised. 

2.11 Qualifying Criteria
Applicants who have previously worked for or are currently contracted to an awarding body or other regulators will be considered, subject to the conflict-of-interest declaration that they provide on application.

2.12 Fees and Payment for Approvals Work
The fee for this work is £300 per day including any VAT. Fees will be paid upon receipt of an invoice.
Where work is conducted remotely, the same fees apply. In the event part days are worked, or technical difficulties affecting attendance at remote meetings, time will be paid at a rate of £43 per hour worked (inclusive of VAT).
Travel and subsistence will be reimbursed in accordance with our travel policy and will be capped at £300 per day. 
The expert will be fully responsible for any Income Tax and National Insurance contributions arising from payment made for the Services under the contract.
If the planned meetings are scheduled whereby the subject expert has to be released by their employer (school/college/centre) during their normal working hours, a teacher release fee will be paid to the employer at a rate of £189 per day (inclusive of VAT) to reimburse supply cover in the absence of the subject expert. Please note, teacher release for approval work is generally only applicable for the attendance at training and/or panel meetings if scheduled during term time for the VCSE/Foundation qualifications. All other approval work conducted such as the review of the materials and report writing will be undertaken during the reviewer's own time and will therefore be paid to the subject expert at a rate of £300 per day. 

2.13 Time Commitment
Between Spring and Summer 2026, the time commitment is likely to be:
Two to ten non-consecutive days 

2.14 Point of contact  
The Contract Managers for this approvals work will be:
 
lisa.mitchell@qualifications.wales
leanne.hallett@qualifications.wales 

The Contract Managers will be the point of contact for the subject expert during the contract.  They may elect to meet the subject expert, or another named representative (if contracted via an organisation) as and when necessary to discuss any issues which may have arisen during the provision of the service.  Should you be offered further work under the contract, you will be informed of the Contract Manager for that work. 


SECTION 3: EVALUATION AND SCORING GUIDE

Any application that is accepted will be awarded the contract based on scoring adequately against the evaluation criteria and weightings.   
The evaluation criteria and scoring model that will be used are set out below.
We will score each of the quality criteria on a scale of 0 to 5. To be considered, applicants normally need to score at least a 3 for each of these criteria and must be able to meet the other requirements listed in the Specification of Services.  (section 2)
Subject to meeting the minimum requirements, it is anticipated that up to 2 top scoring applicants per area (as listed in 2.8 above), may be awarded a contract. (we currently have some contracted experts that maybe allocated some of this work). 
Successful applicants will be those whose expertise can be utilised across a range of qualifications and qualification types. We may offer contracts to more individuals than this should the qualification approval process require it. We will also consider the need to contract with individuals who can bring a balance of skills and experience for the type of work required, and the need to mitigate potential conflicts of interest.
We will inform successful and unsuccessful applicants of the outcome and provide scores and rationale to unsuccessful applicants. Following the issue of these letters, we will observe a 10-calendar day voluntary standstill period before entering into contracts with the successful applicants.
The following criteria and weightings will be used to evaluate each application. Please take note of the guidance provided within each criterion regarding the evidence to be provided and maximum word count relevant to each criterion. Please provide your response in the word template provided.

	Award evaluation criteria for application  
	Weighting % 

	Criterion 1: Qualifications and experience, including evidence of: 
Essential:
1.1 Review and/or quality assurance of UK qualifications and/or educational assessments at Level 1, Level 2 and/or Level 3[footnoteRef:2]  [2:  See CQFW ebrochure Update for more information] 

1.2 Teaching, delivering, assessing and/or managing Level 1, Level 2 and/or Level 3 programmes of learning. 
 
Desirable: 
1.3 Experience of teaching, delivering and/or managing Level 1, Level 2 and/or Level 3 programmes of learning, including apprenticeships.
1.4 Experience of working with Level 1, Level 2 and/or Level 3 learners with additional learning needs. 
1.5 Recent experience of working in the education sector in Wales.
. A higher-level/professional qualification in educational assessment.
. Experience of teaching or delivering qualifications in any of the following subject areas: 
	Travel and Tourism

	Hospitality and Catering

	



	 35%

	Criterion 2: Knowledge and understanding, including: 
 
2.1 A working knowledge and understanding of the principles of qualification/educational assessment, including fairness, validity and reliability. 
2.2  A general understanding of the devolved education landscape in Wales, including policy and legislation relating to the use of the Welsh language. 
2.3  A general understanding of the travel and tourism/hospitality and catering sectors. 
2.4  Subject/specific knowledge (including a higher-level qualification) in any of the following areas:
 
	Travel and Tourism

	Hospitality and Catering


  
	 30%

	Criterion 3: Analysis, critical review and written communication skills, including the ability to: 
 
3.1 Scrutinise a high volume of information in a systematic manner to identify key points effectively. 
3.2 Take an objective, confident and pragmatic approach. 
3.3 Identify examples supported by clear evidence. 
3.4 Make links and identify interdependencies.   
3.5 Prepare formal, detailed reports for an external audience. 
3.6 Communicate technical information and judgements in a way that is accessible for an audience without subject-specific knowledge. 
 
	25%

	Criterion 4: Effective communication skills, including the ability to: 
 
4.1 Respectfully and actively participate in professional discussions with internal and external stakeholders. 
4.2 Provide constructive, evidence-based advice/ information to support decision-making.
  
	10%






The following model will be used to score the responses to the quality criteria.

	[bookmark: _Hlk212021140]Evidence Provided
	Score
	Remark

	Evidence of relevant ability, understanding, experience, skills, resource and quality measures required to provide the services relative to the Contract is consistent, comprehensive, compelling, directly relevant to the Contract in all respects and highly credible.
	5
	High Confidence
Applicant is likely to be able to 
meet the needs of the organisation.

	Evidence of relevant ability, understanding, experience, skills, resource and quality measures required to 
provide the services relative to the Contract is sufficient.
 (in qualitative terms), convincing, and credible.


	4
	Confidence

	Evidence of relevant ability, understanding, experience, skills, resource and quality measures required to provide the services relative to the Contract has minor gaps, 
or to a small extent is unconvincing, lacks credibility or
 irrelevant to the Contract.
	3
	Minor Concerns
Small risk that the applicant will not
 be able to meet the needs of the 
Organisation.

	Evidence of relevant ability, understanding, experience, skills, resource and quality measures required to provide the services relative to the Contract has moderate gaps,
 is unconvincing.
	2
	Moderate Concerns
Moderate risk that the applicant will 
not be able to meet the needs of the Organisation.


	Evidence of relevant ability, understanding, experience, skills, resource and quality measures required to provide the services relative to the Contract has major gaps,
 is unconvincing in many respects, lacks credibility, 
or irrelevant to the Contract.

	1
	Major Concerns
Significant risk that the applicant will not be able to meet the needs of the Organisation.


	No evidence or misleading evidence.
	0
	Not Acceptable
No evidence that Applicant will be 
able to meet the needs of the Organisation.
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