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Introduction

OCNNWR must meet the requirements for the Access to Higher Education Common Credit Framework as laid down by QAA. This document sets out the Quality Assurance arrangements that the AVA will operate in order to fully meet the licensing criteria for the external moderation of its provision. 

OCNNWR moderators have a role as the guardians of standards for Access to HE. 
Allocation of External Moderators to Diploma Courses selected from the OCNNWR Regional Access Programme 

The AVA will appoint people as external moderators/ verifiers to all providers using the Regional Access Programme. Each provider will have a team of moderators involved in the verification process

The team will comprise;

· A Lead Moderator 

· Individual Pathway Moderator/s.  

Lead Moderator
The Lead Moderator will accept overall responsibility for managing the moderation of all the courses being offered by an individual organisation. The Lead Moderator will have the responsibility for writing the annual report to the AVA but this report will be informed by the individual Pathway Moderators’ findings. Lead Moderators will also quality assure all units designated as” core”.

Pathway Moderators

Once appointed, Pathway Moderators will undertake the moderation and verification of all the courses within their allocated pathways, and report to the AVA and to the Lead Moderator by agreed deadlines. Lead Moderators may also act as a Pathway Moderator in their area of subject expertise. A separate contract will be provided where this is the case.

The Annual Moderation Cycle 
	Autumn term (Year of Run)
	Deadline

	· The AVA identifies and issues contracts to Lead Moderators
· Lead Moderators make contact with the Access Co-ordinator / senior manager and agree a date for the first visit. The Lead Moderator will request the attendance of key personnel at this meeting, including a representative from each pathway being offered.
· The Lead Moderator will identify for the AVA the pathways being offered for the year.
· Lead Moderators will explore the quality assurance arrangements for the pathways, including the internal moderation /verification plan

· Lead Moderators will agree date for final moderation meeting with the course team. This must be no later than 5 July in the following year.

· The moderator may leave an action plan with the organisation

First visit report to be received by the AVA









· The AVA will appoint Pathway Moderators to the programme. Contracts issued.


· The AVA will ensure that Pathway Moderators are supplied with contact details of Lead Moderator, first visit report, and the agreed date for Final Awards Board  meeting.





	15th  October


15 November









30 November


15 December


	Spring term

	

	· Pathway Moderators undertake pathway moderation visits and compile pathway visit reports. Copies of these to Lead Moderator and the AVA.


· Pathway Moderators agree date for second visit. This must be on or before the agreed date for Lead Moderator’s final visit. 








	31 March

	Summer term
	

	· Pathway Moderators undertake second visit and verify the award of credit to learners. Confirmation of this activity to Lead Moderator using the Confirmation of the Award of Credit Form

· Summer pathway visit report and confirmation of the award of credit form to the AVA and the Lead Moderator. Pathway Moderators should leave a copy of the confirmation form with the Access coordinator. 

· Lead Moderator chairs Final Awards Board  meeting signs RACs. 

· Signed RACs, are returned to the AVA by The AVA representative at the Final awards board in a sealed envelope.
· Lead Moderators complete and return Annual Report to the AVA 

· Access to HE Committee meets to confirm all awards.

· AVA processes certificates and dispatches to centres by recorded delivery. Please note that the AVA cannot guarantee certification of RACs received after 15th July by 12th August. 

· AVA  reads and approves annual moderation reports and sends a copy to provider


	On or before the date agreed for final moderation

On or before the date agreed for final moderation

On or before 5th  July

Date of Final Awards Board
21 July

1st week August.

12 August

1 September

	 Following Autumn Term 
	

	· Provider produces Access to HE annual report and statistical data returns to OCNNWR by:-

· Outcomes of moderation analysed and report goes to Access to HE Committee 

· AVA annual report approved by Access to HE Committee

· AVA returns approved annual report to QAA.


	21 October

November Committee

November Committee

December 


1
Lead Moderators should accept or reject contracts within 14 days of 
receipt, 

2 On receipt of acceptance of contract the AVA will ensure that Lead Moderators are in possession of the programme specification and the rules of combination for each of the pathways, and a copy of the previous moderation report or, where appropriate, a copy of the validation panel report. Moderators should familiarise themselves with these documents and in particular with any recommendations made at previous moderation or at an approval panel. It is essential that moderators 
follow up on these recommendations at their first visit

3 Moderators will be informed of the Pathway Moderators allocated to the programme. All members of the moderation team will be provided with contact details for the rest of the team and their organisational contacts.

