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1. Introduction 
 

qualifications, including centre approval, monitoring and moderation.   
 

Review arrangements 
 
The document and associated arrangements will be kept under continuous review by 
RSL to ensure appropriateness and effectiveness.  In particular, a formal review of these 
arrangements will be carried out at least annually as part of our annual self-evaluation 
activities, with the outcomes reported to relevant regulatory authorities accordingly.   
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2 Centre approval 
 

out a number of assessment activities themselves, which RSL monitors and moderates to 
ensure that assessors are carrying out their jobs properly and assessing to the correct 
standards.   
 

What is a centre? 
 

potentially other activities) to Learners on behalf of an awarding organisation.   Centres are 
1 

 

The approval process 
 
Any centre wishing to be approved by RSL must complete a Centre Approval Form and 
send this to RSL, along with all required supporting documentation.  
 
On receipt of the application form, an RSL member of staff will check through to make sure 
that all the information has been supplied by the centre.  If information is missing, the 
member of staff will contact the centre to ask for it to be submitted before the check is 
complete. 
 
Centres with Direct Claims Status or centre approval with another awarding 
organisation 
 
If a centre wishing to apply to RSL already has approval or Direct Claims Status with another 
awarding organisation regulated by Ofqual, and their Approval Form and policies satisfy 

 visit prior to approval. 
 
Any centre wishing to be approved by RSL with no evidence of delivering regulated 
qualifications will automatically be given a red risk rating and subsequently receive a 
mandatory site visit prior to approval being granted. Additionally, any centre failing to 
satisfy any of a centre will require a site visit prior to 
approval. 
 
Once the form has been checked, where necessary, RSL will contact the centre to set up a 
site visit.  The purpose of this visit is to check that the centre has appropriate resources to 
carry out the assessment of its qualifications and to carry out required quality assurance 
processes. 
 
RSL will send a representative to the centre who will carry out the site visit.  This will be 
agreed in advance with the centre representative. 
 
After the site visit, the RSL representative will report on whether they feel the centre should 
be approved or not. 
 

                                                 
1 Conditions of Recognition (published by Ofqual, September 2016) 
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RSL will let the centre know within 10 working days of the site visit whether it has been 
approved. 
 

Checking the Centre Approval Form  
 
RSL staff will check the application form to confirm that the following information is 
present: 
 
1. Centre Details 
 

telephone number. 
 
If the centre is a registered company, the company number and the country in which the 
centre is registered should be given 
 
Type of centre  if the centre is a University, College, School, Training Provider, Company 
or another type of organisation. 
 
Satellite centres  if assessment takes place over more than one site  for example if there 
are separate campuses or locations where learners are being assessed.  
 
Third parties  if the centre is going to be working with partner organisations who will be 
undertaking some of the assessment or quality assurance.  We will need to know what type 
of arrangement is in place and who has responsibility for assessment and quality assurance. 
Any such party must be equally mic governance as stated in 
the Centre Approval form, Centre Handbook and Quality Manual.  
 
2. Contact Details 
 
Main contact  the centre must nominate a single named point of accountability for the 
quality assurance and management of the units and qualifications. This person is 
responsible for liaising with RSL during the recognition process, and will be the main point 
of contact with RSL once approved. 
 
3. Qualification Registration Details 
 
Name all of the qualifications from our vocational qualifications suite that you intend to 
deliver at your centre. These qualifications should wherever possible be named with their 
official titles (for example 601/7691/X RSL Level 3 Subsidiary Diploma for Music 
Practitioners (RQF). You may change the qualifications you wish to deliver once you have 
been approved as a centre but only once having notified RSL of these proposed changes 
in advance of delivery.  
 
Please list the number of learners you wish to register on our qualification and the start date 
of delivery for each qualification type. 
 
4. Approval with other Awarding Organisations 
 
If the centre is approved by any other recognised awarding organisation they need to have 
evidence of a track record of approval.   
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If they are approved by multiple awarding organisations they will need to list all 
organisations who can provide evidence of approval. 
 
