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1. Introduction to external moderation
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1.1 The purpose of moderation
Open College Network South East Region Access moderation has the following purposes:

a) to verify, through a process which is external to the providing centre, the standards of achievements of learners leading to the award of credit and to the award of Access to HE Diplomas according to the specifications set out by the QAA;

b) to ensure consistency in the award of credit to learners and that learners are receiving fair and equitable treatment.
c) to monitor and report on assessment arrangements of approved programmes;

d) to be an ongoing and accessible source of critical advice for centres and their staff in order to support the continuous improvement of OCN accredited programmes;

e) to ensure accredited programmes are delivered in accordance with the specifications agreed at the Validation Panel.
f) to ensure  the maintenance and enhancement of the quality and fitness for purpose of Access to HE programmes
2. Moderator Appointments
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2.1 Moderation Model

External Access Moderators are usually appointed against a one or more Access qualification award. These Access qualification awards are often capable of being moderated by a single moderator who has sufficient curriculum expertise to carry out his/her role effectively.

Where this is not the case, for example where the subject specialisms across different Access qualification awards are too diverse for a single moderator then the OCN will appoint additional external moderators to cover further Access qualification awards. The OCN Quality Manager will consult with the relevant OCN Development Manager and the centre to ascertain the most effective arrangement for that centre.
2.2 The selection criteria for external moderators 
Before OCNSER can appoint an external moderator to an Access programme it will ensure that the following criteria can be met by the individual:

· be familiar with the aims and philosophy of Access provision as appropriate

· have a good understanding of the particular area of work they are to moderate and be academically/vocationally competent at the appropriate level. Where a specific academic subject specialism is required the moderator must be able to demonstrate either appropriate qualifications or relevant professional experience.

· understand the needs of Access learners on the programme being moderated

· be free of any financial, contractual or other obligations to the programme provider which may compromise their ability to act independently on behalf of OCNSER.

In order to ensure that external moderators meet the above criteria applicants are asked to submit a brief CV.  In addition OCNSER may request the contact details of up to two referees, one of which must be from the present or most recent employer.  

Where an external moderator is proposed for appointment to a programme which will involve their direct contact with members of a vulnerable group or groups there are additional criteria which will need to be met before that individual can be appointed.  See  the OCNSER policy in respect of working with vulnerable groups.

2.3 Appointment of external moderators to access programmes

Once sufficient evidence has been supplied the details are submitted (in confidence) to the OCNSER Quality & Development Committee for approval.  The OCNSER Quality & Development Committee is composed of representatives from regional stakeholders with an active interest in Access to HE. Amongst other responsibilities, it oversees the appointment of all external moderators and monitors the outcomes of the moderation process.  On appointment the applicant will be invited to  a mandatory induction training.

New external moderators are required to attend an external moderator training session within three months of their initial appointment.  In addition regular opportunities for continuing development of external moderators are held.

On appointment to a programme the external moderator is sent an appointment letter, supporting documentation (Access course recognition document, previous moderation reports etc) and an External moderator Contract that relates to the moderation duties.  The External moderator Contract outlines the terms and conditions of the appointment.  The external moderator must return a signed copy of the Moderation Contract.  

The OCN will also issue an ‘External Moderation Schedule’ which will identify the precise Access Award Qualification titles covered by the contract.

All appointments are annually renewable for a period of four years, or until the programme ceases to run, whichever is sooner.  External moderator contracts are therefore issued annually for the period of the appointment and normally run from 1 August to 31 July of each academic year.

