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Internal Moderation of Assignment Briefs Form A

Form A should be used for internal moderation where a new assignment brief has been written or substantial changes have been made to the tasks or grading section on an existing assignment brief. 
Once a brief has been approved through the Form A process then, if it is used for other cohorts of learners, then it should be internally moderated using Form B. Briefs downloaded from the OCN London website with no significant changes made to tasks can be moderated using Form B. 
	Diploma
	

	Unit (title and code)
	

	Tutor / assessor
	

	Internal moderator
	

	Date internal moderation started
	

	Date brief approved for delivery
	



	Internal moderation judgements

	Tasks – how are the tasks on the assignment fit (or not) for purpose for the Access to HE Diploma, subject area and learners in terms of:

	The tasks covering the assessment criteria
	

	(if a graded unit) The tasks providing scope for grading at Pass, Merit and Distinction
	

	The timing of the assignment (set date and deadline)
	

	The instructions given to learners on how to complete tasks
	

	The limits and parameters of the tasks (e.g. word limits, referencing requirements)
	

	How authenticity of response will be established (e.g. use of controlled conditions)
	

	The integration with other units (e.g. study skills)
	

	(for graded units) Grading Standards – how is the Grading Standards section fit (or not) for purpose for the Access to HE Diploma, subject area and learners in terms of:

	Compliance with the rules in the QAA Grading Scheme Handbook Section B for use of the Grading Standards
	

	Relevance of the ‘What this means for this assignment’ section to the tasks devised 
	

	Relevance of the ‘What this means for this assignment’ section to the sub-components selercted
	

	Distinguishing in the ‘what this means for this assignment’ section between Merit and Distinction for each Grading Standard
	

	Further detail about what needs to be done as a result of the internal moderator’s judgements

	



	Internal moderation checklist

	The checklist follows the order of the OCN London assignment brief. If the answer to any of the questions is ‘no’ at the initial check, then a final check must be completed on that item once the tutor/assessor has assured the internal moderator that it has been resolved. The centre can add prompts to the list if there are areas that need checking 

	Check
	Initial check
	Final check

	a) The assignment brief template for 2026-27 has been used (for graded units this includes the Grading Standards)
	Yes / No
	

	b) The front sheet is ready: the centre, Access to HE Diploma, unit title, unit code, level, credit value, assessor, date set and date for final submission sections are complete
	Yes / No
	

	c) The learner declaration is relevant to the tasks that learners will complete
	Yes / No
	

	d) The tasks have clear parameters, for example:
· Mapped to the assessment criteria it assesses
· Form of response required
· Word, page or time limits
· Completed in supervised or unsupervised conditions
· Referencing requirements 
	Yes / No
	

	e) The draft and final submission sections have been completed 
	Yes / No
	

	f) The draft submission instructions are compliant with the rules in the QAA Grading Scheme Handbook Section C
	Yes / No
	

	g) The unit specification section is complete:
· the wording of the learning outcomes and assessment criteria matches the current version of the unit on the OCN London website
· the learners have been (or will be) registered on the unit
	Yes / No
	

	h) The Grading Standards section is ready for each Grading Standard at Merit and Distinction:
· Grading Standards components and sub-components selected from the QAA Grading Scheme Handbook Section B
· ‘what this means in the context of the assignment’ written  
	Yes / No
	

	i) Achievement of the assessment criteria section pre-filled with the assessment criterion and (if appropriate) location of evidence. Achieved column is left blank.
	Yes / No
	

	j) The responses to the internal moderation judgements questions on this form include consideration of the resubmission tasks and additional assessment materials (e.g. exam papers).
	Yes / No
	

	k) (if evidence from this unit is used in another brief, such as an embedded study skill) The other linked briefs have been considered as part of the internal moderation of this brief.
	Yes / No / N/A
	

	
	Yes / No
	

	
	Yes / No
	

	
	Yes / No
	

	Further detail/instructions on what needs to be done to correct the issues where ‘no’ is selected

	



	Brief approved 
	Yes / No

	Internal moderator signature
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