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About this Moderators’ report 

This report on the 2019 series assessments aims to highlight: 

• areas where students were more successful 

• main areas where students may need additional support and some reflection 

• points of advice for future examinations 

It is intended to be constructive and informative and to promote better understanding of the 
specification content, of the operation of the scheme of assessment and of the application of 
assessment criteria. 

The report also includes links and brief information on: 

• A reminder of our post-results services including reviews of results 

• Link to grade boundaries 

• Further support that you can expect from OCR, such as our CPD programme 

 
  

https://www.surveymonkey.co.uk/r/ZL5Z53B


 

 

Reviews of results 

If any of your students’ results are not as expected you may wish to consider one of our reviews 
of results services. For full information about the options available visit the OCR website. If 
University places are at stake you may wish to consider priority service 2 reviews of marking 
which have an earlier deadline to make sure your reviews are processed in time for university 
applications: http://www.ocr.org.uk/administration/stage-5-post-results-services/enquiries-about-
results/service-2-priority-service-2-2a-2b/ 

 

Grade boundaries 

Grade boundaries for this, and all other assessments, can be found on the OCR website .  

 

Further support from OCR 

CPD Training 
Attend one of our popular CPD courses to hear exam feedback directly from a senior assessor 
or drop in to an online Q&A session. 

Please find details for all our courses on the relevant subject page on our website.  

www.ocr.org.uk 

 

http://ocr.org.uk/administration/stage-5-post-results-services/enquiries-about-results/
http://www.ocr.org.uk/administration/stage-5-post-results-services/enquiries-about-results/service-2-priority-service-2-2a-2b/
http://www.ocr.org.uk/administration/stage-5-post-results-services/enquiries-about-results/service-2-priority-service-2-2a-2b/
http://www.ocr.org.uk/administration/stage-4-results/grade-boundaries/
https://www.ocr.org.uk/
https://www.ocr.org.uk/
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Overview 
The Functional Skills ICT Entry Level qualifications are accessed by a broad range of centres 
including, school, colleges, adult education, training organisations, special education centres, 
voluntary organisations and offender institutions. 
 
The majority of centres are administering the assessments in a timely manner, however, a few 
centres are not dispatching the candidate work within the time frames set in the Centre 
Handbook. 
 
When a centre is entering a number of candidates on the same day for a test, it is beneficial if all 
of the candidates are entered as a single batch rather than each candidate being entered as a 
separate batch. 
 
Good practice 
Many centres have submitted good quality candidate work with clearly referenced printouts to 
evidence all the required criteria. The work submitted evidences that most candidates have been 
well prepared and are able to produce documents that are fit for purpose. In some instances 
however, centres are not submitting sufficient evidence to demonstrate the achievement of all 
the required criteria for each candidate. 
 
Centres should make sure that, where there is more than one assessor, internal standardisation 
takes place to make sure consistency of assessment standards across all candidates within the 
centre. 
 
An Assessment Record Front Sheet (ARFS) with details of Internal Moderation is required with 
each batch of work submitted. It is a requirement that candidate work is Internally Moderated in 
order to maintain quality and standardisation of assessment decisions. A downloadable copy of 
the ARFS can be found on the subject web page under ‘forms’ accordion.  
https://www.ocr.org.uk/qualifications/functional-skills/ict-entry-level-09873-09874-09875/ 
 
General comments 
OCR external moderators’ produced feedback reports submitted which can be accessed 
electronically from OCR Interchange for each claim. Centres must make sure that all relevant 
internal assessors have access to the feedback reports so that points raised with regard to the 
evidence submitted may be actioned within the centre. In a small number of instances, it has 
been necessary to withdraw claims as, despite advice being given to the assessor in a number 
of feedback reports, the centre has continued to submit work with gaps in the candidate 
evidence. 
 
In most cases, centre used the appropriate live assessment tasks accessed from OCR 
Interchange. In small number of instances centres provided candidates with either assessment 
tasks that have been withdrawn from use or centre set assignments, neither of which are 
acceptable. Unfortunately in these cases, it has been necessary to withdraw the claims. 
 
Where contextualised assessment tasks are used, only the items underlined may be amended 
to suit a centre’s candidates (please see the ‘Scope of Assessment Modification’ section within 
each live assessment task). 
 
It should be noted that at Entry Level 1, the assessment document should contain an image 
only. Centre assessors should take care not to disadvantage their candidates by placing undue 
demand on them during the assessment process with additional or overly complex tasks that are 

https://www.ocr.org.uk/qualifications/functional-skills/ict-entry-level-09873-09874-09875/
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not part of the assessment. For example, including text with the image in the document provided 
for the Entry Level 1. 
 
Each assessment task is provided with its own Assessment Record Form (ARF) which is 
specific to the skills standards being assessed and the marks to be given for each criteria. It is 
essential that the correct Assessment Record Form is used for each candidate to avoid 
withdrawal of the claim. 
 
Centre assessors should make sure that evidence screen prints are of a suitable size and quality 
for the contents to be clearly legible in order that the external moderator may verify the marks 
given. 
 
