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Introduction 

We confirmed that while teaching and learning should continue to be delivered, in 
recognition of the cancellation of exams and the impact on internal assessment, 
centres will use evidence across the breadth of the course to inform a Qualification-
level Teacher Assessed Grade (‘Q-TAG’).  
 
This guidance has been produced to support centres with administrative steps in 
the lead up to submitting Q-TAGs. This includes the reporting of unit level grades 
for internally assessed units/components. 
 
This guidance will be kept updated when more detailed information is confirmed, 
and we are committed to giving you as much information as we can as soon as we 
are able to. 

Qualifications covered by this guidance  

This guide covers BTEC qualifications from Entry Level to Level 3 where a Q-TAG can 
be submitted for certificating learners. This includes:  

BTEC Level 1 Entry and Introductory Suite (from 2016) 

BTEC Specialist programmes from Entry to Level 3*  

BTEC PSD, Workskills and Skilled for Life  

BTEC Level 1/2 Firsts BTEC Level 1/2 Tech Awards  

BTEC Level 2 Technicals, Industry Skills 

BTEC 2010 Level 3 Nationals, Level 2, Level 1 and Entry Level  

BTEC 2016 Level 3 Nationals RQF  

BTEC Level 3 Technicals 

BTEC Level 3/4 Foundation Diploma Art and Design 

 

*Please check the detailed list of qualifications to confirm whether your course is ‘in-scope’ 
of the Q-TAG process. Qualifications within these suites that form part of an apprenticeship 
are out of scope and should continue to be assessed. 

https://qualifications.pearson.com/content/dam/pdf/teaching-and-learning-hub/Awarding-results-2021/Pearson-2021-List-of-vocational-categories.xlsx
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Qualifications not covered by this guidance 

We will be releasing separate guidance that will cover:  

• BTEC Qualifications accredited by SQA  
• BTEC Qualifications Level 4-7 (including Higher Nationals) 
• BTEC Qualifications operating internationally 
• Level 1-7 SRF programmes and SRF Higher Nationals 
• Functional Skills and ESOL (English for Speakers of Other Languages)  
• T Levels 

Overview  

 Certificating 
Learners 
(completing before 
31 Aug 2021) 

Certificating 
learners that will 
‘top-up’ in 
2021/22 

Mid-flight 
Learners 
(completing after 
31 Aug 2021) 

Entries for 
externally assessed 
units  

25 March 2021 
 

25 March 2021 25 March 2021 

Unit-level claims for 
completed units  When assessment 

is completed 
When assessment 

is completed 
Flag units for 
‘reduced 
assessment’ 

 
 

31 August 2021* 31 August 2021* 

Qualification-level 
Teacher Assessed 
Grade 

18 June 2021 
 

18 June 2021  
Head of Centre 
Declaration 

18 June 2021 
 

18 June 2021 18 June 2021 
 
*Please note: For mid-flight learners we expect that a TAG (component or qualification-level) will be 
requested by Pearson during the learner’s year of certification. At the time of writing, this will apply 
only to those units which were due to be assessed between 1 August 2020 – 31 August 2021, 
including external assessments. For internal assessments this means that all units scheduled to be 
completed between these dates should be ‘flagged’ to us using the reduced assessment 
functionality - ‘Z flag’. This has previously been referred to as permitted assessment reductions. This 
functionality will allow us to understand which units were not completed this year due to the 
disruption experienced. We continue to work with the DfE and Ofqual to finalise the approach to 
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2022 which will enable us to communicate with some certainty how grades will be determined for 
mid-flight learners. 

Step-by-step 

  

  
Step 1 

For all learners: Ensure that learner records are up to date, as 
this information will populate learners into a list that we will 
provide to you (via Edexcel Online - EOL) to complete your Q-
TAG submissions. 

Provide grades for completed internally assessed units via 
EOL and EDI for learners who will ‘top-up’ and mid-flight 
learners. 

