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EPQ - Admin Guidance Document

This document gives an overview of all the forms which are needed for Projects qualifications.
1. Project Proposal Form

The Project Proposal Form gives an overview of the project title, the objectives within the project, reasons why the candidate picked the title, timescales in the project work, milestones along the way and an overview of the resources they need. 

You do not need to submit your Project Proposal Form to Edexcel for approval of the project title. 

All candidates should submit a Project Proposal Form with their final project outcome. The purpose of this form is to provide evidence of their project management skills. It is an important document and candidates should be encouraged to take their time over filling it in. Hastily written project proposal forms often indicate that there has not been careful thought about the choice of project objectives. It is best if the form is typed, as this allows it to be added to or edited. If the candidate’s ideas for their project change significantly, it may be helpful to submit two versions, but so long as the activity log explains the changes that have been made, it is acceptable simply to submit the final version. The project proposal form is a work-in-progress document which can evolve with the project. 

There is a single version of the Project Proposal Form which is suitable for all levels of the Project qualification and which can be downloaded from the Edexcel website. 

It is important that the title is in the working of a question, commission or design brief. 

The candidate and their tutor-assessor should agree on two milestones, which should be recorded in section three of the form.

The final section of the form should be completed by the tutor-assessor and signed by them after the final version of the form has been produced by the candidate. The form should also be signed by a centre-proposal checker, who may be the same person as the tutor-assessor, or someone who is overseeing the project qualification across the whole centre.

2. Activity Log

The Activity Log is like a diary of your work on your project, and should be completed throughout the whole project. The Activity Log is a way of recording what you did when and why you made those decisions and choices, this helps showing the progression of your ideas and project as a whole as well as being a good record to reflect back on when evaluating your Project. 

All candidates should submit an Activity Log with their final project outcome. The Activity Log is designed to provide evidence of ongoing reflection about the project process. It should provide evidence that the candidate has been thinking about the direction of their project and in particular, what problems they are encountering and steps taken to address them. The final log should be a creative, reflective record of the journey that the candidate has been on when doing their project. Description of the activities they have done is part of this, but reflective comments on the process (e.g. how their ideas are developing, what changes they have decided to make and why) are also important.

As with the project proposal form, it is advisable that this document is typed, as it needs to develop over time and contain reasonably detailed comments about key stages in the project process. 

A blank version of the activity log can be downloaded from the Edexcel website. The boxes on this form can be expanded to allow further commentary. Many candidates write logs which continue for more than one page. It is advisable that candidates use the Edexcel form for the first page of their log, as they will need to complete details at the top of the page. They may then either add boxes to this form, or use a table with columns for dates and comments for subsequent entries.

Candidates should make entries to their Activity Logs throughout the project process and submit a final version with the rest of their assessment evidence.

3. Candidate Record Sheet

The Candidate Record Sheet needs to be completed by the candidate to verify that the work they are submitting is their own work, and by the tutor-assessor where they submit the marks for each of the assessment objectives with notes to support the mark.

The candidate and the tutor-assessor should sign the candidate authentication statement and submit this with the samples of work requested for moderation.

On the reverse side of this sheet, there is space for the tutor-assessor to enter the marks for each assessment objective, together with comments to support the mark awarded. 

This document should be filled in at the end of the project process.

When more than one teacher-assessor has marked work, it is the responsibility of the centre to carry out a process of internal moderation. Evidence of this can be provided by annotation of the candidate record sheet, with a record of any changes to marks. In cases where an internal moderator changes marks, it is important that the mark record sheet makes very clear what the final mark for each assessment objective is. 

The total mark for the project should be entered at the foot of the page. Arithmetic errors cause complications during the external moderation process. Checking that the totalling of marks has been done correctly before projects are sent for moderation is important.

4. Oral Presentation Record Form

The Oral Presentation Record Form is compulsory for all level 3 projects. This form needs to be completed during the candidates presentation, the tutor-assessor where they submit the marks for each of the presentation with notes to support the mark. These marks count towards assessment objective 4.

For the Level 3 Extended Project, candidates are expected to make a presentation of their project (this is not required for Levels 1 or 2).

The oral presentation record form should be filled in by the teacher-assessor. The purpose of the form is to provide a written record of the presentation, and an indication of the strengths of the presentation in relation to the assessment criteria for AO4. Short comments to justify the award of marks should be included and the form should be signed by the teacher-assessor. It should be submitted along with the candidate record sheet as part of the sample of work requested for moderation. 

It is recommended that candidates also submit a print-out of their slides (6 per page) if they have used PowerPoint.

Please note that the final AO4 mark should be determined by the quality of the oral presentation, taken together with the quality of evaluation contained elsewhere in the project (e.g. in the written evaluation section). 

5. Observation Record/Witness Statement

This is not a mandatory form, but it can be used as appropriate to provide extra evidence to support the award of marks. For example, it could be submitted by a co-observer at oral presentations, or by a member of an audience for a performance. It could also be submitted by someone other than the teacher-assessor who has observed some part of the project process (e.g. a professional in a work-placement setting).
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