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Glossary of terms   

Definition of conditions 

The level of control will depend on the individual external assessment, and you’ll find 

arrangements specific to each one detailed in the relevant BTEC specification and sample 

assessment material. 
 

Non-supervised conditions - Many of the set tasks include a period during which learners can 

conduct research, plan, prepare and develop their response to the task.  During this period, 

learners follow the non-supervised conditions. 

Supervised conditions - In many cases the set tasks include a period during which learners 

write up the final version of their work ready for submission.  During this period, learners follow 

the supervised conditions. 
 

Levels of control 

Each external assessment has a defined degree of control under which it must take place.  

Some external assessments may have more than one part and each part may have a different 

degree of control. We define degrees of control as follows. 
 

High control - This is the completion of assessment in formal invigilated examination 

conditions. 

Medium control - This is completion of assessment, usually over a longer period of time, which 

may include a period of controlled conditions.  The controlled conditions may allow learners to 

access resources, prepared notes, or the internet to help them complete the task.   

Low control - These are activities completed without direct supervision.  They may include 

research, preparation of materials and practice.  The materials produced by learners under low 

control will not be directly assessed. 
 

There is no requirement for BTEC examinations to be held in an exam hall. You can use a 

classroom setting as long as the room is appropriately set up.  Please see the BTEC ICEA for 

further guidance. 
 

Methods of dispatch 

Secure web release – these documents will be made available Exams staff to on the date 

specified by Pearson in the timetable on the Pearson Website Secure Tests page.  

Secure dispatch – these documents will be sent securely to the centre in the same way as an 

Exam Paper, ahead of the release date in the BTEC Timetable. 

  

https://qualifications.pearson.com/en/support/support-topics/exams/examination-guidance/conducting-exams.html
https://qualifications.pearson.com/en/qualifications/secure-tests.html
https://qualifications.pearson.com/en/support/support-topics/exams/exam-timetables.html
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Timetabling 

Set tasks and performance tasks will usually have either: 

• timetabled period during which the task must be completed. 

• a deadline for submission of work. 

 

You are free to decide when and how to complete the tasks within the particular parameters 

set for each relevant unit. 

 

Where this document references centre-timetabled, this indicates you must schedule time for 

your learners within the Pearson timetabled window. 

 

For pre-release materials which are released ahead of a Christmas break, Easter, or half term, 

we have accommodated for this within the window.  This will mean a January window and a 

Summer window might have different lengths of time depending on when they are released. 
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Summary of assessment conditions for BTEC external 

assessment 

 Paper-based/ Written and 

onscreen tests 
Set tasks and performance tasks 

Control Type Exam Conditions 
Supervised 

Conditions 

Non-supervised 

Conditions 

Authenticity 

Learners complete all work 

under the direct supervision 

of an invigilator.  Learners 

are within direct sight of the 

invigilator(s) throughout the 

assessment. 

Learners complete 

work under direct 

supervision. Learners 

are within direct sight 

of the supervisor(s) 

throughout the 

assessment. 

Learners do not need to 

be directly supervised at 

all times, but there is 

sufficient supervision to 

ensure that work 

submitted for 

assessment can be 

authenticated to confirm 

it is the learner’s own. 

Time 

Learners have a limited amount of time in which to 

complete all work; the duration is specified by 

Pearson. 

Learners may use as 

much time as they wish 

to work on the task up 

until the deadline for 

submission or start of the 

supervised conditions 

(depending on specific 

unit). 

Resource 

The use of resources is 

tightly prescribed, and if 

appropriate, restricted to 

material provided by 

Pearson (supplemented by 

preparatory notes if 

allowed). The centre must 

ensure that there is no 

access to internet (or mobile 

phones) or e-mail; display 

materials which might 

provide assistance are 

removed or covered. 

Clearly specified in 

the task paper.  The 

centre must ensure 

that learners only 

have access to 

materials and 

resources as defined 

in the task paper; 

display materials 

which might provide 

assistance are 

removed or covered.  

The use of resources, 

including the internet or 

prepared notes, is not 

tightly prescribed.  

Collaboration 

Learners complete their 

work independently; there 

is no interaction with other 

learners. 