Step 4 

Step 2 

 
Provide Flag in system for ‘reduced assessment’ units via 
EOL for learners who will ‘top-up’ and mid-flight learners. 

 

For all learners: Enter learners for External Assessments 
(where relevant) that the learner would have sat in the 
summer. Please submit in the usual way, by 25 March 2021. 

For certificating learners: Collate and Evaluate all 
assessment and alternative evidence to make the holistic  
Q-TAG judgement (Please note: further information available in 
our QTAG guidance.) 

 
For certificating learners: Review and approve Q-TAGs for 
the subject area with the relevant teachers/assessors. After 
approval these should be passed to the Head of Centre.  
(Please note: further information available in our QTAG guidance.) 
 

For certificating learners: Submit Qualification-level 
Teacher Assessed Grades by 18 June 2021 

For all learners: Submit the Head of Centre Declaration 
by 18 June 2021 

Step 3 

Step 6 

Step 5 

Step 8 

Step 7 

https://qualifications.pearson.com/content/dam/pdf/teaching-and-learning-hub/Awarding-results-2021/BTEC-external-assessment-entries-2021.pdf
https://qualifications.pearson.com/content/dam/pdf/teaching-and-learning-hub/Awarding-results-2021/Awarding-results-2021-guidance.pdf
https://qualifications.pearson.com/content/dam/pdf/teaching-and-learning-hub/Awarding-results-2021/Awarding-results-2021-guidance.pdf
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Detailed step-by-step guidance 
 

Step 1 - Preparing learner records 
 
This year, as the focus is on Qualification-level grade information, you will need to 
ensure that learner records are up to date. This is important because this 
information will be used to populate learners into a list that we will provide to you 
(via EOL) to submit your Q-TAGs. 
 
You will need to:  

• Ensure that all registration information is accurate and up to date on the system. 
Please see How to view active registrations on Edexcel Online for further guidance.  

 
• Check that the Planned Completion Date is accurate. If a learner requires full 

certification in Summer 2021, this field must include a date between 2 April and 31 
August 2021. Please update the date in Edexcel Online for any learners due to 
certificate. Please see ‘Correcting a registered learner’s name, date of birth or other 
details’ on our Vocational registrations page for guidance on how to do this, or 
contact us through our support portal and we can do this for you. If the planned 
completion date is outside of this date range, the learner will not appear for a Q-
TAG submission. 

 
• When preparing learner records for mid-flight learners, please update with 

appropriate 2022 completion dates.   
 

Step 2 – External Assessment Entries  
 
Enter learners for External Assessments that the learner would have sat in the summer, to 
ensure that the learner records reflect whether the learner has been taught the content 
and was due to be assessed on this content in summer. It forms part of the evidence 
towards your Q-TAG if a summer sitting was expected. Please see our guidance summary 
on making external entries. 

 
  

https://qualifications.pearson.com/en/support/support-for-you/exam-officers-administrators/centre-administration/video-guides.html
https://qualifications.pearson.com/en/support/support-topics/registrations-and-entries/vocational-registrations.html#%2Ftab-UsingEdexcelOnline
https://support.pearson.com/uk/s/qualification-contactus?
https://qualifications.pearson.com/content/dam/pdf/teaching-and-learning-hub/Awarding-results-2021/BTEC-external-assessment-entries-2021.pdf
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Step 3 - Submitting grades for internally assessed units  
 
Learners may have several completed units at this stage and final grades for these should 
be submitted to us. Please enter these grades as you usually would, via Edexcel Online 
(EOL) and EDI, as soon as possible after assessment is completed. This is to ensure learner 
records accurately reflect any internal assessment that has been able to take place.  
 
For mid-flight learners, you can continue to make unit-level interim claims as assessment is 
completed.  

 
You will need to claim grades for completed internally assessed units via your usual 
reporting method.  
 
When submitting unit grades, you must only make interim claims.  
 
