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SOUTH WEST REGION




ACCESS TO HE FINAL MODERATION 2010
Guidance for centre staff and moderators

Issued by Steph Hulford, Director of Access, and Judith Byrne, Director of Quality, February 2010
To ensure that all runs smoothly on the day, we hope that you may find the following pointers helpful. As this is the first year of grading, everyone involved will inevitably have some doubts about the judgements made and the methods used to record assessment etc but, as has always been the case, moderators will be interested primarily in confirming that the award of credit is secure. We anticipate seeing many examples of good practice and will, of course, seek to highlight these and share ideas for improvements throughout the region. If any poor practice is identified, recommendations for improvement will be made through the reporting process but, wherever possible, moderators will seek to use internal assessment and quality assurance processes to confirm that the recommended award of credit is safe.

For larger centres, Lead Moderators will be available throughout the day to advise and support. For all centres, an allocated member of the OCNSWR Access team will be available, either at the centre or by phone, to help with any queries or difficulties.

BEFORE FINAL MODERATION . . . 

Centre staff
· Meet as necessary to confirm individual learner achievement of requirements for Diploma

· Check individual completion, including check of unit combinations, mandatory units, GCSE Equivalences, APL

· Complete RACs, clearly indicating individual grades awarded for Level 3 units, sign and date

· Attach copy GCSE certificates to RACs

· Agree and note details of any extenuating circumstances, late completions etc and pass to centre representative(s) attending Final Awards Board
· Agree and clearly identify any borderline portfolios

· Check that all portfolios contain evidence for all Learning Outcomes and all units and that this evidence is clearly cross referenced to the relevant Assessment Criteria

· Remove any plastic folders from learner portfolios where practical
· Check that all evidence of achievement has been authenticated

· Check that all assignments have been assessed and (if Level 3) graded and that full assessment records are included in the file
· Ensure that records of internal moderation are available and up to date

· Ensure that the course file is available and up to date

· Agree who will attend the Final Awards Board and arrange for a minute taker

· Arrange for Pathway tutors to be present or contactable on the day of moderation

· Ensure that any appeals against grading decisions have been dealt with internally and resolved

Moderators
· Double check date, time and venue for final moderation

· Check that you have complete Learner Listings

· Send Confirmation of Visit Arrangements Form to Access co-ordinator or Lead Moderator as agreed
· Refer back to previous report and note actions which require following up
· Plan sampling activity 
ON THE DAY . . . .

Centre staff

· Ensure all learner portfolios being submitted for the Diploma are presented
· Separate borderline portfolios to ensure that these are scrutinised by the external moderator and a decision agreed
· Identify any incomplete portfolios which need to be discussed at the Final Awards Board
· Provide course file and all supporting documentation

· Provide fully completed RACs which have been checked and signed

· Identify any learners who are continuing and not claiming any credits in summer 2010 by marking NC cont (not claimed, continuing) against their name on the RAC

· Ensure that all tutors are present or contactable in the event of any query about learner evidence

· Attend Final Awards Board as previously agreed with OCNSWR
Moderators

· Discuss progress on outstanding actions with relevant tutor(s)/co-ordinator and agree any further actions required
· Check that completed RACs are present

· Make any amendments to spelling on RACs in pen and initial each amendment

· Sample RACs and instigate a full check by centre staff if any errors are identified through the sampling process
· Carry out sampling of portfolios in line with OCN requirements

· If removing work from plastic folders please ensure it is retained tidily so that staff can return work easily

· Agree decisions re borderline portfolios with centre staff, referring to Lead Moderator/OCN Access contact on duty if necessary 
· Check assessment process, including grading

· Check assessment records

· Check internal moderation process
· Check internal moderation records

· Check exemptions and confirm copy certificates with relevant RACs
· Check submissions policy meets QAA requirements and has been adhered to

· Alert Lead Moderator or duty OCN Access contact to any difficulties as early as possible

· Record sampling of portfolios by completing the OCNSWR Sampling Record and submitting with your report OR by entering S (sampled) and your initials against each unit sampled on each RAC

· Sign (if sole or joint moderator) or hand RACs to Lead Moderator for signing together with relevant instructions/notes

· Attend Awards Board or leave full information with Chair, as previously agreed
Finally – 
We ask all concerned to be mindful of the significant changes required by the introduction of grading and to take an approach which is mutually supportive. 
We need to be sufficiently rigorous to ensure that grading has been applied correctly and consistently but we fully appreciate that we may also need to show some flexibility regarding the tracking and recording of assessment decisions. 
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