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Summary of updates

The information in this handbook has been updated to reflect current practice. The
following are key changes.

Section Title of section Change Version number &
Date
7 7.3 Collecting New section added Version 6
evidence of learner March 2024
performance to
ensure resilience in
the qualifications
system — new
section added
Throughout Hyperlinks updated Version 5
5.1 Assessment and Added - You have the choice | January 2023
OCR Vvisiting of virtual or face-to-face
moderation moderation visits.
overview
Throughout Hyperlinks updated Version 4
4 Centre assessor Reference to the Data May 2021
and internal Protection Act updated
standardisation
requirements
S) Assessment and
OCR visiting
moderation
7 Delivery
9 Interchange Updated information
10 Contacting OCR Contact details updated
Throughout Updated references to Version 3
OCR’s Administration Area. March 2019
Any outdated hyperlinks
have been updated.
1 Availability and Updated information and
Funding hyperlinks
Delivery in Wales Updated information
and Northern
Ireland
Language
Performance Now added
information
Qualification size Updated information
Unique Learner Now added
Numbers (ULN)
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Recognition of
Prior Learning
(RPL)

Updated information

Last entry date

Updated information

Centre assessor
and internal
standardisation
requirements

Updated information

Our professional
development
programme (CPD)

Now added

10

Feedback and
enquiries

Complaints

Updated information

Throughout

Updated references to
OCR’s Admin guide:
Cambridge Technicals with
the new OCR Administration
webpages for Cambridge
Technicals.

Removed references to the
Qualifications and Credit
Framework (QCF).

Updated JCQ document titles

Availability and
Funding

Updated information and
hyperlinks

Delivery in Wales
and Northern
Ireland

Language

Updated information

Guided Learning
Hours

Updated to include
information about Total
Qualification Time

Recognition of
Prior Learning

Updated information

UCAS tariff table

Updated information and
added link to the UCAS
website

Assessment centre
requirements

Additional information about
feedback, authenticity and
retention of records and work

Centre assessor
responsibilities

Additional information about
the use of assessment and
practice assessment material
and compliance with the
Data Protection Act

Version 2
January 2017
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Centre Updated information about
standardisation for | standardisation where only
assessors one assessor is in the centre.

Authentication Updated information and
added sections about
plagiarism, group working,
supervision, use of
questioning, feedback to

learners
Generation and Added information about how
collection of feedback is provided and
evidence data protection
5 Witness Added information about the
statements use of witness statements as
supporting evidence.
Assessment and Added information about
grading of assessing work for

evidence for units | (summative) assessment and
resubmitting work.

Reporting Updated information
suspected
malpractice

About OCR

OCR is aleading UK awarding body and part of Cambridge University Press &
Assessment.

OCR is a not-for-profit organisation so success is measured through the impact and reach
of its activities and the scale of its contribution to helping people realise their aspirations.

OCR works in partnership with teachers, employers, higher education and government to
develop general and vocational qualifications that will equip students of all abilities, with
the knowledge and skills they need to reach their full potential.

© OCR 2024

This document can be reproduced for teaching purposes. Centres cannot reproduce OCR materials if the purpose is to sell the
materials (to learners or others). Permission to make thisdocument available on an internet site must be obtained in writing from
OCR's copyright Team at OCR (Oxford Cambridge and RSA Examinations), The Triangle Building, Shaftesbury Road, Cambridge, CB2
8EA, Email: ocr.copyright@ocr.org.uk . For full details of OCR’s copyright policy please see our website.
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1 Introduction

This handbook provides information for staff involved in the planning, delivery and
assessment of the following qualifications.

Title OCR Qualification
entry Number
code

OCR Level 3 Cambridge Technical Certificate in IT 05347 600/4228/X

OCR Level 3 Cambridge Technical Introductory 05349 600/4623/5

Diploma in IT

OCR Level 3 Cambridge Technical Subsidiary Diploma 05352 600/4237/0
in 1T

OCR Level 3 Cambridge Technical Diploma in IT 05355 600/4231/X

OCR Level 3 Cambridge Technical Extended Diploma 05358 600/4234/5
in IT

The units and any supporting documentation for these qualifications are available on the
OCR website.

The information provided in this handbook is correct at the time of production.
Occasionally it may be updated. Please check the qualification webpage for the most up-
to-date information.

Staff involved in the delivery of these qualifications must have access to and understand
the requirements in this handbook.

For information on how to administer these qualifications please follow the link to OCR’s
Administration area.

You should make sure learners are told the title and level of the qualification for which they
have been entered and that Oxford Cambridge and RSA Examinations (OCR) is the
awarding body for the qualification.

1.1 Aims and Objectives

The Cambridge Technicals provide opportunities to develop skills demanded by
employers.

These qualifications and units are structured to enable learners to gain qualifications at
their own pace and build on their achievements.
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The Cambridge Technical qualifications offer learners the opportunity for a programme of
study to:

o prepare for further learning or training

o develop essential knowledge, transferable skills and personal skills in a subject area
that interests them with the aim of enhancing their employability

o move into different areas of employment

o develop their knowledge and skills as part of their Continuing Professional
Development (CPD)

o achieve a nationally recognised vocational qualification.

Learners will also have the opportunity to acquire the essential knowledge and tools for the
world of work by developing transferable skills such as planning, research and analysis,
working with others and effective communication.

Learners may wish to extend their programme of learning through the study of general
qualifications such as GCE, GCE AS or other related/appropriate vocational qualifications.

For learners seeking, or currently in, employment, these qualifications offer the opportunity
to refresh and update their knowledge and skills in a particular sector.

Some learners may wish to gain the qualification in order to enter employment or to
progress to higher education.

1.2 Entry requirements and prior learning

There are no formal entry requirements for these qualifications.
There is no requirement for any specific prior learning.

It is recommended that an initial assessment should take place to ensure the learner is
capable of reaching the required standards.

1.3 Assessment

The units in these qualifications are internally assessed by centre assessors and quality
assurance personnel and externally moderated by OCR Visiting Moderators. Assessment
of all units can take place at a time to suit learners and the centre.

OCR Level 3 Cambridge Technical Certificate and Diplomas in IT (2012)
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1.4 Availability and Funding

To check if these qualifications are approved for delivery and funding in your country you
must visit the following websites for the latest information:

England

o Register of Regulated Qualifications — Ofqual’s register of regulated qualifications

o Education and Skills Funding Agency for funding education and training for
learners14-19 years in England. This list was formerly known as the section 96.

Wales

o Qualifications in Wales database (QiW) - for information on approved and designated
qualifications in Wales including funding

Northern Ireland

o Register of Regulated Qualifications — for England and Northern Ireland

o NIEFQAN — Approval of qualifications by the Department of Education in Northern
Ireland

o Department for the Economy for public funding in Northern Ireland.

Use the Qualification Number (QN) when you're looking for information on qualification
eligibility for public funding.

If you have any queries about funding for these qualifications email us at
funding@ocr.org.uk.

1.5 Delivery in Wales and Northern Ireland
Learners in Wales and Northern Ireland should not be disadvantaged by terms, legislation
or aspects of government that are different from those in England.

Where such situations might occur, we have used neutral terms so learners may apply
whatever is appropriate and current to their own situation.

We will provide handbooks, assessments and supporting documentation in English. Only
answers provided in English will be assessed.
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1.6 Performance Information

You will find information on:

o performance points for Northern Ireland on the Department of Education website

o performance measures for Wales on Qualifications in Wales database (QiW). If you
have any queries about the performance information then please email
ims@wales.gsi.gov.uk.

1.7 Quialification Size
The size of the qualification is described in terms of Guided Learning Hours (GLH) and
Total Qualification Time (TQT).

GLH indicates the approximate time (in hours) that the learner will be supervised during
any teaching, learning or assessment activities. We have worked with people who are
experienced in delivering these qualifications to determine what content needs to be
taught and how long it will take to deliver.

TQT is comprised of two elements: GLH, and an estimate of the number of hours a learner
will reasonably spend on any unsupervised learning or assessment activities (including
homework) so they can successfully achieve their qualification.

See section 2, ‘Qualification summary’, for details of GLH and TQT.

1.8 UCAS tariff tables

Further information can be found on the UCAS website.

It's always important for learners to check individual course requirements when applying to
university.

1.9 Unique Learner Numbers (ULN)

This is a personal ten-digit number, which is used to ensure learner achievement
information can be provided to their Personal Learning Record (PLR). ULNs are provided
and administered by the Learning Records Service (LRS).

Learners over the age of 14 in UK education or training can access the PLR using their
ULN. Learners keep the same ULN to access their PLR throughout their lives and
whatever their level of learning.

Candidates that claim certification for publically funded qualifications must have a valid
ULN.

OCR Level 3 Cambridge Technical Certificate and Diplomas in IT (2012)
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Where a learner has a ULN, you must enter their ten digit number in the ULN field when
making entries via Interchange. For learners who do not have a ULN, a claim will still be
accepted if you leave this field blank, but OCR will not be able to send these achievements
to the PLR.

For more information, and to generate a ULN, please refer to the Learning Records
Service.

1.10  Recognition of Prior Learning (RPL)

Recognition of prior learning (RPL) is the process for recognising learning that never
received formal recognition through a qualification or certification. This includes knowledge
and skills gained in school, college or university and outside formal learning situations.
Evidence can draw on any aspect of a candidate’s prior experience including:

o domestic/family life
J education

o training

o work activities

o voluntary activities.

