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Section 1: Introduction to External Moderation 

1.1 The purpose of moderation 

 
Laser Learning Awards is licensed as an Access Validating Agency (AVA) by the QAA. 
The requirements of the licence with reference to moderation are summarised in Section 
D of the QAA Grading Scheme Handbook. The moderation of LASER’s Diplomas 
therefore has the following purposes: 

 
a) to assure, through a process which is external to the providing centre, the 

consistency and sufficiency of standards of student achievements leading to the 
award of credit and to the award of Access to HE Diplomas according to the 
specifications set out by the QAA; 

 
b) to ensure that equivalent standards and requirements for achievement apply on 

different Access to HE courses which lead to Diplomas, within the AVA and across 
different student cohorts  
 
 

c) to ensure consistency in the award of credit and grades to learners and that learners 
are receiving fair and equitable treatment; 
 

 
d) to ensure that, where Access to HE Diplomas or common units are available on more 

than one course, consistent standards are applied across providers/centres in 
relation to assessment requirements and judgements about achievement (including 
graded achievement) 
 
 

e) to ensure that where Access to HE Diplomas or units are available in cognate subject 
areas on different courses, opportunities are provided for those involved in Access to 
HE assessment and moderation to define and compare specific standards of 
required achievement for the award of credits and grades, and its moderation 
systems take account of the outcomes of this process 
 
 

f) to monitor and report on assessment arrangements of approved programmes; 
 

 
g) to be an ongoing and accessible source of critical advice for centres and their staff in 

order to support the continuous improvement of AVA validated Access Diplomas; 
 

 
h) to ensure Access Diplomas are delivered in accordance with the specifications 

agreed at the Validation Panel; 
 

 
i) to ensure  the maintenance and enhancement of the quality and fitness for purpose 

of Access to HE Diplomas. 
 
      This document aims to explain LASER’s key quality assurance processes which are all 
focussed in terms of meeting the requirements outlined above. 
 
Back to Contents page 
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Section 2: Guidelines for Moderation 

2.1: Outline of approach to moderation and standardisation 

 
The appointment of an individual moderator to each Access to HE Diploma offered at 
LASER approved centres remains at the heart of our approach to assuring the quality of 
Access courses. We are of the view that this one-to-one relationship ensures the best 
support for staff and students in centres whilst enabling each moderator to develop a 
proper understanding of the functioning of each Access course.  
 
However, since 2015 we have augmented this model by setting up additional Subject 
Specialist examination of identified work.  This enables LASER to quality assure student 
assessments at subject level as well as across the range of subjects on any given 
diploma.   
 
From 2016-17 each centre will also have a Lead Moderator who will be responsible for 
liaising with the centre across the range of diploma titles offered.  They will play a key 
role in co-ordinating moderation processes and sampling at the centre and will report 
back to the centre and the diploma moderator on Subject Specialist Examination work.  
 
 

 
 
 
 

The approach of Access Diploma Moderation combined with Access Subject 
Specialist Examination of student work underpins LASER’s quality assurance model 
for Access to HE.  The new role of the  Lead Centre Moderator will act to ensure that 
feedback from all moderation and standardisation processes is fed back appropriately 
and any recommendations and conditions are set with a view to working collaboratively 
with the centre to enhance the quality of their provision. 
 
 
 
 
 
 

Back to Contents page 
 



 
Access Quality & Moderation Handbook 16 / 17              

 
 

 

  5 

 

Moderation:  Key Personnel at a glance 
 
Access Diploma Moderator (ADM) The ADM is also referred to as the External 
Moderator (EM):  Appointed at Diploma level to oversee and report on each individual 
Access to HE Diploma.  The same Moderator, depending on experience, may moderate 
more than one diploma title at a centre.  
 
Subject Specialist Examiner (SSE):  Appointed to examine samples of work within a 
specific subject area (e.g. Physics).  Work sampled by an SSE will be reported back to 
the Lead Centre Moderator who will disseminate findings to both the centre / diploma 
staff and the relevant ADM.  The Centre Lead Moderator will also ensure that 
appropriate actions are taken to any issues in relation to SSE Reporting (in terms of 
Recommendations / Conditions.   
 
Lead Centre Moderator (LCM):  As noted above the LCM is a new role created for 
2015-16.  The LCM will play a part in overseeing and co-ordinating sampling for the SSE 
process and will also complete a summary ‘pro-forma’ report at the end of the academic 
year.  
 

 

2.2:  Overview of the Moderation Cycle for ADMs 

 

 
 
 
Back to Contents page 

Spring Term 
Complete initial visit (Jan / 

Feb and complete and 
return EM Report (initial 
visit sections) to LASER 
(and centre).  There is 
likely to be on-going 

contact with course team 
re: awards board issues, 

remotely sampling of work 
questions and queries, 

representations and 
referrals etc. 

Summer Term 
Final moderation visit and 
Preliminary Awards Board 

completed. Complete 
Final sections of EM 
Report and return to 

LASER 
 

Autumn Term  
EMs agree annual 

contract & schedule and 
make initial contact with 
course team, and plan  

initial visit. 
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2.3: Overview of the Moderation Cycle for SSEs and LCMs 

 

 
 
Note:  Feedback from Phase Three sampling will be provided in the initial term of the next 
academic year. 
 
 
 
 
 
Back to Contents page 
 
 

Phase One:  

1) AVA informs centre and LCM of sample of work relating to introductory units required. 

 

2) Centre provides work to AVA who then pass this work to relevant SSE 

Phase Two: 

1) SSE Feedback from Phase One is passed to the LCM by the AVA. 