Learners complete 

their work 

independently; there 

is no interaction with 

other learners. 

Whilst interaction with 

other learners is not 

prohibited, the work that 

an individual learner 

submits for assessment 

must be their own. 

Feedback 
There must be no assistance of any description 

provided to the learner during the assessment. 

General advice may be 

given unless BTEC 

specification or task 

instructions say otherwise. 
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Unit information 

This set-task is to be completed on a date or window set by Pearson.  This date can be found 

in our BTEC timetable.  

 

The table below shows information specific to this unit.  

 

Part Guidance  
Level of Supervision and 

Control  
How to 

access 

Set 

Task 

Learners must complete work in 

response to the brief.  Centres are 

free to devise their own 

preparatory period of study (20 

hours spread over a number of 

weeks) prior to the 10 hours of 

working under high control to 

produce the final 

outcome. 

Preparatory period 

Monitored preparation,  

medium level of control 

 

Final outcome 

Formal supervision,  

high level of control 

Secure web 

release 

 

Before the assessment 

You must ensure that: 

• You have read the instructions for delivery provided on the live assessment material, as well 

as any publication or communication from Pearson, to ensure you have the most relevant 

guidance to deliver this unit. 

• You have understood the delivery of the assessment and read the JCQ 'Instructions for 

Conducting Examinations (ICE)' document and Pearson’s 'Instructions for Conducting 

External Assessments (ICEA)' document. 

• Materials received from Pearson are kept secure until the start of the assessment window. 

• Centre staff must not discuss the details of the examination content with learners. 

• Learners have been registered onto the correct course and entered for the correct 

assessment and series. 

• Learners due to sit the assessment are made aware of the timetabled session for the 

assessment and any prior preparatory work. 

 

Please note for the Summer 2025 series, we will not be conducting moderation visits.  

Instead, moderation will be conducted remotely with the centre submitting the moderation 

sample in a digital format. 

Learners who are identified as being in the moderation sample will need to have their work 

photographed for digital submission.  Further Guidance on photographing work for 

submission can be found on our website. 

https://qualifications.pearson.com/en/support/support-topics/exams/exam-timetables.html
https://qualifications.pearson.com/en/qualifications/secure-tests.html
https://qualifications.pearson.com/en/qualifications/secure-tests.html
https://qualifications.pearson.com/en/support/support-topics/exams/examination-guidance/conducting-exams.html
https://qualifications.pearson.com/en/support/support-topics/exams/examination-guidance/conducting-exams.html
https://qualifications.pearson.com/en/support/support-topics/exams/examination-guidance/conducting-exams.html
https://qualifications.pearson.com/content/dam/pdf/BTEC-Firsts/Art-and-Design/2012/External-assessments/Guidance%20on%20photographing%20work%20for%20submission.pdf
https://qualifications.pearson.com/content/dam/pdf/BTEC-Firsts/Art-and-Design/2012/External-assessments/Guidance%20on%20photographing%20work%20for%20submission.pdf
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During the assessment 

Centres are free to devise their own preparatory period of study (20 hours spread over a 

number of weeks) prior to the 10 hours of working under controlled conditions to produce the 

final outcome.  It is strongly recommended that the set task paper is given to learners in its 

entirety. 

 

Portfolio development of supporting studies 

The set task paper contains themes and briefs with client expectations.  Learners must choose 

one of these to complete their work for this unit.  Learners should read the brief and think 

about the creative problem that needs solving.  They have 20 guided learning hours to prepare 

for the final outcome.  This can be spread over several weeks or months. 

 

Learners should: 

• Research 

- what the client expects for the brief. 

- a range of primary and secondary sources appropriate to their chosen pathway. 

- artists’ or designers’ work that relate to their own ideas in response to the theme (a list of 

suggested resources can be found in the resources section). 

- global, environmental, ecological, cultural, and social issues connected to the theme.  

• Develop 

- ideas from their research 

- a work plan for the final 10 hours. 

• Review 

- progress, plans, ideas, working processes and any changes as they develop their work. 

• Evaluate 

- chosen ideas, materials, processes, and techniques in relation to the brief. 

 

The teacher may help learners as they prepare their personal response to the brief.  They must 

talk to their teacher about the materials and processes they plan to use during the final 10 

hours. 