We encourage the use of RPL and your centre should advise learners that they can bring
forward any relevant learning (gained either informally or formally) so that it can be
assessed against the assessment criteria specified in the unit, or units, the learner aims to
complete. It is important that your centre make it clear to learners that the RPL process is
concerned with how the learner has acquired the knowledge, understanding or skills, it
does not mean the learner is exempt from the assessment e.g. mandatory exams,
practical/theory tests or assignments.

The currency of knowledge and ability is often important when recognising skills and
competences. Where assessment is devolved to centres through assignments or portfolio-
building, centre staff must judge the relevance of prior learning in all its aspects (including
currency) to the qualification being assessed, before we will quality assure and authorise
certification.

Evidence obtained through the RPL process must be assessed, to the same rigorous
quality as evidence obtained through any other process.

1.11 Last entry date

These qualifications will continue to be available for entries and certification until the
decision is made for them to be withdrawn.

If a qualification is going to be withdrawn, end dates will be set for entries and certification
and centres will be informed of the arrangements for the last date to enter learners and
make claims for certificates.
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2 Qualification summary

Title
OCR entry code

Qualification Number
(QN)

Guided Learning
Hours (GLH)

Approved age group

This qualification is
suitable for

Entry requirements
Credit requirement

Structure and options

Assessment model
and grading

OCR Level 3 Cambridge Technical Certificate in IT

05347
600/4228/X
180 Total Qualification = 300
Time (TQT)
Pre-16 16-18 18+ 19+
v v v

e Learners studying in preparation for employment in IT

e Learners wishing to gain a Level 3 qualification to support
further study in Further Education (FE) and Higher Education
(HE)in IT

e Learners wishing to gain a Level 3 qualification to support
further study in FE or HE in any other sector or subject area

There are no formal entry requirements for this qualification.
Minimum 30 credits

Total credit from mandatory units 1 = 20
and 2

Minimum credit from optional units = 10

This qualification is internally assessed by centre assessors and
quality assurance personnel and externally moderated by OCR
Visiting Moderators.

This qualification is graded:

Pass, Merit, Distinction, Distinction®*.

Where a learner does more than the minimum amount of credit, the points will be
calculated to get the best grade possible for their full qualification.
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Title
OCR entry code

Qualification Number
(QN)

Guided Learning
Hours (GLH)

Approved age group

This qualification is
suitable for

Entry requirements
Credit requirement

Structure and options

Assessment model
and grading

OCR Level 3 Cambridge Technical Introductory Diploma in IT

05349
600/4623/5
360 Total Qualification | 600
Time (TQT)
Pre-16 16-18 18+ 19+
v v v

e Learners studying in preparation for employment in IT

e Learners wishing to gain a Level 3 qualification to support
further study in Further Education (FE) and Higher Education
(HE)in IT

e Learners wishing to gain a Level 3 qualification to support
further study in FE or HE in any other sector or subject area

There are no formal entry requirements for this qualification.
Minimum 60 credits

Total credit from mandatory units = 20
1and 2

Minimum credit from 40
optional units

This qualification is internally assessed by centre assessors and
quality assurance personnel and externally moderated by OCR
Visiting Moderators.

This qualification is graded:

Pass, Merit, Distinction, Distinction*.

Where a learner does more than the minimum amount of credit, the points will be

calculated to get the best grade possible for their full qualification.
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Title
OCR entry code

Qualification Number
(QN)

Guided Learning
Hours (GLH)

Approved age group

This qualification is
suitable for

Entry requirements
Credit requirement

Structure and options

Assessment model
and grading

OCR Level 3 Cambridge Technical Subsidiary Diploma in IT

05352
600/4237/0
540 Total Qualification = 900
Time (TQT)
Pre-16 16-18 18+ 19+
v v v

e Learners studying in preparation for employment in IT

e Learners wishing to gain a Level 3 qualification to support
further study in Further Education (FE) and Higher Education
(HE) in IT

e Learners wishing to gain a Level 3 qualification to support
further study in FE or HE in any other sector or subject area

There are no formal entry requirements for this qualification.
Minimum 90 credits

Total credit from mandatory units = 20
1and 2

Minimum credit from 70
optional units

This qualification is internally assessed by centre assessors and
quality assurance personnel and externally moderated by OCR
Visiting Moderators

This qualification is graded:

PP, PM, MM, MD, DD, DD*, D*D*.

Where a learner does more than the minimum amount of credit, the points will be
calculated to get the best grade possible for their full qualification.
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Title
OCR entry code

Qualification Number
(QN)

Guided Learning
Hours (GLH)

Approved age group

This qualification is
suitable for

Entry requirements
Credit requirement

Structure and options

Assessment model
and grading

OCR Level 3 Cambridge Technical Diploma in IT

05355
600/4231/X
720 Total Qualification 1200
Time (TQT)
Pre-16 16-18 18+ 19+
v v v

Learners studying in preparation for employment in IT

e Learners wishing to gain a Level 3 qualification to support
further study in Further Education (FE) and Higher
Education (HE) in IT

e Learners wishing to gain a Level 3 qualification to support
further study in FE or HE in any other sector or subject
area

There are no formal entry requirements for this qualification.

Minimum of 120 credits

Total credit from mandatory units 1 20
and 2
Minimum credit from 100

optional units

This qualification is internally assessed by centre assessors
and quality assurance personnel and externally moderated by
OCR Visiting Moderators.

This qualification is graded:

PP, PM, MM, MD, DD, DD*, D*D*

Where a learner does more than the minimum amount of credit, the points will be
calculated to get the best grade possible for their full qualification.
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Title OCR Level 3 Cambridge Technical Extended Diploma in IT

OCR entry code 05358

Qualification Number  600/4234/5

(QN)

Guided Learning 1080 Total Qualification = 1800

Hours (GLH) Time (TQT)

Approved age group Pre-16 16-18 18+ 19+

v v v

This qualification is

Learners studying in preparation for employment in IT

suitable for o , o
e Learners wishing to gain a Level 3 qualification to support
further study in Further Education (FE) and Higher
Education (HE) in IT
e Learners wishing to gain a Level 3 qualification to support
further study in FE or HE in any other sector or subject
area
Entry requirements There are no formal entry requirements for this qualification.
Credit requirement Minimum of 180 credits
Structure and options Total credit from mandatory units 1 20
and 2
Minimum credit from 160
optional units
Assessment model This qualification is internally assessed by centre assessors
and grading and quality assurance personnel and externally moderated by

OCR Visiting Moderators.

This qualification is graded:

PPP, PPM, PMM, MMM, MMD, MDD, DDD, DDD*, DD*D*,
D*D*D*

Where a learner does more than the minimum amount of credit, the points will be
calculated to get the best grade possible for their full qualification.
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3 Qualification structures and rules of
combination

Learners do not have to achieve units in any particular order and learning programmes
should be tailored to meet individual needs. It is recommended that, wherever possible,
these qualifications are delivered holistically by identifying opportunities to link the units.

If a learner is not able to complete the full qualification, a unit certificate will be issued
listing the unit(s) and credit achieved.

The rules of combination for the qualification specify the:

° minimum credit value to be achieved
o mandatory unit credit
o optional unit credit.

A ‘rules of combination’ calculator is available on the qualification webpage. This is an
Excel-based tool which can be used to ensure a learner’s choice of units meet the
mandatory requirements and achieve the required number of credits for their chosen
qualification. There is also the option to generate a personal printout for learner portfolios
or other records.

When combining units for these qualifications, it is the centre’s responsibility to ensure the
rules of combination are followed.

3.1 Topping up and moving down

OCR Level 3 Cambridge Technical qualifications have been structured so there is a
natural progression route within the suite of qualifications from:

o Certificate to Introductory Diploma

o Introductory Diploma to Subsidiary Diploma
o Subsidiary Diploma to Diploma

o Diploma to Extended Diploma.

Learners are able to ‘top up’ or ‘move down’ from one qualification to the next, e.g. from a
Certificate to an Extended Certificate or vice versa.

Topping up allows learners to complete only the additional units required to complete the
next qualification in the suite.

Moving down allows learners, who have entered for a qualification and are unable to
complete all the required units, to move down to the next qualification provided they have
achieved enough units.

A full list of entry codes and fees are provided on the OCR website.