5. Policies and Procedures 
 
Centres must send copies of their policies as outlined in Centre Approval Form and Quality 
Manual.  Please see below for guidance on how to respond to this section: 
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Centre approval requirement (to 
comply with Condition C2.1 of the 
Conditions of Recognition September 
2016) 

Explanation 

Has the staff, resources and systems 
necessary to support the assessment 
of units and the award, accumulation and 
transfer of credits and, 
where necessary, the recording of 
exemptions 

Evidence required to show that the centre 
has adequate numbers of trained 
assessors and processes to standardise 
them.   This includes evidence of an 
Internal Verification (IV) process.  
Evidence required to show that the centre 
has specialist equipment and resources 
for learners where this is required. 
 

Has arrangements in place to 
obtain on behalf of its learners a unique 
learner number (ULN) and a 
learner record 

Applicable only for centres based in 
England, Northern Ireland or Wales.  
Centres must be able to obtain ULNs for 
learners and facilities to record these.  
Centres should provide evidence that they 
are able to do so. 
 

Where appropriate, has arrangements 
that allow for recognition of prior learning 
(RPL) 

Centres should provide evidence that they 
have systems in place to recognise 
achievements or learning that could 
contribute to the achievement of a 
qualification.  
 

To assist RSL in carrying out any 
reasonable monitoring activities and in 
any regulatory investigations 

A confirmation that the centre will assist in 
any monitoring activities or regulatory 
investigations. 
 

Can deliver the qualification in accordance 
with Equalities Law 

Equalities Law refers to legislation in 
England, Wales and Northern Ireland.  
Centres offering RSL qualifications in 
these countries should provide evidence 
to show that they can comply with 
Equalities Law requirements. 
 

Has a complaints handling and/or an 
appeals procedure for the benefit of 
learners 
 
 

Evidence should be provided that the 
Centre is able to undertake initial 
investigations into any complaints or 
appeals made by learners and to inform 
RSL of these.  

Comply with RSL requirements for 
withdrawing their status as a centre and 
protect the interests of learners in doing 
so. 
 

A confirmation that the centre will inform 
RSL of any intention to withdraw as an 
approved centre and follow the 
procedures set out in the Centre 
Handbook. 
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Centres should attach relevant documents where evidence is required.  This must include: 

• Equal opportunities policy or statement 

• Evidence of staff expertise in assessment ((including qualifications and roles) 
• Safeguarding policy 

• Procedures for dealing with complaints and appeals within the centre 
• Assessment Policy 

• Standardisation and Internal Verification procedures 
• Organisational chart showing lines of responsibility within the centre 

• Policies and procedures for checking and confirming any prior achievements 
gained by learners that could count towards achievement of a qualification. 

• Details of any partnership arrangements with third parties 
• Centre Approval Form 
• QA Policy (including development and internal sign off of assignment briefs, QA 

processes for ensuring employer involvement for every learner) 

• Resources 

• Delivery plan (to be submitted annually and to retain centre approval status/green 
risk rating) and to include: 

o Scheme of work identifying how learners can achieve the assessment 
criteria 

o Plan for employer involvement for EVERY learner (where required) 
o Assessment plan (for internally assessed units) 
o QA plan for the academic year  internal sampling points 

 
 
6. Centre Declaration 
 
The main contact should sign and date the form, confirming their name and job title.  In 
signing the declaration, the centre confirms: 
 

• That it will take all reasonable steps to ensure that RSL is able to comply with its 
 

 

• That it acknowledges failure to comply with RSL requirements will result in action 
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3. Risk rating of centres 
 
Throughout the process, centres will be monitored on a risk basis using the following 
rating codes as used in the Risk Register: 
 
Red   denoting a high risk centre, which requires monitoring in all areas. 
Amber  denoting a medium risk centre, which requires monitoring in some areas. 
Green   denoting a low risk centre, which requires standard monitoring. 
 
