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Introduction 

Please note that all units except Performing Arts examined coursework (units 1, 3 and 33) are 
now marked onscreen on RM Assessor 

Mark sheets for Performing Arts examined coursework are electronic and must be submitted 
online via OCR Interchange.  

These instructions will guide you through how to: 

SECTION 1: Log onto the OCR Interchange examiner area 
SECTION 2: Access the mark sheet 
SECTION 3: Input candidate marks onto the mark sheet 
SECTION 4: Identify and report suspected malpractice 
SECTION 5: Submit the mark sheet to OCR 
SECTION 6: Troubleshooting 

Accessing OCR Interchange 
To access and submit mark sheets you will require an OCR Interchange account. 

If you have not been issued with your Interchange account details, please contact OCR’s 
Customer Support Centre  
Telephone: 01223 552556 
Email: support@ocr.org.uk  

NB: There are two exam sessions per year: January and June for all externally assessed units 

Safeguarding 
Before you undertake any assessment activities, you must read you must read Safeguarding - 
The Protection of Children and Adults at Risk. This can be found on the Assessment 
Specialist Communications website, under ‘Policies and guidance’, ‘Legal and policy 
documents’  

https://www.ocr.org.uk/Images/712510-safeguarding-the-protection-of-children-and-adults-at-risk.pdf
https://www.ocr.org.uk/Images/712510-safeguarding-the-protection-of-children-and-adults-at-risk.pdf
https://www.ocr.org.uk/assessment-specialist-communications/live-assessment-instructions/
https://www.ocr.org.uk/assessment-specialist-communications/live-assessment-instructions/
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Section 1 – Log onto the OCR Interchange Examiner area 

• Log onto OCR Interchange https://interchange.ocr.org.uk
• Enter your Login ID (this will be a 4 or 6-digit number and used on any correspondence

from OCR)
• Enter your username
• Enter your password (NB: you will be asked to change this when you log in for the first

time)
• Click on the  button 
• The main homepage should then be displayed

https://interchange.ocr.org.uk/
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• Select Assessors from the main menu
• Select Find mark sheets from the sub menu
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• This will take you to the Search mark sheets page as shown below

NB: Your examiner ID and name will be shown on this page 
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Section 2 – Access the Mark Sheet 

• You will need to filter by using the following dropdown options:
o Centre: (number and name is displayed on the dropdown). Centres shown are your

allocated centres
o Series: A variety of series are available but only January and June sessions are valid

for Cambridge Technicals schemes
o Scheme: Your available schemes for the centre selected will display
o Assessment: Here you can select the appropriate unit number

• Alternatively, if the centre has provided a printout of their online attendance list you may
use the ‘batch/reference’ number.

• There should only be one mark sheet per centre, per scheme/unit for each session
• Select search
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• The mark sheet includes the following information:
o Centre number
o Exam series (also referred to as exam session)
o Examiner ID (your 4-digit ID)
o Batch number (also referred to as reference number)
o Scheme code and name
o Assessment ID which is the unit number
o Candidate name
o Total count of number of papers being submitted (marks entered)

• Paper Subt’d & Absent tick-boxes

Paper submitted (paper subt’d) – this is ticked when the centre has confirmed via the 
online attendance list that the candidate was present for the assessment  
Absent – this is ticked when the centre has confirmed via the online attendance list that the 
candidate was absent for the assessment and therefore you should not receive work for 
that/those candidates  

It is possible to override these selections in some scenarios, or upon OCR confirmation: 

• If the centre has marked a candidate as absent, but you have received their work, 
you are able tick the paper submitted box which will allow you to enter the 
candidate marks.

• If a candidate has been marked present but you have not received their work, you 
must not override the status. If this happens, please contact VQ Assessment 
Processing team (Operations) vqprocessing@ocr.org.uk immediately, so they can 
investigate. You can continue to input marks – however please only ‘save’ your 
mark sheet at this time, do not submit your marksheet. The VQ Processing team 
will advise you how to proceed once they have investigated.

Once you have confirmed that your mark sheet correctly matches the candidate work you 
have received, you are able to input your marks.  

mailto:vqprocessing@ocr.org.uk
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Section 3 – Input Marks onto the Mark Sheet 

The mark sheet will show the questions and maximum number of marks per question. Therefore, 
mark sheets for different units may have differing number of questions and the number of marks 
allowed. 

• Input the marks achieved per question for the candidate(s)
• If a mark is entered that is greater than the maximum mark available for that question, the

box will be highlighted, and the mark sheet will not allow you to save this mark

• Input all marks then click the save button (we recommend saving your marks at regular
intervals - so they are not lost should you be timed-out) prior to submitting to complete final
checks

• The total mark updates as you enter each mark (a rolling total)
• Saving the mark sheet allows you to retrieve it at any time prior to it being submitted.

