[image: ]Access to HE Diploma (2026-27)
Internal Moderation of Assignment Briefs Form B

Form B should be used where a brief already approved through OCN London quality assurance processes has received minor updates to make it ready for delivery for a different cohort of learners. This includes briefs downloaded from the OCN London website. 
Where a new brief has been written or substantial changes have been made to an existing brief then Form A should be used.
	Diploma
	

	Unit (title and code)
	

	Tutor / assessor
	

	Internal moderator
	

	Date internal moderation started
	

	Date brief approved for delivery
	



	Assignment design

	Has this assignment design been approved by the internal moderation process at this centre for a different group of learners?

	Delete or circle as appropriate
1) Yes – on this Diploma in the previous academic year 
2) Yes – on this Diploma for a different group of learners this academic year
3) Yes – on another Diploma in a previous academic year
4) Yes – on another Diploma in this academic year
5) No – brief downloaded from the OCN London website this academic year

	Stop moderating the brief using this form and switch to Form A if none of the options were appropriate 

	What changes have been made to the assignment instructions or Grading Standards sections since the brief was last internally moderated?

If the unit specification has changed since the last time the brief was moderated, specify how these changes have been implemented on the brief.
	

	Have any actions set by external or internal moderation reports relating to this brief or assessment approach been completed? 
	

	Briefs downloaded from OCN London website only

	Does the brief that has been presented for internal moderation match the version on the OCN London website today? If no, what has changed?
	

	Have the items in the checklist in the OCN London tutor guidance for the brief been completed? (these could be copied into this form and ticked off) If not, what needs to be done?
	

	What to do next
· If the internal moderator judges that significant changes have been made to what has previously been approved then they should moderate the brief using Form A. Form A provides more guidance on determining if a brief is fit for purpose. 
· If the internal moderator identifies that the tutor/assessor has not updated the brief appropriately yet, it should be returned to the tutor/assessor. Once the brief is updated, the internal moderation can proceed (Form A or B depending on what updates are made).
· If the internal moderator is satisfied that no significant changes have been made to the brief then they can move onto the judgements and checklist section of the form.



	Internal moderation judgements

	How is the assignment design appropriate for this course and cohort of learners?
	

	How do adjustments made to assessment materials to ensure the continued validity of the assessment process (e.g. exam papers, case studies)?
	

	
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 it has been resolved. The centre can add prompts to the list if there are areas that need checking e.g. to fit with the centre’s style or as a result of external moderation actions.

	Check
	Initial check
	Final check

	a) The assignment brief template for 2026-27 has been used (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 date set and date for final submission match the dates in the course assessment plan.
	Yes / No
	

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

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

	f) 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
	

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

	h) (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
	

	
	
	

	
	
	

	
	
	

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

	Internal moderator signature
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