 

2) The LCM passes feedback to both the Centre and the relevant ADM 

 

3) The LCM together with the AVA identify any further samples necessary which are then passed to 
the relevant SSE 

Phase Three: 

1) SSE Feedback from Phase Two is passed to the LCM by the AVA. 

 

2) The LCM passes feedback to both the Centre and the relevant ADM 

 

3) The LCM ensures that the centre provide samples of the their IAS  / EIAS units  
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Key Moderation Documents: 
 
1) EM Report (formerly EMA 1 & EMA 2):  A single document which is developed over 

the course of the academic year.  The form has sections which are to be completed in 
the wake of the initial visit and other sections which are completed in the wake of the 
final moderation visit and Preliminary Awards Board.  For 2016-17 the EM is asked to 
‘score’ the centre using a metric similar to that employed in the Annual Centre Report 
2015-16 in relation to key activities. 

 
2) Subject Specialist Examiner Form 1 (formerly SSE1):  This document is used to 

record SSE judgments in relation to a number of samples in relation to a single unit.   
 
3) Subject Specialist Examiner Form 2 (formerly SSE2):  This document is used by 

SSEs in association with Subject Specialist Form 1 to record the initial judgments in 
relation to ‘Blind Marking’ exercises. 

 
4) Lead Centre Moderator Report:  This form is new for 2016-17 and summarizes key 

processes and activities in relation to quality assurance at a given centre.  It includes an 
overview of External Moderation Reports at the centre and also oversight of SSE 
activities at the centre.  

 
5) Sundry Documents: The Document Downloads section of the LASER website 

(http://laser-awards.org.uk/content2.asp?id=434 ) contains a number of forms relating to 
‘Representations’, Referrals, Academic Malpractice, Student Appeals, Extensions 
© and Aegrotat / Posthumous Awards ©.  It is advisable for Ems and Centres to be 
aware of these forms.  Those marked © are compulsory and must be used.  The other 
forms are optional but they have been drafted to ensure centres and Ems discharge all 
QAA requirements in terms of framing their judgments.   

 
 

Section 3: The Initial Contact (1st Term) 
 
Once LASER has confirmed that Diploma titles are to run at a centre the AVA will appoint an 
ADM otherwise known as External Moderator (EM) for that Diploma title.  The same EM 
may actually moderate a number of Access to HE Diploma titles at a single centre.  LASER 
will also appoint the Lead Centre Moderator (LCM) for the centre (who will also be one of 
the Ems for the centre).  This will take place in the first term and should have been 
completed by the point of registration of learners.   

3.1 What to Expect: 

 
Each Diploma EM will then contact the Access Co-ordinator for the centre (via e-mail) to 
confirm that they are the relevant EM for the specific Diploma title(s) that they have been 
appointed to.  It will often be the case that the EM will remain the same from year to year so 
will be known to the centre, but in the case that the EM is not known to the centre they will 
formally introduce themselves.  The Lead Centre Moderator will also let the centre know that 
they are to act as LCM for the Centre.   
 
The Access Moderation and Quality Assurance Officer from LASER will also contact the 
centre via e-mail in the first term to request samples for Subject Specific Examination (where 
applicable).  Please see Section 12 for further guidance on what is required in terms of 
Subject Specialist Examination.   
 

http://laser-awards.org.uk/content2.asp?id=434
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Back to Contents page 

3.2 What the EM Will Want: 

 
1. The External Moderator (and the LCM) will wish to set a date for their initial 

visit to the centre (at some point between the beginning of January and the end 
of February for centres running over the conventional academic year).  They will 
make clear the specific requirements of the initial visit to the centre and will set a 
date with the co-ordinator based upon agreement from the centre that the 
requirements for the visit will be available for their consideration.  If a Centre Co-
ordinator feels they will not be able to provide the necessary documentation etc. 
for the visit they should let the EM know and every effort should be made to 
renegotiate the timing of the visit at a point convenient to all parties.  Where 
problems arise in terms of negotiation of the timing of a visit the EM should let the 
AVA (LASER) know as a matter of urgency. 

 
2. The EM may be called to adjudicate on certain matters prior to the initial 

‘physical’ visit.  These matters may be managed via remote contact (via phone or 
e-mails) and will relate to any ‘Representations’; ‘Referrals’; incidents of 
‘Academic Malpractice’ or Student Appeals which may arise in relation to the 
specific Access to HE Diploma titles that they moderate (these matters must be 
managed in line with the QAA Regulatory Framework).  Therefore, the EM will 
wish to know as soon as possible that any of the above will be passed to them to 
ensure that they are resolved appropriately.  Where possible the Centre should 
inform the EM at the earliest opportunity (either at the point of initial contact or as 
soon as possible or reasonably practicable once the matter has arisen) to ensure 
that matters are handled appropriately.  LASER provides a number of pro-forma 
documents available from the documents download page which allow Centres to 
ensure that the above are managed in line with the QAA requirements (all of 
which can be completed electronically). 

  

What Ems want from initial contact: 
 

 Confirmation of Date of Initial Visit 
 

 Details of any Representations; Referrals; Academic Malpractice incidents; and, 
Student Appeals that have been made…  Where these occur subsequent to the initial 
contact the EM should be made aware of them at the earliest opportunity.  
 
 

 
As noted above the Access Quality and Moderation Officer will also contact the centre 
with specific requests for materials for Subject Specialist Examiners to sample.  The Centre 
will be given a specific timescale to return work. Requests will take one of two forms: 
 
1) Sampling via Moderation of Work 
2) Sampling via Blind Marking 
 
For further details relating to this process please see Section 12. 
 