 

Final outcome (supervised assessment) 

Learners have 10 hours to produce their final outcome, using the visual elements, materials, 

techniques, and processes that they have selected.  They will be working under supervised 

examination conditions.  

 

Learners should refer to their preparatory work and supporting studies during the 10 hours. 

During the 10 hours, the teacher/invigilator is not able to talk learners about their creative 

ideas and can only give technical advice and support related to materials, techniques, and 

processes, e.g., preparing ceramic pieces for firing, use of chemicals in the darkroom, use of 

sewing and finishing machines.  
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After the assessment  

Marking learner work 

Teacher-assessors must mark the work for each learner using the assessment criteria.  The 

assessment guidance grids have been developed so that you can complete it to indicate the 

mark awarded and how the decision on that final mark was reached.  Please fill in one of these 

for each learner and keep it with each learner submission. 

 

It is essential the marks awarded are based only on evidence of the assessment criteria having 

been met in the work as it is presented.  A total mark out of 30 must be awarded for the whole 

unit.  It is not possible to moderate work unless the centre has carried out the initial marking 

as required by the specification. 

 

Internal standardisation 

It is the centre’s responsibility to ensure that where more than one teacher-assessor has 

marked the work in a centre; effective internal standardisation has been carried out across all 

teaching groups and across all endorsed pathways.  Marking should be applied consistently 

across all pathways as adjustments will affect the whole cohort.  Effective internal 

standardisation ensures that the work of all learners at the centre is marked to the same 

standard. 

 

It may not be possible for external moderation to take place if effective internal 

standardisation has not been carried out.  If it appears to the moderator that internal 

standardisation has not been carried out, they may discontinue the moderation process.  The 

centre will then be required to remark all learners’ work and carry out internal standardisation; 

another moderation will then be scheduled at the centre’s expense.  Submission of marks will 

be considered as confirmation that internal standardisation has taken place. 

 

Applying the assessment criteria 

A final mark out of 30 must be submitted online.  There are three tools in the specification that 

you can use to arrive at an accurate mark out of 30 to reward each learner.  The assessment 

guidance grids consolidate this information into one document that you can easily reference. 

 

You should use all three of these tools to help you come to the correct conclusion regarding 

the mark to be awarded to each learner: 

• Assessment guidance grid 

This is the basis for awarding marks and allows you to assess what the learner has achieved 

against the expected outcomes for the unit. 

 

• Teacher guidance grid 

This is used to allocate specific marks once you have worked out which band the learner 

should be in. The grid helps you to work out exactly what mark to award. 
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• Amplified teacher guidance statements 

These statements give more rounded descriptions, providing detailed information on what 

to expect of learners working in each band. 

 

Submitting marks on Edexcel Online (EOL) 

The marks for each learner must be submitted using Edexcel Online (EOL) seven days prior 

to the remote moderation date.  As the deadline for mark submission is linked to the date of 

the remote moderation date and this deadline will differ for each centre. 

 

If a learner is absent from the assessment, or has been withdrawn, you must inform us 

by marking them as ‘Absent’ online.  All learners who complete work should be marked 

as ‘Present’. Please do not submit a mark of 0 for an absent learner. 

 

 
 

 

 

Log in to Edexcel Online and 

access the BTEC menu from the 

drop down here. 

Select “External Assessment”, then 

“Manage Assessments’ from the 

left-hand menu. 

https://edexcelonline.pearson.com/Account/Login.aspx
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Click on this option to access your 

centre details and submit centre 

marks for Art and Design. 

Click on the drop-down arrow 

and select the correct exam 

series. 

Then, click “search” to view 

details of your centre’s entry 

information. 
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The unit 2 

code (20478E) 

is shown 

here.  

The details of 

your allocated 

moderator can 

be found here. 

Click here to 

access details of 

your Art and 

Design learners. 

This shows the year of entry 

for the group of learners 

completing the assessment. 

Make sure you look for the 

current year here. 

Once your 

moderation date 

has been 

confirmed it will 

show here. 

Click here to 

access the 

screen to 

submit centre 

marks. 