We are asking that only interim claims to be made so that registrations remain 
open. This will allow you to submit a qualification level Teacher Assessed grade (Q-
TAG) when required. Centres will not be required to make any Full Award Claims 
this academic year. If you make a full award claim by mistake, please do contact us via 
our Support Portal and we will help with amending your claim. 
 
If you use Edexcel Online support videos on making interim claims can be found 
here:  

• Making certificate claims for individual learners on Edexcel Online 

• Bulk grade reporting on Edexcel Online: Stage1* 

• Bulk grade reporting on Edexcel Online: Stage 2 

 
If you usually submit your grades via EDI (Electronic Data InterChange) you can continue to 
do so. Please ensure only interim claims are submitted. Further information on claiming via 
EDI can be found here.  
 

The majority of qualifications available in QMA are not in scope for a Q-TAG; 
detailed assessment guidance for these sectors can be found here. If you do use 
the QMA system and need to submit unit grades, instructions can be found here.   
 

https://support.pearson.com/uk/s/qualification-contactus?
https://www.youtube.com/watch?v=-cwy3fGpKQA&t=2s
https://www.youtube.com/watch?v=DXrF5osORBc
https://youtu.be/obqi3pFN31c
https://qualifications.pearson.com/en/support/support-topics/results-certification/reporting-and-amending-vocational-achievement.html#%2Ftab-EDI
https://qualifications.pearson.com/en/campaigns/vq-assessment-hub.html
https://qualifications.pearson.com/en/support/Services/qualifications-management-application/support-for-existing-qualifications-management-users/learner-management/post-assessment-tasks.html
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If you require a 'Fallback’ claim for completed units, these can also be submitted in 
the usual way. Fallback certificates will be issued later this Summer. 
 
Please note, unit-level results will not be issued to certificating learners this year, to 
ensure fairness and parity with the General Qualifications process, and in 
recognition of the varied disruption to learners. This means for certificating 
learners, you can focus on the Q-TAG submission process. 
 

How to submit Unit Grades if you use myBTEC 

Once assignments are marked, myBTEC seamlessly updates the Learner Progress 
tracker, or you can update the tracker manually if you prefer by clicking ‘Add/Edit 
final grades.’  
 
To submit achieved unit grades to Pearson here is the process to follow: 

On your course tracking grid in myBTEC:  
 

• Click ‘Make claim’. OR ‘Request claim' if you have access to claim certification. 
• Select ‘Interim’ 
• For each learner select the units grades that you want to report at this time 
• Click ‘Claim’ on the bottom of the screen. OR ‘Request claim’ if you do not have 

access to claim certification yourself. 
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Please note: if you do not have access to claim certification yourself, your Exams Officers 
will have a ‘task’ in myBTEC and an email notification to ask them to go into myBTEC to 
check your selections and submit them to Pearson as above. 
 

Please visit our support pages for more information on how to use myBTEC. 
 

Once you have submitted your claim  
 
Once you have made an interim claim, the certification details will be blank. This is 
to be expected any time you make an interim claim.  
 
You will be able to check the interim claim made by referring to the unit grades 
entered. Please be assured if unit grades appear here, these have been received. 
 
If you have made an error when claiming, please do contact us via our Support Portal 
and we will help with amending your interim claim. 

 
 

Step 4 - Provide Flag in system for ‘reduced assessment’  
 

For any Reduced Internal Assessment (taught but not assessed units as per our 
‘Reduced Assessment’ mitigation), you will ‘flag’ these in the grade reporting system 
in EOL, so this is accurately reflected in the system to indicate these units formed 
part of the learner’s programme of study. Please note: For mid-flight learners we 
expect that a TAG (component or qualification-level) will be requested by Pearson 
during the learner’s year of certification. At the time of writing, this will apply only to 
those units which were due to be assessed between 1 August 2020 – 31 August 
2021, including external assessments. For internal assessments this means that all 
units scheduled to be completed between these dates should be ‘flagged’ to us 
using the reduced assessment functionality - ‘Z flag’. This has previously been 
referred to as permitted assessment reductions. This functionality will allow us to 
understand which units were not completed this year due to the disruption 
experienced. We continue to work with the DfE and Ofqual to finalise the approach 
to 2022 which will enable us to communicate with some certainty how grades will 
be determined for mid-flight learners. 
 