 
 
Back to Contents page 



 
Access Quality & Moderation Handbook 16 / 17              

 
 

 

  9 

Section 4: Initial Contact 
 
As noted above the EM will expect to visit the Centre at an agreed point in between the 
commencement of the 2nd term and the mid-point of the 2nd term (i.e. between the beginning 
of January and mid-February for courses running on the conventional timetable. 
 
4.1 At this visit Moderators will: 
 
At this visit Ems will want to gain an overview of the functioning of the Access to HE Diploma 
title(s) that they moderate.  They will refer back to any Recommendations or Conditions 
set within the final report of the previous year and will look for any progress made in terms of 
their achievement.  They will also wish to gather general information about the functioning 
of the Access to HE Diploma title(s) they moderate and will wish to see (or hear) evidence of 
the student voice as well as seeing an overview of the Centres’ Internal Verification and 
Moderation processes.  It will also be the case that they will wish to sample evidence of 
marked and graded work at the initial visit.  Therefore, it is vital that centres have this 
evidence available for their Ems.  At the Initial Visit the EM will also want to set the date for 
their final visit at the centre for the year (Final Moderation and Preliminary Awards Board). 
 
 

What Ems Want from an Initial Visit: 
 

• Ems will want to see progress in relation to any Recommendations / Conditions 
 

• Ems will want to gather information on the administration and management of 
individual diploma titles… 
 

• Ems will wish to gain feedback in terms of ‘Student Voice’ either by meeting students 
or scrutiny of feedback questionnaires or alternative ‘student voice’ mechanisms 
 

 
• Ems will want to examine the plans and processes at the centre in terms of Internal 

Verification and Moderation 
 

• Ems will wish to sample some marked (graded) student work 
 

• Ems will discuss any issues highlighted by relevant SSE documentation and 
judgments. 
 

• Ems will wish to set the date for the Final Moderation Visit / Preliminary Awards 
Board 

 

 
4.2 What Happens Next: 
 
The EM will complete the initial / interim sections of the relevant External Moderator’s Report 
detailing the key findings of their visit.  This will be shared as a draft document with the 
Access Co-ordinator for the centre.  However, the report will not be finalized until it has been 
fully completed and checked by The Access Quality Manager for LASER.  Thus the centre 
should be made fully aware that no report is finalized until it has been approved by the AVA.  
The EM therefore will also be expected to send the draft document to LASER for quality 
assurance purposes.   
 
Back to Contents page 



 
Access Quality & Moderation Handbook 16 / 17              

 
 

 

  10 

The Lead Centre Moderator will also begin a draft Lead Centre Moderator’s Report for the 
centre summarizing the key activities in terms of initial visits and SSE work.  Once again this 
report should be shared as a draft document with the Access Co-ordinator for the centre on 
the same terms as above.  
 
In the wake of the initial visit there may still be contact between the Centre and the EM in 
relation to Representations; Referrals; Academic Malpractice; and, Student Appeals.  
These matters should be handled promptly via ‘virtual contact’.  If either a centre or an 
External Moderator is unsure in terms of how to progress in relation to any of the above (or 
indeed any other matter arising from the moderation processes at a centre) they should 
contact the Access Quality Manager for LASER (Ken Duckett) who will provide clarification 
and ensure that centres remain fully compliant with the QAA Regulatory Framework. 
 
Sampling: 
 
In the initial part of the 3rd term the EM will contact the centre indicating the work that they 
wish to sample at their Final Moderation Visit. 
 
It is important that the EM agrees with the responsible tutor what information and samples of 
assessed work will be seen for moderation.  If there are a number of different tutors 
delivering the programme the external moderator will wish to meet the tutors during his/her 
visits, or at least see the minutes of their internal team meetings. 

 
The external moderator, not the tutor, specifies the student sample of assessed work that is 
to be seen. A list of students on each course being moderated is sent by the AVA to 
moderators prior to the final moderation visit. It is important that sufficient evidence is 
sampled for the external moderator to feel confident about the consistent and valid award of 
credit.   

 

 If more than 50 learners are registered to receive credit for an individual Diploma 
title then the minimum sample size is 20% (or 10 portfolios).   

 

 For programmes that register fewer than 50 learners it is usually necessary to 
sample at least 5 portfolios.  

 
A basic formula that many external moderators use for selecting the range of portfolios 
within a sample is an example of achievement at each level (top, middle, lowest of the 
range) plus any problems or borderline cases.  In order to select a sample it is necessary for 
the tutor’s records of assessment to be available so that moderators are able to see 
learners’ provisional grade profiles.  These matters should be undertaken prior to the Final 
Moderation Visit so that centres are aware of the requirements of Ems. 

Section 5: The Final Moderation Visit (FMV) 
 
The Final Moderation visit should take place around two weeks prior to the Final Awards 
Board meeting and is usually on the same day as the Preliminary Awards Board Meeting.  
This visit provides the main opportunity for Ems to sample student achievement.  At the 
Final Moderation Visit all student folders should be available for the EM to examine 
(although of course they will have identified a specific sample prior to the visit).  However, 
should the EM feel that there are problems with the requested sample, it is important that 
other work should be available so that the EM can refer to it. 
 
 
Back to Contents page 
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Thus the first part of the Final Moderation Visit consists of the final moderation of samples of 
student work.  
 

Highly Important:  There is NO expectation that all portfolios will be complete at this 
point. 
 

The majority of folders should be nearly complete by this date with assessed work 
accumulated over the year however the last assignments and some exam marking may still 
be on-going.   