4 Lead Moderators are contracted to make two visits per year to the organisation.

5 Lead Moderators should make contact with the Access Coordinator / senior manager to arrange the first visit which should take place in November.  Please contact the AVA if you have any difficulty in making contact. The first meeting will be a quality meeting with Access coordinators co-ordinators and pathway leaders to check that all procedures are in place to ensure that the programme is being delivered and quality assured according to the procedures specified in their own submission and to the published AVA guidelines.  See agenda for the initial visit.  The date for the Final Awards Board  meeting in the summer term should be agreed at this meeting.

6 Lead Moderators should complete the first visit report, and return to the AVA by the end of November.

7 On receipt of the first visit report The AVA will appoint Pathway Moderators to the programme by 15 December. Pathway Moderators will receive the Pathway documentation and rules of combination for the pathways relevant to their needs, together with the Lead Moderator’s first report and the previous year’s moderation report for the pathway if appropriate.

8 Pathway Moderators should make contact with the Pathway leaders named on the first visit report to arrange their first visit. 

9 This visit should take place in the Spring term. 

10 Wherever possible this visit should include a meeting with the learners.  See agenda for the second meeting. An action plan should be left with the organisation which highlights any suggestions for improvement. All moderators should complete a visit report and return to the AVA by 31 March. 

11 Pathway Moderators should send a copy of their report to the Lead Moderator as well. A date for the next visit should be agreed. For Pathway Moderators this must be on or before the agreed date for Final Awards Board  meeting, recorded on the first visit report.

12 All moderators should make their final visit to the organisation in the summer term. The final visit will include a further sampling of learner work to verify the award of credit to learners in the subject areas. Pathway moderators should confirm the award of credit for learners on the pathway.  This confirmation should be made available to the lead moderator for their final visit. 

13 Pathway  Moderators should complete a second report which should be sent to the AVA by the end of June. A copy of the report should go to the lead moderator to be incorporated into the final annual report.

14 The lead moderator should make their final visit to the organisation. This should be no later than 5 July. The final visit will include a further sampling of learner work to verify the award of credit in any pathways for which they have accepted responsibility. In addition the lead moderator should sign the RACs. See agenda for the third meeting. These should be returned to the AVA by the organisation no later than 15 July. The moderator should complete the annual report and return this to the AVA by 31 July.

15 The fees for the programmes cover all the activities listed. Only in special circumstances will separate payments be made for travel or ancillary costs.  Moderators should note that they are liable to pay tax on any fees received from the AVA. OCNNWR  is obliged to pass on information to the Inland Revenue
Procedures and sanctions to be taken where moderators fail to comply with the terms of their contract are shown as an appendix to these moderator guidelines

Data Protection

For data protection requirements OCNNWR must inform all moderators that, unless you decline the contract, your home contact details will be issued to relevant people connected with that programme and/or organisation e.g. internal verifier, quality co-ordinator, tutor etc.

Agenda for the first (Autumn Term) visit

This visit is undertaken by the Lead Moderator for the Programme. 

Review of Quality Assurance arrangements for the programme.

The Lead Moderator should:

· Establish exactly which pathways and courses are being delivered

· Identify the key person with responsibility for each pathway within the programme

· Identify the internal moderator/s for each of the pathways/ courses within the programme

· Check what action has been taken on any recommendations made for the programme through previous moderation or approval panel reports

· Scrutinise and agree the internal moderation proposals for the programme including schedule of IM meetings; standardisation proposals should also be included where the same modules or courses are running across various pathways or locations.

· Ensure that the OCNNWR mandatory documentation to support the IV process is in use and that this will be available to the external moderator at subsequent visits in an IV file, as per OCNNWR guidelines (IV1, IV2, IV3, and calendar of events) these are available on the OCNNWR web site.  

· Review the accuracy and appropriateness of any promotional materials used by the provider, including the appropriate use of the QAA logo where applicable.

· Review the recruitment for the programme against the targets and the target group.

· Review the learner induction process including the appropriateness of any information or guidance materials relating to the programme, and ensure that learners have been made fully aware of the assessment process and the grading criteria and the grading model that will be applied  

· Review the resources and the tutorial support that will be made available to learners.