Please make sure that the mark scheme is always applied exactly as shown. The document 
“Marking Guidance” is available from the subject web page at 
http://www.ocr.org.uk/Images/71044-marking-guidance.pdf. This contains detailed information 
on acceptable evidence. For further advice and help, please contact OCR’s Customer Support 
Centre. 
 
Marks should not be deducted for “guidance” where this is not included in the mark scheme. 
Where appropriate centre assessors should use the terminology specified in the Marking 
Guidance (prompting/guidance) in order that the marks given may be verified.  
 
Where marks have been deducted, centre assessors must give reasons in their feedback on the 
Assessment Record Form (ARF) as to why these marks have been deducted. It will then be 
possible for the external moderator to verify the marks given. 
 
Centre assessors should make sure that feedback is personalised and tailored to the 
performance of each individual candidate. 
 
The Entry Level qualifications make provision for candidates to be given feedback and support 
(prompting and guidance) while completing the live assessment tasks. Centre assessors should 
make sure that they are available during the assessment session in order to give guidance and 
support so that candidates may rework evidence and documents where appropriate. 
 
While it is good practice for centre assessors to give feedback to candidates on the overall 
accuracy of their documents, for example, incorrect use of words (their/there), capitalisation and 
grammar. At Entry Level marks should not be deducted for errors that would not be identified by 
the spell checker. Similarly, it is good practice to give advice to candidates with regard to 
inconsistency of formatting, however, this should not be penalised at Entry Level. 
  

http://www.ocr.org.uk/Images/71044-marking-guidance.pdf
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Comments on individual units 
 
Entry Level 1 
Skill 
Standard 

Coverage 
and Range 

Guidance on Acceptable Evidence 

1.1 1.1.1 Assessor comments on the Assessment Record Form (ARF) 
should contain sufficient detail to identify the specific interface 
features that the candidate used. For example, James used 
icons. 
 

1.2  
 
 
1.2.1 
 
 
1.2.2 

Assessor comments on the Assessment Record Form (ARF) 
should contain sufficient detail to identify: 
 
- how the candidate minimised physical stress. For example, 
Anuj adjusted his chair. 
 
- a specific example of how the candidate used a password. For 
example, used a password to log on to the system/to access 
their message on their mobile phone. 
 

1.3 1.3.1 Assessor comments on the Assessment Record Form (ARF) 
should contain sufficient detail to identify how the candidate 
accessed specified information. For example, Paula found the 
document containing the image. Paula found the additional 
information in the electronic message. 
 

1.4 1.4.1/1.4.2 Printouts of: 
 
- draft document showing the image and the label entered. 
- final document including the additional information. 
 
Many centres demonstrate development of candidates’ skills with 
using basic formatting skills in the final document, however this is 
not a requirement at Entry Level 1. 
 

1.5 1.5.1 Printout/screen print of the electronic message received from the 
centre assessor showing the additional information to be entered 
into the document. 
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Entry Level 2 
Skill 
Standard 

Coverage 
and Range 

Acceptable Evidence 

2.1  
 
 
2.1.1 
 
 
2.1.2 
 
2.1.3 

Assessor comments on the Assessment Record Form (ARF) 
should contain sufficient detail to identify: 
 
- the specific hardware devices that the candidate used. For 
example, Mei Lein used a scroll wheel and keyboard. 
 
- the specific software applications that the candidate used. 
 
- the specific interface features that the candidate used. For 
example, Mei Lein used buttons and dialogue boxes. 
 

2.2  
 
 
2.2.1 
 
 
2.2.2 

Assessor comments on the Assessment Record Form (ARF) 
should contain sufficient detail to identify: 
 
- what the candidate did to minimise physical stress. For example, 
Jules adjusted the chair/placed his bag under the desk. 
 
- a specific example of how the candidate used a password. For 
example, Jules used a password to log on to their email. 
 

2.3  Assessor comments on the Assessment Record Form (ARF) 
should contain sufficient detail to identify how the candidate used 
ICT-based sources to find the relevant information. 
 
Where the assessment task requires the candidate to use a 
specified website as a source of information, they are required to 
insert the website address (URL) accurately into the address bar. 
candidates should not use a search engine to access the website. 
 
Some centres demonstrate best practice with candidates producing 
screen prints of using key words to search/using the address bar to 
navigate to a specific URL. 
 

2.4 2.4.1 Printouts of relevant web sites/web pages evidencing all of the key 
information such as each required description and price found. For 
example, the candidate should provide evidence for each piece of 
information found including any additional information. 
 
A number of centres demonstrate best practice with candidates 
annotating or highlighting the key information selected. 
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Skill 
Standard 

Coverage 
and Range 

Acceptable Evidence 

2.5 2.5.1 Printouts of: 
 
- draft copy of the document showing the initial information entered. 
- final copy document including the additional information and 
evidence of formatting being applied. 
 
Some centres provide draft printouts that evidence best practice 
with clear written feedback to the candidate identifying areas for 
amendment/improvement. 
 

2.6 2.6.1/2.6.2 Printouts of: 
 
- draft copy of the document showing the information entered. 
- final copy showing evidence of amended layout and corrections 
made. 
 
Some centres have submitted excellent evidence with screen prints 
of using the spell checker. 
 