General details of 

the assessment can 

be found here.  
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After marks have been entered onto Edexcel Online, please print a copy. A copy of the Edexcel 

Online printout must be retained by the centre.  

 

It is very important to note that the assessment bands in the specification are for 

guidance only.  They are produced to help get accurate marks for each learner and do 

not necessarily represent the final grade boundaries that will be awarded.  

Learners 

selected as 

part of the 

moderation 

sample are 

indicated by 

a tick here. 

Each learner’s registration number is 

displayed here.  Each learner should 

use this number to identify their work. 

The learner’s 

name(s) are shown 

here. 

This learner number is our internal reference 

number - please disregard it.  Learners should 

continue to use their registration number. 

Select present or absent for each 

learner here. You should do this at the 

same time as submitting your marks. 

Enter your centre 

marks for each learner 

in this column. 

Once you’ve selected present or absent for 

every learner and entered a mark for every 

learner click submit to send in your marks 

and absences. 

 

Note: once you’ve clicked submit you won’t be 

able to make any further amendments so 

double check.  

If you make a mistake, get in touch with us 

and we can put it right. 
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Centre mark amendments (pre-results) 

It is the centre’s responsibility to ensure that marks are submitted accurately.  Please note that 

it is not the moderator’s responsibility to check that the marks awarded to the learner have 

been correctly totalled and submitted via Edexcel Online. 

 

If marks that have already been submitted require amendment, it is the centre’s responsibility 

to notify Pearson of the amended mark.  This can be done by using our contact us page.  A valid 

reason for amendment must be provided. The late submission of additional work does not 

qualify as a valid reason. 

 

Assessment guidance grid 

An assessment guidance grid is required for every learner completing the assessment and 

should be completed by the centre assessor, and must kept with the learner work.  The 

assessment guidance grid has a front and back sheet and includes all the assessment 

information you need to make assessment decisions and award marks. 

 

Authentication forms 

An authentication form is required for every learner completing the assessment and must be 

retained in centre until results have been issued. 

 

The authentication form can be found on our Submission of work webpage, previously 

published versions of the form are also acceptable. 

 

Preparing for remote moderation 

Remote moderation checklist 

• Ensure all learners are working towards the current externally set task.  

• Learners resitting must produce new work to match the new task. 

• Apply for special consideration, if necessary (your examinations officer will have more 

information on this).  

• Ensure internal standardisation has taken place within each unit that learners have been 

entered for.  

• Agree remote moderation date with allocated moderator. 

• Ensure internal standardisation has taken place across all teaching groups and across all 

endorsed pathways. 

• Mark work for all learners, using the assessment criteria.  

https://qualifications.pearson.com/en/contact-us.html
https://qualifications.pearson.com/content/dam/pdf/BTEC-Firsts/Art-and-Design/2012/External-assessments/UNIT_2_Art_Design_Assessment_Grid.pdf
https://support.pearson.com/uk/s/article/Learner-Work-Transfer-LWT
https://qualifications.pearson.com/en/support/support-topics/exams/special-requirements/special-consideration.html
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• Seven days prior to the remote moderator’s submission date ensure that the marks you 

have awarded to each learner are submitted to Pearson. 

• Ensure that the marks you have awarded to each learner are submitted to Pearson – once 

you have submitted your centre assessed mark on EOL, the system will generate a 

moderation sample.  

• The moderation sample will be clearly marked on EOL by a tick next to the learner’s name - 

you only need to photograph the work for these learners.  

• Ensure the images of learner work are saved as an easily accessible file format such as 

JPEG or PNG. It is important to note that work submitted in any other format may not be 

accessible and may delay the issue of results. 

• Ensure the images of the learner work are saved in clearly marked folders, clearly 

identified for each learner, and accompanied by the assessment documentation.  

• Ensure that the work of all learners in the moderation sample has been submitted to your 

moderator via Secure File Transfer (SFT) prior to the agreed remote moderation date.  

Additional work may be requested. 

 

Ensure all work in the moderation sample includes: 

• Images of learner work  

• A copy of a completed assessment guidance grid for each learner 

 

The teacher-assessor must mark all the work of all the learners for each unit. Each learner 

must sign an authentication form to confirm that the work submitted for assessment has 

been carried out without assistance other than that which is acceptable under the scheme of 

assessment. The authentication form must also be signed by the teacher-assessor. This is no 

longer required to be submitted but should be retained in centre. 

