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1. Introduction  
 
This guidance should be considered in conjunction with the following 
Ofqual document: 
 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/fi
le/886919/VTQ_Guidance_for_Centres_21MAY2020.pdf 

 
The Summer 2020 Qualification Explainer Tool provides information on 
the mitigations for qualifications that are in scope of the Extraordinary 
Regulatory Framework. 
 

2. Purpose of this document 
 
This guidance is for tutors/assessors, internal moderators, quality 
managers and other staff within OCN London centres who will be making 
decisions on Centre Assessment Grades (CAGs) for units in OCN London 
qualifications this summer. 
 
Our overriding priority is to ensure that the processes we have adopted can 
be applied fairly and consistently to ensure that results will be as reliable 
and consistent as possible, so that they are worthy of public confidence 
and valued by education providers and employers as much as any other 
year. 
 
Please note that the information provided within this guidance document 
is correct as of 15 June 2020. Should there be changes we will notify you 
via email and our website. 
 

3. How will qualifications be awarded? 
 
There are three approaches to mitigation, and these have been determined 
based on the purpose of the qualification, the assessment strategy and any 
additional risk factors.  
 
1. Calculation of results 
2. Adaptation to assessment 
3. Delay in assessment 
 
We have identified the mitigation for each of our qualifications and these 
can be found using Ofqual's Summer 2020 Qualification Explainer Tool 
(see link in section 1 above). 
  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/886919/VTQ_Guidance_for_Centres_21MAY2020.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/886919/VTQ_Guidance_for_Centres_21MAY2020.pdf
https://analytics.ofqual.gov.uk/apps/AllQualifications/summer2020tool/
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4. Calculation of results  
 
For a number of our qualifications we have identified calculated results as 
the means by which qualifications will be awarded. To ensure that all 
awarding organisations are taking a consistent approach to generating 
calculated results, Ofqual have stipulated that three essential elements 
must be in place:  
  
1. A Centre Assessment Grade (generated by the centre) and/or a 

calculated grade (determined by the awarding organisation), based on 
results they already hold for the learner; 

2. Quality assurance of the calculated result; 
3. A check of overall qualification level outcomes and results profile, to 

confirm it is in line with expectations. 
 
Calculated results will draw on a range of different types of evidence, and 
this may vary depending upon the qualification.  
 
 
5. Which learners will receive calculated results? 
 
Centres can calculate results for all those on a qualification that is in scope 
of the Extraordinary Regulatory Framework and has calculated results 
listed as its primary mitigation process, who: 
 
• commenced their course before 20th March; 
• would have expected to have completed their assessments and/or 

received certificates between 20th March and the end of July; 
• have not yet been assessed and/or had their assessed work internally 

moderated, for all units required to achieve the full qualification.  
 

Centres that have been able to continue delivering our qualifications to 
learners as normal where all learners have completed the assessments for 
the course (in line with guidance we issued in March on remote 
delivery/assessment and authentication), should follow our standard 
quality assurance processes. This also applies to course runs with a start 
date after 20th March. 
 
At this time, centres should be mindful of any change in performance 
where learners have not had the support they would have had if they had 
completed the assessments in a face to face learning environment. 
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6. Centre Assessment Grades (CAGs) 
 
As part of the calculated results process, the centre must prepare Centre 
Assessment Grades. These must reflect a fair, reasonable and carefully 
considered judgement of the most likely grade a learner would have 
achieved if they had completed all of their planned assessments this 
summer. Judgements must be objective and fair. They should be a holistic 
professional judgement by tutors/assessors for each unit where 
summative assessment has not been completed, balancing the different 
sources of evidence, using knowledge of the assessment aims and criteria. 
There will then need to be an internal moderation process under the 
guidance of relevant heads of department and/or quality assurance 
managers.  
 
The tutor/assessor must consider each learner’s performance over the 
course of study and make a realistic judgement of the outcome each learner 
would have been most likely to achieve if they had completed the 
assessments for each of the remaining units in the  qualification. For OCN 
London qualifications the grade profile is pass/fail, and therefore you will 
be making a judgement to support a CAG of pass/fail. It is important to 
understand that in some cases the outcome may need to be fail where the 
available evidence does not support a pass grade.  
 
Due to the nature of the qualifications we offer, it will not be necessary to 
submit a rank order for your learners. 
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7. How to prepare CAGs 

 
Centre assessment grades will draw appropriately on a range of evidence, 
depending on the structure of the qualification. They may be based in part 
on tutor/assessor judgements of what result each learner would most 
likely have achieved had they been able to complete their assessments in 
summer 2020. 
 