https://qualifications.pearson.com/en/support/Services/myBTEC/how-to-use-mybtec.html
https://support.pearson.com/uk/s/qualification-contactus?
https://qualifications.pearson.com/content/dam/pdf/teaching-and-learning-hub/Reduced-unit-assessment-guidance.pdf?
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This step is important for mid-flight learners and particularly important for certificating 
learners who will be ‘topping-up’ to larger sized BTEC qualifications. If you have learners in 
this situation, you will be able to add this information to our systems until at least the 31 
August 2021. 
 

Changes have been made to EOL for both individual and bulk grade reporting to 
incorporate a new flag “Z” to indicate where the unit was due to be assessed 
between 1 August 2020 – 31 August 2021. 
 
 

 
 

 
This option will not be available to report via EDI or myBTEC. You will need to use EOL to 
flag reduced assessment. 
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Please note, similar functionality to report reduced assessment unit grades will be 
made available in QMA. 
 

 

Step 7 - Submitting your Qualification-level Teacher 
Assessed Grade  
 
Please submit to us the Qualification-Level Teacher Assessed Grades by 18 June 2021, for 
your certificating learners only. Submitting grades on time will enable us to contact you in 
good time should we need to query any of the grades put forward. Submitting grades after 
this date may mean you do not receive results by results day.  
 

Please refer to the guidance for Q-TAG submission 
 
Step 8 - Submitting your Head of Centre Declaration 
 
 
Once you have submitted the Q-TAGs for your learners, the Head of Centre will separately 
need to complete The Head of Centre Declaration, for all learners.  
 
Please refer to the guidance for HOCD submission 
 

 
 
 

Please see our Q-TAG guidance for detail on steps 5 and 6 
 
Step 5 – Collate and Evaluate all Assessment evidence and alternative evidence Please see 

further information and the process you must follow in our main Q-TAG guidance. 
 
Step 6– Review and Approve. Please see further information and the process you must 

follow in our main Q-TAG guidance. 

 

https://qualifications.pearson.com/content/dam/pdf/teaching-and-learning-hub/Awarding-results-2021/BTEC-User-Guide-QTAGs-2021.pdf
https://qualifications.pearson.com/content/dam/pdf/teaching-and-learning-hub/Awarding-results-2021/BTEC-User-Guide-QTAGs-2021.pdf
https://qualifications.pearson.com/content/dam/pdf/teaching-and-learning-hub/Awarding-results-2021/Awarding-results-2021-guidance.pdf
https://qualifications.pearson.com/content/dam/pdf/teaching-and-learning-hub/Awarding-results-2021/Awarding-results-2021-guidance.pdf
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Further updates to follow 

• Administration guidance for ‘Top-ups’  
• Administration guidance for ‘Fall back’ claims 

Glossary of terms 

Qualification Teacher Assessed Grade (Q-TAG) - Qualification-level Teacher 
Assessed Grade. The final qualification grade submitted by the centre.  
 
Full Award claim - A claim type usually made where a learner has completed all the 
required units and is eligible for the full qualification.  
 
Interim claim – A claim type usually made where a learner has not completed all 
the requirements for the qualification. An interim claim allows you to report 
achievement for learners on full programmes, whilst allowing the registration to 
remain open. 
 
Fallback claim – A claim type usually made for learners who do not intend to 
complete the programme. A fallback claim allows you to report achievement for 
learners on full programmes but closes the registration upon certification. You 
should only make this claim where you are sure that the learner will not be 
returning to continue the qualification at a later date. 
 
 
Please also see our Frequently Asked Questions page which is updated regularly. 
 

 

https://www.pearson.com/uk/educators/fe-college-educators/supporting-the-fe-sector-during-coronavirus-covid-19/assessmentarrangements/btec-faqs.html
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