Centre Guidance

2010-11 Centre Guidance
The purpose of this guide is to help examination officers, teachers and consortium managers
understand the requirements and processes involved in the assessment of
Principal Learning.
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Registration
Details of how to make registration and entries can be found in the Information Manual
2010-11, available in your Examinations Office or at www.edexcel.com from September
2010. Some of this information is summarised here to help add context to the internal
assessment processes.
Consortium Arrangements
The centre within a consortium that registers a learner will be considered the Home
Centre and will be responsible for the learner’s Principal Learning programme and all
associated fees.
Subsequent unit entries may be made by any Centre within the consortium. Results will be
held against the learner’s registration to allow final certification at the Home Centre.
Copies of the Information Manual should be made available to the Examination Officer and
any member of staff responsible for the registration and certification claims of Principal
Learning qualifications.
Principal Learning Edexcel Registration
Registration of learners should be completed by the Home Centre. Registration must be
made before learners can be entered for Winter or Summer assessment series and by the
registration deadlines.
Information Required

Return to Edexcel by
Winter Series

Summer Series

Responsibility

Registration via EDI or
Edexcel Online

21st October

15th November

Home Centre

External unit entries via
EDI or Edexcel Online

21st October

21st March

Centre at which the
exam will be sat

Internal unit entries via
EDI or Edexcel Online

21st October

21st March

Assessment Centre

Internal unit mark and
sample submission

10th January

5th June

Assessment Centre

The centre making the registration will:
• be able to cash-in the qualification and receive final certification
• pay all fees within the registration and any additional late or re-sit fees.
Registration can be made via EDI or Edexcel Online as detailed within the Information
Manual 2010-11.
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Making Unit Entries
When learners are ready for external or internal unit assessment they should be entered
for an assessment series in either the Winter or Summer series. All standard fees are
included within the registration fee so there are no additional fees to pay upon entry.
Supplementary fees will only be incurred for late entries and re-sits.
Defining the Cohort
Teaching and learning can be delivered at any centre, but entries should be made by the
centre that is managing the delivery of the assessment and at which internal
standardisation will take place. This centre is referred to as the Assessment Centre. It is
very important to ensure that the most appropriate centre makes entries to avoid issues
with any of the examination processes.
Unit entries from one Assessment Centre will form a cohort that will define all aspects of
the delivery of the assessment - from where examination materials are received, to the
selection of the cohort sampled for External Moderation.
Should a consortium require consortium level moderation i.e. one cohort across all
Assessment Centres, entries should be made at one location. This single location will then
carry out the responsibilities of the Assessment Centre (see below).This will enable one
sample to be taken across all learners, and the outcome of moderation will be applied to
the entire cohort. It is particularly important to ensure thorough standardisation across all
internal assessors, regardless of which centre has assessed the work.
Other arrangements are possible. Please contact the Principal Learning Operations team at
principal.learning@edexcel.com for support.
Responsibilities of the Assessment Centre - Internal Assessment
The Assessment Centre is defined as the centre that has made entries for a particular
learner in a particular series.
For each moderation series the Assessment Centre will:
• ensure entries are made for each learner by the required deadlines
• be responsible for ensuring assessment and internal standardisation has taken place
• submit final centre marks
• provide the sample for External Moderation by the dates required
• receive moderator feedback
• make any post-result enquiries or Access To Script requests.
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Writing Assignments which are Fit for Purpose
Each unit within the specification contains several sections of information about assessment.

Section

Purpose
Identifies the depth and breadth of knowledge,
skills and understanding needed to achieve each
of the Learning Outcomes in the unit.
Provides additional guidance and amplification
on the unit to ensure coherence of
understanding and consistency of delivery.

What you need to learn

Teaching this unit

How you will be assessed

Provides information about the assessment
activities required for the unit.

Assessment information for assessors

Provides guidance, instructions and controls for
taking assessment assignments.

Marking grids

Provides a list of assessment foci with
statements ordered into three mark bands.

Assessment guidance

Explains how to allocate marks according to the
principle of ‘best fit’.

Designing Effective Assignments
When designing assignments, it is important to provide opportunities to allow learners to
progress across the mark bands for all the Learning Outcomes (assessment foci). Each
Learning Outcome identifies what the learner should ‘know’, ‘understand’ or ‘be able to
do’ as a result of completing the unit.
Centres are encouraged to use a variety of assessment methods, which might include, for
example:
•
•
•
•
•

the use of case studies
work-based assessments
projects
performance observation
time-constrained assessments.

Centres are encouraged to place emphasis on practical application, providing a realistic
scenario for learners to adopt, and making maximum use of practical activities and work
experience.
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Internal Assessment
Internal assessment is
• required to assess the generic and practical skills
• must be quality assured through internal and external moderation
• will be supervised and completed under controlled conditions.
Each unit is assessed through a single assignment with an overall purpose that reflects the
aim of the unit, and is described in the How you will be assessed section of the Principal
Learning specifications.
An assignment may be broken down into a few separate tasks. Tasks may be further
broken down into smaller activities. The creation of assignments that are fit for purpose is
vital to learners’ achievement and its importance cannot be over emphasised.
Annexe E details the nature of the controls (the controlled conditions) that need to be
applied to each type of task/activity and its outcome.
Where a unit is internally assessed, centres can use the sample assignments provided by
Edexcel in the Tutor Support Materials, or design and quality assure their own
assignments. When designing assignments, centres are required to be aware of the
following design principles (see relevant Tutor Support Materials for further guidance).
Assignments should be:
They should consist of tasks which are related to the subject matter and
Fit for purpose content of the unit. For example, where a unit is centred on IT, the
assessment will use IT at the core of the task.
Manageable

They should be designed to be manageable for both the learner and for
the centre.