 

There is no minimum number of learners required for moderation at a centre. 

 

Consortium centres 

Where learners are not all taught and assessed as one group, internal standardisation should 

be carried out between all centres in the consortium. All other instructions relating to 

moderation applies. You must notify Pearson of your intention to assess the externally set 

task(s) as a consortium by filling in the correct form and submitting it. 
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The moderation sample 

The moderation sample will be automatically chosen by Pearson and indicated to you.  Please 

note that the sampling structure outlined here is only for moderation of the externally set task.  

 

The sample will be comprised of the following depending on the size of the cohort of learners: 

 

Cohort size Sample size requested 

Up to 5 All 

6-10 All 

11-99 10 

100-199 15 

More than 200 20 

 

The learner achieving the highest mark and the learner achieving the lowest mark must always 

be moderated.  These will not necessarily be selected by the automatic selection programme 

so may need to be added to the sample.  It is the centre’s responsibility to ensure that the 

work of these learners is submitted for moderation.   

 

The work for all other learners must be available as the moderator may request to see 

additional samples.   

 

Each piece of work submitted for moderation must be identified with the centre number, 

learner name and registration number. 

 

Please note: if a learner indicated as part of the sample is absent, the centre should present 

the work of another learner achieving similar marks as part of the sample.  These changes 

should be indicated to the moderator. 
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Submitting the remote moderation sample  

Please note for the Summer 2025 series, we will not be conducting moderation visits.  

Instead, moderation will be conducted remotely with the centre submitting the 

moderation sample in a digital format via Secure File transfer (SFT). 

 

Learners who are identified as being in the moderation sample will need to have their 

work photographed for digital submission. Further Guidance on photographing work 

for submission can be found on our website. 

 

Guidance on how to set up a secure file transfer account can be found on our Secure File 

Transfer (SFT) support webpage.  

 

Centre’s must submit the digital samples along with the assessment guidance grids for each 

learner in the sample.  

 

If you haven’t received information on how to submit your remote moderation sample using 

SFT,  Please contact the BTEC Assessment team using our contact us page. 

 

Event Date 

Moderator contacts centre 

The moderator will contact the centre directly to arrange the 

remote moderation submission date 

late April to mid-May 

Centre mark submission deadline  

A final mark for each learner must be submitted to Via EOL 

7 days prior to the moderation 

remote date 

Remote moderation window  

The work of learners in the moderation sample must be 

presented for moderation. 

Start of May to the end of June  

 

All images of learner work in the samples should be saved easily accessible file format such as 

JPEG or PNG. It is important to note that work submitted in any other format may not be 

accessible and may delay the issue of results.  Further Guidance on photographing work for 

submission can be found on our website. 

All learner work for each unit included in the moderation sample should be saved in a folder, 

clearly identified, and accompanied by the assessment guidance grids. The work of additional 

learners may be requested by Pearson, if the moderator needs to sample further work. 

 

 

 

https://qualifications.pearson.com/content/dam/pdf/BTEC-Firsts/Art-and-Design/2012/External-assessments/Guidance%20on%20photographing%20work%20for%20submission.pdf
https://qualifications.pearson.com/content/dam/pdf/BTEC-Firsts/Art-and-Design/2012/External-assessments/Guidance%20on%20photographing%20work%20for%20submission.pdf
https://support.pearson.com/uk/s/article/Secure-File-Transfer-SFT
https://qualifications.pearson.com/en/contact-us.html
https://qualifications.pearson.com/content/dam/pdf/BTEC-Firsts/Art-and-Design/2012/External-assessments/Guidance%20on%20photographing%20work%20for%20submission.pdf
https://qualifications.pearson.com/content/dam/pdf/BTEC-Firsts/Art-and-Design/2012/External-assessments/Guidance%20on%20photographing%20work%20for%20submission.pdf
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Please ensure the following are sent via Secure file Transfer (SFT) for each learner in 

the sample by the specified deadline: 

Item 
Number to 

be sent 

1 
Learner work in response to the externally set task for Unit 2 - 
submitted digitally. 

For each 

learner in 

the 

moderation 

sample 
2 Assessment guidance grids 

 

We require that you organise the moderation sample in the following way: 

• You must create a folder for each learner.  Each folder should be named according to the 

following naming convention:  

[Centre #]_[Registration number #]_[surname]_[first letter of first name] 

 

Example:  Alex Green with registration number JA00756 at centre 12345 would have work in a 

folder titled:  “12345_ JA00756_Green_A”. 