Factors that will affect the risk include: 

•  

• Concerns arising from the moderation  
• Concerns arising from Centre visits 

• Concerns arising from the IV process 
• Concerns arising from the external moderation of internal assessment marking 

• No demonstrable evidence of delivering and assessing regulated qualifications 
 
A centre s performance in the three stages of the centre monitoring process will 
determine their overall risk rating. A numerical system will be used, with 1 point awarded 
for satisfactory completion of each stage. 
 
  

Total Score Centre Risk Rating 
0 or 1 Red 
2 Amber 
3 Green 

 
 
New RSL centres will automatically be deemed as either Red or Amber risk and will be 
visited at least once in the first 12 months.  
 
Centres with a track record of delivering and assessing regulated qualifications for more 
than two years will be initially judged as Amber and Centres with less than two years will 
initially be judged as Red. 
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4. Centre monitoring 
 
The external moderation process has 3 stages, each of which check for consistency and 
reliability of internal assessor judgements.  The process is designed to flag any 
disc  
 

Centre Monitoring Stage 1  Centre assignment brief monitoring 
 
Centres must provide RSL with a copy of each brief one week prior to publication. 
 
The sampling process will be dictated by the risk rating RSL gives to each centre as 
follows: 
 
For centres with a Red risk rating all assignment briefs will be checked. 
 
For centres with an Amber risk rating all assignment briefs will be checked where the 
centre sets 10 or fewer briefs. An additional 50% of all further briefs will be checked.  
 
For centres with a Green risk rating the following will apply: 
 

10 or fewer briefs All checked by RSL 
11-30 briefs An additional 50% checked by RSL 
31-50 briefs An additional 30% checked by RSL 
50+ briefs An additional 20% checked by RSL 

 
The sample will include briefs from every assessor. 
 
Briefs will be allocated to RSL Moderators for checking against the following criteria: 
 
Accessibility 

• Is the brief written in Plain English and clear and accessible for learners? 

• Is the brief accessible for all learners (i.e. there are no barriers to access for 
particular groups of learners)? 

• Does the brief require only the knowledge and understanding required for 
achievement of the learning outcomes and assessment criteria? 

 
Validity 

• Are the requirements of the brief clear and unambiguous? 
• Does the brief allow learners to demonstrate all of the learning outcomes and 

assessment criteria for the unit? 

• Does the brief allow learners to demonstrate all levels of attainment (i.e. pass, 
merit, distinction)? 

• Does the brief allow learners to generate sufficient evidence to meet the 
requirements of the unit? 

• Is the brief consistent with the method of assessment chosen (e.g. written 
assignment, practical assignment etc.) 

 
Reliability 

• Does the brief allow the assessor to differentiate accurately and consistently 
between the range of attainments? 
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• Does the brief allow each learner to generate evidence that can be authenticated? 
 
Comparability 

• Has the brief been standardised with other briefs at the centre? 
• Is the brief comparable with other briefs provided by the centre? 

• Is the brief comparable with briefs provided by other centres? 
 

Assignment Brief Monitoring Form  
 
Agreement with the brief 
 
Where the moderator declares that a brief meets all the criteria, RSL will inform the 
centre in writing, providing confirmation that the brief can be delivered. 
 
Disagreement with the brief 
 
Where a moderator declares that a brief does not meet all the criteria, RSL will contact 
the centre in writing and provide written feedback on the reasons why the brief does not 
meet the criteria. 
 
For individual instances RSL will require the centre to confirm the actions it will take to 
ensure that the brief meets the criteria.  RSL will request the amended brief to be 
submitted to check that the amendments meet requirements. 
 
For instances where a number of briefs fail to meet the criteria RSL will contact the 
centre for clarification of any systemic issues which may have resulted in the briefs not 
meeting the criteria.  RSL will provide written feedback on the reasons why the briefs do 
not meet the criteria. 
 
Centres will be required to resubmit briefs for RSL approval prior to delivery.   
 