Secure

They should be delivered under controlled conditions, where centres can
guarantee the work produced is truly that of the individual learner.

Reliable

They should produce judgements of a similar standard between different
assessors.

Valid

They should assess what they are intended to assess in terms of the
Learning Outcomes.

Transparent

They should be expressed in ways that can be readily understood by
learners, tutors and assessors.

Balanced

They should fairly reflect the content and associated Learning Outcomes,
and avoid confusing learning with assessment and not adversely affecting
teaching and learning.

Flexible

They should provide opportunities for learners to produce a variety of
different forms of evidence.

Edexcel offers a range of support for centres to assist in the production of assignments.
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When designing assignments and applying the criteria please note the following
• In some units the marking grid has been split into two grids – A and B. Marking grid
A contains all of the marking criteria for the unit except those which assess a
learner’s performance in practical activities which are recorded as a witness
testimony or observation record. These make up marking grid B.
• Centres must ensure that learners undertake appropriate assessment tasks to
enable them to achieve the requirements of each unit’s marking grid(s).
• The basic principle is that this is a ‘best fit’ grid – i.e. the assessor must match the
overall standard of work for an assessment focus to a band. It is NOT a hurdle
approach, whereby the assessor cannot award marks from the next mark band if
one item for an assessment focus from a lower mark band has been omitted,
regardless of the quality of the rest of the work for that assessment focus.
• If a learner completes all they are asked to do in a band for an assessment focus,
they can be awarded the full marks for that mark band.
• If a learner has clearly done more on one aspect of work for an assessment focus
required by a mark band, the assessor should consider whether the learner can be
awarded marks from the bottom of the next mark band.
• If a learner has completed less than required in any aspect of work for an
assessment focus, or indeed omitted an aspect, then the mark moves down within
the mark band.
• Marking is completely separate for each assessment focus – i.e. a learner can get
mark band 3 on one assessment focus, mark band 1 on another etc, then all marks
are added together for the unit total. It may be possible, depending on weighting
of an assessment focus for a learner to pass a unit even if 0 has been given in
marks for one assessment focus in the unit.
• A 0 mark should be used only where a learner provides no valid evidence. Any work
that starts to address the requirements of the grid should normally be awarded at
least one mark.
• Evidence generated for marking grid A will be moderated. This must be in the form
of hard evidence which a moderator can reassess, such as learner produced written
documents (eg short question answers, multiple choice question answers, materials
from presentations, research notes), videos (dated) of practical activities or
artefacts.
Marks gained from marking grid A must be reported separately from those gained from
marking grid B.
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Building Learner Evidence
Learners are required to produce one portfolio per unit containing all task evidence. The
learner evidence for each unit must be assessed using the marking grids in the
specification. The marking grids contain Learning Outcome statements and banding
requirements. Once assessed, the learner’s marks should be recorded on the Candidate
Record Sheet, copies of which can be found in Appendix B of this document or online at
www.edexcel.com/principal-learning.
The evidence for a particular unit should be contained in a folder which must include the
following:
•
•

•

a completed Candidate Record Sheet for the unit
a title page with:
o the relevant specification name and number
o candidate name
o candidate number
o centre name
o centre number
o date
clear page numbering.

Centres are reminded that evidence should NOT be sent to the moderator in heavy folders
or with individual pages inside plastic wallets. The learner’s evidence should be treasury
tagged, with title pages and Candidate Record Sheets presented at the front of the folder.
For all sampled work, the associated Candidate Record Sheet must be fully completed and
attached to each learner’s evidence otherwise it will not be accepted.
The assessor should ensure that:
• all marks are recorded accurately and the arithmetic is correct
• the learner and the assessor sign the Candidate Record Sheet
• the total mark is transferred correctly onto Edexcel Online.
Evidence: Marking Grids A and B
The evidence should only include learner work that demonstrates the required Learning
Outcomes, as indicated in the appropriate marking grids. Unless otherwise stated by the
individual unit specification, only include the final version of the learner’s documents
which the internal assessor used for assessing the work. Any previous versions should be
removed.
Evidence supporting marks in marking grid A will take the form of tangible evidence which
can be re-assessed by a third party, such as final reports, presentation notes, annotated
photographs, etc.
Ephemeral (observed) evidence for marking grid B should be captured through the use of
witness statements, supported by detailed Learner Observation Records. These documents
must be sufficiently detailed to enable a third party reviewer to understand the activities
that occurred and make reference to the mark bands to support how and why the final
marks were awarded.
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All evidence should contain annotated marking, showing where marks have contributed to
each Learning Outcome. Centres should not submit raw data, class notes or research
material that does not directly evidence the Learning Outcomes.
All evidence, for both marking grid A and B, must be collated and referenced on the
Candidate Record Sheet. Any evidence which cannot be found may result in a reduction of
marks during the External Moderation process.
Multimedia
Learners may produce evidence for assessment that is not paper-based for some subjects,
for example evidence on CD. In all instances where this is acceptable, centres must
provide annotation on or with the material to identify each individual learner’s evidence
as well as the learner’s name, the centre name and number.
Electronic Evidence
Learners may produce electronic evidence or ‘e-coursework’. This may be presented in a
navigable html structure accessible via web-browser or in a series of clearly indexed and
referenced folders with learner work contained within. Each learner must have a separate
parent folder using the following naming convention:
[centre #]_[candidate number #]_[surname]_[first letter of first name]
For example, John Smith with candidate number 9876 at centre 12345 would have work in
a folder titled 12345_9876_Smith_J
Electronic evidence must be submitted on CD, with one CD per sample per unit. An
electronic version of the CRS should be completed and enclosed in the relevant parent
file. Prior to the CD being despatched to the moderator it should be thoroughly tested to
ensure that the files have burnt to the CD correctly, and that all files within each folder
can be accessed. Evidence which cannot be accessed by the External Moderator will not be
accepted.
File Formats
Only the following file formats are acceptable for work submitted to Edexcel for External
Moderation:
•
•
•
•