Tutors/assessors will have a good understanding of their learners’ 
performance and how they compare to other learners within the subject 
for this and previous years. Tutors/assessors must consider each learner’s 
performance. The tutor/assessor making the judgement must have direct 
experience of that learner and the subject. If the tutor/assessor who 
worked with the learner and subject is not available (possibly because they 
have been unwell) the centre will need to demonstrate that they hold 
robust evidence about the learner that other tutors/assessors can draw on 
and will be asked to confirm that the evidence available is reliable. 
 
Where there is more than one person delivering learning for a unit, those 
individuals must work together to determine the centre assessment grade 
for a learner. Where several cohorts are undertaking the 
qualification/unit(s), judgements should be standardised across the 
cohorts. 

 
A written record should be retained of how each centre assessment grade 
has been arrived at for each learner. Centres should bear in mind the 
learner’s progression aim when providing a ‘pass’ result for a learner and 
that this means they believe that the learner would be able to progress to 
the next level in respect of the skills that will be certificated. 
 
In coming to this holistic judgement, centres should assume that it is no 
easier or harder for a learner to achieve this year compared to previous 
years. 

 
Please note that centre assessment grades are not the same as predicted 
results provided to UCAS or other admission services in support of 
university applications or for any other purpose, and must be supported by 
reliable evidence. 
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8. Minimum evidence threshold 
 
For each learner, you must have at least one piece of valid trusted evidence 
that demonstrates progress towards the assessment requirements of each 
unit you are claiming for that learner. As part of the quality assurance 
process we may determine that there is insufficient trusted evidence to 
safely award a result. 
 
9. Categories of evidence 
 
Tutors/assessors should draw on all existing records and available 
evidence (as far as possible in the context of current public health advice).  
The tutor/assessor must collate evidence that demonstrates the learner’s 
progress towards the assessment requirements of the unit. It is important 
that the judgements are objective, and they should only take account of the 
evidence about learner performance – their knowledge, skills and abilities 
in relation to the subject. In some cases, tutor/assessors may reach the 
view that there is little or no evidence on which to base a grade. In coming 
to a judgement, it is important that the potential for unconscious bias 
should be considered. 
 
The following are the categories of evidence we will consider, where 
Category 1 is the most trusted: 
 
Category 1 
• Completed units of the qualification which have been internally and 

externally moderated 
 
Category 2 
• Completed units of the qualification which have been internally 

moderated but not yet externally moderated 
 
Category 3 
• Units that have been internally assessed but not yet internally 

moderated e.g. units completed and assessed since 20th March in line 
with OCN London guidance on remote assessment and authentication 

 
Category 4 
Other documentation, such as: 
• Partially completed assessments 
• Performance on any formative assessments taken throughout the 

course 
• Tutor/assessor statements of observed performance (not yet assessed) 
• Records of learner’s progress and engagement throughout their course 
• Any work completed towards other qualifications 
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For each learner whose assessment result is being judged, the tutor should 
consider for each unit that has not been assessed:  

  
• At least one piece of valid and trusted evidence that demonstrates the 

learner’s progress towards the assessment requirements of the unit and 
helps the tutor to make their judgement.   

• The assessment requirements of the unit.  
• Their knowledge of the learner’s ability.  
• Any permitted support that would have been given to that learner in 

completing the assessment. 
• Any reasonable adjustment that would have been made to the 

assessment for that learner in respect of a disability. 
 

There may be limited evidence of the skills and knowledge learners would 
have demonstrated through assessment, but would they have been 
expected to develop that knowledge/skills? Had they already demonstrated 
sufficient ability to give the tutor confidence that they would have 
achieved? 
 
Judgements should be made on the available evidence and the category of 
evidence must be identified on the Centre Assessment Grade Evidence 
Record provided by OCN London. 
 
If the unit being calculated is entirely different from the other units the 
learner has completed and the learning for that unit had not started before 
20 March, then there may not be sufficient evidence to make a judgement; 
in this case adaptation or delay may be more appropriate. Adaptation could 
involve, for example, using the evidence from the units completed to 
match and assess a different unit. 
 
Where reasonable adjustments or access arrangements have previously 
been agreed for learners, the judgement should take account of likely 
achievement with the reasonable adjustment/access arrangement in place. 
 
The centre should also consider previous achievement rates for the 
qualification and the performance of this year’s learners compared to 
those in the previous two years, where possible. 
 