OCR Level 3 Cambridge Technical Certificate and Diplomas in IT (2012)
Version 06, March 2024 17


https://www.ocr.org.uk/

3.2

Table of units for OCR Level 3 Cambridge Technical IT

qualifications

The following table contains the list of Level 3 units. The units are available to download
from the qualification webpage. For details of pathways see section 3.8

[M = mandatory unit O= Optional unit]

Diplomas
OCR | Unit title Unit Credit | Level | GLH P
Unit Reference | value 8| 8 E S
No. No. (URN) S| S| 5| & 3
|1 8| w| o S
AEIEIER:
O| £| o| B8] W
Communication and
1 employability skills for | F/601/7233 10 3 60 M| M| M|M| M
IT
2 Information systems H/601/7256 10 3 60 M M| M|M| M
3 Computer systems M/601/7261 10 3 60 (ONN IN® 0|0 O
4 Managing networks K/601/7663 10 3 60 O|]O0O|]O0O|]0O| O
Organisational
5 systems security T/601/7312 10 3 60 O| O O|lO0]| O
6 e-Commerce A/601/7313 10 3 60 O] 0 O|0O0| O
7 Computer networks R/601/7320 10 3 60 (ONN IN® 0O|0O0| O
8 IT technical support J/601/7279 10 3 60 O|lO0O|O]O| O
9 IPTrOJeCt planning With | v 561/7321 | 10 3 |60 |0o|0o|0O]|O|oO
Developing computer
10 games K/601/7324 10 3 60 O|lO0O|O]O| O
11 | Maintaining computer | ;6047359 | 10 3 |e0 |o|lo|o]ol|o
systems
12 Website production Y/601/6623 10 3 60 O|lO0O|O0O]O| O
Installing and
13 upgrading software H/601/7290 10 3 60 O|lO0O|O]O| O
14 Computer animation D/601/7658 10 3 60 O|O0O|]O0O|]0O| O
Computer game
15 platforms and L/600/6610 10 3 60 O| O O|lO0]| O
technologies
2D animation
16 production J/502/5663 10 3 60 O|lO0O|O]O| O
Interactive media
17 authoring T/502/5769 10 3 60 O|lO0O|O0O]O| O
1g | Webanimation for | 5005661 | 10 3 |60 |o|o|o|o|o
interactive media
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Diplomas

OCR | Unit title Unit Credit | Level | GLH >
Unit Reference | value 2| 8 E -
No. No. (URN) S| 3| 35| & 3
E | 8| w| o €
5| £|3| 38z
O| £E| o | o W
19 | Spreadsheet Y/601/6637 | 10 3 |eo |0o|o|o|o]o
modelling
o0 | !mpactoftheuseof IT |\ nnq/7050 | 10 3 |60 |0|lo|olo|o
on business systems
91 | Communication F/601/7264 | 10 3 |eo |o|o|ol|o]o
technologies
IT systems
22 troubleshooting and A/601/7280 10 3 60 O|lO0|O0O]O| O
repair
23 Database design J/601/6617 10 3 60 OOl O|O]| O
Client side
24 customisation of web | Y/601/7660 10 3 60 O O O|]0]|] O
pages
g5 | Data analysis and H/601/7323 | 10 3 |eo |o]lo|lo|o|o
design
26 Web server scripting | A/601/0443 10 3 60 @] O O|0]| O
27 Digital graphics M/601/6630 10 3 60 O | O O|0O0]|] O
Networked systems
28 security J/601/7332 10 3 60 O | O O|0O0]|] O
g+ | Ihebusiness Y/502/5408 | 10 3 |eo|o]lo|lo|o|o
environment
30* *Business resources | D/502/5409 10 3 60 O 0] O|0]| O
31 | Digital graphics for | 00600 | qg 3 |60 | 0|lo|o]o|oO
interactive media
Computer game
32 design H/502/5671 10 3 60 O | O O|0O0]|] O
33 | Systemdesign R/505/4647 | 10 3 | 60
34 | Systems analysis K/505/5481 | 10 3 | 60
System development
35 requirements and Y/505/4634 10 3 60 OOl O|O]| O
constraints
3g | DXploring computer |y sns5403| 10 3 |60 |o|o|o|o|o
applications
Developing
37 programming L/505/5215 10 3 60 O|]O0O|]O0O|]0O| O
solutions
Key computing
38 concepts for IT R/505/5216 10 3 60 oOo|lo|O|0O]| O
solutions

OCR Level 3 Cambridge Technical Certificate and Diplomas in IT (2012)

Version 06, March 2024

19




Diplomas
OCR | Unit title Unit Credit | Level | GLH >
Unit Reference | value 2| 8 E -
No. No. (URN) S| S| | & 3
£ | 8| »w| o €
£ 2l a| g &
S| E| @] g i
Understanding the
39 business analytics J/505/5326 10 3 60 O | O O|0O0| O
process for Big Data
Cloud computing in
40 business M/505/5384 10 3 60 O|O0O|]O|O]| O
Understanding mobile
41 technology L/505/5392 10 3 60 O|lO0O|O0|O]|]O
42 E;xi't"p'”gasmarter D/505/5400 | 10 3 |60 |0|0o|o0]o]|oO
43 | Understanding social | 15055399 | g 3 |e0o |o|lo|ol|o|o
media for business

*Units 29 and 30 are also included as mandatory units within the OCR Level 3 Cambridge

Technicals in Business.

3.3 Rules of combination for OCR Level 3 Cambridge Technical

Certificate in IT

To achieve this qualification, a learner must achieve the following:

specialist pathway

minimum credit of 30

total credit from mandatory units 1 and 2 20

minimum credit from optional units 10
N/A
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3.4 Rules of combination for OCR Level 3 Cambridge Technical
Introductory Diploma in IT

To achieve this qualification, a learner must achieve the following:

minimum credit of 60
total credit from mandatory units 1 and 2 20
minimum credit from 40

optional units

specialist pathway N/A

3.5 Rules of combination for OCR Level 3 Cambridge Technical
Subsidiary Diploma in IT

To achieve this qualification, alearner must achieve the following:

minimum credit of 90
total credit from mandatory units 1 and 2 20
minimum credit from optional units 70
specialist pathway Units can be selected from the non-

specialist pathway or a specialist
pathway: see table below. Where
learners achieve the Smarter
Technology pathway the full qualification
certificate will include the IBM logo.

Learners who achieve the minimum 70 credits from optional units which appear in both the
Creative and the Technical pathway will receive a certificate endorsed with both specialist
pathways.

N.B for the Smarter Technology pathway there are two groups of units within the pathway:
*core and optional units; learners must achieve a minimum of 20 credits from the core
group (units 39 - 43) and the remaining credits from either the core or optional groups.
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3.6 Rules of combination for OCR Level 3 Cambridge Technical
Diploma in IT

To achieve this qualification, a learner must achieve the following:

minimum credit of 120

total credit from mandatory units 1 and 2 20

minimum credit from optional units 100

specialist pathway Units can be selected from the non-

specialist pathway or by selecting units
for a specialist pathway; see table
below. Where learners achieve the
Smarter Technology pathway the full
qualification certificate will include the
IBM logo.

3.7 Rules of combination for OCR Level 3 Cambridge Technical
Extended Diploma in IT

To achieve this qualification, a learner must achieve the following:

minimum credit of 180

total credit from mandatory units 1 and 2 20

minimum credit from optional units 160

specialist pathway For this qualification endorsement is

available to learners who achieve 160
credits from the optional units of which a
minimum of 100 credits must be from
one specialist pathway.

Units can be selected from the non-
specialist pathway or by selecting units
for a specialist pathway; see table
below. Where learners achieve the
Smarter Technology pathway the full
qualification certificate will include the
IBM logo.

There are no barred combinations, equivalencies or exemptions for these qualifications.
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3.8 Table of units for OCR Level 3 Cambridge Technical IT
specialist pathways
Specialist pathways
OCR | Unit title Unit —
Unit Reference (3 5 Q D o S 2w
No. No.(URN) 8 %| & |§e| S 8 kZ3
£Eo 3 = ® 2 =3 o o &
2@ o a1 8 | B | &%
Communication and
1 employability skills for | F/601/7233 M M M M M M
IT
2 Information systems H/601/7256 M M M M M M
3 Computer systems M/601/7261 X X
4 Managing networks K/601/7663 X X
5 Orgaqisational systems T/601/7312 X X
security
6 e-Commerce A/601/7313 X X X X X
7 Computer networks R/601/7320 X X X
8 IT technical support J/601/7279 X X
9 Project planning with IT | Y/601/7321 X X X X X
10 Developing computer K/601/7324 X X X
games
11 Maintaining computer J/601/7329 X X
systems
12 Website production Y/601/6623 X X X X
13 Installing and upgrading H/601/7290 X X X X
software
14 Computer animation D/601/7658 X X
Computer game
15 platforms and L/600/6610 X X X
technologies
16 | 2D animation J/502/5663 | X X
production
Interactive media
17 authoring T/502/5769 X X X
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Specialist pathways

OCR | Unit title Unit -
Unit Reference 8'{% Q g g g e w
No. No.(URN) 58 % | 8 ca | S 8 L3
=83 | = ® 3 3, o o
L@ ® @ 8 g g 2
1g | Web animation for A502/5661 | X X
interactive media
19 Spreadsheet modelling | Y/601/6637 X X
Impact of the use of IT
20 on business systems K/601/7260 X X X X X
Communication
21 technologies F/601/7264 X X X
IT systems
22 troubleshooting and A/601/7280 X X
repair
23 Database design J/601/6617 X X X
Client side
24 customisation of web Y/601/7660 X X X
pages
25 | Q2 analysis and H/601/7323 | X X X X
esign
26 Web server scripting A/601/0443 X X X
27 Digital graphics M/601/6630 X X
og | Networked systems | 5017330 | x X
security
og | The business Y/502/5408 | X X
environment
30 Business resources D/502/5409 X X
Digital graphics for
31 interactive media F/600/6622 X X
32 Computer game design | H/502/5671 X X
33 System design R/505/4647 X X
34 Systems analysis K/505/5481 X
System development
35 requirements and Y/505/4634 X
constraints
Exploring computer
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OCR

Unit title

Unit

Specialist pathways

-
Unit Reference (3 '§ Q & § g e w
No. No.(URN) 8 %| & | S&| S 8 L3
o3 = ® 2 3, 0 o 2
Developing
37 programming solutions | L/505/5215 X
Key computing
38 concepts for IT R/505/5216 X
solutions
Understanding the
39 business analytics J/505/5326 X X*
process for Big Data
Cloud computing in
40 business M/505/5384 X*
Understanding mobile
41 techno|ogy L/505/5392 X*
Developing a smarter
Understanding social .
43 media for business T/505/5399 X
*Core units for OCR Level 3 Cambridge Technical Subsidiary Diploma in IT (Smarter
Technology).
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4

4.1

Centre assessor and internal
standardisation requirements

Assessment centre requirements

The occupational expertise of those undertaking the roles of assessment and internal
quality assurance is one of the key factors underpinning valid, fair and reliable
assessment. The integrity of assessments and quality assurance is of paramount
importance.