2.4 OCNSER support for moderators

a) The OCN will provide moderators with mandatory induction training within the first 3 months of appointment. Moderator update training will be available at after induction training has been completed a moderator will be expected to attend at least 1 update training event every 3 years.

b) The OCN will offer optional NOCN External Moderator Training for all Access Moderators

c) The Quality Manager will provide regular briefings for all OCN moderators and specific updates re Access to HE as required.

d) Access briefings for centres will be copied to all Access Moderators as a matter of course.

e) Access Moderators will be invited to Sub-Regional Access Forums and the annual Access to HE Regional Conference

3. Guidelines on the conduct of Access moderation

3.1 Information moderators should have and be aware of

The OCN will provide the moderator with:

· a schedule of courses to be moderated and contact details for each of the Access programme(s) to be moderated. 
· copies of the Access Moderator Handbook & Access Centre Handbook

· validation documentation relating to the Access Course(s) including an Access Course Recognition Document

· copies of previous external moderator reports

Moderators should read through the Access Centre Handbook as this document contains details of what every centre should have in place as a requirement by the OCN. The OCNSER web site will have additional information and downloadable versions of key documents both for Access centres and for external moderators (www.ocnser.org.uk) 
3.2 Moderation visits
The external moderator should contact the tutor to arrange visits as soon as they receive confirmation of their contract and details in 3.1 above.
During a visit the external moderator may be meeting with tutors/course teams; and familiarising themselves with the programme; sampling assessed work; meeting learners. However it is NOT part of the external moderator’s required duties to observe teaching.  An external moderator cannot insist on being present during a teaching session although a tutor may invite them to attend.
An external moderator should try to arrange a visit when it is possible to talk to the learners as well as the tutor.  Where circumstances allow, at least some time should be spent with learners without any tutor present.
3.3 Number and Frequency of Visits

The external moderator visits the programme during its run or runs.  A visit is normally c.3 hours plus travel.  External Access Moderators must visit programmes at least twice annually.  

3.4 The Initial Visit
The first visit should normally take place within the first term of an Access Course, especially if the moderator is new to the programme, or if the Access course has been newly validated to commence from 1st August in that academic year.

The purpose of this visit will normally be to:

· Ensure that problems that may prevent the confirmation of the award of credit/Access to HE Diploma are resolved before the final external moderation/exam board visit.

· Check that recommendations from the previous external moderation report have been addressed.

External moderators are not expected to confirm the award of any credit at this stage or to gather information about learner retention. However, they should bear in mind the Moderation Report Headings and use these as a basis upon which to structure the visit.  At the end of the year the External moderator will need to be able to respond to each of the headings and the visits should be seen as a means to gather the evidence required. Initial visits also provide the ideal opportunity to meet with learners to find out if they have any concerns.

An External moderator Initial Visit Report must be completed after the first/initial visit.  This should be sent or emailed to the OCNSER Development Administrator attached to the Access Programme. This should be sent within 10 working days of the visit.  The Moderation Initial Visit Report and guidance notes can be found on the OCNSER web site. 
Where issues of concern are identified, which the tutor/provider can rectify before the programme ends without detriment to the learners, the external moderator should agree an action plan for improvement with the programme tutor.  A template for an Action Plan is included in the Initial Visit Report and guidance notes. The Action Plan can be handwritten at the time of the visit and left with the tutor to action.  At the next visit the external moderator will follow up on any actions identified.

If there are serious problems with a programme then the Visit Report should identify the nature of the problem and be sent to the OCN as soon as possible. Email or telephone contact with the relevant Development Manager or Development Support Officer should also be made under these circumstances.

3.5 The Second Visit
A visit must be made to the end of course Access Examination Board (see below). In support of this process there should be a substantial amount of ongoing contact between the centre and the external moderator. In some cases an external moderator may need to make an additional visit but must contact the Quality Manager at the OCN before doing so. 

An external moderator will usually make other forms of contact with a centre apart from a physical visit. Such contact may take the form of written/electronic requests for specific information, telephone discussions etc. Programme leaders may wish to send samples of learner achievement to an external moderator, or assignment/exam questions etc. to the external moderator for approval.
3.6 The Access Examination Board

Each Access centre is required to hold an Examination Board. This is the meeting where the course team, in conjunction with their external moderator, approve the award of the QAA Access to HE Diploma to learners. This must be a formally recorded meeting. OCNSER has agreed a Standard Agenda for Examination Boards and centres are required to use this from 2002 onwards. Guidance is provided as an appendix to the OCNSER Access Centre Handbook and is available as a download.
Centres must notify OCNSER of the dates of their Examination Boards by the end of the Spring Term (see relevant OCNSER Circular for precise date each year). 