· Review the systems that will be used to mark learners’ work and to track learner achievement through the programme, and ensure that the OCNNWR mandatory documentation to support the assessment planning process including the appropriate use of the grading criteria, and the writing of the assignment briefs conforms to OCNNWR published guidelines (TA1 and TA2)

· Ensure that the outcomes of the assessment process and the process for arriving at a final grade for a unit are appropriately recorded using OCNNWR mandatory documentation, TA3

· Ensure that there are appropriate procedures and documentation in place to support and fully record any extensions to deadlines agreed due to extenuating circumstances which may affect achievement, and that these will be consistently applied. 
· Confirm that any requests for the award of the Diploma outside of the agreed completion criteria have been fully documented and returned to the AVA for approval.  See Appendix One
· Agree a date for final moderation   (Final Awards Board) and the signing of RACs,. This must be no later than 5 July.

· Complete an Initial Visit Report and return to the OCN by 30th November 
Agenda for the Spring Visit 
This visit will be undertaken by the allocated Pathway Moderator
All moderators should, for each module/ pathway for which they have responsibility:

Determine the Scope of the remit

· Identify the courses / modules running within the pathway 

· Identify the groups of learners on the courses

· Identify the tutor / assessors and internal moderators for the modules /pathway. 

Content and delivery 

· Review the content and delivery of the module/s and against the programme specification, and rules of combination.

Assessment strategy - Use TA1 and TA2

· Review the assessment strategy being employed, by scrutinising TA1, TA2 for each unit delivered to date or planned for the future. 

· Scrutinise the balance of assessment methods and the appropriateness of the assessments for the generation of evidence against the assessment criteria, particularly where assessments may have been changed from the previous year.

· Scrutinise the appropriateness of the application of the grade descriptors attached to the unit and confirm that this is in line with QAA guidelines. TA1

· Scrutinise the appropriateness of the selection of the components of the grade descriptors chosen against the requirements of the assessment activity. TA2 assignment briefs.

· Ensure that policies and procedures relating to resubmissions and deadlines are in place, that these meet the QAA assessment regulations and that there is documented evidence of consistent use of these, in practice.  
Sampling of assessment evidence - Use TA3

· Sample learner achievement of the units achieved or partially achieved at the time of the visit. Use TA3 in order to inform selection of samples for verification to ensure that grades are used consistently, ie where there is a comparable standard of performance on comparable types of assessed work by different students, or assessed by different tutors, the same grade is awarded. See verification guidelines on other factors to be considered in selecting your sample.

· Scrutinise the feedback provided to learners both against the achievement of the assessment criteria and the grading criteria.

· Confirm that student performance is described in accordance with the published requirements using only Pass Merit or Distinction grades and that no other form of grading is used.

·  Ensure that where Merit or Distinction grades have been recommended for an individual learner achievement, the relative grade statements for the chosen grade descriptors, describe the standard of performance. TA2 and TA3

· Discuss any cases where grades may have been reviewed following a representation

·  Important - Request a photocopy of a representative sample of assessment evidence for the units to be returned to the OCN for standardisation purposes. See verification and standardisation guidance for what to include in the sample. 

Support for learners and the learner experience 

· Meet learners and discuss learner experiences including their understanding of the assessment process including the grading model. . 

· Scrutinise the tracking of a learners’ progress towards the award

· Make recommendations as appropriate

Internal Verification 

· Scrutinise the IV proposal / calendar to ensure that there is an ongoing process of IV in place that meets the guidelines of the AVA, and that roles and responsibilities are clearly identified and understood by the course teams/s.

· Scrutinise the documentation recording the outcomes of the  internal moderation/verification process,  IV1, IV2 and IV3  to include the constructiveness of feedback given to assessors, and the appropriateness of any recommended actions and the subsequent monitoring of their completion. 

· Complete a pathway report to the AVA by 31 March using the Spring Term Pathway Report  format

· Confirm the date set for the final meeting in the summer term.

Agenda for the Summer Pathway Visit 

This visit will be undertaken by the allocated Pathway Moderator


All moderators should, for each module/ pathway for which they have responsibility
Determine the scope of the remit

· Identify the units delivered since the last visit.

· Identify any changes that may have occurred in respect to the tutor / assessors and internal moderators for the modules /pathway. 