The assessment centre must:

ensure there are sufficient trained or qualified personnel to:
o teach and assess the expected number of learners

o internally standardise the number of assessors assessing the units offered by
the centre, e.g. Head of Department, senior teacher, experience of
standardising decisions, Lead Internal Verifier (IV)

put systems in place to ensure all assessments are valid, reliable, authentic and
sufficient (see section 5.6 on authentication of learners’ work)

provide quality-assurance training for centre personnel taking part in assessment

ensure there is a system of internal standardisation in place to ensure all
assessments are consistent and fair

ensure there is sufficient time to conduct effective teaching, assessment and internal
standardisation

ensure there are sufficient facilities and resources to deliver and assess these
qualifications, to give learners every opportunity to meet the requirements of the unit
and reach the highest grade possible

comply with the requirements for giving feedback to learners (see section 5.6)

a declaration is made at the point of submitting any work to OCR for assessment that
confirms:

o) learners’ work is authentic

o grades have been transcribed accurately when completing the claim
documentation.

o  all assessment is conducted according to the specified regulations identified in
the Administration area.

centre records and learners’ work is kept according to the requirements below:

o Learners’ work must be kept until after their qualifications have been awarded
and any appeals processed. No appeal will be considered if the centre does not
keep the work.
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4.2

o Internal standardisation and assessment records must be kept securely for a
minimum of three years after the date certificates have been issued for a
qualification.

Centre assessor responsibilities

The centre assessor is normally the tutor and they will be responsible for assessing
learners' evidence. Large centres are likely to have more than one assessor, in which case
we would expect steps to be taken to ensure the quality and standard of assessment is
consistent (see section 5).

Centres are responsible for identifying staff that are able to act as assessors. Assessors
are required to have the relevant level of subject expertise to deliver these qualifications
and they must assess the learners' work in accordance with the unit specifications and any
assessment requirements. Where centre assessment fails to meet national requirements,
as determined by the learning outcomes, assessment and grading criteria of the unit(s), it
will result in the unit(s) or claim being rejected.

Centre assessors, who are responsible for assessing learners' evidence, must:

judge learners’ work against the assessment criteria identified in the units
identify valid and sufficient evidence

ensure authentication of learners’ work (see section 5.6)

identify gaps in evidence and ensure these are filled before the unit is claimed

give an appropriate level of feedback to learners and record what feedback has been
given (see section 5.6)

liaise with other assessors in the centre to ensure assessment decisions are to the
required standard

confirm learners’ achievements by completing and signing the Unit Recording Sheet
(URS) for each learner and each unit, ensuring that grades are correctly recorded
and accurately transcribed to the claim being submitted and justifying the grade put
forward for moderation

maintain records of learners’ achievements which would be needed in the event of
any submission or results enquiries

ensure that any materials provided for assessment of internally assessed units
cannot be used for practice and then used again, without change, for summative
assessment (see section 5.4)

ensure that learners know they must comply with the Data Protection Act 2018 and
the UK General Data Protection Regulation (GDPR) when they are producing work
for assessment. Learners must not reference another individual's personal details in
any evidence produced for assessment. It is the learner’s responsibility to make sure
evidence that includes another individual’s personal details is anonymised.
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4.3 Centre standardisation for assessors

If the centre has a number of staff acting as assessors for these qualifications then internal
standardisation must be carried out to ensure that all learners’ work is assessed
consistently to the required standard. There is a guide on how internal standardisation may
be approached on the webpages for Cambridge Technicals.

If there is only one assessor in the centre for these qualifications then it must be ensured
that internal standardisation takes place. An example would be to ask another assessor in
the centre, or another centre, to review a sample of the assessment decisions. This should
be someone who has experience of the nature of these qualifications (e.g. is delivering a
similar qualification in another subject) or has relevant subject knowledge. They should
review a sample of the assessments. Please note, OCR is not able to provide information
or contact details of centres offering these qualifications.

Evidence of internal standardisation must be retained in the centre for the Visiting
Moderator to view.

In order to maintain a consistent approach to internal standardisation, a centre co-
ordinator could be nominated.

Whoever is responsible for internal standardisation must:

o ensure all assessors are assessing to the required standard

o ensure all assessment decisions are fair, valid and reliable

o arrange regular standardisation meetings

o ensure cross-moderation of work between assessors

o sample assessments to confirm assessors’ judgments across all units and all grades

o ensure feedback has been provided to assessors and documented e.g. minutes of
meetings, records of feedback

. maintain records of the outcome of cross-moderation activities
. advise centre assessors of any discrepancies in assessment

. suggest ways in which assessment may be brought into line to meet the required
standard.
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5  Assessment and OCR visiting
moderation

5.1 Overview

Key features of the assessment and moderation of these qualifications are:

o assessment of units is by centre-devised assignments or tasks. This provides
opportunities to tailor assignments or tasks to meet the needs of the learner

o assessment of all units can take place at a time to suit learners and the centre

o tutors and assessors can draw on real work-based opportunities for learners to
generate evidence. This approach has been found to motivate learners and increase
the likelihood of them staying on the programme. Even where work-based activities
are limited, these qualifications are designed to enable learners to generate
assessment evidence in a vocationally relevant context

o performance at unit level is graded as pass, merit or distinction. These grades are
aggregated to provide an overall grade for the qualification. Qualifications above
Pass grade are graded Merit, Distinction or Distinction*

o all units are assessed by the centre and externally moderated by an OCR Visiting
Moderator. You have the choice of virtual or face-to-face moderation visits.

Assessment of these qualifications will be conducted in accordance with the Regulator’s
General Conditions of Recognition.

When learners complete an assignment/task, the centre assessor assesses their work.

Centres will need to identify staff to act as centre assessors. They will need to have
experience in making judgments about learners’ achievements against the assessment
criteria and requirements of the unit (see section 4).

It should be ensured that a rigorous and reliable system for recording assessment
decisions is in place, including decisions made during internal standardisation. All learner
assessment records must be fully auditable. The OCR Visiting Moderator must be able to
see, for each unit, evidence of:

o who assessed the learner and what was assessed (i.e. the unit evidence)
o when the assessment took place

o what feedback was given to the learner

o when the assessor was internally standardised and by whom

. what grade was awarded

. what feedback was given to the assessor, including if the assessment decision was
agreed with or not (and why), as well as any action points that needed to be
addressed prior to submission for moderation and/or recommendations for future
consideration.
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5.2 Assessment: How it works

The purpose of assessment is to ensure that learners have the opportunity to demonstrate
they can meet each assessment criterion to achieve the learning outcome. Learners
should be given the opportunity to access the full range of grades, i.e. pass, merit,
distinction. The pass assessment criteria in each unit indicate the level required to achieve
the unit at a pass grade. Within each unit there are opportunities to achieve merit or
distinction grades.

These qualifications have been developed so they are free from any barriers that restrict
access or progression and therefore promote equal opportunities.

All learners must have safe and equal opportunities to generate evidence (see section
5.5).

Learners will gather evidence to show how they have met the assessment criteria for the
units.

Tutors must make sure the teaching content for the learning outcome is fully addressed so
that learners can effectively meet the requirements.

o To achieve a ‘pass’ a learner must have satisfied all the ‘pass’ assessment criteria.

o To achieve a ‘merit’ a learner must achieve all the ‘pass’ assessment criteria and all
the ‘merit’ assessment criteria.

o To achieve a ‘distinction’ a learner must achieve all the ‘pass’ assessment criteria
and all the ‘merit’ assessment criteria and all the ‘distinction’ criteria.

As a minimum the identified teaching content in the unit should be covered. It may be
expanded upon or tailored to particular contexts in which the unit is being taught and the
assessment criteria applied.

It is recommended that teaching and development of subject content and associated skills
be referenced to real-life situations, through the utilisation of appropriate work-based
contact, vocationally experienced delivery personnel and real-life case situations.

OCR will arrange a date to visit that is suitable for both the centre and the Visiting
Moderator.

Tutors/Assessors must plan when they expect learners to be ready for assessment.
Learners can repeat an assignment if they have not performed at their best but you must
use discretion must be used as to whether or not this is in their best interests. It is strongly
advised that time is left in the planning of the programme in case an assignment needs to
be repeated.

See section 5.15 for information on assessing work for summative assessment.
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5.3 Initial assessment of learners

It is important for centres to carry out an initial assessment that identifies the knowledge,
understanding, skills and competencies learners already have and any potential gaps that
need to be addressed. This will also:

o help learners to identify optional units which they might find most appropriate
o allow centre assessors to plan the assessment

o enable learners to understand the best place to start generating evidence.

5.4 Developing centre set assignments

Assessment of units is by centre devised assignments or tasks. This provides centres with
opportunities to tailor the assignments or tasks to meet the needs of the learner and local
employers.