 
What to Expect at the Final Moderation Visit: 

 
Before the Final Moderation Visit the centre should have available: 
 

 All student portfolios (as complete as they can be by that time) 

 Any specific portfolios/pieces of work specified by the External Moderator in 
advance of the meeting 
 

At the Final Moderation Visit the External Moderator:  
 

 Will sample the work available. This will form the basis of the final External Moderation 
report alongside the information already available from the initial moderation visit and 
feedback from the remote sampling undertaken by subject specialists. Where concerns 
arise the External Moderator may ask to see work from additional portfolios. 
 

 At the Final Moderation Visit the EM will also examine the Internal Verification and 
Moderation systems and documentation to ensure that they are effective in monitoring 
assessment practice at the centre. For more details on their expectations please see 
Section 10. 

 

 May also set a condition or conditions that further samples of work be provided 
remotely after the Final Moderation Visit and prior to approving the RAC (this might be 
work as yet unavailable as it may still be being marked).  The centre will be told this 
clearly and unequivocally at the Preliminary-Award Board Meeting (see below).  

 
 

 
 
Some Guidance on Sampling frames and what they should evidence for Ems and Centres: 
 
The sample moderated should: 
 

 include sufficient evidence to ensure that the learning outcomes are demonstrably achieved by learners gaining 
credit; 

 ensure that assessment criteria at different levels are applied appropriately and consistently; 

 ensure that different methods of assessment are applied appropriately and consistently; 

 ensure that assessment criteria are interpreted consistently in ‘borderline’ cases; 

 ensure different tutors are applying assessment criteria consistently; 

 ensure that grading decisions are made consistently 
 
The sample of evidence of assessed work will therefore include, as appropriate: 
 

 examples of work assessed by different tutors; 

 examples of different methods of assessment; 

 examples of all the different levels of achievement; 

 a range of learners across ability levels and different grades; 

 all ‘borderline’ cases. 

 

 
Back to Contents page 
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Section 6: The Preliminary Awards Board 
 

This is the first stage of the Final Awards Board process. It should comprise of the External 
Moderator, the Access Coordinator / Manager, the Internal Moderator and teaching staff 
from the programme1.  Additionally, if judged appropriate, student representatives may be 
asked to attend in order to provide feedback on the student experience.  
 
6.1 What the Preliminary Awards Board Requires: 
 
Before the Preliminary Awards Board the centre will have: 

 

 Have available all student portfolios (as complete as they can be by that time) 

 Have available RACs completed for as many learners as possible 

 Have identified a member of staff to take the notes. 

 Be familiar with the requirements of the LASER Preliminary Awards Board 
template report 

 designated a member of college staff to take the notes using the LASER 
Preliminary Awards Board template report 

 
During the Preliminary Awards Board meeting (using the LASER PAB/FAB Agenda2): 

 

 The Centre will provide the External Moderator with a summary report on the 
management of relevant diploma titles.   
 

 The External Moderator will provide feedback to the centre in relation to the 
Final Moderation Visit and sampling as well as any other matters arising.  S/he 
will also assess/discuss and receive feedback from the centre on any outstanding 
Recommendations and Conditions as recorded on the initial visit section of the 
External Moderation Report.  The External Moderator will also gather information 
in terms of the Organisation; Administration and Course Management aspects of 
the diploma, as well as discussing Assessment Practice and Internal Verification / 
Moderation with centre staff.  The External Moderator may also impose 
Conditions, which must be met prior to the Final Awards Board (as noted above). 

 
Extensions for the submission of student work 

 

 The Centre will have the opportunity to put forward any cases where it is felt that 
extensions beyond the Final Awards Board date (i.e. work that will not be marked 
in time for inclusion on the RAC) are required or aegrotat awards might be 
justified.  Where possible any student issues such as Student Representations, 
Referrals, Appeals or incidents of Academic Malpractice may be discussed and 
either resolved or at least discussed such that arrangements can be made for 
their ultimate resolution3. 

                                                      
1
 LASER Officers are not required to be in attendance as a LASER representative will attend the Final Awards 

Board 
2
 Available from the Access Downloads page 

3 Please note if student representations, referrals, appeals etc. are received by a centre after the Preliminary Awards 
Board, these should be raised with the External Moderator in Phase 3, following existing LASER procedures. 

Where a college/Access providing institution offers several Access Diplomas with more 
than one External Moderator, it is possible that the Preliminary Awards Board for 
individual Diplomas may occur on different days. Where this is the case separate 
Preliminary Awards Board minutes must be taken and retained. 
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If a centre feels it at all likely that a student will be unable to complete by the Final 
Awards Board, an extension for that student should be requested at the Preliminary 
Awards Board.  Where there are appropriate mitigating circumstances the extension can be 
permitted and the work must be graded.  However, where a student has missed deadlines 
and there is no mitigation an extension may still be agreed beyond the end of the 
programme but the work will be ‘capped to pass’.   

 
An External Moderator should not be asked to: agree extensions, approve representations, 
referrals, appeals or receive notification of incidents of academic malpractice after the 
Preliminary Awards Board Meeting (in all but exceptional circumstances).  Where there are 
such exceptional circumstances, External Moderators must be notified as soon as is 
possible.  

 
In arranging extensions, the centre must bear in mind that time must be allowed for the work 
to be marked and internally moderated (in line with normal LASER protocols) and the 
External Moderator will need to assure him/herself that this work has been properly 
assessed (although this may be undertaken remotely).  LASER is required to have 
processed Access results in time for onward distribution by UCAS by the end of July.    
 