Saved mark sheets can still be edited, submitted mark sheets cannot.
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Section 4 – Identifying and Reporting Suspected Malpractice 

Malpractice is when you suspect that a candidate or centre may have breached the regulations 
in some way, intentionally or not. It is important that you report all cases of suspected 
malpractice to OCR as quickly as possible to allow the Risk and Compliance Team to 
investigate. You should not alter your marking or make any judgement on whether malpractice 
has occurred.  

If you are unsure what is suspected malpractice or how to report it, please contact OCR and/or 
refer to the Cambridge Technicals examining – 2016 suite, Instructions for Examiners document, 
available from the Assessment specialist communications website, Live assessment instructions 
/ Cambridge Technicals examining – 2016 suite 

If you suspect malpractice, you must indicate this against the mark sheet, by ticking the 
“Malpractice” box before you submit. By ticking the “Malpractice” box, results are held until the 
investigation into the suspected malpractice is concluded.  

The mark sheet can then be saved and submitted in the usual way. 

If you suspect malpractice, and omit to tick the “Malpractice” box, results and certificates could 
be issued to centres and candidates in error. If OCR issues invalid results/certificates these will 
have to be withdrawn and the regulator, Ofqual, notified. 

Once you have ticked the “Malpractice” box and submitted the mark sheet you must complete a 
VQs suspected malpractice report AQVQ1 available on Assessment specialist 
communications website, Live assessment instructions / Malpractice documents/ 
VQs_suspected_malpractice_report_AQVQ1. 

For guidance on completing this report and returning candidate work to OCR please refer to the 
Instructions for Examiners – Paper based assessment document found on Assessment 
specialist communications website, Live assessment instructions. 

https://www.ocr.org.uk/assessment-specialist-communications/
https://www.ocr.org.uk/assessment-specialist-communications/
https://www.ocr.org.uk/assessment-specialist-communications/
https://www.ocr.org.uk/assessment-specialist-communications/
https://www.ocr.org.uk/assessment-specialist-communications/
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Section 5 – Submit the Mark Sheet to OCR 

Prior to submitting your mark sheet, please complete a final check to ensure: 
• The candidates on the mark sheet match the candidates work received
• The marks are correctly shown
• If there is any evidence of suspected malpractice the “Malpractice” box needs to be

selected
• All ‘absent’ candidates are correct (i.e. no assessments have been received for marking)
• The total numbers of papers being submitted on Interchange, matches the number of

papers you have received for that centre/session/scheme/unit

NB: marks must be added / paper not submitted box(s) checked as applicable for ALL 
candidates on the mark sheet before Interchange will allow you to submit.  

If you wish to keep a copy of the mark sheet for your own records, when you have inserted all 
the candidate marks print a paper copy of the mark sheet before you select submit. It is 
important to print this before submitting the mark sheet as you will not be able to re-access it 
once it has been submitted. Select FILE>PRINT from your browser menu to do this.  

NB: You will not be able to re-access the mark sheet once it has been submitted. 
• To submit the mark sheet to OCR click submit. An acknowledgement message will be

displayed.
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Section 6 – Troubleshooting 

1. How do I know which centres to expect?
VQ Assessment Processing will send you an email with your expected allocation. This will
show you the centres and number of candidates you should expect to receive.

2. I’m unable to access OCR Interchange
If you have been provided with an Interchange user account but are unable to successfully
log onto Interchange, please contact OCR’s Customer Support Centre on 01223 552556.
The Customer Support Centre is open from 8.00am – 5.00pm Monday to Friday. If you are
experiencing problems outside of these hours, please email support@ocr.org.uk

3. I can’t see the ‘Find Mark Sheets’ menu item in the navigation menu under
‘Assessors’
Please contact OCR’s Customer Support Centre on 01223 552556.
They will be able to check your access level.

4. I have received a paper version of the attendance list with the candidate work. What
should I do with it?
Check on OCR Interchange to see if you can access the corresponding mark sheet. If not
the VQ Assessment Processing Team will be contacting centres daily, until the attendance
list is submitted. Please do not return your marks on the paper copy. All marks must be
submitted electronically.

5. I tried to access a mark sheet and got the following message. What does this mean?

This message can mean that the centre has not yet submitted their attendance list for this 
scheme/unit or that you have already submitted a mark sheet for it. Where attendance lists 
have not been submitted the VQ Assessment Processing Team will be contacting centres 
daily, until the attendance list is submitted. 

mailto:support@ocr.org.uk
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6. I have encountered a general error message, what does this mean?

Occasionally you may see this message during peak periods. Please try to re-run your 
request/search. If you still experience issues, then you will need to contact the Customer 
Support Centre via the links provided on-screen.  

7. I have not received work for a candidate who is marked as present on the mark
sheet. What should I do?

If you have not received candidate work that is marked as present, this should be reported
to the VQ Assessment Processing Team by emailing vqprocessing@ocr.org.uk. You
should not submit the marksheet; you should save the mark sheet at this time until a
response is received from the VQ Assessment Processing Team.