Centres will need to ensure that any assignments or tasks enable learners to meet all of
the assessment criteria in the units and the full range of grades.

OCR has provided a model assignment for both Level 2 and Level 3. These are available
to download from the OCR website and can be used as they are or tailored to the needs of
learners. They can also be used as a benchmark for centres to devise their own
assignments or tasks. The assignments or tasks are to be used for summative
assessment.

Summative assessment or assessment of learning:

o is intended to summarise what learners know or can do at a given time, and enable
tutors to measure learners’ achievements

o can take place at either specific points through their learning programme or at the
end of the learning programme.

Cambridge Technicals enable evidence to be accepted that has been generated in the
workplace. It may be helpful for tasks to be set in a context (this is referred to in the model
assignments as the scenario). Centres are best placed to decide on an appropriate context
for the assessment for their learners. If there is a clear purpose to the tasks and the
context is relevant to the learner, they are more likely to be motivated throughout the
assessment. The tasks could present a challenge or a problem to solve so that the learner
applies their knowledge and understanding to complete the task. It is not essential to have
a scenario, for example, when the learner is likely to be distracted by the detail of the
scenario and not focus on the tasks.

If a scenario is used, the tasks must relate to the scenario provided. Itis highly likely that
assignments will comprise of two or more tasks, so ideally, they will have relevance to
each other as well as the scenario.
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Care must be taken not to introduce additional requirements that are not specified in the
assessment criteria. For example, where an assessment criterion requires an explanation,
do not ask for analysis in the task. Likewise, centres must ensure the level of demand of
the assessment criterion is not undermined by asking for a lower level of demand; for
example, where an assessment criterion requires an explanation, do not ask for a
description or identification in the task.

It is recommended that the number of tasks should be kept to a minimum to avoid overly
long or repetitive assessment. A single task can cover more than one learning outcome or
assessment criterion.

Where it is possible for learners to work in groups on a task, centres must ensure that
learners are able to make an individual contribution to the work of the group and that their
contribution is clearly assessable and results in individual evidence (see authentication).

It is not acceptable to provide step-by-step instructions that repeat the learning or themes
of the learning. The tasks (and the scenario) must not be so prescriptive or detailed that it
gives a solution to the learner.

Assignments should only specify the format of evidence when it is a requirement of the
assessment criteria or learning outcome. For example, learners could be asked to produce
the content of a webpage rather than to create a webpage; where creating a webpage is
not required by the assessment criteria. If it is possible to do so, learners should present
their evidence in a format that would reasonably be expected to be used in the workplace.

The duration of the assessment is included in the guided learning hours for the unit. Tasks
are for summative assessment and the time spent on them should represent this. Tutors
should advise learners how long they should expect to spend on each task.

The same tasks must not be used for practice as for summative assessment. Summative
assessment is the assessment of learning; it is a measure of a learner’s achievement and
it should be used as the formative assessment of a learner’'s knowledge, understanding
and skills. Changing the context of an assignment will help manage this. If a unit calls for
the learner to do a cost analysis, a practice task will of course ask them to do this. If they
have been provided with the data they need to analyse for practice then the data must be
changed for the summative assessment. If the learner has to generate data about a
specific product before analysing it then the product should be changed to one that will
generate different data.

Tutors must ensure learners are clear about the tasks they are to undertake and the
assessment criteria which they are expected to meet. Each learner must have access to
the appropriate resources needed to complete the tasks.

Every effort must be made to avoid discrimination, bias and stereotyping and to support
equality and diversity in the language used in assessment materials, in the type of tasks
set and in the scenarios provided.
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55 Methods of assessment

The following methods of assessment are considered suitable for these qualifications:

o observation of practice, including video or DVD recording

o questioning the learner

o examining written evidence such as assignments, tasks, planning
o examining evidence from others such as witness statements

o simulation.

It is the centre assessor’s responsibility to agree the best method of assessing a learner in
relation to their individual circumstances.

The methods agreed must be:

o valid
o reliable
. safe and manageable

° suitable to the needs of the learner.

Valid

A valid assessment method is capable of measuring the knowledge or skills in question.
For example, a written test cannot measure a learner’s practical skills or their ability to
work well with others.

Validity can be compromised if a learner does not understand what is required of them.
For example, a valid method of assessing a learner’'s knowledge and understanding is to
question them. If the questions are not relevant to the qualification or how they are
phrased makes it difficult for the learner to understand the validity of the assessment
method is threatened.

As well as assessment methods being valid, the evidence presented must also be valid;
for example, it would not be appropriate to present an organisation’s equal opportunities
policy as evidence towards a learner’s understanding of how the equal opportunities policy
operates within the organisation. It would be more appropriate for the learner to
incorporate the policy within a report describing different approaches to equal
opportunities.

Reliable

A reliable method of assessment will produce consistent results for different centre
assessors on each assessment occasion. Centre standardisation must take place to
ensure that all centre assessors’ decisions are consistent.

Safe and manageable

Centre assessors must make sure the assessment methods are safe and manageable and
do not put unnecessary demands on the learner and/or the organisation if real work
features in the assessment.
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Suitable to the needs of the learner

OCR has tried to make sure that achievement of these qualifications is free from
constraints outside the requirements of the units. Centres must follow this commitment
through when designing assignments or tasks. A specific assessment method should not
be demanded if it could disadvantage learners. For example, if a learner is required to
‘describe personal skills’ and they have dyslexia, an acceptable form of evidence could be
a verbal description rather than a written description.

For learners who have access requirements, see Accessibility.

If centres think any aspect of these qualifications unfairly restricts access and progression,
they should talk to their OCR Visiting Moderator(s) about this.

5.6 Authentication

Tutors/Assessors must be confident that the work they mark is the learner’'s own. This
does not mean that a learner must be supervised throughout the completion of all work but
the tutor/assessor must exercise sufficient supervision, or introduce sufficient checks, to
be in a position to judge the authenticity of the learner's work.

Every learner must produce their own work independently. Centres must put in place
appropriate mechanisms to make sure that centre assessors can be confident that the
work accepted as evidence of a learner’s achievement is their own.

Centre assessors must:

o make sure learners understand what constitutes plagiarism and not accept
plagiarised work as evidence

o be able to distinguish individual contributions from group work
o use supervision and questioning as appropriate to confirm authenticity

. make sure learners and centre assessors confirm the work is the learner's own.

Plagiarism

Learners must not plagiarise. Plagiarism is the submission of another's work as one’s own
and/or failure to acknowledge a source correctly. Plagiarism makes up a large percentage
of cases of suspected malpractice reported by moderators.

In line with the policy and procedures of JCQ on suspected malpractice, the penalties
applied for plagiarism would usually result in the claim not being allowed.

Plagiarism often occurs innocently when learners are unaware of the need to reference or
acknowledge their sources. It is therefore important that centres ensure that learners
understand:

o the work they submit must be their own
o the meaning of plagiarism and what penalties may be applied

o that they may refer to research, quotations or evidence produced by somebody else
but they must list and reference their sources
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o quoting someone else’s work, even when it is properly sourced and referenced, is not
an indication of understanding. The learner has to ‘do’ something with that
information to show they understand it. For example, if a learner has to analyse data
from an experiment, quoting data does not show that they understand what it means.
The learner has to interpret the data and, by relating it to their assignment, say what
they think it means.

Candidate Authentication statement - Learner and centre declaration

Each learner must sign a declaration before submitting their work to the assessor,
confirming the work is their own. They must do this to cover every unit. The declaration
should then be retained in the centre. The candidate authentication statement is available
on the qualification webpage.

Assessors are required to confirm the work submitted for internal assessment is the
learner’s own. This is achieved by completing the ‘centre declaration’ tick box when
making the claim through Interchange. This declaration confirms that your centre holds a
signed candidate authentication statement for each learner who is included on the claim.

Group working

If learners participate in group work to produce evidence, the learner’s contribution must
be clearly identified and tutors must make sure that each learner generates their own
individual evidence to show they have met the assessment criteria.

When working in a group, all learners in the group should have a responsibility and/or a
role that gives them the opportunity to generate individual evidence for assessment. For
example, if the unit requires learners to plan the organisation of an activity, this could be
managed in a group discussion. The group could discuss ideas for the activity,
organisational requirements, roles and responsibilities to complete the activity, etc. All
learners must show that they have the skill of planning so all members of the group must
take part in the discussion. If three members of the group contributed to the discussion
and one member took notes but did not contribute to the discussion, their note taking
would not be considered a contribution towards planning.

Supervision

We recognise that tutors might not be able to invigilate or directly supervise every learner
as they complete their assignment. Learners can complete their assignments in their own
time, at the centre or home. If a tutor cannot supervise, checks take place so they are
confident the learner's work is authentic. For example, tutors can use questioning to
confirm the depth and breadth of their understanding of the topic the learner has covered
in a specific piece of work.

Use of questioning

Asking a learner questions will help tutors determine if the work the learner submitted is
their own. If the tutor has been unable to supervise the learner, then asking questions, for
example, about how they did the work, what processes they went through to produce it
and how they related that to the assignment, should give the tutor a clear indication as to
whether or not the learner has done the work themselves.
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Feedback to learners

Tutors can discuss work in progress towards summative assessment with learners to
make sure it is being done in a planned and timely manner. It also provides an opportunity
to check the authenticity of the work. Tutors must intervene if they feel there is a health
and safety risk.

Feedback must not provide specific advice and guidance that would be construed as
coaching as it would compromise the learners’ ability to independently perform the task(s)
they are doing and constitutes malpractice.