Examination Board Minutes must be sent to OCNSER as soon as possible after the meeting has taken place.

4. The sampling of assessment and standards on the course

The Centre is responsible for ensuring that a programme meets the quality standards and assessment standards agreed at the Validation Panel.  External moderators need to ascertain how and whether consistent standards are achieved. This is particularly important where there are a number of different tutors involved in delivery.

It is important therefore that before or during the first visit an external moderator agrees with the responsible tutor what information and samples of assessed work will be seen for moderation.  If there are a number of different tutors delivering the programme the external moderator may wish to meet the tutors during his/her visits, or see the minutes of their internal team meetings.

The External moderator, NOT the tutor, specifies the sample of assessed work that is to be seen.  It is important that sufficient evidence is sampled for the external moderator to feel confident about consistent and valid award of credit.  If more than 50 learners are registered to receive credit then the minimum sample size is 20% (or 10  portfolios).  For programmes that register fewer than 50 learners it is usually necessary to sample at least 5 portfolios to confirm the recommendation for the award of credit.  A basic formula that many external moderators use for selecting a sample is: an example of achievement at each level (top, middle, lowest of the range) plus any problems or borderline cases.  In order to select a sample it is necessary for the tutor’s records of assessment to be available to you so that you are able to see learners’ profile of progression.  Many external moderators ask the tutor to complete the RAC Award of Credit Form prior to the final moderation visit so that learner achievement is clear to the external moderator.

The sample moderated should:

· include sufficient evidence to ensure that the learning outcomes are demonstrably achieved by learners gaining credit;

· ensure that assessment criteria at different levels are applied appropriately and consistently;

· ensure that different methods of assessment are applied appropriately and consistently;

· ensure that assessment criteria are interpreted consistently in ‘borderline’ cases;

· ensure different tutors are applying assessment criteria consistently.

The sample of evidence of assessed work will therefore include, as appropriate:
· examples of work assessed by different tutors;

· examples of different methods of assessment;

· examples of all the different levels of achievement;

· a range of learners;

· all ‘borderline’ cases.

If the external moderator does not agree with the recommendations for the award of credit within the sample then a further 10% random sample must be selected.  When a second sample is taken by the external moderator, and whatever the outcome of a second sample, the reason(s) for taking an additional sample and for the decision reached must be recorded and fed into the internal quality process and reported to OCNSER by the external moderator.

Following the second sample the following action(s) may be appropriate:

· assessed levels/credits are agreed;

· assessed levels/credits are adjusted in line with the specifications of the validated submission document;

· recommendations are made to improve the assessment/internal verification processes;

· Award of credit is not approved by the external moderator and the matter must be urgently referred to OCNSER as a ‘Moderation Problem’  

Some Important Points to Remember

· All learning outcomes in the unit must be achieved for the credit to be awarded.

· All assessment criteria in the unit must be met for the credit to be awarded.

· Learning outcomes must be achieved to the standard described by the assessment criteria.

· The evidence presented to the external moderator must demonstrate achievement of all learning outcomes in all units for which credit is being claimed.

5. Retention of samples of student achievement by centres


Centres must retain a representative sample of learner achievement for each run of each Access Qualification Award. These samples will be retained to enable the monitoring of standards over time, centres and options. The following principles should be applied in the application of this procedure.

· Providers must retain a minimum of 2 pieces of achievement (i.e. work produced by a learners) per Access Qualification Award 
 programme per year. 

· All retained achievement must be marked with the level of achievement clearly indicated. Where the achievement is other than written or paper based evidence (e.g. audio/visual, photographic evidence), there must be a clearly labelled tutor assessment or recording sheet of some kind to indicate the Level achieved.

· Samples of assessment evidence must be available at each Level offered within the programme.

· The achievement must be representative of the overall type of assessment used on the programme. A form of assignment that only contributes to a small part of the overall learner assessment should not be the principal evidence of achievement to be retained.