Extenuating circumstances requests 

 
Extenuating circumstances requests, if a learner is unable to take an 
assessment or suffers a traumatic event that might affect their 
performance, will not apply this summer. Instead, judgements should 
reflect how learners would have performed under ordinary circumstances. 
Where illness or other personal circumstances might have affected 
performance in previous assessment, centres should bear that in mind 
when making their judgements. 
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10. Internal Moderation 

 
Each set of centre submissions for a qualification completed by 
tutors/assessors must be internally moderated using the ERF 2020 Internal 
Moderation Record provided (download from Quartzweb), and this process 
should be overseen by the Head of Department or Quality Manager. 
 
Due to an increased risk of unconscious bias in judgements and of 
malpractice relating especially to authenticity, internal moderation events 
should ideally be carried out with more than one staff member involved, 
taking into consideration the target group, as far as is practical.  
 
To avoid unconscious bias, tutors/assessors/Internal Moderators should 
reflect on and question whether they may have any preconceptions about 
each learner's performance and whether their perception of the evidence 
might be affected by any irrelevant factors.   
 
They should be aware of: 
 
• noticing only evidence about a learner that fits with pre-existing views 

about them; 
• masking or halo effects, for example a particular view about an aspect 

of a learner that hides, or overly accentuates, their actual knowledge, 
skills and abilities; 

• giving undue weight to the most recent interaction with a learner or the 
most recent piece of work they have completed; 

• giving undue weight to ‘first impressions’ of a learner; 
• giving undue weight to a learner's performance on a particular part of 

the content of the course rather than considering performance across 
all of the qualification content ; 

• over- or under-estimating a learner's likely performance having first 
considered a large number of students who are all working at a different 
standard. 

 
Internal moderators should look at evidence cited and record the outcomes 
of their observations on the ERF 2020 Internal Moderation Record. The 
record should make explicit that they question/ agree & confirm tutor / 
assessor’s assessed claims and that the Internal moderation process has 
checked for assessor bias and any potential malpractice. 
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11. Head of Centre Declaration 

 
The Head of Centre will be required to submit a declaration confirming that 
the centre assessment grades are a true representation of learner 
performance and that all the required aspects of the process have been 
followed. If the Head of Centre is unavailable to do this, they can delegate 
this duty to the Quality Manager. In reviewing these centre assessment 
grades, the Head of Centre should consider the distribution of the centre 
assessment grades in comparison to grades achieved by the centre in the 
previous two years. 
 
OCN London only requires the Head of Centre to sign off this declaration 
once to cover all OCN qualifications for which they are submitting centre 
assessment grades. The Declaration should be downloaded from 
Quartzweb. 
 
12. Submitting results 

 
The outcomes of the CAG process must be recorded on the CAG Evidence 
Record for each cohort. These must be downloaded from Quartzweb. The 
form for each cohort is pre-populated with the learner names and units.  
 
The final deadline for submission of CAG Evidence Records is 10th July 
2020.  
 
All completed CAG Evidence Records and the ERF 2020 Internal Moderation 
Record for each qualification must be uploaded to Quartzweb, along with 
the one-off Head of Centre Declaration. Formal claims also have to be 
made by uploading the usual eRAC form to QuartzWeb. This can be 
uploaded at the same time as the other documentation. The eRAC form has 
been amended to include the option of 'achieved calculated'.  
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13. External quality assurance checks 

 
We will quality assure the CAG submissions. In most cases there will be no 
requirement to send any supporting evidence to OCN London, such as 
learner work. However, centres must retain the evidence used to support 
the judgement, records of the process, and any annotated work or notes 
made during the process of reaching a centre assessment result for each 
learner. OCN London may request and review supporting evidence as part 
of the quality assurance checks, following submission of the CAG Evidence 
Records.  The evidence should also be retained for at least 12 months for 
the purpose of future external quality assurance activity. 

 
As part of the external quality assurance process, OCN London may 
consider any or all of: 

 
• the achievement profile and how similar it is to that for the 

corresponding period in previous years for the centre and the 
qualification(s);  

• the breadth and strength of the evidence used; 
• the process by which a centre has calculated grades; 
• the most recently recorded risk level for the centre as a whole and/or 

for a particular qualification; 
• centre monitoring information; 
• direct claims status.   

 
The external quality assurance process and the overall checks on outcomes 
are important to protect the validity of the award and ensure results are 
fair and reliable.  
We will check that for each learner, you have at least one piece of valid 
trusted evidence that demonstrates progress towards the assessment 
requirements of the unit.  
 
After our initial quality assurance checks we may request you to identify 
more evidence to support your centre assessment grade. We may also 
request a remote sample. If you are delivering the qualification for the 
first time, we may request a sample as part of the quality assurance 
process.   
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14. Standardisation 

 
OCN London will standardise results for each qualification. We will 
consider a range of evidence, including the prior attainment profile of 
learners at centre level, to align the judgements across and within centres, 
so that as far as possible learners are not unfairly advantaged or 
disadvantaged this summer. This means that the centre assessment grades 
you submit and the final calculated results that learners receive could be 
different. 
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15. Centre action checklist 

 
Ensure you have completed the checklist before making your submissions. 
 