Content and delivery 

· Review the content and delivery of the module/s and against the programme specification, and rules of combination.

Assessment strategy - Use TA1 and TA2

· Review the assessment strategy being employed, by scrutinising TA1, TA2 for each unit delivered 

· Scrutinise the balance of assessment methods and the appropriateness of the assessments for the generation of evidence against the assessment criteria, particularly where assessments may have been changed from the previous year.

· Scrutinise the appropriateness of the application of the grade descriptors attached to the units and confirm that this is in line with QAA guidelines. TA1

· Scrutinise the appropriateness of the selection of the components of the grade descriptors chosen against the requirements of the assessment activity. TA2 assignment briefs.

· Ensure that policies and procedures relating to resubmissions and deadlines are in place, that these meet the QAA assessment regulations and that there is documented evidence of consistent use of these, in practice.  

Sampling of assessment evidence - Use TA3

· Sample learner achievement of the units delivered. Use TA3 in order to inform selection of samples for verification to ensure that grades are applied consistently, ie where there is a comparable standard of performance on comparable types of assessed work by different students, or assessed by different tutors, the same grade is awarded. See verification guidelines on other factors to be considered in selecting your sample.

· Scrutinise the feedback provided to learners both against the achievement of the assessment criteria and the grading criteria.

· Confirm that student performance is described in accordance with the published requirements using only Pass Merit or Distinction grades and that no other form of grading is used.

· Ensure that where Merit or Distinction grades have been recommended for an individual learner achievement, the relative grade statements for the chosen grade descriptors, describe the standard of performance. TA2 and TA3

· Discuss any cases where grades may have been reviewed following a representation

· Request a photocopy of a representative sample of assessment evidence for the units to be returned to the OCN for standardisation purposes. See verification and standardisation guidance for what to include in the sample. 

Support for learners and the learner experience 

· Meet learners and discuss learner experiences including their understanding of the assessment process including the grading model. 

· Scrutinise the tracking of a learners’ progress towards the award

· Make recommendations as appropriate

Internal Verification 

· Scrutinise the IV proposal / calendar and records to ensure that IV has taken place in line with the proposal and that it  meets the guidelines of the AVA, Confirm that roles and responsibilities have been clearly identified and undertaken by the course teams/s.

· Scrutinise the documentation recording the outcomes of the  internal moderation/verification process,  IV1, IV2 and IV3  to include the constructiveness of feedback given to assessors, and the appropriateness of any recommended actions and the subsequent monitoring of their completion.  

Consideration of Recommendations for Awards
· Identify those learners for whom the Access Diploma is to be awarded, and sample RACs to confirm accuracy.

· Identify those learners for whom a referral is being requested and scrutinise the evidence presented by the course team in support of the request. Discuss these requests with the team and make recommendations as to whether these requests should be approved by the Final Awards Board.

· Identify those learners for whom partial achievement is being recommended and sample RACs to confirm accuracy. 

· Discuss any borderline cases and agree an outcome

· Discuss any other special arrangements which may be requested and agree an outcome.
Documentation
1.
Complete the “Pathway Moderators Confirmation of the Award of Credit to Learners Form” and leave this with the coordinator to present to the Final Awards Board. 
2.
Complete the Pathway Moderator’s Recommendation on requests for a referral for those learners for whom a request has been made, and attach this to the above for consideration by the FAB.

These must remain with the organisation and be made available to the Lead Moderator at the FAB

3.
Complete the Summer Visit Report and return this to OCNNWR and a copy to the Lead Moderator as soon after the visit as possible and preferably before the date of the FAB. 
The Final Awards Board

1
Constitution of the Awards Board  

The final authority for the award of Access to HE Diplomas rests with the OCNNWR Access to HE Committee. For practical purposes though this authority is delegated to an awards board (or awards boards, where this function is undertaken at provider or centre level)

The lead moderator will act as the AVA’s representative at these meetings. 

The awards board will be formally constituted and will consist of both AVA representatives and have appropriate representation from the provider organisation.

As a minimum it will have the following constitution:

AVA representatives:

· The Lead Moderator 

· Another named member of AVA staff, who has received training in the constitution and conduct of the FAB.

Provider representatives,

· A chair – this should be a senior member of the provider staff e.g. the Access Coordinator, Curriculum Manager or the Quality Manager.