Assessors can annotate feedback on the learners’ original work submitted for assessment
or record on a separate document (whichever method is used, the document must be
available to the Visiting Moderator).

Feedback should:

o be supportive, encouraging and positive

o inform the learner of what has been noticed, not thoughts on the quality of their
evidence (for example, if the learner has been observed completing a task, describe
what happened, what was produced and what was demonstrated).

Feedback can:

o identify that the learner has not met the command verb. For example, ‘This is only a
description, not an evaluation’

o identify what areas of work could be improved but not detail how to improve it.
Assessors can remind learners about what they were taught but not how to apply it to
improve the work.

Feedback must not:

o be so detailed that it provides a step-by-step guide on what to do
o coach the learner on how to achieve or complete the task

. provide detail on where to find information/evidence.

In other words, assessor feedback must not direct the learner in what to do to improve
their work. They need to think how to apply their learning. Assessors must not do the work
for learners.

5.7 Generation and collection of evidence

The learner’s evidence should be in an appropriate format to demonstrate the skills
competency, or application of knowledge and understanding, as specified in each
assessment criterion within the unit in question.

Tutors should discuss with each learner what is the most suitable sources of evidence are.

When learners are working on their evidence, tutors can ask questions about what they
are doing to encourage them, make sure they understand what the tasks are and check
they are making progress. Tutors cannot tell learners how to complete the tasks in a way
that would be tantamount to doing the work for them. Tutors must not coach learners when
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they are doing their assignment for assessment, as this would give them an unfair
advantage. Please see the previous section ‘Feedback to learners’.

Tutors should set a realistic date for submitting the completed assignment, having
considered the purpose of the unit and how that might affect timescales. OCR does not
specify what the submission time for the assignment should be; it should be down to the
tutor’s professional judgement.

Evidence can take many forms; for example, written work, audio/visual recordings, digitally
formatted documents, a product or photographs of the product. It is recommended that the
actual work products are made available on a PC for the moderator to review e.g. a
website, soundtrack or game the learner created.

Evidence can come from a number of sources. A list of the main sources of evidence is
provided below:

. Outcomes of assignments, tasks or work-based activities — the outcome or
product of a learner's work (either through simulated activities, assignments, projects
or real work)

o Observation of practice

o Witness statements

. Personal or learner statement
. Simulation

J Questioning the learner

. Performance evidence.

Learners should take responsibility for the development of their own portfolios, with
appropriate support, for example from tutors, employers, peers. Learners should ensure
their work is clearly presented, referenced and ordered to help in the assessment.

Where evidence contributes to or fulfils more than one assessment criterion in one or more
units, the learner should clearly cross-reference this evidence within their unit portfolio so
that evidence can be considered by the centre assessor and by the OCR Visiting
Moderator if required.

Learners must not reference another individual’s personal details in any evidence
produced for summative assessment. It is the learner’s responsibility to make sure
evidence that includes another individual's personal details is anonymised to comply with
the Data Protection Act 2018 and the UK General Data Protection Regulation (GDPR).

We have designed individual Unit Recording Sheets (URS), which must be downloaded
from the website, for assessors to record learner evidence, cross-reference it to
assessment criteria within the unit and record and justify the assessment decisions. URS
must be used to allow the OCR Visiting Moderator to see which assessment criterion each
piece of evidence refers to.
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5.8 Observation

Centre assessors may carry out observations of a learner undertaking activities or tasks
and make an assessment decision based on the learner's performance.

The centre assessor and learner should plan observations together but it is the centre
assessor’s responsibility to record the observation properly.

After the observation has taken place, the centre assessor needs to record an assessment
decision and the justification for the decision. They should also give feedback to the
learner.

A Witness Statement template is available on the website for use by assessors.

5.9 Witness statements

Witness statements can be a useful way of providing supporting evidence where a skill is
being used which is not easily represented in portfolio evidence.

They are supplementary evidence of what the learner has done and are to be used in
conjunction with other evidence. For example, a witness statement could support evidence
of a learner delivering a presentation alongside the actual presentation and speaker notes.

Where witness statements relate to group work, there must be a witness statement for
each individual learner which details the contribution they made to the group work.

Witness statements should be suitably detailed, for each learner, to enable the centre
assessor and the Visiting Moderator to determine if the assessment criteria have been
met. The witness statement template should be used; it is available on our website.

The witness must not be related to the learner and must be in a position to make valid
comments about their performance, e.g. tutors or workplace supervisors.

It is not acceptable for learners to produce written witness statements for witnesses to
sign.

Witness statements:
o must describe what the withess observed the learner doing
o can be written or verbal accounts of a learner’s performance

o do not have to be written by the witness; they may be recorded by the assessor after
discussion with the witness and confirmed as accurate by the witness

o can be used to support work or where evidence is sourced from material which is
confidential or of a sensitive nature, e.g. data protection

o could contain a list of skills, providing they include details of how and when they are
applied

. should not be used as evidence of achievement for a whole unit.
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The centre assessor will then judge whether the evidence presented meets the standards

required by the assessment criteria at the appropriate grade for the unit. Often it will be

necessary for assessors to make contact with witnesses to ensure:
(a) the witness statement is authentic

(b) the assessor’s interpretation of the witness statement is accurate.
If a witness provides a written statement they should include the following:

° the learner’s name

the date, time and venue of the activity

o a description of the activities performed by the learner
J the date the statement was written

o a description of the witness’ relationship to the learner
. the witness’ signature and job title

. the witness’ contact details (such as telephone number).

5.10 Personal statements

This is a learner’s own account of what they did.

Personal statements can be a:

o written or verbal account of specific incidents, activities or situations
o log or diary

o reflective account.

All personal statements made by learners must be authenticated, as a true account of
what took place, by an appropriate witness, e.g. tutor, employer, peer.

511 Simulation

It is recognised that real work environments may not always be available to generate
evidence. Evidence can be generated and assessed through simulation of a real-work
environment.

Simulation of a real work environment could include the following:
o real time pressures

o real work problems or situations

o real tools to do the job

o realistic behaviour patterns from third parties.
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5.12  Questioning

Centre assessors may question a learner or witness for the assessment of these
qualifications.

Questioning the learner is normally an ongoing part of the assessment process and is
necessary to:

o test a learner’'s knowledge of facts and procedures
o check if a learner understands principles and theories

o collect information on the type and purpose of the activities a learner has been
involved in.

Centre assessors should mainly use open-ended questions; i.e. questions that cannot be
answered by the learner with one word responses (e.g. ‘yes’ or ‘no’). Open-ended
questions require thought and detail in order to be answered. Centre assessors should
also be careful to avoid complicated questions which may confuse the learner.

It is important that centre assessors record assessment decisions after they have
questioned the learner. They must record enough information to justify the decisions they
make. This does not mean that centre assessors must record the questions and answers,
word for word, but they must record enough information about what they asked and how
the learner replied, to allow the assessment to be moderated.

513 Performance evidence

Performance evidence is the process, product or outcome of the learner's work.
Sometimes, it can also provide inferred evidence of what a learner knows. The evidence
presented for assessment may be the actual product or a record of the process. For
example, it may include electronic evidence such as a video recording of a presentation, a
link to a website’ or a spreadsheet file the learner has created. Alternatively, a centre
assessor’'s observation of a learner or a witness statement could provide evidence of a
learner’s performance.

The use of assessment evidence drawn from learners’ work environments is encouraged,
including accessing and using non-confidential data and documents.

If group work is used as evidence, the learner’s contribution must be clearly identified.

Where learners use other products (e.g. company documents and policies) which have
been created by someone else, in order to generate evidence, this must be clearly
identified; for example; when learners use company documents to recommend
improvements to an existing product or service.
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5.14 How much evidence is needed?

It is difficult to give detailed guidance regarding the amount of evidence needed, as it
depends on the type of evidence collected and the judgement of centre assessors.

It is not the quantity of the evidence produced; it is the quality and breadth of evidence,
that they have produced themselves, ensuring it meets all of the assessment requirements
and assessment criteria.

Centre assessors should discuss with learners the most suitable sources of evidence and
ensure learners are aware of the importance of quality rather than quantity when
presenting evidence for assessment. The quality and breadth of evidence presented
should determine whether a centre assessor is confident that a learner has met the
requirements of the unit.

Assessors must be convinced, from the evidence presented, that learners working on their
own can work independently to the required standard.

5.15  Assessment and grading of evidence for units

It is the assessor’s responsibility to assess the evidence presented by the learners,
provide feedback to the learner and award an initial grade for the unit, which will be
confirmed through internal and external moderation. Assessors will judge learners’

evidence against the assessment criteria specified in the unit.

See section 6 for details of calculating an overall qualification grade.

Assessing work for (summative) assessment

Once learners have completed everything they need to do for their assignment, they must
submit their work to be assessed. Centre assessors must be convinced, from the evidence
presented, that learners can work independently to the required standard.

Centre assessors must judge or ‘mark’ the work against the assessment criteria for the
unit and identify a grade. When assessors are satisfied the learner has met all of the
requirements for a unit, for at least a pass grade, they must confirm this by signing a Unit
Recording Sheet (URS) and justifying the grade put forward for moderation. Please
annotate the work to show where the evidence indicates learners have achieved the
assessment criteria. The centre must internally standardise the assessment decisions for
the cohort and do this before feedback is given to the learner. Assessors should ensure
that grades are correctly recorded and accurately transcribed to the claim being submitted

URS are available to download from the qualification webpage.