2.7 2.7.1 Printouts/screen prints of: 
 
- email received showing the additional information to be entered 
into the document. 
- email sent showing an appropriate reply message. 
 
Where the assessment task requires an email to be sent confirming 
completion of the task, the candidate’s reply email must state that 
they have finished the task/the document has been completed, 
rather than stating they have added the extra information/they have 
done as asked. 
 
Candidates are not required to attach documents to emails at Entry 
Level. 
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Entry Level 3 
Skill 
Standard 

Coverage and 
Range 

Acceptable Evidence 

3.1  
 
 
3.1.1 
 
 
3.1.2 
 
 
 
3.1.3 
 
3.1.4 

Assessor comments on the Assessment Record Form 
(ARF) should contain sufficient detail to identify: 
 
- how the candidate started up and shut down their ICT 
system. 
 
- both the specific input and output devices that the 
candidate used. For example, Dev used the touch screen 
and the printer. 
 
- the specific software applications that the candidate used. 
 
- the specific interface features that the candidate used. For 
example, Dev used menus and option buttons. 
 

3.2 3.2.1 
 
 
3.2.2 

Printouts/screen prints of saved files showing meaningful 
filenames. 
 
Assessor comments on the Assessment Record Form 
(ARF) should contain sufficient detail to identify the external 
media storage used and the steps followed to remove it 
safely. 
 

3.3  
 
 
3.3.1 
 
 
.3.2 

Assessor comments on the Assessment Record Form 
(ARF) should contain sufficient detail to identify: 
 
- a specific example of how the candidate used/changed a 
password. 
 
- what the candidate did to minimise physical stress. For 
example, Sol adjusted the keyboard position and used a 
wrist rest.  

3.4 3.4.1 
 
 
 
 
 
 
 
 
3.4.2 

Assessor comments on the Assessment Record Form 
(ARF) should contain sufficient detail to identify how the 
candidate used key words/links within ICT-based sources to 
find relevant information. 
 
Many centres demonstrate best practice with candidates 
producing screen prints evidencing use of key words to 
search/links to find information. 
 
Printouts of relevant web sites/stored information showing 
the key information found.  
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Skill 
Standard 

Coverage and 
Range 

Acceptable Evidence 

3.5  Printouts of: 
 
- relevant web pages showing the key information selected 
for each relevant item. For example, if the candidate has 
searched for the price of three different items they should 
provide evidence for each of the item prices. 
 
Many centres demonstrate best practice with candidates 
annotating or highlighting the key information selected. 
 

3.6 3.6.1/3.6.2 
 
 
 
 
 
 
 
3.6.3 
 

Printouts of: 
 
- draft copy of the document showing the information 
entered. 
- final copy of the document showing evidence of the 
additional information being entered and formatting applied. 
 
Printouts/screen prints of using a spreadsheet formula on 
screen calculator. 

3.7 3.7.1/3.7.2/3.7.3 Printouts of: 
 
- draft copy of the document showing the information 
entered. 
- final copy of the document showing evidence of 
appropriate amended layout and corrections made. 
 
A number of centres demonstrate best practice with 
annotations and comments on the draft printout of the 
document. 
 

3.8 3.8.1 Printouts/screen prints of: 
 
- email received showing the additional information to be 
entered into the document. 
- email sent showing that the reply facility has been used 
and displaying an appropriate message. 
 
Where the assessment task requires an email to be sent 
confirming completion of the task, the candidate’s reply 
email must state that they have finished the task/the 
document has been completed, rather than stating they 
have added the extra information/they have done as asked. 
 
Candidates are not required to attach documents to emails 
at Entry Level. 
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Sector update 
The Department for Education are reviewing the content, delivery and assessment of the 
Functional Skills ICT qualifications. The current intent is for the reformed digital qualifications to 
be launched in September 2021. 
 
As yet there has been no final decision with regard to the type of assessments to be produced or 
in relation to the content of the new Digital Functional Skills ICT qualification. 
 
 
 



 

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 (Oxford Cambridge and RSA Examinations) 
Head office 
Telephone: 01223 552552 
Facsimile: 01223 552553 
 
© OCR 2019 

About OCR 
 
OCR (Oxford Cambridge and RSA) is a leading UK awarding body. We provide qualifications 
which engage people of all ages and abilities at school, college, in work or through part-time 
learning programmes. 
 
As a not-for-profit organisation, OCR’s core purpose is to develop and deliver general and 
vocational qualifications which equip candidates with the knowledge and skills they need for their 
future, helping them achieve their full potential. 
 
© OCR 2019 
 
OCR (Oxford Cambridge and RSA Examinations) 
The Triangle Building  
Shaftesbury Road  
Cambridge 
CB2 8EA 
 
OCR Customer Contact Centre 
 
Telephone: 01223 553998 
Facsimile: 01223 552627 
Email: general.qualifications@ocr.org.uk 
 
www.ocr.org.uk 
 
 
For staff training purposes and as part of our quality assurance programme your call may be 
recorded or monitored 
 
 

mailto:general.qualifications@ocr.org.uk
http://www.ocr.org.uk/
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