· A scribe – to formally minute the meeting. It may be appropriate for this to be the examinations officer responsible for returning the RACs to the AVA.

· A staff representative from each of the pathways for which the Award is being made. This should be the pathway leader or the internal moderator for the pathway. In some cases it may be appropriate for both to attend.

Roles of the FAB Representatives

	Role
	 Summary of Key Responsibilities

	Lead Moderator
	The lead moderator signs the AVA’s documentation to confirm the Final Awards Board’s approval of all the awards of the Access to HE Diploma 

The Lead moderator will also confirm the award of credit to any learners who do not meet the rules of combination for the award of the Diploma.

The lead moderator will report their findings to the AVA using appropriate AVA documentation - Annual Report 

	The second AVA representative.
	The role of the second AVA representative is to confirm to the AVA in writing that the meeting has been conducted fairly and that due process has been followed. They should also document any decisions taken with regard to particular learners, and return this to the AVA, immediately following the meeting. 

	Chair
	The provider should provide an appropriate Chair to lead the meeting and to ensure that all appropriate paperwork is available to the lead moderator, as appropriate, and that the agenda as provided by the AVA, is followed. For larger programmes it will be appropriate to address the agenda pathway by pathway.

	Scribe
	The scribe should take accurate minutes of the meeting including a full and accurate record of all decisions agreed. These should be made available to the AVA within 5 working days of the meeting.

The minutes should be signed by the Chair and the Scribe. 

	Pathway Representative, and /or Internal Verifier 
	The pathway representatives should present the fully completed documentation to support any awards and credits being requested for approval, together with any reports or recommendations for referrals made by the pathway moderator, and any documentation from the AVA confirming the Committees approval for Awards Outside of the Agreed Rules of Combination or for an Aegrotat Award 
The pathway representative should be present for the whole time that their pathway is under consideration but may not necessarily need to be present for the whole meeting.

The representative should be in a position to answer any questions relating to the achievement of individual learners on the pathway.


2
Agenda and Documents Required for the Final Awards Board

The chair of the meeting must ensure that all of the required documentation is available at the meeting and ensure that it is presented fully and accurately completed, at the appropriate point in the agenda, by the pathway representative. Failure to present the required documentation may result in a delay in completing the Awards Board’s Business and subsequently the timely certification of learners.

In conducting the meeting it is essential that no information is provided to the FAB about any HEI offers which any learner may be holding. 

NB Where more than one pathway is being considered the documents should be provided pathway by pathway and run by run.
	
Agenda Item 
	
Documents to be made available by the provider

	1
Confirmation of those learners for whom full achievement of the Diploma is being claimed 

	1a
Confirmation of the award of credit, grades and the Access to HE Diploma for those learners who fully meet the rules of combination 


	
The completed RACs for the run. These should be accurately completed by the tutor and checked by the IV. Both the tutor and the IV should sign these. Section A Verification should indicate which learners are being recommended for the full award of the Diploma using a “Y” in the Access Diploma Column.


The “Confirmation of the Award of Credit Form” signed by the pathway moderator at final pathway moderation. 

	1b 
Confirmation of the award of the Access to HE Diploma and grades  for those learners completing outside of the agreed rules of confirmation, (subject to provision of written evidence of the prior approval of the OCNNWR A to HE Committee) 
	 
Evidence of any requests made to the Access to HE Committee for learners to complete outside of the agreed rules of combination together with the written evidence of Committee approval.


The completed RACs for these learners. These must be accurately completed by the tutor and checked by the IV. Both the tutor and the IV should sign these. A “Y” should be entered on the destination sheet. 


The “Confirmation of the Award of Credit Form” signed by the pathway moderator at final pathway moderation.



	1c
Confirmation of the any Aegrotat  (subject to  provision of written evidence of the prior approval of the OCNNWR A to HE Committee) 


	 
Evidence of any requests made to the Access to HE Committee together with the written evidence of Committee approval.


The completed RACs for these learners. These must be accurately completed by the tutor and checked by the IV. Both the tutor and the IV should sign these. A “Y” should be entered on the destination sheet.


The “Confirmation of the Award of Credit Form” signed by the pathway moderator at final pathway moderation.

	1d
Confirmation of any Posthumous Awards.