8. I have submitted the mark sheet in error and need to amend it.
Please contact the VQ Assessment Processing Team in OCR Operations via
vqprocessing@ocr.org.uk or call the Customer Support Centre on 01223 552556.

9. Do I have to input all the marks from a batch at the same time?
No. OCR Interchange allows you to access the mark sheets at any time prior to
submission. You will need to save your marks as you work, and we recommend that you
do this throughout your inputting as standard practice. Please ensure that if you want to
return to a mark sheet that you click ‘save’ prior to exiting. Failure to save will result in all
marks being lost.
The mark sheet can be re-accessed by following the steps in SECTION 1.

10. I have a mark sheet where a candidate’s name appears more than once. What
should I do?
• Mark one entry as normal
• Mark any further entries as absent and inform the VQ Assessment Processing Team

in OCR Operations via vqprocessing@ocr.org.uk noting the name, centre number,
scheme, and unit where the duplication has occurred.

11. I have work for a candidate who hasn’t attempted a question or scores no marks,
what should I do?
a) If this is only applicable to individual question(s), please input a zero in the relevant

question number box(s)
b) If the candidate hasn’t attempted any of the questions, his should be reported to the

VQ Assessment Processing Team by emailing vqprocessing@ocr.org.uk. You should
not submit the marksheet; you should save the mark sheet until a response is received
from the VQ Assessment Processing Team

mailto:vqprocessing@ocr.org.uk
mailto:vqprocessing@ocr.org.uk
mailto:vqprocessing@ocr.org.uk
mailto:vqprocessing@ocr.org.uk
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12. I have work for a candidate whose name does not appear on the mark sheet, what 
should I do?
Please submit the marksheet and contact the VQ Assessment Processing Team in OCR 
Operations via vqprocessing@ocr.org.uk or the Customer Support Centre
on 01223 552556.
You will be provided with a manual marksheet to complete the marks.

13. I have work for a candidate who I am not marking that scheme/unit/centre for. What 
should I do?
Please email VQ.panelmanagement@ocr.org.uk with a list of the centre numbers/scheme 
codes and unit numbers involved (and how many candidates) and return the candidate 
work with a short explanatory note (or copy of your email) via DHL to VQ Panel 
Management Team, OCR, Bourn, 1 Manor House Drive, Coventry, CV1 2FX . The 
candidate work will be forwarded to the correct examiner(s).

14. I have not received candidate work from a particular centre(s), what should I do?View 
the mark sheets on Interchange, check if the centre(s) has submitted all candidates as 
absent.
If absent, you will not receive candidate work.
If candidate names are listed as present, contact the VQ Assessment Processing Team in 
OCR Operations via vqprocessing@ocr.org.uk or the Customer Support Centre
on 01223 552556

15. I have received work for a candidate who is marked as absent on the mark sheet, 
what should I do?
You can select the candidate as present by ticking the paper submitted box. Full details are 
shown in SECTION 2 of this document.

16. I cannot see one of my allocated centres on my dropdown list when searching for the 
mark sheet, what should I do?
If you have received notification of an allocated centre but cannot see them on your drop 
down, please contact the Customer Support Centre on 01223 552556
or email the VQ Panel Management Team: VQ.panelmanagement@ocr.org.uk who will be 
able to assist you further.

17. I think I may have found malpractice but I’m not 100% sure, what should I do?Please 
report it. You do not have to be sure malpractice has occurred just that there is evidence of 
suspected malpractice. The Compliance Team (compliance@ocr.org.uk) investigate all 
instances of reported suspected malpractice and determine if malpractice has occurred.

18. Should I stop marking the work if I identify malpractice, or alter my marks to account 
for the malpractice?
No, it is important you do not alter or stop your marking. You should continue as normal but 
ensure you follow the appropriate process for indicating suspected malpractice and 
reporting it to OCR as soon as possible. The Compliance Team investigate all instances of 
reported suspected malpractice and decisions regarding the candidate work/marks are 
made on conclusion of each case.

mailto:vqprocessing@ocr.org.uk
mailto:VQ.panelmanagement@ocr.org.uk
mailto:vqprocessing@ocr.org.uk
mailto:VQ.panelmanagement@ocr.org.uk
mailto:compliance@ocr.org.uk
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19. If I need to contact somebody at OCR about suspected malpractice, who can I 
contact?
Telephone the Customer Support Centre and they will transfer you to the appropriate team 
or email compliance@ocr.org.uk

20. Will I be informed about the outcome of a malpractice investigation?
No, investigations into suspected malpractice are confidential so you will not be updated 
on the progress or outcome of a case. However, you may be contacted for additional 
information or to provide clarification of an issue you have raised.

21. I have a question or scenario that has not been covered above
Please contact the VQ Assessment Processing Team immediately, via
vqprocessing@ocr.org.uk or the Customer Support Centre on 01223 552556. Please do 
not submit your marks or return the work until the VQ Assessment Processing team have 
advised how to proceed.

mailto:compliance@ocr.org.uk
mailto:vqprocessing@ocr.org.uk
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