· The achievement must be representative of the sampling and standardisation process resulting from internal moderation initially and subsequently submitted for external moderation. i.e. only retain pieces of work that formed part of the internal, then external moderation process.

· Centres must retain evidence of internal moderation relating to the representative sample for 3 years. In most cases this will be an OCNSER Internal Moderation Report or a centre’s own paperwork records for internal standardisation which directly relates to the relevant OCN programme.

6. The Moderation Report


The moderation report must be made on the most recent version of the OCNSER Access to HE Moderation template (available from the OCNSER web site). This report template contains guidelines for its completion.

External moderators are advised to familiarise themselves with the QAA Access to HE Diploma and common credit specification to assist them in the compilation of the final report.

The final external moderation report should be submitted to the OCN as soon as is reasonably possible after the Exam Board has been completed. Work on sections of the report could have been started after the initial visit and subsequent contacts. The report should be submitted to the OCN no later than July 31st, i.e. the end of the academic year in which the course ran. Where Access courses are run outside the traditional academic year, the report should be submitted to the OCN within 4 weeks of the Exam Board taking place.
The Moderation Final Report is available as a template from our web site at: www.ocnkm.ac.uk/access/Access%20Page.html .  
7. OCNSER’s role in assuring the quality of the external moderation process


7.1 Moderation Standardisation
The OCN will convene a number of meetings for moderators at which they will be able to meet with other Access moderators, share and sample examples of good practice in moderation reports. The OCN will also be developing methods for introducing standardisation of learner achievement across the Region during 2006-07 as a part of its wider standardisation agenda.
7.2 Monitoring of Access Moderation Reports and Moderators
The Development Manager with lead responsibility for Access to HE for OCNSER and the OCNSER Quality Manager will be responsible for:

· compiling an  annual overall Access Moderation report which identifies key issues and actions which will be presented to the Access to HE Quality & Development Committee for approval and subsequent implementation.

Access Moderation reports will be copied to individual Development Managers handling Access account with centres for follow up re recommendations and conditions identified in the report.

The OCNSER Quality Manager will keep a tracking system to include; the receipt of moderation reports, providers responses to moderation reports and Development Manager quality interventions in response to moderation. This will be freely available to the Development Team and Quality Manager. Outstanding issues arising from this tracking process will be reported to the Access to HE Quality & Development Committee as necessary.

Where an individual moderator falls short of the required Access moderation standards then the OCNSER Quality Manager will prepare a report for the Access to HE Quality & Development Committee with a recommendation to suspend or terminate the contract for that moderator. The potential for the contract to be ended under these conditions is set out within the moderator contract.

7.3 Procedures re sanctions and withdrawal of approval from centres

In the event of non compliance by a centre with the external quality assurance procedures of the OCN (including external moderation, centre approval, non-payment of fees or actions which undermine the integrity of the award of Access to HE Diplomas), the Access to HE Quality and Development Committee shall have the right to:

· Notify the centre of the intention to suspend approval unless remedial action is taken

· Temporarily suspend approval until remedial action is taken

· Permanently remove approval

The Access to HE Quality and Development Committee will set out further detailed procedures and criteria in relation to the suspension approved centre status from the AVA during 2006-07.

Appendix 1

Access Moderator Annual Checklist                             [image: image3.png]ochn

SOUTH EAST REGION




1) Main actions in an academic year

	When

	What
	Key Action/Outcome

	Sept – Dec 
	Receive contract and schedule information 
	sign and return copy of contract to OCN

	Sept – Dec
	Contact centre(s) and arrange first visit
	Arrange initial and subsequent visit dates

	Sept - Feb

First Visit 
	Complete Initial Visit and agree in year action plan/points as required
	Send completed Initial Visit Report to Development Administrator at OCN

	Jan – May
	Ongoing contact with centre by email etc as required
	Agree Exam Board and second visit date plus your requirements for that day

	June – July
	Second visit & Access Exam Board
	Attend the Exam Board and sign RACs

	July – August
	Write moderation report and submit travel claim
	Send to OCN

	August
	OCN payment for moderation activity
	Payment received!