Recommendations for the Award of Credit (RACs) 

 
The Preliminary Awards Board meeting will NOT usually conclude in the verification 
(signing off) of the RAC by the External Moderator.   

 
For 2016-17 RACs may continue to be downloaded and completed in the usual way or 
centres may have chosen to enter unit achievement for students via the ‘Direct Results 
Entry’ option through LASER Quartz Web. Further details will be provided on this option 
during the first part of the autumn 2016. Whichever option is chosen RACs or Direct Entry 
RACs will still need to be verified by the EM and Awards Board process outlined below. 
 
It is likely that RACs will be incomplete at this point and therefore the External Moderator will 
not be in a position to sign/approve the RAC until the centre has signalled their completion.  

 
However if the RAC is complete and the External Moderator is in a position to verify it then 
s/he may login to Quartz-Web and verify the RAC. This could take place at the Preliminary 
Awards Board if the External Moderator is given, or has access to the Internet to logon to 
Quartz-Web. The responsibility for the accurate completion of the RAC remains with the 
centre. 
 

6.2 After the Preliminary Awards Board meeting 

 

 The centre must produce the written minutes/notes in an electronic format as 
soon as possible.  These should be provided to the EM for the relevant Access to 
HE Diploma(s) and also the CLM for approval. 
 

 These minutes/notes and related paperwork (e.g. Extension forms, student 
representations) must be made available and be ready for presentation to the 
Final Awards Board. 

 
 
Back to Contents page 
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Section 7: The Virtual Awards Board 
 
During this phase the centre will ensure that any actions/requirements set out by the 
External Moderator at the Final Moderation Visit/Preliminary Awards Board are implemented 
/ fulfilled.  

 

 RACs must be fully completed and uploaded to Quartz-Web as soon as 
possible and no later than two working days prior to the Final Awards Board 
date in order to allow the External Moderator to verify the RAC   

 

 If the External Moderator is satisfied that all actions have been met and also 
that the RACs have been satisfactorily completed then s/he will verify the 
RACs on Quartz-Web and send a copy of their Final External Moderation 
Report to LASER prior to the Final Awards Board (this updated version 
remains a draft until approved by LASER but it can be shared with Access 
Co-ordinator on the basis that it will only be finalised after AVA approval).    

 

 Any further documentation relating to Extensions (that would fall beyond the 
Final Awards Board), Aegrotat Awards, Student Representations, Referrals, 
Appeals or Academic Malpractice should be prepared for presentation to the 
Final Awards Board. 

Section 8: The Final Awards Board Meeting (FAB) 
 
The meeting will be comprised of: 

 

 the centre’s Access Coordinator/Manager,  

 a representative of Senior Management 

 a LASER Representative.   
 

Additionally any appropriate Access staff might attend as deemed appropriate by the centre.  
Student Representatives could be invited to attend the start of the meeting to provide 
feedback on the student experience. However students must not be present for the 
confirmation of the award of diplomas. The meeting will use the LASER Final Awards Board 
agenda/report to record proceedings.  

 
For the Final Awards Board the centre will have:  

 

 copies of the minutes/notes of each Preliminary Awards Board for scrutiny 
and approval 

 access to student portfolios where applications for extensions, aegrotat 
awards, representations, referrals or appeals have been made.  Also any 
folders relating to reported malpractice should be provided.  All other ‘non-
controversial’ folders are not required.   

 completed recording sheets showing student results and grades awarded 

 completed RACs as uploaded to Quartz-Web 
 

This meeting has two parts.   
 

Part A: Confirmation of the Award of Access Diplomas 

 
Back to Contents page 
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Part A of the meeting is to confirm the award of credit for units and the award of 
Access Diplomas as verified by the External Moderator.  The External Moderator 
thus plays a virtual role in this process.  
The RACs, as uploaded to Quartz-Web and verified by the External Moderator 
cannot be amended at the Final Awards Board.  
 
Requests for amendments to RACs arising as a result of mistakes, work that was 
given an extension and has been received and marked after verification of the RAC 
by the external moderator, or for any other reason must be directed to the LASER 
Access Office to ensure that the proper procedure is followed. In all these cases this 
will result in a new RAC being generated just for those students affected by any 
amendments.  

 
Once the LASER Representative is satisfied that at that point the RAC is an accurate 
record of student achievement the meeting can fully convene.  
 
Formal final approval will be given for any extensions or aegrotat awards. There will 
also be scope for the discussion of Student Representations, Referrals, Appeals or 
incidents of Academic Malpractice, although these will be based firmly on External 
Moderator recommendations.  Any decision in light of new evidence would remain 
provisional subject to External Moderator confirmation. 
 
The meeting will conclude with the formal confirmation of the award of Diplomas 
and/or units for each student as stated in the External Moderator verified RAC under 
the agenda item in the Final Awards Board meeting template.  The PAB / FAB 
Agenda will then be confirmed. 
 
After the Final Awards Board 
 

 The centre must send electronic copies of all Awards Board notes/minutes to 
the LASER Access Office at accessenquiries@laser-awards.org.uk 

 
Part B: Development Meeting 

 
Part B of the meeting is focussed on developmental and end of year reporting issues. 
This aspect of the meeting does not relate to Moderation and is only mentioned as it 
forms an addendum to the Final Awards Board Meeting.  The meeting is focussed on 
the completion of the end of year Annual Centre Report. 