DOC / RTF / PDF for text files (including those which contain pictures)
JPEG for image files (such as digital photographs)
MP3 for sound or music files
FLV (preferred) or MPEG for video, multimedia and animation files
(including those which contain sound).

Please refer to the appropriate specification for further guidance.
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Candidate Record Sheet
Candidate Record Sheets (see Appendix B & C) are designed to record the details of the
learner and evidence provided. They support the internal assessment process by ensuring
visibility and transparency over the decisions which have been reached by the assessor.
•
•
•
•
•
•
•

This form must be completed for each unit and kept with the evidence.
Both the assessor and learner must sign and date the form.
Forms without the signatures of either party will not be accepted, making the
submission invalid.
If more than one assessor is involved in the assessment of the evidence for the unit
they must all sign and date the form.
Both parts must be completed fully, including description of the evidence.
If this form is supplied as part of an e-coursework CD then it should be printed,
signed and then scanned.
This form is available on www.edexcel.com as a word document and is designed to
be completed electronically allowing the description boxes to expand to contain
the required text.

The form is split into two parts:
Part 1: Authentication
All learners must confirm that the work they submit for assessment is their own. Each
learner is required to sign a declaration before submitting work to their subject
teachers/assessors for final assessment. This is to confirm that the work is their own and
that any assistance, feedback given and/or sources used have been acknowledged.
Ensuring that all learners do this is the responsibility of the centre.
It is also a requirement that teachers/assessors confirm to the awarding body that all of
the work submitted for assessment has been completed under the required conditions and
that they are satisfied that the work is solely that of the learner. If they are unable to do
so, the work should not be accepted for assessment. Centres should record marks of zero
if learners cannot confirm the authenticity of work submitted for assessment.
All teachers/assessors who have assessed the work of any learner entered for each
component must sign the declaration of authentication. More guidance and documentation
can be found in the JCQ Instructions for Conducting Coursework 2010-2011 booklet:
http://www.jcq.org.uk/exams_office/coursework/.
On the Candidate Record Sheet learners are also asked to give their permission for their
work to be used by Edexcel. Work may be used for one or more of the following:
•
•
•
•
•

Awarding purposes (setting national standards)
Moderator selection and training
Archive material
Tutor support material
Training materials (Training from Edexcel events).
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Part 2: Marking grid decisions
This part of the form allows assessors to record the decisions reached for every Learning
Outcome in the unit.
Marking grid A – Moderated
B:
A:
Learning
Outcome

Description of evidence

C:

D:

E:

Page ref

Assessor
Mark

Mod Mark

LO.1.1

‘Design considerations’ Power Point
presentation produced for Task 1

1

11

LO.1.2

‘Planning Process’ report produced for Task 2

5

12

LO.1.3

‘Sustainability & Environmental’ report
produced for Task 3

7

6

LO.1.4

‘Materials’ report produced for Task 4

11

10

Total A Mark

39

Each piece of evidence has been fully annotated showing where marks
have been given for each learning outcome

9

F:
G:
9

Any assignment briefs the learner used have been included with the
evidence

Marking grid B – Ephemeral
B:
A:
Learning
Outcome

LO.1.1

Description of evidence

Learner Observation Record supplied with
witness statement describing the presentation
performance

C:

D:

E:

Page ref

Assessor
Mark

Mod Mark

3

6

Total B Mark

H:
Comments

A.
B.
C.
D.
E.
F.
G.
H.

Each Learning Outcome should be covered in an individual row.
The assessor should identify which pieces of evidence have been produced for this
Learning Outcome.
Each piece of evidence within the folder must be referenced by page number to
allow the moderator to find it easily.
The assessor’s final mark for each Learning Outcome.
For Edexcel External Moderator use only.
Confirmation that each piece of evidence has been fully annotated showing where
marks have been given for each Learning Outcome.
Confirmation that any assignment briefs the learner used have been included with
the evidence.
Additional comments from the assessor which may be useful.