In cases where the revised briefs do not meet the criteria, RSL will arrange for a site visit 
to clarify why the briefs continue to not meet the required standards and provide 
additional support as necessary.   After the site visit the centre will be required to 
resubmit the briefs to RSL for approval. 
 
In cases where briefs do not meet the required standards after a site visit, RSL will make a 
decision about whether to impose sanctions at this stage in the process. This may result in 
learners being unable to access assessment in that academic year. 
 
Risk Register Impact 
Where the moderator declares that the briefs are of a satisfactory standard, 1 mark will 
be awarded towards the overall centre Risk Register score. 
 
Where the moderator declares that the briefs require correction, 0 marks will be 
awarded towards the overall Risk Register score until such time as corrections are made. 
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Centre Monitoring Stage 2  Internal Verification Check 
 
The purpose of a check on IV processes is to confirm that there are processes in place to 
ensure adequate academic governance to include: 

• Training, monitoring and standardisation of brief authors. 

• Training, monitoring and standardisation of assessment markers. 
 
RSL will require documentary evidence of the ce cess for assuring academic 
governance as stated above, the validity of which is to be declared by the most senior 
member of the academic management team via the signed Statement of Quality 
Assurance. 
 
This documentation must be supplied to RSL within one month following the first point of 
assessment during the academic year. 
 
Further information may be requested should RSL deem there to be insufficient 
evidence supplied.  
 
Where RSL did not feel that there was sufficient evidence to confirm that assessors had 
been trained and standardised it would: 

• Require further information from that centre 

• Schedule a centre visit if deemed necessary 
• Apply sanctions as detailed in the RSL Sanctions Policy if deemed necessary 

 
RSL reserves the right to request further information from centres prior to moderation.  
Dependant on the risk rating, this may involve: 

• A centre visit 
• Review a sample of  

 
RSL will carry out this process in the case of centres that have been identified as Red risk 
but may from time to time carry out visits to, or request materials from, centres that are 
Amber or Green risk.  This would be the case if: 
 

• RSL had reason to think that there was a problem at the centre (for example if RSL 
had been informed by the centre or another party that there was an issue) 

• If RSL was not satisfied with the quality of the centre assignments that had been 
submitted as part of Stage 1 

 
 
Risk Register Impact 
 

internal verification processes, and will award a mark of 0 (Unsatisfactory) or 1 
(Satisfactory),  rating. 
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Centre Monitoring Stage 3  Moderation 
 
The moderation process is designed to check the decisions made by assessors.  The 
process works by sampling a range of candidate evidence to check that the decisions 
made by assessors are: 
Fair  i.e. they give positive credit for achievements and take into account all potential 
evidence from the candidate 
Accurate  i.e. the judgement is made based on the assessment and grading criteria 
Reliable  i.e. the judgements made by the assessor are consistently applied across 
candidate work 
 
Moderators will be assigned a centre to moderate which they do not have any prior 
affiliation with.   
 
Moderators will be asked prior to allocation to identify any potential conflicts of interest 
they might have with centres involved in the moderation process. 
 
Each centre will be allotted a date on which moderation of their sample will take place 
and a date by which the evidence must be submitted to RSL on www.rslawards.com  
 
Sampling  
 
Centres are sent an initial sample list in advance of their allotted assessment deadline. 
This sample is selected in conjunction with the centre Internal Verifier and will be 
selected to reflect the full span of grading within a cohort.  
 
Moderations will be split into two windows. 
 
 
Moderation Window 1 
 
RSL will request a sample of work from the centre.  This work must be submitted no later 
than the date published on the Key Dates Calendar. 
 
The  determine the size of the sample as follows: 
 
Green:   None required in moderation window 1 
Amber:  10% of all units 
Red:  15% of all units 
 
In the event that the minimum sample size would amount to less than 3 units the centre 
will be required to provide a minimum of 3 units for moderation in window 1 or all units 
where the centre is delivering fewer than 3 units. 
 