 
What Happens in terms of EM Reporting: 
 
After the FAB meeting the EM will complete the final sections of the EM Report.  They will report on 
key information relating to Organisation and Administration, Assessment Practice, Internal Verification 
/ Moderation and progress in terms of any Recommendations and Conditions which have been set 
throughout the academic year.  They will also detail any key actions which have arisen from SSE 
judgments in relation to specific diploma titles. 
 
The Lead Centre Moderator will also complete the summary sections of their Lead Centre 
Moderator’s Report providing a comprehensive overview of all quality assurance activities at the 
centre. 
 
Both documents should be made available as drafts for the centre but are not judged final until the 
AVA has approved them (and in some cases they may require updating as a result). 
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Section 9: Sampling 

 
When an EM or an SSE examines an assignment task they look for the following: 
 
Box 9.1: What EMs / SSEs are looking for in an assignment task(s) 
 

 Evidence that all the Learning Outcomes and Assessment Criteria for a unit are met by the 
Assignment(s) set by the Centre in relation to that unit. 

 

 Evidence that guidance provided allows students to understand what is required of them in 
order to complete the unit assessment tasks appropriately. 

 

 Evidence that the student is aware of the specific Grading Descriptor Components attached to 
the assignment by the centre 

 

 The level to which the Grading Descriptor Components are contextualised to aid the student in 
understanding the requirements of the set task(s) for the unit. 

 
 

 
The EM / SSE may also consider to what extent the Learning Outcomes and Assessment 
Criteria are appropriate both in terms of the Unit Title and also the requirements for the 
achievement of credit at Level 3.  This might for example consider whether the unit is of 
appropriate size such that it can be achieved within the required timescale.  A 3 credit unit 
should be achievable in 30 hours, 6 credits in 60 hours and 9 credits in 90.  These 
approximate timings include taught time, preparation / research time and the time taken to 
actually physically complete the assessment. 
 
When an EM or SSE examines the actual grading of an assignment task they are looking to 
satisfy themselves that the Grading Descriptor Components are evidenced at the 
appropriate level in the work completed by the student. 
 
In general, EMs and SSEs look at grade decisions made for Units and assure themselves 
that a proper grading process was undertaken and that tutors decisions across the 
Diploma(s) or specialist subjects they are moderating / examining are consistent and in 
accordance with the QAA grading Scheme Handbook. 
 
Box 9.2: Marked work must evidence two factors 
 
1) Meet the Learning Outcomes and Assessment Criteria for the unit assignment task(s) 

 
2) Demonstrate achievement at the appropriate level in relation to the Grading Descriptor decisions 
which the assessor / marker has made in relation to the work 

 

 
What happens if the moderator does not agree with the centre’s marking? 
 

If the EM does not agree with the recommendations for the award of credit within the sample 
then a further 10% random sample must be selected (or at least 2 samples of the contested 
assignment for smaller courses).  When a second sample is taken by the external 
moderator, and whatever the outcome of a second sample, the reason(s) for taking an 
additional sample and for the decision reached must be recorded and fed into the internal 
quality process and reported to LASER by the external moderator (usually via the final 
External Moderation Report) 
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Following the second sample the following action(s) may be appropriate: 
 

 assessed levels/credits/grades are agreed; 
 

 assessed levels/credits/grades are adjusted in line with the specifications of the 
validated submission document; 
 

 recommendations are made to improve the assessment/internal verification 
processes; 
 

 Award of credit is not approved by the external moderator and the matter is urgently 
referred to LASER as a ‘Moderation Problem’   

 
For guidance in relation to SSE sampling please see Section 12. 
 
 

Section 10: Internal Verification / Moderation 
 

The requirements of Internal Verification and Moderation systems focus on two separate 
quality assurance processes. 
 
1) Verification of Assignment Briefs 
 
EMs will wish to see evidence that Centres systematically check all assignment briefs prior 
to distribution to students.  Assessment plans should be employed which allow the EM to be 
satisfied that the Internal Verifier has seen all assignment briefs for the units taught and has 
satisfied themselves that they are fit for purpose. The key questions detailed in Box 9.1 
should provide a focus for Internal Verification activities.  LASER provides a range of pro 
forma documentation (including a structured Diploma Assessment Plans (formerly known as 
IMA4) which centres can employ (see document downloads section of the LASER website). 
 
2) Internal Moderation of Marked Assessments 
 
EMs will wish to see evidence that Centres systematically sample student achievement.  An 
effective Internal Moderation system should have the following key features: 
 

Characteristics of Effective Internal Moderation Systems: 
 
1) All units and / or part of their assessment should be sampled at least once 
 
2) All students should be sampled at least once 
 
3) All marker / assessors on a programme should be sampled at least once 
 
4) 10% of all work should be sampled across the scope of a given diploma (so where 20 students 
complete a unit then a random sample of two students per completed unit should be sampled) 
 
5) At least one complete portfolio from each Diploma Title should be sampled by the Internal 
Moderator 
 
6) There should be a mechanism to ensure that any borderline judgments are made available for the 
Internal Moderator to consider 
 
7) The Internal Moderation system should be clear in terms of its role in Representations, Referrals 
and Academic Malpractice 
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In addition to this the Internal Verification / Moderation system adopted by a Centre must 
provide auditable evidence of support and dialogue with staff in terms of consideration of 
assessment processes and decisions.  Supporting staff to make the right judgments is vital 
to effective quality control.  To this end where centres run a number of Access to HE 
Diploma titles, effective Internal Verification / Moderation should consider assessment 
processes and decisions across all diploma titles and should pay particular attention to 
situations where common units exist within different diplomas. 
 