A further example has been provided in Appendix C of this document.
This form is not designed to replace the comments that should be found in the learner’s
work, but to enable a third party to easily review the work as part of the consortium’s
internal standardisation process or during External Moderation. These sheets should be
kept with the evidence for the unit. Assessors may find it helpful to keep a copy of these
sheets for their records.
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An Overview of the Internal Standardisation Process
Pre-Process:
Training

Stage One:
Standardisation

Stage Two:
Marking

Stage Three:
Internal Sampling

Stage Four:
Completion

Internal
Standardisation
exercise

Marking
completed

Assessors
sampled

Final marks
submitted for
External
Moderation

Assessor training

Line of learning
training

Before internal marking and standardisation, assessors should be trained to develop a
consistent understanding of the application of marking criteria. This can be done using
materials that have been marked previously accompanied by commentaries to explain the
marks given, demonstrating the use of the marking criteria.
Throughout the marking process assessors should be able to seek support and guidance
from the Domain Assessor and other colleagues responsible for internal standardisation.
In large consortia incorporating several centres, Team Leader Assessors may be used to
sample assessors. The Domain Assessor should sample all Team Leaders to ensure accurate
internal standardisation.
Once all work has been marked, an internal sampling process must take place to ensure
effective standardisation. The Domain Assessor, and team where appropriate, should
select a range of work from every assessor and check that the correct marking criteria has
been applied.
As a minimum, the work of two learners must be sampled from each assessor, including
the highest mark. The Domain/Team Leader Assessor may choose to sample more than this
from individual assessors. This may be appropriate, for example, where the assessor is a
newly qualified teacher or is new to the specification.
To maintain the integrity of the process, the Domain/Team Leader Assessor should not
sample his or her own assessment decisions. This should be done by another assessor.
The purpose of internal standardisation is to ensure that all learners have been
assessed consistently. Therefore if any adjustments are made by Edexcel it is fair to all
learners and none are disadvantaged.
When assured that all internal assessment has been completed to a consistent and
accurate standard, final marks can be submitted and the required sample prepared for
External Moderation.
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Controlled Conditions
It is a requirement of the ‘Criteria for accreditation of Specialised Qualifications
at Levels 1, 2 and 3’ that ‘internal assessment [of Principal Learning] must normally be
supervised and conducted under controlled conditions to ensure reliability and fairness.
Requirements must be set out to ensure robustness at each stage of internal assessment,
including:
a
b
c
d
e

the setting of tasks
the extent of supervision in carrying out tasks
the conditions under which assessment takes place
marking and standardising procedures; and
moderation and verification processes.’

Annexe E within the specifications provides guidance for tutors and assessors about the
variety and levels of controls required for the setting and carrying out of tasks and
assignments. It details the broad controls that apply to all assessments of a particular
type; learners must also meet any specific controls or additional requirements that may be
identified within the Assessment Guidance section in individual units. Further guidance on
task setting and the controls used to contextualise a task may be found within the Tutor
Support Materials.
Re-sitting Controlled Assessments
Please refer to the latest edition of the JCQ Instructions for conducting controlled
assessments for information on individual controls stated in each unit of the specifications
and Annexe E of the specifications for instructions and guidelines on using controls.
Re-submission of Evidence
Tasks can be re-used where appropriate; however centres should refer to the unit in the
specification to ensure there are no specific controls in the unit which state any new
context must be used.
JCQ guidance states (Section 17):
• The work presented for assessment, carried out under formal or informal
supervision, must be entirely new
• Candidates must not be allowed to amend the work which has been submitted
previously
• However, candidates may re-use research carried out previously.
‘Work’ is defined as final evidence marked against the grids within the specifications to
generate the final centre marks. It does not include any research, group work or pre-work
which does not form part of the assessed controlled assessment evidence. Where such
learner work was produced and did not form part of the original evidence used to
generate final unit marks it may be re-used, in line with the specified control on task
taking in the unit specifications and Annexe E.
Feedback and Teaching
Feedback can be given to learners against the evidence requirements for the mark bands
of each Learning Outcome. This feedback can implicitly focus on the shortcomings in the
evidence initially submitted for moderation by the learner. Depending on the knowledge
base of the individual learner and the time elapsed from original teaching, a tutor may
choose to only re-visit particular aspects of the teaching for a unit.
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External Moderation
The purpose of this aspect of the assessment is to check that centres are assessing
accurately and consistently to the agreed national standards. This will be done via the
reassessment of a sample of learners’ work carried out during a centre visit or by post.
External Moderation is concerned solely with judging the quality of a centre’s assessment
decisions. It does not extend to the provision of support and guidance to centre staff,
other than formal feedback in a report which will be received by the Assessment Centre
after the moderation process has been completed. The Moderator will not be able to offer
any other feedback outside the moderation window. For guidance and support pre or post
moderation please refer to the Training and Support section in this document, or contact
your Curriculum Development Manager.
Once entries have been made, a sample of ten pieces of learners’ work for each unit will
be identified to provide a sample to the External Moderator. A sample of ten must always
be provided for cohorts of ten or more. For cohorts of ten or fewer, all learners’ work
should be submitted.
Mark Submission
Final marks should only be submitted once all work has been fully assessed and accepted
through the consortium quality management system. It is the Assessment Centre’s
responsibility to submit marks by the deadline which are accurate and are in the
appropriate format/scale. It is essential that the mark submission is completed accurately
before the deadline to enable Edexcel to issue results. Marks should be submitted using
EDI or Edexcel Online. On the homepage, select the qualification you wish to submit marks
for. Next, from the menu on the left choose Candidates -> Search by Course, choose the
units and the relevant examination session from the drop down menus and click on Next.
You should now have a list of all the units you have entries for. Units which require centre
marks are indicated with a paper icon. Clicking Papers and then Coursework Marks will
take you to the screen on which you enter centre marks.
For each learner and each unit that is being put forward for moderation:
•
•
•
•