2) Key moderation related Documents

	Title of Document
	Description
	Comment (click below to follow links)

	NOCN Guidance on Internal Moderation 
	Detailed definitions and guidelines on how to conduct an internal moderation process
	Applicable to Access as well as OCN provision

	Initial Access Moderation Visit Report (AQR1 Access)
	Template for recording first visit information
	Available as a download

	Access Moderation Report Template (AQR2/3 Access)
	Template only for the final moderation report
	Available as a download

	Access Moderation Report Guidelines (AQR2/3 )
	Guidelines & template for the final moderation report
	Available as a download

	Access Moderation Claim Form (AQR4)
	Claim form for sending to OCN to claim travel and expenses
	Available as a download

	Access Exam Board Guidelines & Agenda (AQR5)
	Regulations on how to conduct the exam board
	Available as a download

	Provider Response to Moderation Form (AQR6 Access)
	A form for centres offering Access courses to show how they plan to respond to the moderation report
	Available as a download


Appendix 2: SUMMARY OF THE EXTERNAL MODERATION PROCESS

	
	
	
	
	

	
	
	External moderator appointment process undertaken by OCNSER relevant paperwork sent out
	
	

	
	
	(
	
	

	
	
	External moderator Contract & Schedule returned by External moderator to OCNSER
	
	

	
	
	(
	
	

	Confirmed by OCNSER Quality & Development Committee
	(
	External moderator Appointed by OCNSER
	(
	As required receives External moderator induction training from OCNSER

	
	
	(
	
	

	
	
	Providing Centre notifies OCNSER that course is running
	
	

	
	
	(
	
	

	
	
	OCNSER notifies External moderator that course is running
	
	

	
	
	(
	
	

	
	
	External moderator contacts centre to initiate the moderation process
	
	

	
	
	(
	
	

	Checks on Internal Moderation Evidence
	(
	First and further Moderation visits and contact takes place as specified in Moderation Schedule 
	(
	Completes Initial Visit Report

Alerts OCNSER if urgent issues arise

	
	
	(
	
	

	
	
	Final Visit to Access Exam Board
	
	

	
	
	(
	
	

	
	
	External moderator confirms the award of credit & countersigns RAC Form
	
	

	
	
	(
	
	

	
	
	Moderation Report sent to OCNSER for approval with Claim for Fee Form & coversheet 
	
	

	
	
	(
	
	

	Final Version of Moderation Report sent to head of provider organisation
	(
	OCNSER pays External moderator Fee
	(
	This is subject to Moderation Report meeting the specified criteria

	
	
	(
	
	

	
	
	External Moderator invited to attend (with payment) a follow up Moderation Standardisation Meeting
	
	


Appendix 3
GUIDELINES FOR COMPLETING THE MODERATION REPORT

Introduction

Moderation reports play an important role in supporting and improving the quality of Access courses within an institution. They are frequently used as evidence for external regulatory bodies.  It is therefore essential that the report provides clear unambiguous feedback to the centre and the OCN in respect of any recommendations made to support the process of continuous quality improvement.   Please note that elements of good practice should also be highlighted.  The report should arrive at balanced judgements which are based on hard evidence and should clearly identify any recommendations/issues/actions points arising from those judgements. Unsubstantiated opinions are not permissible.

Please refer to the following notes and to the Moderation Report Format Headings before completing your report.

Presentation/Layout
· Number each page of your report as well as each section heading.

· Organise your report under the “Moderation Report - Format Headings”.  If you have nothing to say under a particular heading please state that and explain why.  Please ensure that all the points/areas for comment included under each report heading are addressed.
· Check that you have signed and dated the front coversheet

Confidentiality

· Never include learners’ names and do not refer to tutors and staff by name

· Do not discuss the content of your report with anyone else

Evidence/Explanation
· Always explain issues fully and cite evidence to support points.

· Only make points that you can explain and provide evidence for.