You must not add, amend or remove any work after it has been prepared for the OCR
Visiting Moderator for final assessment.
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Resubmitting work for summative assessment

If the tutor/assessor and the learner feel they have not performed at their best during the
assessment, the learner can, at the tutor/assessor’s discretion, improve their work and
resubmit it for assessment. The tutor/assessor must ensure it is in the learner’s interests to
reattempt the assessment.

Tutors/assessors should set a realistic date for the resubmission of work, having
considered the purpose of the unit and what the learner intends to improve. Assessors
must record the reasons why they have allowed learners to resubmit in the centre’s
assessment decision records and record the feedback given to the learner on the original
work. OCR monitors the assessment decisions which are made.

Centres must not encourage multiple resubmissions of work. Resubmission at the centre
assessment stage is intended to allow the learner to reflect on feedback and improve, but
not to be an iterative process where they make small modifications through ongoing
feedback to eventually achieve the desired level.

5.16 Retention of learner work

Learner work must be retained by the centre until after the grades have been awarded or
any claims or appeals processed. We will not consider any appeals if the work is not
retained by the centre.

517 Retention of centre records

Centres must make sure that internal standardisation and learner assessment records are
available for external moderation purposes. These records must be securely retained by
the centre for a minimum of three years following learner achievement of the qualification
(i.e. from the date of certification).

5.18 Reporting suspected malpractice

It is the responsibility of the Head of Centre' to report all cases of suspected malpractice
involving centre staff or candidates. A JCQ Report of Suspected Malpractice form
(JCQ/M1 for candidate suspected malpractice or JCQ/M2a for staff suspected malpractice)
is available to download from the JCQ website; this should be completed as soon as
possible and emailed to malpractice@ocr.org.uk.

When asked to do so by OCR, Heads of Centres are required to investigate instances of
malpractice promptly and report the outcomes to OCR.

' This is the most senior officer in the organisation, directly responsible for the delivery of OCR qualifications,
e.g. the Head Teacher or Principal of a school/college. The Head of Centre accepts full responsibility for the
correct administration and conduct of OCR exams
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More information about reporting and investigating suspected malpractice and the possible
sanctions and penalties which could be imposed, is contained in the JCQ Suspected
Malpractice Policies and Procedures document available from the JCQ website. Centres
may also like to refer to the OCR Website for more details.

5.19  Visiting moderation

In advance of the moderation visit, centres should read about preparing for the moderation
visit by visiting OCR’s Administration area.

External moderation makes sure centres have made the correct assessment decisions.
OCR Visiting Moderators are allocated by OCR to carry out two distinct roles:

. moderate centre assessment decisions

o provide advice and guidance to centre staff.

External moderation of a centre’s assessment decisions is achieved through systematic
sampling. The assessment decisions of each assessor submitting work will be sampled at
every moderation visit. All units claimed will be sampled at each visit.

The outcome of the sampled moderation will apply to all learners’ work submitted for that
unit in the claim. No substitution of learners’ work will be allowed unless there is prior
agreement from the Visiting Moderator.

Each centre can have up to two visits per academic year (subject to centre activity).
Additional chargeable visits can be arranged; for further details refer to OCR’s
Administration area.

On the basis of the sample taken, the Visiting Moderator will either agree in the main with
the centre’s assessment decisions or disagree with the centre’s assessment decisions in
relation to particular units.

If the decision is agree, the centre’s assessment decisions for all learners’ work entered
for moderation on that occasion (i.e. in the single claim submitted for moderation) will be
confirmed by the Visiting Moderator at the end of the moderation visit.

If the decision is disagree, the Visiting Moderator will provide feedback to the centre and
agree appropriate action. Disagreement is usually due to one of the following:

o work does not meet the required standard for the grade claimed by the centre
o assessment in the sample is inconsistent

o some evidence is missing or has not been cross-referenced to the assessment
criteria, so cannot be located by the Visiting Moderator

o there is no evidence of assessment having taken place.

At the end of each moderation visit, the Visiting Moderator will provide feedback to your
centre. This feedback will be captured on a hard copy action plan. The centre assessor will
be asked to sign a copy of the action plan to agree the feedback given. One copy of the
action plan will be left in the centre and the Visiting Moderator will retain the other copy.
The purpose of the action plan is to ensure that all feedback given in the formal reports
has been agreed by both the Visiting Moderator and the centre.
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Following the visit, the Visiting Moderator will prepare a full electronic report which will
include comments on the accuracy of assessment and record the actions agreed. The
Visiting Moderator will email a copy of the report the centre.

Where the Visiting Moderator confirms the assessment decisions, they will submit the
claims to OCR for processing. During some moderation visits the Visiting Moderator may
be accompanied by another OCR Officer(s) for quality assurance purposes. Wherever
possible, centres will be informed of this prior to the visit taking place.
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6 How to calculate the qualification grade

6.1 Grading

Units

All units are assessed by the centre and externally moderated by OCR.

Each unit has specified assessment criteria for pass, merit and distinction.

A summative unit grade can be awarded at pass, merit or distinction:

o to achieve a ‘pass’, alearner must have satisfied all the ‘pass’ assessment criteria

. to achieve a ‘merit’, a learner must achieve all the ‘pass’ assessment criteria and all
the ‘merit’ assessment criteria

. to achieve a ‘distinction’, alearner must achieve all the ‘pass’ assessment criteria
and all the ‘merit’ assessment criteria and all the ‘distinction’ criteria.

Qualification

The overall qualification is also graded. Qualifications awarded above a Pass grade are
graded Merit, Distinction or Distinction* or a combination of these grades.

In some instances, learners may achieve more credits than they actually need for the full
qualification. If this is the case, OCR will use the best unit results to calculate the overall
grade to ensure learners get the best possible grade for their full qualification.

All pathways achieved will be printed on learners’ full qualification certificates even if some
of the units achieved are not used to calculate the overall grade.

6.2 Calculation of the qualification grade

In order to achieve the qualification, learners must achieve the minimum credit value set
out in section 3 the ‘Qualification structures and rules of combination’.

Learners will be awarded a Pass, Merit, Distinction or Distinction* qualification grade (or on
the larger qualifications a combination of these grades) by the aggregation of points
gained through the successful achievement of individual units.

The number of points available is dependent on the credit value of the unit and the grade
achieved.
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Points available for credit value of the unit and grade achieved

The table below shows the number of points available for the credit value of the unit and
grade achieved.

Unit level Points per credit
pass merit distinction
Level 3 7 8 9

To calculate the number of points for the unit claimed

Identify the credit value of the achieved unit and then multiply the credit value of the unit by

the points value for the grade achieved (see table above).

For example:

A learner achieving a 10 credit unit at pass would gain: 10 credits x 7 points = 70 points.
A learner achieving a 10 credit unit at merit would gain: 10 credits x 8 points = 80 points.
A learner achieving a 10 credit unit at distinction would gain: 10 credits x 9 points = 90

points.

To calculate the learner’s qualification grade

Add up all of the points for the units the learner has achieved. Use the total points
achieved to establish a qualification grade; see the following grade tables.

Example A:

A learner has achieved the thirty credits (three units) required for the Level 3 Certificate.
Ten credits (one unit) are achieved at distinction and twenty credits (two units) are
achieved at merit.

The calculation would be:

Unit credit value Points value Total number of points
10 credits X 9 points (distinction) = 90 points
10 credits X 8 points (merit) = 80 points
10 credits X 8 points (merit) = 80 points
Total number of points = 250 points

Having calculated the total number of points centres should check this figure against the

table of points for the Level 3 Certificate to identify the overall qualification grade. For this

example, the overall qualification grade would be a Distinction.
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Qualification Grade

OCR Level 3 Cambridge Technical Certificate — 30 credits

The table below shows the points ranges and the grades that those ranges achieve.

Points range Grade

260 and above Distinction* D*
250 — 259 Distinction D

230 — 249 Merit M

210 — 229 Pass P

Qualification Grade

OCR Level 3 Cambridge Technical Introductory Diploma — 60 credits

The table below shows the points ranges and the grades that those ranges achieve.

Points range Grade

520 and above Distinction* D*
500 - 519 Distinction D

460 — 499 Merit M

420 — 459 Pass P

Qualification Grade

OCR Level 3 Cambridge Technical Subsidiary Diploma — 90 credits

The table below shows the points ranges and the grades that those ranges achieve.

Points range Grade
790 and above D*D*
770 — 789 D*D
750 — 769 DD
720 — 749 DM
690 — 719 MM
660 — 689 MP
630 — 659 PP
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Qualification Grade

OCR Level 3 Cambridge Technical Diploma — 120 credits

The table below shows the points ranges and the grades that those ranges achieve.

Points range Grade
1060 and above D*D*
1030 — 1059 D*D
1000 — 1029 DD
960 — 999 DM
920 — 959 MM
880 — 919 MP
840 — 879 PP

Qualification Grade

OCR Level 3 Cambridge Technical Extended Diploma — 180 credits

The table below shows the points ranges and the grades that those ranges achieve.

