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General Information
The Learning Outcomes of this qualification will be assessed through an externally set and marked, examination with a duration of two hours and thirty minutes. The Examination will ensure the Assessment of at least 80% of the Learning Outcomes and will consist of a number of practical manual and computerised tasks with each task linked to a Case Study, accounting for 85% of the marks.  This approach is aimed at assessing the candidate’s ability in relation to more than one Learning Outcome. 

At least two of the tasks in all examinations will be theoretical and these will account for 15% of the marks.  Candidates will be required to carry out all tasks accurately and in keeping with computerised procedures and payroll practice.  Faults will be incurred where candidates make errors in entering year to date information and other data relevant to Level 3 Diploma in Computerised Payroll plus errors in calculating advanced aspects of gross pay including termination payments, directors National Insurance Contributions, processing of month end and year end procedures 
Syllabus Coverage
The examination paper will require the candidate to process a variety of basic and complex transactions, and make calculations both manually and using the commercially available payroll software.  
The aim is to test candidate competence over an extensive area of the syllabus i.e. over 80% of the Learning Outcomes.  All Learning Outcomes of this qualification should be covered over three examination diets.  No weighting is given to specific Learning Outcomes.  Although we do not weight each Learning Outcome marks are generally awarded in favour of the accuracy in the calculation of gross pay and net pay using statutory and non-statutory deductions.

Marking and Grading
The examination paper shall provide the opportunity for candidates to achieve up to a maximum of 100%.  Marks are to be weighted as follows:

Set up and preparation of information
10%

Processing of information


65%

Extracting information for other users
10%

Theory task




15%

The mark scheme should ensure that the following are indicated:

· Deductions to be made for errors and omissions.
· The effect of a candidate incorrectly calculating or entering gross pay but going on to correctly calculate tax, NI and so on.

The candidates are expected to prepare neat and well-presented scripts and produce the required printouts. 2% is deducted if the scripts do not meet the presentational requirements.

To achieve the qualification, candidates must obtain at least 65%.  Such candidates are categorised into four grades, namely: Distinction with Commendation; Distinction; Credit and Pass.  Candidates obtaining less than 65% are categorised into Marginal Fail and Fail.

PASS GRADES AND PERCENTAGES
A*
DISTINCTION WITH COMMENDATION 
95% and above

A
DISTINCTION



85 – 94.99% 


B
CREDIT




75 – 84.99% 


C
PASS





65 – 74.99% 


M
MARGINAL FAIL



60 – 64.99%


F
FAIL





Below 60%

Examination Specification
Tasks are to be drawn from the nine main Outcome areas (Learning Outcomes) as indicated by the detailed teaching syllabus presented in Section 16 of the Specification of the qualification.  The following specific points of guidance are provided:

a) There should be consistency in the number of employees used.  
· At least one Director should be included at each sitting 

· At least 4 Manual Operatives with overtime payments (calculation of 

          Overtime rates) and/or bonuses and may make pension contributions.

          Also, at least two monthly paid employees (of which at least one should be a director).  These employees may also receive commission or Bonus payments and make pension contributions.  Alternatively 4 salaried staff with various situations and allowances should be given.
·      One starter or leaver included at least two times out of three – to demonstrate the various processes to be carried out, and the income tax implications.

b)
The processing should be of two weeks and one month, or one week and two months, so that the candidate demonstrates the importance of using cumulative figures and the updating of the software before progressing to the next payroll period.
c)
Over two examination diets, all payroll processes should be covered,

with some being included at each sitting e.g.

· Principles encountered at IAB Level 2 Certificate in Computerised Payroll and Level 3 Diploma in Payroll 

· Calculation of Directors NI – the method required should be clearly shown on the exam paper by the Examiner.

· Complex calculations of items of Gross Pay including termination payments
· Complex Income Tax and National Insurance Contribution calculations

· Month End Routines, preparation and printing of P32 and P30B or Year End Routines including the various year-end forms and submission dates.

· A basic understanding of the more common expenses and benefits and their taxable implications for the employee, including the entering of company car details against a particular employee or director.
d)
Over three examination diets, the Examiner should ensure that coverage is made of all other technical and complex processes using the theory questions e.g. security and Data Protection issues, Employment Act, etc.,
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