• Each folder must then contain the individual pieces of assessment evidence.  Each piece of 

the evidence should be named according to the following naming convention: 

[Activity title #]_[Registration number #]_[surname]_[first letter of first name] 

 

Example:  Alex Green with registration number JA00756 would have work in the folder titled 

for activity 1 as: “Activity1 _ JA00756_Green_A.pdf” 

Please see an example below: 
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Centres should retain copies of learner work until after the examination series and appeals 

processes have completed. 

 

Copies of the forms are provided in the appendix of this document.  These forms are also 

available in a Word format on the website.  Please note that the learner’s BTEC registration 

number must be indicated in the relevant field in the forms (GCE candidate number should 

not be used). Centres should retain copies of learner work until after the examination series 

and appeals processes have completed. 

 

Final mark procedure 

The following is an explanation of the procedure for determining the final marks awarded to 

learners based upon the marks awarded by the centre and the moderator. All centres have this 

procedure applied, even those for which all learners’ work is seen by the moderator.  This is to 

ensure that all centres are treated equally, whether the entry is large or small. 

 

For the learners sampled by the moderator, the marks awarded by the centre and the 

moderator are compared and if the differences all lie within a given range, then the centre’s 

marks are accepted 

If at least one learner’s mark is outside the designated allowable difference, then an adjustment 

to the learners’ marks is considered.  However, if the ‘adjusted’ marks for all learners lie within 

the given range when compared to the centre marks then, again, the decision would be to 

accept the centre’s marks.   

 

If the condition stated above is not satisfied, then the ‘adjusted’ marks will be recommended.  

Please note that this adjustment is applied across all teaching groups and across all endorsed 

pathways to every learner at the centre.  This is why internal standardisation is essential. 

 

Centre mark amendments (post-results) 

In all cases Pearson will require proof that an error has been made prior to amending any 

mark.  If an error is found with the marks that were originally submitted by the centre after 

the issue of results, the centre should contact Pearson directly using our contact us page.  

Centres should note that amending the centre mark of one learner at their centre might have 

an effect on the final marks and subsequently the grades issued to learners at the centre.  

 

Upon receipt of post-results amended mark(s) Pearson will analyse the effect the amended 

mark(s) will have on the marks/grades for all learners at the centre.  If the amended mark(s) 

will lead to a downward adjustment to the marks/grades for any learner at the centre, apart 

from the specific learner(s) for whom the error was reported, Pearson will contact the centre 

to notify them of the effect the amended mark(s) will have and to obtain the centre’s approval 

prior to the actual amendment of the mark. 

 

In all cases Pearson will require proof that an error has been made prior to 

amending any mark. 

 

https://qualifications.pearson.com/content/dam/pdf/BTEC-Firsts/Art-and-Design/2012/External-assessments/BTEC_External_Assessment_Authentication_form.doc
https://qualifications.pearson.com/en/contact-us.html
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Review of Marking and Moderation (RoMM) 

If you are unhappy with the outcome of a decision relating to amending marks you can use 

our Post-results services. 

 

Downloading your moderator report  

Your moderator report will be available to download once results have been issues and can be 

accessed using the guidance below: 

 

Log in to Edexcel Online and access the ‘Manage Assessments’ option as described on page 6 

and select the menu option to take you to ‘Moderated Assessment (Art & Design)’. 

 

Access the record for the group of learners by clicking on the ‘Order No’ link in the list. 

 
 

Click ‘Download moderator report’.  You will be able to view and download a pdf copy of your 

centres moderator report. 

 

 

https://qualifications.pearson.com/en/support/support-topics/results-certification/post-results-services.html#%2Ftab-Appeals%20
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