1. Make a decision on CAGs in accordance with this guidance and 

ensuring robust record keeping. Download the pre-populated CAG 
Evidence Record for each cohort from Quartzweb and enter the 
outcomes of your judgements. 
 

2. The internal moderator(s) should sample, moderate and endorse, 
where agreed, the recommendations for calculated results. The ERF 
2020 Internal Moderation Record for CAGs for each qualification 
must be completed. 
 

3. The Head of Centre should sign the Declaration confirming 
agreement to all the CAGs being submitted and that the correct 
process has been followed. 
 

4. Complete and upload the following to your centre area of 
Quartzweb; 
• CAG Evidence Records (for each RUN ID / cohort) for each 

qualification 
• ERF 2020 Internal Moderation Record for each qualification 
• Head of Centre Declaration (one form to cover all qualifications 

delivered) 
 
Complete eRAC claim forms for each RUN ID / cohort (making the 
formal claims for achievement). 

 
5. Retain own evidence record sheets and supporting evidence for OCN 

London quality assurance checks and for possible future external 
moderation activity. 

 
 
16. Contact details 

 
If you have any queries about the OCN London procedures, please do not 
hesitate to contact us. 
  

mailto:quality@ocnlondon.org.uk
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17. Timeline and process for submitting CAGs

This only applies to the qualifications where the mitigation is calculated 
grades. See separate guidance for adaptation. 

Check the mitigation for the qualification(s) you are 
delivering.  
https://analytics.ofqual.gov.uk/apps/AllQualifications/s
ummer2020tool/  

If the mitigation is calculated results, identify the 
learners eligible. 

Collate evidence for each learner and make a judgement 
about their results. 

Complete the Centre Assessment Grades (CAGs)Record 
provided by OCN London for each cohort of learners 
(download from Quartzweb). 

Internally moderate the results and record the outcomes 
on the ERF 2020 Internal Moderation Record Sheet 
provided by OCN London. 

Head of Centre completes a signed declaration – see page 
9. 
 

Complete the ERACs and upload the completed CAG 
Evidence Records, the ERF 2020 Internal Moderation 
record(s) and Head of Centre declaration to Quartzweb no 
later than 10th July.  

Once you submit the CAG Evidence Records, we will carry 
out external quality assurance checks and these will be 
completed no later than 31st July. Additional information 
may be requested during this period. 

Once we have approved the CAGs certificates will be 
issued. 

https://www.ocnlondon.org.uk/portals/0/documents/Guidance%20for%20centres%20-Adaptations.pdf
https://analytics.ofqual.gov.uk/apps/AllQualifications/summer2020tool/
https://analytics.ofqual.gov.uk/apps/AllQualifications/summer2020tool/


Our impact

•	 We have helped tens of thousands to fulfil 
their  dreams of a university education 
through our Access  to HE qualifications.

•	 We have enabled many people from 
disadvantaged education backgrounds to  
develop and progress.

•	 We have helped to empower people in 
communities to take control of their lives.

•	 We are opening up new opportunities in 
health and social care for people to progress 
in their careers.

•	 We have supported small businesses to get 
started, expand and thrive.

•	 We have helped to give people a new start in 
life...and a new career.

Why work with us?

•	 We are agile and responsive. This means you 
will get a personal service with direct access 
to a named contact and a quick turnaround.

•	 We pride ourselves on our close relationships 
with centres. The people we work with see us 
as a trusted partner, not just a supplier.

•	 We want to help you get the very best from 
your learners and employees. 

•	 We have a reputation for high quality. 
The OCN London brand carries national 
recognition and kudos.

•	 We are flexible and recognise the importance 
of accommodating the needs of different 
learners and different learning styles.

•	 We offer exceptional value for money.

•	 We are committed to the belief that learning 
can change lives. 

Where	to	find	more	information

Visit the website www.ocnlondon.org.uk for information about

•	 fees for individual qualifications and units, membership and centre approval evaluation

•	 funding and Advanced Learner Loans

•	 unit development and approval

•	 how to get replacement certificates

•	 training and development courses.

Alternatively contact us on 020 7278 5511 or enquiries@ocnlondon.org.uk.

OCN London,

15 Angel Gate, 326 City Road, London EC1V 2SF

www.ocnlondon.org.uk

enquiries@ocnlondon.org.uk

020 7278 5511