Centres may find the pro-forma documentation made available on the Access Documents 
Download section of the LASER website useful.  LASER provides a variety of Internal 
Verification / Moderation forms as well as a ‘Chevron Method’ sampling system (with 
guidance notes on use) available to Centres.  Centre providers can use their own 
‘paperwork’ to achieve these aims but the AVA does make these available as standard 
documentation which will help the centre to meet the QAA requirements  
 
 

Section 11: Additional EM Oversight 
 
As noted previously, the role of the EM is not limited to the Initial Visit, the Final Moderation 
Visit and the Preliminary Awards Boards.  Centres and EMs should be aware that as a result 
of the QAA New Diploma Specification introduced in 2013, the EM should liaise throughout 
the academic year with the Access Co-ordinator and Internal Verifier / Moderator in relation 
to the following issues: 
 

 Student Representations (where a grade is contested) 

 Referrals (which must be agreed by the EM) 

 Incidence of Academic Malpractice which relate to a student being debarred from a 
unit 

 Communication in relation to SSE documentation and findings 

 Extensions required after the Preliminary Awards Board (in the Virtual Awards Board 
phase) 

 Aegrotat / Posthumous Awards occurring post the Preliminary Awards Board (in the 
Virtual Awards Board phase) 

 The EM will also provide Confirmation of Final Records of Achievement for students 
(in the Virtual Awards Board phase) 

Therefore, Centres and EMs should expect contact with the centre on a virtual basis 
throughout the year, indeed up until the date of the Final Awards Board. 
 

Section 12: Subject Specialist Examiners 
 
As previously noted, LASER Quality Assurance is based upon Diploma Moderation 
supplemented by the work of Subject Specialist Examiners.  The Access Quality and 
Moderation Officer will contact centres across the academic year to gather samples which 
will be passed to specialists in particular subject areas. 
 
As shown in the process diagram at 2.3 the work is undertaken in three phases over the 
course of the academic year.   
 
Phase One:  Examines the introductory units provided by centres in specific areas. 
 
Phase Two:  Examines designated units across the scope of diploma titles 
 
Phase Three: Examines Independent and Extended Independent Academic Studies Unit 
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What SSEs Require in terms of Samples: 
 
1) Sampling via Moderation of Marked Work 
 
The centre will be asked to provide an assignment brief (which details the key expectations of the 
assessment (including the Learning Outcomes, Assessment Criteria and Grading Descriptor 
Components being assessed) and a specified number of marked assignments together with the 
assessor’s feedback and grading decisions.  Centres may be asked to provide evidence of more than 
one unit over the course of the academic year. 
 
 
2) Sampling via Blind Marking: 
 
The Centre will be asked to provide an assignment brief (which details the key expectations of the 
assessment (including the Learning Outcomes, Assessment Criteria and Grading Descriptor 
Components being assessed) and a specified number of unmarked assignments.  These will be 
marked by one of the SSE team.  The centre will then be asked to provide a record of the Centre 
assessor’s grading decisions.  These will then be compared and where there is significant variance 
the Centre may be asked to provide copies of the marked script to enable direct comparison of the 
judgments which underpin assessment decisions to identify.   
 
Centres may be asked to provide evidence of more than one unit for blind marking over the course of 
the academic year. 
  

 

 
What happens if there is a difference between SSE judgments and those of the initial 
marker / assessor? 
 
The AVA is aware that it is highly likely that grading decisions may vary slightly across a 
range of samples.  This variation might be termed ‘tolerance’, where a GD at Merit for the 
marker may be viewed as Pass for the SSE (or vice versa).  This may even impact upon the 
overall grade of the unit.  This is not considered to be a significant problem.  However, where 
there is a consistent differential or pattern of under/over marking at a centre or on a specific 
diploma across a range of samples this may warrant further investigation. 
 
Investigation does not indicate a judgment that the centre has necessarily done anything 
wrong rather it posits the need to explore the factors which underpin the variance more fully.  
In the first instance Centres and EMs will be provided with feedback in relation to SSE 
Moderation and Examination of work via the appropriate SSE forms.  It will then be the role 
of the EM, together with the Lead Centre Moderator to explore the factors which may 
account for the grade differentials. 
 
Possible Outcomes of Investigations: 
 

 There is no further action required as the differential has been explored and can be justified  

 Learning Outcomes and Assessment Criteria for a specified unit require review.
4
 

 The allocation of Grading Descriptors to an assignment requires changing.
5
 

 Assessment / Assignment design requires review. 

 The centre may benefit from update training in relation to assessment and grading. 

 The centre may benefit from Standardization training 
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 This will become less likely as new ‘Quality Mark’ units are employed by centres 

5
 Again this will be limited by adoption of ‘Quality Mark’ units 
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Section 13: Conclusion 
 
The methods and processes employed in terms of the verification and moderation of Access 
to HE Diploma titles are at the heart of ensuring that all students are provided with an equal 
chance of achieving their goals.  The level of demand placed on Access students nationally 
in terms of both the achievement of credit and the grade allocated to that achievement must 
be standardized if students are to have a fair chance of achieving an HE place at their 
chosen university. 
 
We appreciate that sometimes quality assurance may seem to be unnecessarily 
burdensome but there are very good academic reasons for us making the requests we do.  
The LASER systems for verification and moderation have fairness and equality as their 
overriding objectives.  All centres agree to compliance with the requirements of moderation 
and standardization as part of their ‘centre agreements’ with LASER and we expect our 
Centres to be proactive in engaging with the requirements of moderation and 
standardisation. It is both necessary in terms of the notion of ‘fairness’ for and to all and will 
also help to protect the validity and veracity of the Access to HE qualification.     
 