Recommendations

These will be things you recommend that the organisation should do to improve the quality of the provision. A centre may choose not to implement these recommendations but the reasons for not doing so will have to be clearly stated in the centre’s response to moderation form and/or in subsequent Access to HE Annual Centre Reports.

· Specific recommendations should follow logically from the points presented under the main headings.  

· Refer the reader to the section of the report (or a previous panel/moderation report) that gives rise to the recommendation being made.

· Recommendations should be summarised at the end of the report.

Conditions

These will be things that are required to be addressed before the award of credit or Access to HE Diplomas can be made to students in subsequent runs of the programme. Conditions should therefore be reserved for more serious issues which could undermine the integrity of the Access qualification awards. For example confusing or poor recording of learner achievement might be such an issue.

Action Plans

Where any recommendations or conditions are made in the report – these should form the basis of an action plan to re their review/implementation at the start of the next run of the course and usually at the initial moderation visit in the next academic year. If there are a large number of conditions, it may be necessary to contact the centre to agree an action plan before the subsequent initial moderation visit.

Access Annual Moderation Report Cover Sheet (AQR2)

	Moderator Name
	

	Access Diploma Title(s):

	

	Centre/Site Name
	

	Run dates/Academic Year
	

	Programme Code:
	


Feedback to OCNSER

Please tick one or more of the boxes in accordance with your recommendations.  A full description of the action recommended and the reasons for it should be outlined in your report.

	
	
	No Recommendations or Conditions

	
	
	

	
	
	I have concerns about this programme running in its current form and recommend action from OCNSER before the next run takes place

	
	
	

	
	
	I recommend that the programme continues to be validated by OCNSER and have made recommendations/conditions in respect of:


Please insert an ‘R’ for recommendation or a ‘C’ for a condition in the boxes below or leave blank
	R or C
	Area for Action
	R or C
	Area for Action

	
	Previous Conditions/Recommendations
	
	Assessment

	
	Recruitment
	
	Sampling of Assessment Evidence

	
	Retention & Progression
	
	Internal Moderation & Quality Assurance

	
	Learner Support & Equal Opportunities
	
	Exam Board Conduct

	
	Management and Organisation
	
	


For OCNSER Office Use Only

Date Report Received ………………..  Date Approved………………… Logged by………………  Read by …………………………

Action Notes:

ANNUAL MODERATION REPORT (AQR3)
	Date/s of Initial/Interim visit/s


	

	Date of Final Visit


	

	Name of Contact Person at Provider


	

	Name of Senior Manager Responsible


	


Please use the headings below to write your report. You may delete the guidance information if you prefer.

1. Previous Recommendations/Conditions

What action has been taken to address:

· Conditions and recommendations made by the original Recognition Panel (please refer to the Panel Report)– this applies to new programmes only

· Recommendations made at the interim visit or in the previous moderation report.

Make specific recommendations, if appropriate.

2. Recruitment

· Are the recruitment strategies effective and in line with the learning programme plan document?

· Are learners on the programme from the target groups specified in the programme plan?   

· Comment on any changes to the student profile.  (Please give relevant figures/statistics)
Make specific recommendations, if appropriate

3. Retention and Progression

Provide a commentary on:

· How many students enrolled on the programme originally.  

· How many students successfully obtained OCNSER credits?

· How many students have withdrawn from the programme? What reasons were given? What support/advice/counselling was made available?

· The extent to which learners are progressing to other programmes of study as specified in the learning programme plan.

· Where known, please detail and comment on education or training progression outcomes for students.

(eg. FE/HE, training/employment)

· Is the content of the programme still considered to be appropriate and relevant to target group and the progression route?  If not – please provide details

Make specific recommendations, if appropriate

4. Learner Support and Equal Opportunities 

Comment on:

· the availability and effectiveness of learner support

· the effectiveness of the programme/provider in meeting the requirements of the learners

· the provision of resources, as specified in the learning programme plan

Make specific recommendations, if appropriate

5. Programme Management and Organisation

Provide details of and comment on the effectiveness of:

· the arrangements for programme management and organisation eg. frequency of team meetings, minutes, staff development, etc.