The total mark for grid A and the total mark for grid B must be submitted according
to the relevant scale in the specification
A score of zero should be used if a learner:
o has submitted work that is found to meet none of the assessment criteria or
o cannot confirm the authenticity of the work submitted for assessment.
Where a centre is not in possession of a learner’s work at the point of submitting
the mark, the learner must be marked as absent.
An ‘X’ should be entered for any learner who is absent, withdrawn or has failed to
submit any work, even if Special Consideration or an aegrotat award has been
requested.
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Amendments and Late Returns
If marks have been submitted and need amending, please email cswkmarks@edexcel.com.
You will need to state your centre, subject, paper and learner details, along with the
amended mark. A valid amendment reason must also be given. The late submission of
additional work is not regarded as a valid reason. Amendments can also be emailed to
principal.learning@edexcel.com but these must come from an official centre email
address. Edexcel cannot accept amendments from personal accounts (hotmail, yahoo etc).
A valid amendment reason must also be given. If centres attempt to return marks after
the deadline, these returns will be flagged, and Edexcel cannot guarantee the delivery of
results on time. We strongly recommend that, where late or incorrect returns have been
made, centres should warn learners that their results may be late. This is particularly
important where progress to higher education is at stake, so that negotiations can take
place with admissions authorities.

Preparing the External Moderation sample
When preparing the sample for the External Moderator, please ensure that:
• a clear and comprehensive Candidate Record Sheet for each sampled learner is
submitted to identify the evidence for marks claimed. This must be attached to the
work
• only relevant work is submitted. Supplementary material which does not form part
of the assessment evidence should be removed.
The moderation sample is comprised of the following:
• the work of the learners whose names have been asterisked on Edexcel Online for
each unit
• the work of the learner achieving the highest mark and the learner achieving the
lowest mark for each unit. (Please note these learners may not necessarily be
asterisked on Edexcel Online. It is the centre’s responsibility to ensure that the
work of these learners is included for moderation.)
The work for all other learners should be available if the Moderator requests to see
additional samples.
External Moderation Arrangements
The normal External Moderation practice is completion via postal moderation. Should a
visit be deemed necessary, the External Moderator will contact you in advance of the
mark submission deadline to make arrangements to visit.
Details of the External Moderator and their address can be found on Edexcel Online.
The centre should ensure that work reaches the Moderator no later than the mark
submission deadline:
Winter –
Summer –

10th January 2011
5th June 2011

The package should be sent ordinary by First Class post, so that it can be received if the
Moderator is not at home. A certificate of postage should be retained as evidence of
posting the item to the moderator on time.
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The package should be clearly labelled with:
• Moderator name and address
• centre number
• unit number and paper.
The package should contain:
• the ten samples of learner work requested, together with the work gaining the
lowest and highest marks, if these are not in the requested sample
• a copy of the Edexcel Online Mark Submission printout
• a Candidate Record Sheet at the front of each learner folder which clearly
references the work to the appropriate specifications
• contact details, including email and phone number, of the Domain Assessor.
End of moderation
The centre should retain all sampled learners’ work until the deadline for Enquiries About
Results has passed or until the outcome of any enquiries has been received.

Final Results and Moderator Reports
Final marks for internally assessed units are generated by comparing centre-awarded
marks with those submitted by an external moderator.
There is a degree of tolerance allowed between the centre-awarded mark and the
moderator-awarded mark. If the centre’s assessment falls within this, no adjustment will
be made to centre-awarded marks. If the centre’s assessment is out of tolerance, an
adjustment may be made to the marks of some, or all, of the learners entered for that
unit.
All units are subject to an awarding process, and grade boundaries may change from one
series to another.
Feedback reports will be available to centres with the publication of results via Edexcel
Online. Detailed reports will be made available for units that are deemed to be out of
tolerance. There may be instances where the Moderator identifies that the standards
applied by the centre are either too severe or too lenient, compared with the national
standards, but that the work is still within the tolerances allowed. In cases such as these,
additional feedback may also be given to centres.
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Summer
Series

Winter
Series

Edexcel
recommends
centre
obtains ULN
& registers
learners with
the DAS

01/09
PL
registration
window
opens

Sep 10

Edexcel
recommends
centre
obtains ULN
& registers
learners with
the DAS

01/09
PL
registration
window
opens

Oct 10

21/10
Registration
deadline
(PL) & entry
deadline for
winter series

15/11
Registration
deadline for
summer
series (PL)

Nov 10

Dec 10

Internal
Standardisation
within
consortia

PRJ
PL

Jan 11

10/01 – 24/01
PL Test
window

10/01
Coursework
mark
submission
deadline

21/03
Entry
deadline for
summer
series

Mar 11

Key
Projects
Principal Learning

Feb
11

10/03
Release of
results to
learners

Apr 11

12/04
Last date
to
submit
EAR
requests

05/06
PL
coursework
mark
submission
deadline

Jun 11

18/05 - 20/06
PL Test Window

Internal
Standardisation
within consortia

15/05
PRJ coursework
mark submission
deadline

May 11

Appendix A: Principal Learning & Project Timeline 2010/11

Jul
11

/08
Level 1 & 2
PL & PRJ
release of
results to
learners

/08
Level 3 PL
& EXT PRJ
release of
results to
learners

Aug 11

20/09
Last date
to
submit
EAR
requests

Sep 11

Appendix B: Principal Learning Candidate Record Sheet
Both the learner and assessor must sign this form.
Centre
Name:

Centre
Number:

Line of Learning :

Level:

Unit:

I hereby certify this work has been produced without external assistance beyond that which
is acceptable under the scheme of assessment and is recorded.
Assessor Name:
Assessor Signature:
Date:

Learner Name:

Learner Signature:

Candidate
Number:

I give permission for Edexcel to use my work for training purposes

Date:

Tick

Marking grid A – Moderated
Learning
Outcome

Description of evidence

Page ref:

Assessor
Mark

Mod Mark

Assessor
Mark

Mod Mark

Total A Mark
Each piece of evidence has been fully annotated showing where
marks have been given for each learning outcome
Any assignment briefs the learner used have been included with the
evidence
Marking grid B – Ephemeral
Learning
Outcome

Description of evidence

Page ref:

Total B Mark
Comments:

A electronic version of this form is available on www.edexcel.com

Appendix C: Example Principal Learning Candidate Record Sheet
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Appendix D: Internal Assessment of Principal Learning Units, Annexe E
Annexe E was updated for September 2009 to fall closer in line with terminology used in
recent QCDA controlled assessment guidance. Whilst there are no conflicting requirements
to the original 2008 version, the terminology varies in places and should be re-read
carefully.
The development approach of Phase 2 and 3 specifications has moved forward in some
areas compared to Phase 1, particularly around distribution of time assigned to assessment
of units. Please refer to your specifications for detailed information on how much time is
assigned to each unit assessment and how this time is defined.
JCQ has produced further instructions and guidance around the delivery of controlled
assessment which should be followed. http://www.jcq.org.uk/exams_office/coursework/

Annexe E: Internal Assessment of Principal Learning Units: Controls for
Task Setting, Task Taking and Task Marking
Consortia must conform to the requirements published in the latest edition of the
Joint Council for Qualifications instructions for controlled assessment relevant to
Principal Learning qualifications, available from the JCQ website, www.jcq.org.uk

Section 1: Introduction
It is a requirement of the Criteria for accreditation of qualifications at Levels 1,
2 and 3 that:
‘Internal assessment [of Principal Learning] must normally be supervised and
conducted under controlled conditions to ensure reliability and fairness.’
Further guidance from the Qualifications and Curriculum Development Authority has
identified three stages of assessment for which control must be specified:
•
•
•

Task setting
Task taking (controls on time, resources, supervision, and collaboration)
Task marking.

Further to the areas specified above, this annexe in collaboration with the individual
specifications also sets the parameters for:
•
•
•
•

guidance and support;
submission, revision, re-working;
the involvement of parents/carers;
malpractice; and the authentication of learners’ work.

This annexe details the controls that normally apply to all Edexcel Principal Learning
internally assessed units. However tutors and assessors must also apply any specific
controls or additional requirements that may be identified within the Assessment
information for assessors section in individual units.
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There are three levels of control that can apply to each stage.
High control

Where the assessment requirements are tightly prescribed.

Medium
control

Where the assessment requirements are specified in terms of
parameters that allow consortia some flexibility to suit local
circumstances.

Limited control

Where the assessment requirements are specified in terms of
broad parameters that allow consortia to determine the details of
the assessment.

It is the responsibility of the consortium to ensure that internal controlled assessment for
Principal Learning is conducted and marked in accordance with the requirements specified
by Edexcel and conducted in line with the JCQ Instructions for controlled assessment.

Section 2: Edexcel Controlled Assessment Profile
In Edexcel’s internally-assessed Principal Learning units, some aspects are subject to
medium control and others have limited control. The table below shows the standard
profile for all Edexcel Principal Learning internally assessed unit specifications. Individual
unit specifications will indicate where a divergence has occurred from this profile.

Aspect

Level 1

Level 2

Level 3

Task setting

Limited

Limited

Limited

Time

Limited

Limited

Limited

Resources

Limited

Limited

Limited

Supervision

Medium

Medium

Medium

Collaboration

Limited

Limited

Limited

Marking

Medium

Medium

Medium
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Section 3: Assessment controls
3.1

Task setting

Limited control
Edexcel will publish, as part of its tutor support materials, at least one model assignment
for each internally assessed unit. It is recommended that these model assignments are
used in the assessment of each unit. However in order that these assignments can best
meet learner interests and local needs they will include guidance for tutors and assessors
to show the ways in which they may be adapted and contextualised. If the tutor decides to
either adapt or write their own assignments then each assignment must meet the
following conditions:
•

•
•
•
•
•

•

each internally assessed unit must be assessed through a single coherent assignment
which addresses the overall theme of the unit to emphasise how the different learning
outcomes all relate to each other. Each assignment may be broken down into a series
of related tasks
assignments must have an applied work-related context
across all tasks, assignments must address all learning outcomes and assessment
criteria, and must give access to the full range of marks
the evidence produced must conform to the requirements published in the How you
will be Assessed section of the relevant unit specification
in some units the marking grid is divided into parts A and B. All tasks which will be
marked against the A grid must generate learner evidence that can be re-assessed at a
later stage during internal standardisation activity or external moderation
where tutors decide to set their own assignments, another person, who understands
the requirements of the specification, must check that each new assignment is
appropriate for the line of learning and the level, and also that a new assignment will
allow candidates full access to the marking criteria. This is especially important when
a new tutor/assessor is required to produce assignments. Suitable people may include
a Domain or Lead Assessor. This review process must be documented and the evidence
of the review must be made available for the external moderator if requested.
if the assignment is to be produced outside the teaching institution, for example by a
supervisor at the learner’s work experience placement, then the tutor or assessor at
the teaching institution responsible for that unit, must sign off the assignment for
validity before the learner attempts the assignment.