Points range Grade
1590 and above D*D*D*
1560 — 1589 D*D*D
1530 — 1559 D*DD
1500 — 1529 DDD
1460 — 1499 DDM
1420 — 1459 DMM
1380 — 1419 MMM
1340 — 1379 MMP
1300 — 1339 MPP
1260 — 1299 PPP
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! Delivery

7.1 Mode of delivery

Centres are free to deliver these qualifications using any mode of delivery that meets the
needs of the learners. Whatever mode of delivery is used, centres must ensure that
learners have appropriate access to the resources they will need to develop the
knowledge, understanding and skills required to complete the assessments.

Centres should consider the learners’ complete learning experience when designing
learning programmes.

This is particularly important where learners are studying part time alongside work
commitments where learners may bring with them a wealth of experience that should be
utilised to maximum effect by centre staff. These qualifications can be part of a 16-19
study programme and there will be ways to integrate learning required for other
qualifications or to develop and maintain the skills that are essential to for further study
and work.

Centre staff planning the learning programme could enhance this by liaising with local
employers to ensure the programme meets the learners’ needs. Centres are encouraged
to build relationships with employers and involve them in the delivery of the learning
programme and, if appropriate, link to work-based training.

7.2 Centre resources and requirements

There is no requirement for learners to carry out work experience placements.
Units may contain guidance on the resources required.

Centres should ensure that learners are provided with the appropriate physical resources
they need to complete the learning and assessments, such as:

o protective equipment and/or clothing, wherever this is appropriate
. software

o people/participants

o practical space.

Centres must take care and follow all health and safety requirements and quality
assurance procedures specific to each practical activity. They must make sure the
appropriate health and safety policies are in place for equipment used by learners, even if
the equipment isn’t specified in the unit content.
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7.3 Collecting evidence of learner performance to ensure
resilience in the qualifications system

Regulators have published guidance on collecting evidence of learner performance as part
of long-term contingency arrangements to improve the resilience of the qualifications
system. You should review and consider this guidance when delivering these qualifications
to learners at your centre.

For more detailed information on collecting of evidence of learner performance please visit
our website.

7.4 Accessibility

There can be adjustments to standard assessment arrangements on the basis of the
individual needs of learners.

It is important, therefore, that centres identify as early as possible whether learners have
disabilities or particular difficulties that will put them at a disadvantage in the assessment
situation and select an appropriate qualification or adjustment that will allow them to
demonstrate attainment.

The responsibility for providing adjustments to assessment is shared between the centre
and OCR. Please read the JCQ document Access Arrangements and Reasonable
Adjustments.

For information on access arrangements and special consideration refer to Administration,
preparation.

If the tutor/assessor thinks any aspect of these qualifications unfairly restricts access and
progression, please email or call the OCR Customer Support Centre.

7.5 Wider curriculum

These qualifications provide opportunities for centres to develop learners’ understanding of
spiritual, moral, ethical, social and cultural issues and heighten learners’ awareness of
environmental issues, health and safety considerations and European developments.

Spiritual, moral, ethical, social and cultural issues

Tutors delivering a programme of learning leading towards these qualifications will have
opportunities to develop learners’ understanding of spiritual, moral, ethical, social,
legislative, economic and cultural issues, for example through:

o the rights of an individual to be informed of and to access data held about them by an
organisation (Data Protection Act 2018 and the UK General Data Protection
Regulation (GDPR))

° Freedom of Information

o the copyrights of individuals and organisations over published electronic data
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o confidentiality of information (employer and clients); the need to ensure data security
o computer misuse

o taking responsibility for honesty and accuracy in the recording, manipulating and
presenting data.

Environmental issues, health and safety considerations and European
developments

Tutors delivering a programme of learning leading towards these qualifications would have
opportunities to develop learners’ understanding of health and safety issues,
environmental issues and European developments such as:

o correct procedures for working with IT equipment
o print consumables

e  energy-saving software.
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8 Certification

Learners who achieve the full qualification will receive:

o a unit certificate listing the unit or units achieved, with their related credit value and
unit grade

o a certificate stating the full qualification title and the grade achieved.

Learners who achieve one or more units but who do not meet the credit requirements for a
full qualification will receive a certificate listing the units they have achieved along with
their credit value.

8.1 Claiming certificates

There are no specific deadlines for claiming the units. However, it is important to make
claims only when it is clear that the learners have met the requirements for the unit.

To receive results in time for university entrance (or to coincide with the GCSE/AS/A Level
results release), book your final visit by 1 June to ensure the visit is completed by 30 June.

Certificates will be issued directly to the centre for successful learners. In order to ensure
that these are correctly issued, centres must ensure that the OCR learner number is
always used where a learner has already achieved one or more units.

If alearner can’t complete the full qualification you can print a candidate achievement
report showing individual unit results, from OCR Interchange, or you can make a specific
request for unit certificates.

For details on how to make online claims for these qualifications, refer to OCR’s
Administration area.

8.2 Replacement certificates

For details on replacement certificates refer to the Administration area, certificates for full
details.

8.3 Review of results

Under certain circumstances, centres may wish to query the result(s) issued to one or
more learners.

To find out more about this, refer to our Administration area, post results services.
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9

9.1

Support

Free resources

The following materials are available on the OCR website:

9.2

Skills guides. These can help review or refresh skills in a variety of areas including:
o managing projects
o research

o referencing (good practice in acknowledging the work of other authors and
avoiding accusations of plagiarism).

A guide to resources; we provide for the Cambridge Nationals and Cambridge
Technicals qualifications

A project approach to delivery
Command verb definitions
Frequently asked questions (FAQs)

Rules of combination calculator; this tool helps you and your learners to make sure
that the right number and combination of units is chosen for a selected
qualification/pathway

Learner Progress tracker; this tool helps you track your learners’ progress through
their chosen units

Resources link; It provides descriptions of, and links to, a variety of teaching and
learning resources that you may find helpful

Delivery guide
Unit introduction presentations

Lesson element.

Model assignment

A model assignment is available for Level 3, Unit 6. Centres may choose to:

use the model assignment for formal summative assessment of learners
tailor the model assignment for formal summative assessment of learners

use the model assignment as a benchmark for devising your own model
assignments.

This is available to download from the qualification webpage.
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9.3 Interchange
OCR Interchange is a free, secure website which offers a variety of services for exams
officers and teachers.

Interchange supports every stage of the teaching and exams cycle, allowing you to
complete day-to-day administrative functions, e.g. make entries and claims and view
results.

To find out more see the Administration page.

9.4 Professional Development Programme

As part of our teacher training we offer a broad range of courses. We are constantly
looking for ways to improve the support we offer you and to make our professional
development programme more accessible and convenient to all. To find out more about
professional development, please visit our website.

9.5 Useful documents

Candidate Authentication Statement

Learners must sign this statement to confirm that the work they have submitted for
assessment is their own. The form is completed when work is submitted for assessment
and it can cover more than one unit. Every unit of the learner’s qualification must be listed
on a Candidate Authentication statement; there does not have to be a separate form for
each unit.

Unit Recording Sheets (URS)

This form is completed to record and justify a centre’s assessment decisions. A URS must
be completed for each unit a learner completes and made available with the work during
visiting moderation.

Witness Statement
Centres should use this form when they have observed a learner as part of their
assessment. Use it to testify or corroborate what has actually been observed.
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9.6 Useful links

OCR

JCQ

Ofqual

QW

CCEA

Department of Education,
Northern Ireland

OCR's Administration area

What is malpractice?
JCQ Publications

Access arrangements and reasonable adjustments

Suspected Malpractice in Examinations and
Assessments

Regulatory documents

Register of Requlated Qualifications — for England and
Northern Ireland

Qualifications in Wales database (QiW) - for
information on approved and designated qualifications
in Wales including funding

CCEA website

Register of Regulated Qualifications — for England and
Northern Ireland

Department of Education publications
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10 Contacting OCR

10.1 Feedback and enquiries

We aim to provide consistently great customer service and your feedback is invaluable
in helping us to achieve our goal. For questions about our qualifications, products and
services, please contact the Customer Support Centre. To leave your feedback on the
OCR website, people and processes please use our feedback form.

Telephone: 01223 553998
Email: support@ocr.org.uk

Alternatively, you could visit OCR’s website for further information about OCR
qualifications.

10.2  Complaints

We are committed to providing a high quality service but understand that sometimes things

can go wrong. We welcome your comments and want to resolve your complaint as
efficiently as possible. To make a complaint please follow the process set out on our
website.
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For more information visit

¥ ocr.org.uk

© facebook.com/ocrexams

¥ twitter.com/ocrexams
instagram.com/ocrexaminations
@ linkedin.com/company/ocr

O youtube.com/ocrexams

Call our customer support centre on
01223 553998

Alternatively, you can email us on
support@ocr.org.uk

Visit our online support centre at
support.ocr.org.uk

OCR is part of Cambridge University Press & Assessment, a department of the University of Cambridge.

For staff training purposes and as part of our quality assurance programme your call may be recorded or monitored. ©OCR 2024 Oxford Cambridge and
RSA Examinations is a Company Limited by Guarantee. Registered in England. Registered office The Triangle Building, Shaftesbury Road, Cambridge, CB2 8EA.
Registered company number 3484466. OCR is an exempt charity.

OCR operates academic and vocational qualifications regulated by Ofqual, Qualifications Wales and CCEA as listed in their qualifications registers including
A Levels, GCSEs, Cambridge Technicals and Cambridge Nationals.

Cambridge University Press & Assessment is committed to making our documents accessible in accordance with the WCAG 2.1 Standard. We're always looking
to improve the accessibility of our documents. If you find any problems or you think we're not meeting accessibility requirements, please contact us.
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