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Access to Higher Education Coordinators

Calendar of key responsibilities 

Academic Year 2007/08

	Month
	Day
	Access Coordinator
	The AVA

	September 2007
	14th

by 30th
	Main activity: Completion of Annual Access Report for the AVA, and sent to OCNSER by 14th September (to Sue Martin, s.martin@ocnser.org.uk)
Liaise with own college’s MIS department to ensure that the data for the AVA is forthcoming and is valid. (Use relevant data for own report)
Has the overall responsibility for ensuring that start of year reports are returned to the AVA, to notify of all Access courses running.

Direct students to AVA/QAA website for guidance about applying to higher education.
Provides list of updated Access tutors and contacts for current year. Send to s.martin@ocnser.org.uk 


	Receives each centre’s Annual Report on all Access provision, which will inform the AVA’s Annual Report to QAA.

(1st Week) Requests QAA data collection re Access provision from college MIS contacts (request copied to Access Coordinator), which will inform QAA Annual Report. 1st October deadline.

Provides the Start of Year information Pack for centres, to confirm which courses are running this year.

Provides coordinators with web link to Applying to Higher Education guide (PDF).
Provides Access course information to LSC for entry on LAD.



	October 2007
	
	Contacts external moderator to ensure first visit arranged (if not already done so)

Attends termly Access Practitioners' meeting (APG).


	Provides centres with external moderator details

Hosts termly Access Practitioners' 
meeting (APG).

Notification of date of the AVA’s Access Conference and circulation of preliminary information.



	Novem-ber 2007
	
	Ensures Access Directory is made available to prospective Access students.
	Distributes the Access Directory – also available on OCNSER website.



	December 2007
	1st
	Main activity: Deadline for registration of learners with the AVA for September start courses (12 weeks from the start of the course). 


	Main activity: Reports to QAA on conduct and results of all Access provision.

	January 2008
	
	Informs team about Access Conference Wed 23rd April.


	Circulates information about AVA’s Access Conference, and booking forms, with deadline for application.



	February 2008
	
	Supplies AVA with dates of Examination Boards, and awards ceremonies. 

Attends termly Access Practitioners' meeting.


	Requests information regarding Examination Boards, awards ceremonies and dates by which certificates are required. 
Hosts termly Access Practitioners' meeting.

	March 2008
	End of 1st week
31st
	Deadline for return of information regarding dates of Examination Boards, awards ceremonies/dates by which certificates are required.

Ensures external moderator can attend the Exam Board

Deadline for send applications for Access Conference


	Passes information to OCN’s Certification Team

Deadline for receipt of applications for Access Conference

	April 2008
	Wed 23rd
	College representatives, eg. colleagues from Access teaching team, SMT, governing body, etc. attend AVA’s Access  Conference
	Main activity: AVA’s Access Conference

Distributes AVA and QAA guidance on how to complete the Annual Access Report for OCNSER



	June 2008
	
	Holds Examination Board Meetings

Returns completed RAC forms (recommendation for the award of credit/Access qualification), including progression information (or at end of course, if not June).

Ensures all students receive their Access Diplomas/Certificates and/or credit transcripts


	Processes RACs for certification, in line with previously advised dates for award ceremonies where relevant.

Requests information from Access centres for inclusion in Access Directory.

	July 2008
	
	Ensures that Higher Education Institutions receiving Access students are sent result for each student who secured a place

Returns copy for Access Directory by notified deadline.

Starts work on Annual Access Report for OCNSER


	Template for sending results available on OCNSER web site (optional)
APG Meetings held
Notifies relevant centres of revalidation schedule for next academic year

	On-

going
	
	Participates in standardisation activities as required.

Provides 'case studies' of learner achievement to the AVA, for inclusion in newsletters and bulletins. 
	Organises standardisation activities.




Send Annual Access Reports and all other Access related information to:

	Sue Martin, Access Development Administrator

OCN South East Region, Keynes College

University of Kent

Canterbury, CT2 7NP
	Email: s.martin@ocnser.org.uk 

Tel: 01227 827823
See www.ocnser.org.uk for up to date details
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� Practitioner meetings are held on a sub-regional basis at venues local to most providers.
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For more information see www.ocnser.org.uk