In addition to these requirements, further guidance on writing assignments is provided in
this specification, in the section ‘Assessment and grading of the principal learning
specifications’.
Complexity
If the level of complexity of the evidence required is not already identified within the
specification, then an indication can be assumed from the amount of time set within the
specification for the production of the assessment evidence, considering the level at
which the specification is being taken. The expectations of what a Level 1 learner can
accomplish in 10 hours are far different from that which can be expected from a Level 3
learner in the same time period. Unless it is otherwise specified, learners should be set a
task of equivalent complexity, whether they are expected to achieve marks at mark band
1 of the marking grid or mark band 3.
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3.2

Task taking (controls on time, resources, supervision, and collaboration)

If not specified within the unit, it is to be assumed that tasks or the whole assignment will
normally be attempted at the end of the learning process.
Time – Limited control
Each unit has a time for assessment allocated. This is defined as ‘the time to be spent
generating evidence for assessment’, and covers all tasks and/or aspects of the
assessment which carry marks in the unit marking grid. Activities to support the
assessment such as setting up equipment or researching data are not included in the time
allowance if they do not carry marks. While it is not a requirement that this time should
be observed to the minute for internal assessments, it should be taken as strong guidance
and variance should not normally be by more than plus or minus 10%. Learners given
significantly less time may well be disadvantaged in relation to the quality and breadth of
work they can produce, while those given significantly more may well be disadvantaged by
an excess of time spent on assessment rather than learning.
If a learner has special requirements which may require more significant deviation from
the stated assessment time, further guidance is available in the JCQ instructions.
Resources – Limited control
Unless otherwise stated in the individual unit specification, learners are entitled to have
full access to all resources seen fit for purpose by the centre tutor/assessor. Any specific
resources (eg equipment, published material) required or prohibited for assessment will
be detailed in the individual unit.
Supervision – Medium control
Learners must normally be supervised by the centre tutor/assessor whilst producing
evidence for the summative assessment activity, unless otherwise stated in the individual
unit specification. Supervision is defined as normal classroom/workshop/studio working
conditions, with the tutor/assessor being present in the same room whilst the summative
assessment evidence is produced by the learner, but not requiring examination conditions.
Where supervision is relaxed:
•

•

because it is not possible to directly supervise the activity that is required to produce
summative assessment evidence, eg researching data, then the tutor/assessor must
authenticate the learner work following the process identified in the section headed
‘Authentication’; or
because the most suitable environment for producing the evidence means the
tutor/assessor cannot be present, eg work experience, the tutor/assessor must ensure
an appropriate person supervises the evidence production. All such evidence must be
authenticated (see Authentication below) and, where this covers performance
evidence, a signed learner observation record must be completed with enough reliable
information to allow the tutor to accurately assess the evidence (see 3.4 Task marking
below).
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It is not permissible for summative assessment evidence to be produced in the learner’s
home environment, without the direct supervision of their assessor.
Due to the nature of producing an artefact, its production as part of the summative
assessment will often be dictated by the availability of materials, equipment etc,
therefore it may well be produced outside of the centre. However, the assessor must be
confident that the work is that of the learner. In order to be confident, Edexcel requires
one of the following situations to apply:
•
•

the work is carried out under the direct supervision of the teaching centre assessor.
This is the most desirable option
the learner demonstrates to the teaching centre assessor equivalent levels of skill in
each of the processes included in the production of the final artefact. Ideally this
would be in the course of the regular teaching/learning programme, but exceptionally,
if the assessor feels a skill has been assessed at a level beyond expectations, the
assessor may require the learner to repeat that skill before authenticating the work.

If the artefact can only be produced remotely, for example during work experience, the
assessor must have enough reliable information to allow them to both accurately assess
the outcome and have a signed learner observation record from an appropriate person who
directly observed the learner producing the artefact. An ‘appropriate person’ is defined as
someone with a supervisory role within the workplace (or equivalent), and who has the
required skills. This person must not be a family member, and must record and supply the
required information for the assessor.
Collaboration (Group work) – Limited control
Some units may require learners to work as part of a group. In other units, unless it is
specifically forbidden, tutors may choose to have learners working collaboratively. When
producing assignments which require or allow learners to work in groups, tasks must be
written to allow each group member to fully meet the requirements of the assessment
criteria.
Learners must not have their assessment opportunities reduced by the poor performance
of other group members. Where this becomes apparent the tutor or assessor should
intervene, or provide suitable alternative activities which do not greatly add to the
learners’ workloads.
Group tasks should not rely on the performance of individual members of the group to
allow other group members to meet all of the assessment criteria.
It is important that each learner is assessed on their individual contribution to the
achievements of the group. Where several individuals contribute to a single piece of work,
individual contributions must be clearly shown on the work to enable external moderation
to take place. This can be indicated by learners or through the tutor’s annotations.