Where an inadequate number of units have been completed in time for moderation 
window 1, all completed units must be supplied. 
 
The sample size for each unit will be 10% of the learners. 
 
In the event that minimum sample size of learners would amount to less than 3 learners 
the centre will be required to provide a minimum of 3 learners in moderation window 1, or 
all learners where fewer than 3 are completing a unit. 

http://www.rslawards.com/
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The samples would be checked by the moderator to ascertain whether the judgements 
being made were fair, accurate and reliable. 
 
In cases where the moderator felt that the judgements were not accurate this would be 

 
 
RSL would follow up on any actions arising during moderation window 1 by: 

• Requesting further information from that centre 

• Scheduling a centre visit if deemed necessary 
• Apply sanctions as detailed in the RSL sanction policy if deemed necessary 

 
 
Moderation Window 2 
 
This is the final moderation window. This work must be submitted no later than the date 
published on the Key Dates Calendar. 
 
RSL will sample as follows within each centre: 

• A proportion of learners in each cohort (group of learners on the same 
pathway) 

• All units taken within the centre. 

• All bands of attainment that are achieved 
 

 
 
Green:   10% of all units 
Amber:  10% of all units 
Red:  15% of all units 
 
The sample provided must be a different sample to that provided for Moderation 
Window 1, bringing the total samples sizes across both windows to: 
 
Green:   10% of all units 
Amber: 20% of all units 
Red:  30% of all units 
 
In the event that the minimum sample size would amount to less than 3 units the centre 
will be required to provide a minimum of 3 units for moderation in window 1 or all units 
where the centre is delivering fewer than 3 units. 
 
Where an inadequate number of units have been completed in time for moderation 
window 1, all completed units must be supplied. 
 
The sample size for each unit will be 10% of the learners. 
 
In the event that minimum sample size of learners would amount to less than 3 learners 
the centre will be required to provide a minimum of 3 learners in moderation window 1, or 
all learners where fewer than 3 are completing a unit. 
 



 15 

The samples would be checked by the moderator to ascertain whether the judgements 
being made were fair, accurate and reliable. 
 
In cases where the moderator felt that the judgements were not accurate this would be 

t. 
 
RSL may apply a range of sample selection strategies to a centre depending on factors 
including previous moderation findings and unit selection.  
These strategies may include;  
 

• Sampling across a range of assessment bands within a qualification 

• 

applicable 
•  

 
In addition to the risk rating RSL will sample a larger range of candidate work within a 
centre if:  

• RSL had reason to think that there was a problem at the centre (for example if RSL 
had been informed by the centre or another party that there was an issue) 

• If RSL required assurance that the centre was applying standards accurately 
following issues raised in Stages 1 and 2 

 
In some cases, this may result in RSL requiring all candidate work to be sampled. 
 
Risk Register Impact 
The moderator will award a score of 0 (unsatisfactory) or 1 (satisfactory) based on the 
quality of the sample moderated. The score will be determined by how fair, accurate and 

 and will only be deemed satisfactory if all criteria are met. 
 

Moderator report form 
 
Action to be taken by RSL in the case of minor or significant issues being raised  
 
If moderators have indicated that there are minor or serious issues with a centre sample, 
RSL may take the following actions depending on the nature and/or severity of the issues 
raised: 
 
In the case of minor issues: 

• Follow up with the centre to investigate the cause of the issues raised and agree 
subsequent actions  

• Schedule a centre visit if required to follow up on the issues raised 
 
In the case of significant issues: 

• Follow up with the centre to investigate the cause of the issues raised and agree 
actions to put these right 

• Schedule a centre visit if required to follow up on the issues raised 

• Impose sanctions as outlined in the RSL Sanctions Policy if the issues are thought 
to be significant 
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5. RSL Contact Details 
 
Postal Address: 
RSL 
Harlequin House 
Teddington 
TW11 8EE 
 
 
Telephone: 
0345 460 4747 
 
 
General Enquiries email: 
vocational@rslawards.com 