· Course review and evaluation procedures eg. use of student feedback, annual self-assessments etc.

Make specific recommendations, if appropriate.

6. Assessment

Provide details of and comment on the effectiveness of the 

· type of assessment used

· appropriateness of the assessment to target group

· comparable demands of different types of assessment

· responsibility for assessment judgements; 

· capacity for the Centre to carry out competent assessments; 

· details of assessment recording.   Is record keeping up to date and complete?  Is evidence cross-referenced to the assessment criteria?

· Feedback to learners.  Is the feedback appropriate? (it should be written).  Are the learners made aware of their achievements against the criteria?

· assessment requirements.  Are tutors and learners clear about these?

· Have there been any appeals against assessment decisions?  If so  - what was the outcome?

Please include any additional comments, which may be appropriate and make specific recommendations, where required.

7. Sampling of Assessment Evidence 

Provide details and commentary on the following:

· How the sample of evidence was selected for external moderation.

· How the following were assured:

Sufficient – to show that all assessment criteria have been met

Appropriate – for the requirements of the unit/s

Authenticity – clearly attributable to the learner

· Where the programme is run at more than one centre/s, or there have been several different runs of the programme, or different tutors, how did the sample show comparability in the application of level and credit?

· Borderline cases.  Provide details of any brought to your attention and the agreed resolution.

Include any additional comments, which may be appropriate, and make specific recommendations where required.

8. Internal Moderation and Quality Assurance

NB.  Internal Moderation is an essential quality assurance activity.  
Comment on the internal moderation process and its effectiveness:

· Arrangements: what form do these take? are they adequate and operating as anticipated?

· Documentary evidence: What form does this take and is it adequate?

· Areas for improvement:  Has the internal moderation process highlighted any areas for improvement? How will they be resolved?

Describe and comment on how the following are assured:

· Verification of the award of credit through sampling of assessed learner work

· Consistency and standardisation in assessment

· Sharing of good practice

· Peer process quality improvement

Comment on the centre’s arrangements for retaining a representative sample of marked learner achievements (assignments, portfolios, exam scripts, etc.)

9. Exam Board Conduct

The Exam Board is a critical element of the quality assurance process for Access to HE provision. The Exam Board has the delegated authority to make the award of an Access to HE Diploma on behalf of the OCN/AVA to individual students. It must be conducted in accordance with the OCN/AVA’s guidelines.

· The Examination Board: Was this conducted according to the guidelines produced by OCNSER? 

· You must state that you were satisfied with the outcomes etc and where additional actions are required for the future, please ensure they are identified below.

· Provide details of any recommendations or issues of concern arising from the Examination Board.

Please see below for the Action Plan for entering a summary of Conditions and/or Recommendations

10 .EXTERNAL MODERATION --  ACTION PLAN 

	Access Diploma Title(s):
	

	Programme Provider/Site
	

	Responsible Person at Provider:
	

	External Moderator
	


ACTION PLAN

	Conditions/Recommendations
	C= Condition

R= Recommendation

	Timescale
	Responsibility

	1


	
	
	
	

	2
	
	
	
	

	3


	
	
	
	

	4


	
	
	
	

	5


	
	
	
	


(insert more rows if required)

NOTE FOR MODERATORS:  A copy of this form should be sent with the organisation following the external moderation visit. Where possible please negotiate the contents of the Action plan with the Access provider.

Moderator Signature             …………………………………………………

Date …………………………………









� formerly known as a Programme Submission Document/Learning Programme Plan





� External Moderators should agree an appropriate range of work with the centre which might reasonably be used to retain evidence from an academic subject or study skills set within an Access Qualification Award


� This checklist assumes September to July start and end dates, for courses with other start dates adjust the timescales accordingly.


� Please note downloads are available via the OCNSER website, please visit � HYPERLINK "http://www.ocnser.org.uk" ��www.ocnser.org.uk�  and follow Access information links
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