We hope that these guidelines will help to promote transparency and clarity in terms of the 
expectations of LASER quality assurance systems.  However, should you have any 
questions relating to quality assurance please do not hesitate to contact myself or one of the 
LASER team for clarification. 
 
Ken Duckett 
 

 
 
Access Quality Manager 
k.duckett@laser-awards.org.uk 
07900 265802 
 
 
 

LASER Access Contact Information 

Role & Availability Name Email Tel 

CEO David Gittins d.gittins@laser-awards.org.uk 

01227 811827 

07943 864545 

Access Quality Manager Ken Duckett k.duckett@laser-awards.org.uk 07900 265802 

Access Data Coordination and Administration  Marie Jones m.jones@laser-awards.org.uk 01227 811827 

Access Registrations and Certifications Kinsey Sutton k.sitton@laser-awards.org.uk 01227 811827 

Access Development Manager Sue Martin s.martin@laser-awards.org.uk 07900 265803  

Access & Corporate Services Manager  Emma Sharp e.sharp@laser-awards.org.uk 01227 811827 

Access Quality & Moderation Officer  Emma Milton e.milton@laser-awards.org.uk 01227 811827 

Access Validations Officer Nicola Chambers n.chambers@laser-awards.org.uk 01227 811827 
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Appendix One: E-Learning 
 
LASER as an AVA has instigated a consultation process to try to develop a coherent set of 
guidelines in terms of the assessment and moderation of work using alternative models of 
delivery and assessment.  In particular the AVA is interested in quality assurance in relation 
to Blended Learning and Distance Learning models of delivery.  The extent of ‘remoteness’ 
of delivery can be encapsulated by the diagram below: 
 

  
This evidences the notion that delivery exists on a continuum between an ‘analogue’ notion 
of face to face delivery and a remote notion where all delivery and assessment is remote.  
Remote delivery presents inevitable challenges in terms of moderation. 
 
Key Questions:  Assessment 
 
1) Where remote e-learning is used what measures should be required to ensure the validity and 
reliability of student assessment? 
 
2) Where Distance Learning delivery is solely used in terms of delivery and assessment how can 
centre / providers (and LASER) assure themselves that the work presented as evidence is the 
student’s own work and that it has not been plagiarized? 
 
3) Are courses delivered solely via remote / distance learning appropriate for Access to HE provision, 
given the reliance on face to face models of assessment such as presentations and examinations (as 
well as practical work) within the majority of university provision? 
 
Ultimately, these questions present challenges which can and must be resolved.  Technology such as 
Skype for example can present opportunities for centres to assure themselves that the work 
presented is valid and examination evidence is valid (via virtual examinations).  However these 
challenges are resolved, their resolution requires systems which provide clear evidence of the validity 
and veracity of assessment processes and in such a fashion that assessment judgments can be 
internal moderation judgments.  The challenges discussed are not in any way new, as an essay or 
report completed at home presents many of the same challenges as ‘remote’ assessment on a digital 
model.  However, the solely remote model will lack face to face opportunities to verify judgments via 
in person presentations, in class work, discussions and examinations. 
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External Moderation: Challenges 

 
The key questions noted above relate to a further set of questions raised in terms of the moderation of 
Access work presented in terms of the award of credit.  Numerous moderators have noted both areas 
of good practice and significant challenges in terms of the use of e-portfolios. 
 
Key Questions: Moderation 
 
1)  What guidelines should LASER issue centres / providers in terms of the management of e-
submission of work to ensure its veracity? 
 
2)  Where course assessment is partly based on e-portfolio allied to conventional submissions what 
requirements should LASER place on providers in terms of the presentation of evidence? 
 
3)   How should Internal Verification / Moderation systems respond to the opportunities and 
challenges created by remote / e-learning? 
 
4)  What additional / alternative requirements in terms of Internal Verification / Moderation should 
LASER require in terms of the validation / revalidation of programmes classified as Blended / 
Distance models? 
 
5) In what way might External Moderators (and Subject Specialist Examiners) satisfy themselves of 
the validity of student work presented in areas where assessment has taken place remotely? 
 
In the final analysis the measures undertaken will need to satisfactorily evidence the validity and 
veracity of the work presented (as would be the requirements in terms of the submission of evidence 
in any student portfolio. 
 
The AVA offers the above as a starting point for provider consultations to assist in clarifying and 
responding to these new challenges.  

Appendix Two:  Portfolio Building 
 
Student work must be organized so that each unit and the assessments for it can be clearly 
accessed (whether this is an electronic or paper-based model)… 
 

 
 

Student Folder 

with Contents Section listing 
modules / units  in the order 

of the Records of Achievement 

(See  IMA 7 for Pro-forma) 

Modules 1 

Unit One... Unit Two...  Etc. 

Module 2...  Etc. 
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At Unit Level the EM should then see each Assignment for the unit.  This should be presented as follows: 
 

 
 
 
If there is more than one assignment for a given unit then the all the assignments for the unit must be 
included and a TA03 Grade Summary sheet (or equivalent) should be used and placed before all the 
relevant assessed work for that unit.  The work should then be organized such that the feedbacks, 
assignment brief and assessed work for each task are kept as per the chart above.  Where a centre 
employs a merged assignment brief and feedback model point one and two in the above chart should 
be dealt with via the merged document… 
 
Always remember an EM (or SSE) will want to be satisfied that all the Learning Outcomes and 
Assessment Criteria for a given unit have been met and the assessments set for the unit clearly 
present evidence of their achievement at the appropriate level (as per the grade attributed to the 
work). 
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