	
Verbal request for any posthumous awards. The centre must ensure that the family have been consulted as to whether or not they wish to receive such an award. The AVA should be notified in writing of any such requests and confirm that the family have been consulted, prior to the FAB. 

	2
 Consideration and confirmation of those learners for whom a referral is being requested 

	2a
Consideration and decisions relating to any learners for whom a referral is being requested.


	Completed documentation requesting the consideration by the awards board to allow an opportunity for a referral for learners, 
including all the evidence of achievement / non achievement for the 
units being requested for referral. 

Pathway moderators recommendations based on their scrutiny of the evidence. 

The “Confirmation of the Award of Credit Form” signed by the pathway moderator at final pathway moderation. (same as 1c)

 If a referral is agreed by the FAB put referral against the learners name and an agreed date for completion in the Destination Column.

If a referral is not agreed the achievement will be counted as partial achievement and an “N” will be entered in the Diploma Column. 

Centres should retain the individual RACs for any referred learners.

Arrangements must be made at the meeting for the arrangements to be made for the verification of any referred submissions and documented.   

	3 
Confirmation of those learners claiming partial achievement 

	3
Confirmation of the award of credits and grades  (for learners having partial achievement)


	The completed RACs for the run. These should be accurately completed by the tutor and checked by the IV. Both the tutor and the IV should sign these. Section A Verification should indicate which learners are being recommended for partial achievement using an “N” in the Access Diploma Column and these should be totalled. Learners for whom a referral has not been agreed should be included in this total. 

The “Confirmation of the Award of Credit Form” signed by the pathway moderator at final pathway moderation.

	4
Report from the providing organisation of any decisions taken regarding academic misconduct affecting achievement. 
	Any  internal documentation recording any process decisions taken by the provider following the identification of academic misconduct by a learner/s.

	5
Feedback from the external moderator.


	The lead moderator will provide verbal feedback to the meeting relating to  any  issues or good practice on the conduct of the meeting

	6
Formal closure of the meeting. 
	


Reporting the outcomes of the Final Awards Board
· Annual report to the AVA

The Lead moderator will collate the Final Annual Report for all Access to HE provision within the provider organisation. This report will identify the key issues and areas of best practice across all the access provision within the organisation. 

· Minutes from the Final Awards Board 

The scribe provided by the provider organisation will produce the minutes of the meeting of the final awards board using the template provided by OCNNWR. The minutes must be signed by the Chair of the meeting and returned to OCNNWR as soon as possible following the meeting and no later than 5 working days of the meeting.

· The Confirmation of Due Process in the Conduct of the Meeting
The AVA representative will complete this form and return it to the OCNNWR immediately.
Access to documents and forms 

All The documents referred to in this guidance can be downloaded individually as required from the OCNNWR web site by clicking on the following links:
Reports to be used by moderators

· Initial Visit Report 

· Pathway Spring Visit Report

· Pathway Moderator Summer Visit Report

· Pathway Moderator “Confirmation of the Award of Credit to Learners”

· Referrals - Pathway Moderator Recommendations to the Final Awards Board.

· Annual Report 
To be completed by the providers as appropriate 
· Request for the Award Outside of the Agreed Rules of Combination

· Request for an Aegrotat Award. 

· Request for a Referral

· Minutes of the Award Board – to be completed by the Provider

· TA1

· TA2

· TA3

· IV1

· IV2

· IV3 

To be completed by the AVA representative at the FAB.
· The Confirmation of Due Process in the Conduct of the Meeting. 

 Return of Recommendations for the Awards of Credit
The completed RACs should be place in a sealed envelope or container as supplied by OCNNWR and returned to the OCN immediately with an unbroken seal. Where possible the OCN representative will bring these back to the office, however in circumstances of transport difficulties or weight, the provider organisation will be asked to arrange for a courier to return these securely to the OCN.
Appendix 1

Procedures to be taken in circumstances where an organisation’s quality assurance procedures are called into question. 

OCNNWR will endeavour in all its dealings with member and user organisations, to work in a collaborative and supportive way to promote quality. 

In circumstances where organisations fail to meet the minimum quality assurance requirements for running programmes, or where the effectiveness of their quality assurance arrangement in ensuring adequate outcomes is called into question, the following procedures will apply.

1. Within 14 days of being alerted to a concern the Regional Director will consult the Chair of Access to HE Committee who will advise as to whether there is a case to be answered.