Centre Guidance 2010-11
Page 24

Guidance and support
At the start of the assignment learners will often be required to plan out their programme
of work. The tutor/assessors should agree these plans and where appropriate agree
milestones where they can monitor learners’ responses. Appropriate intervention is to be
encouraged to ensure learners have every opportunity of success. However, if the planning
process forms part of the assessment criteria, care must be taken to ensure that the plan
remains the learner’s own work.
Within some unit specifications, the level of assistance given to a learner is a
discriminating factor used to decide a learner’s positioning within the marking bands. To
aid the assessor in selecting the appropriate level of assistance given to the learner a
glossary of descriptors is included in the units and should be used for guidance when
marking the learners work. In some cases, where a glossary doesn’t exist, the following
definitions should be used:
•
•
•

Assistance – The learner has to be guided and advised to make progress, and responds
to ideas suggested. The tutor/assessor needs to direct significant aspects of the work.
Limited assistance – The learner suggests ideas for themselves, but makes use of
guidance and advice from the tutor/assessor to make progress. The tutor/assessor
assists in some aspects of the work, but generally does not direct it.
Independently – The learner develops ideas themselves, using the tutor/assessor as an
advisor rather than as a director. The tutor/assessor facilitates the work but does not
need to direct its progress.

It is expected that all learners should develop as independent learners, but this does not
mean that they should not be given any support in order to be able to research, write up
and complete their reports. The hallmark of the independent learner, whatever the level,
is knowing when and whom to ask for support in helping to carry the work forward.
All learners must be fully and equally briefed at the start of any task or assignment about
the requirements of that task, including how they will be marked. They should be given
the opportunity to ask any questions in order to clarify the requirements.
Once the assignment is under way, the tutor should respond to questions and requests for
advice, but should normally refrain from intervening unasked. Responses can advise the
learner on such matters as further sources of information, and can point out where further
work is needed, but must always stop short of actually stating what to write.
In some units the amount of support and guidance a learner may receive in the course of
carrying out the task or assignment is specified. This occurs, for example, when
differentiation between mark bands is achieved in part by the support the learner needs
to complete a practical task safely.
Tutors or assessors must always intervene where matters of health and safety are
concerned. When this happens, the assessor should make a judgement about the
appropriate marks that can be applied to the learner’s work in the light of the
intervention, and attach to the work a record of the intervention and justification for the
marks awarded.
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3.3
Feedback, re-working and submission
Please refer to the latest edition of the Joint Council for Qualifications instructions for
controlled assessment relevant to Principal Learning qualifications.
In addition to the requirements published by JCQ, Edexcel acknowledges that there may
be occasions when a learner needs to retake a task or assignment. This is acceptable at
the discretion of the tutor, but the assignment should normally be set in a different
context so that the learner is not repeating exactly the same tasks which they have had
the chance to practise beforehand. Individual units will have further guidance where
appropriate.
The involvement of parents/carers
Please refer to the latest edition of the Joint Council for Qualifications instructions for
controlled assessment relevant to Principal Learning qualifications.
Malpractice
Please refer to the latest edition of the Joint Council for Qualifications instructions for
controlled assessment relevant to Principal Learning qualifications.
Authentication
Please refer to the latest edition of the Joint Council for Qualifications instructions for
controlled assessment relevant to Principal Learning qualifications.
In order to meet the requirements published by JCQ, these additional conditions should be
observed:
Where learners are required to gather information and resources, tutors or assessors
should take the opportunity to discuss authentication and plagiarism at the outset.
Where learner observation records and practical activity logs are required Edexcel will
provide exemplar pro formas. Centres may choose to develop their own documentation,
but they must record at least the information contained within the exemplar pro formas.
Once the assignment has been completed the assessor may need to interview or test the
learner on their understanding of the information and/or the resources that they have
identified and used. This may be necessary if, for example:
•
•

the assessor needs to confirm the authenticity of the work
the unit marking grid carries marks for information and/or resource gathering.

It will be up to the centre assessor to decide on the appropriate format, although the
activity should be of a ‘closed book’ nature.
If the assessor decides to interview the learner, the assessor is required to question the
learner regarding their information or resources until the assessor is sufficiently satisfied
with the authentication. Whilst the interview is in progress the learner should not have
access to the information or resources unless the individual unit specifies otherwise. It can
be either a group or individual interview.
If the assessor decides to test the learner, the assessor is required to follow the usual
testing format, with learners working in silence, and placed in a manner so that they do
not see other learners’ responses. The questions are at the discretion of the assessor, as is
the length and timing of the test. Learners are not permitted to view the questions prior
to the test and should not have access to their work during the test unless the individual
unit specifies otherwise.
The documented outcome could be either notes following an interview with one or a group
of learners and signed by the assessor, or marked test papers.
Where assessment is supervised by someone other than the tutor, additional confirmation
is required from the person who has supervised the assessment.
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3.4

Task marking (standardisation and marking) – Medium control

Marking
Edexcel requires all consortium assessors to use only Edexcel authorised documentation in
the assessment of its Principal Learning internally assessed units. All Edexcel Principal
Learning internally assessed unit specifications have mark descriptors, and these must be
used when assessing learner work. Consortium assessors must not try to re-interpret the
mark descriptors, or use any other unauthorised publication which aims to do so.
If written evidence and artefacts are completed under the supervision of someone else
(see Supervision, page 30), this person may comment upon what is produced, but only the
tutor can allocate marks.
Where performance evidence is observed by someone other than the tutor, this person
must record their comments on the learner observation record. It is then the responsibility
of the tutor to judge this evidence and allocate marks.
Standardisation
Please refer to the latest edition of the Joint Council for Qualifications instructions for
controlled assessment relevant to Principal Learning qualifications.
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