2. If the Chair of Access to HE Committee upholds the concern, the Regional Director or other member of staff acting on her/his behalf, will write to the head of the organisation, or the person with overall responsibility for ensuring the quality assurance of OCNNWR programmes, within 7 days of agreement to proceed (1. above) to inform her/him of the nature of the concern and the evidence that it has to substantiate those concerns.

3. A meeting may be held to allow the concerns to be discussed more fully before a formal response is made. This will be arranged within 14 days of the date of the letter.

4. The organisation will be required to respond in writing to answer the concerns detailed in the letter within 21 days of the letter.  The response will include an action plan to address the issues raised and/or evidence to refute the concerns raised.

5. The outcome of 3 and 4 above will be reported to the Chair of the Access to HE Committee who will consider whether an adequate response has been made.  In circumstances where s/he deems that an adequate response has not been made the Chair will convene a hearing, within 21 day of receipt of the response in 4 above, which will consist of:-

· The Chair of Access to HE Committee or her/his representative

· One other member of the Committee

· One member of the Board, not on Access to HE Committee and, if appropriate,

· Up to two other members chosen by the chair to contribute relevant additional 
expertise.

6. A letter will be sent to the organisation confirming the Chair of Access to HE Committee’s decision and, if appropriate, the arrangements for the hearing. The organisation will be invited to send representatives to the hearing and may bring independent advisors.  All written evidence will be circulated to all parties seven days before the hearing.

7. The hearing may decide to:

· take no further action

· place conditions on the organisation that must be met within an agreed timescale

· withdraw the approved status of some or all of its OCNNWR  Access to HE courses, 

The decision of the hearing will be final.

8. The Chair of Access to HE Committee will inform the organisation of the decision of the hearing within 7 days and, if appropriate, the interim arrangements to be made to safeguard the interests of learners currently enrolled on the courses in question.

OCNNWR will seek to support the organisation in preparing and carrying out appropriate action to rectify matters.  It will above all seek to protect the interest of learners.

Appendix 2
Procedures and sanctions to be taken where Access to HE moderators fail to comply with the terms of their contract. 

OCNNWR will support moderators in their work through training and informal support. 

Where a moderator fails to comply with the terms of the contract the following procedures will apply.

1.  The Chief Executive will consult the Chair of the Access to HE Committee within 14 Days of being alerted to a concern, producing the available evidence. The Chair of the Committee will advise as to whether there is a case to be answered.  The Chair may ask for further evidence before making a decision. 

2.  If the Chair upholds the concern, the Chief Officer, or other member of staff acting on her/his behalf, will write to the moderator within 7 days of the agreement to proceed to inform her/him of the nature of the concern and the evidence that it has to substantiate those concerns. 

3.  A meeting may be held to allow the concerns to be discussed more fully before a formal response is made. This will be arranged within 14 days of the date of the letter.

4.  The moderator will be required to respond in writing to answer the concerns detailed in the letter within 21 days of date of the letter.

5.  The outcome of 3 & 4 above will be reported to the Chair of the Committee who will consider whether an adequate response has been made.  In circumstances where s/he deems that an adequate response has not been made the Chair will convene a hearing, within 21 days of receipt of the response in 4 above, which will consist of:-

· The Chair of Access to HE  Committee or her/his representative

· One other member of the Committee

· One member of the Board, not on the Access to HE Committee, and if appropriate

· Up to two other members chosen by the Chair to contribute relevant additional expertise.

6.  A letter will be sent to the moderator confirming the Chairs decision and if appropriate the arrangements for the hearing. The moderator will be invited to attend the hearing and may bring a representative. All written evidence will be circulated to all parties 7 days before the hearing.

7.   The hearing may decide :

· To take no further action.

· To suspend the issue of any further contracts until the moderator has undergone further training. In these cases the moderator will be allocated a mentor to work with them during the first year of any re-appointment.

· To inform the moderator that no further moderation contracts will be issued, and that any existing ones will be terminated with immediate effect.

8.  The Chair of the hearing will write to the moderator confirming the decision within 7 days of the hearing.  The decision of the hearing will be final.

OCNNWR  will seek to secure the interests of learners in taking any of the above action and will put alternative moderation arrangements in place with 21 days of the contract being withdrawn 
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