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Welcome and Introduction  
 

Welcome to the Open Awards Provider Handbook.  
 
This guidance is applicable to the delivery of qualifications regulated by Ofqual or 

Qualification Wales. It is also applicable to the delivery of unit courses and non-regulated 
courses.  
 
It is intended as a primary reference for all those involved in the delivery, assessment and 

quality assurance of qualifications and units, including: 
 

¶ Administration and Exams Officers 

¶ Coordinators 

¶ Managers (including quality and curriculum managers) 

¶ Internal Verifiers 

¶ Tutors/Assessors 

 
Please note there is separate guidance relating to the delivery of Open Awards Access to 
Higher Education Diplomas and End-point Assessment. 

 
All information we hold about your Provider, key contacts, and your learners is held 
securely on our database and only used for the purposes provided. Please ensure you 

have parental/guardian consent to share your learnersô data with us if the learner is under 
the age of 13. If you share this data we are entitled to assume that you have this consent. 

You will find full details on how we use and protect your information at Open Awards in our 
Privacy Notice. The Privacy Notice gives you details on: 

 

¶ Your rights in relation to the information we hold 

¶ How we keep it secure 

¶ The type of information we collect and how we use it 

¶ Who we share information with 

¶ How long we hold information for 
 
We hope you find this document useful and informative but if you have questions or 

suggestions about any information provided here, please feel free to contact the Open 
Awards customer service team on 0151 494 2072 or email 

customerservices@openawards.org.uk 

 

https://openawards.org.uk/access-to-he/
https://openawards.org.uk/access-to-he/
mailto:info@openawards.org.uk
https://openawards.org.uk/centres/policies-and-procedures/
mailto:customerservices@openawards.org.uk
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Working with Open Awards  
 

 

 

As a not-for-profit organisation and a 
registered charity, we are passionate about 

our mission to change lives through 
learning and this manifests in our flexibility 
and creativity when it comes to working 

with our Providers and learners.  
 

We know our Providers want to support 

their learners to achieve the very best 
outcomes and, as a small team, we pride 

ourselves on having the flexibility, 
knowledge and passion to react quickly 

and intelligently to individual learnersô and 
employersô needs. 
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Your Dedicated Team 
 

 

 Curriculum Development 
Supporting you to create your courses and 
providing ongoing curriculum and 
development support. 

Quality Assurance and 
External Verification 

Supporting you to feel confident that you and 
your learners are meeting the highest 
standards of delivery and assessment quality. 

Processes and Administration 
Supporting you through registrations and 
award processes and offering ongoing 
support. 
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Opening Hours 
 
The Open Awards team are available to provide support Monday ï Saturday. 

 

 Monday ï Thursday 8am ï 6pm 

Friday 8am ï 5pm 

Saturday 9am ï 12.30pm 

Sunday Closed 

 
 
All our team have a direct line and/or mobile phone. If you know who you would like to talk 

to, please feel free to contact them directly. 

 
For general enquiries, please call our switchboard on 0151 494 2072 or email 

customerservices@openawards.org.uk. 

https://openawards.org.uk/who-we-are/open-awards-team/
mailto:enquiries@openawards.org.uk
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Being  an Open Awards Provider  
 

You must be an approved provider before you start to deliver Open Awards qualifications 
or units. If you are not already approved, please visit our website to submit a New 
Business Enquiry Form or contact a member of the team on 0151 494 2072 or  

enquiries@openawards.org.uk. 
 

https://openawards.org.uk/centres/
mailto:%20enquiries@openawards.org.uk
mailto:%20enquiries@openawards.org.uk
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How Much Does It cost? 
 
Open Awards publish pricing information annually from 1st August. This can be found on 

our website. A hard copy of all pricing information is also available on request from Open 
Awards. 
 

Please refer to our Invoicing Policy for details of how and when you will be invoiced. 

 

What Staff and Resources Do I Need? 
 
Provider Staff Requirements 
 
Providers must employ staff that are competent to undertake the delivery of Open Awards 
qualifications and units. Open Awards require named contacts for the following functions: 

 

Head of 
Organisation 

The head of the organisation, e.g., Chief 
Executive. This person will: 

¶ act as the ultimate point of accountability 
for the delivery of Open Awards 
qualifications 

Provider Contact 

This person will be the key contact between the 
Provider and Open Qualifications. They will: 
¶ be authorised to sign the Provider Agreement 
¶ commit resources on behalf of the Provider 

Administration 
Contact 

This person is responsible for: 
¶ Ensuring accurate and prompt 

completion of administrative forms/ 
processes 

¶ Applying for new qualifications 
¶ Registering learners within specified time frames 
¶ Liaising with Open Awards staff 
¶ Ensuring other Provider staff have access to 

necessary documents. 
¶ Maintaining accurate records of all course and 

learner registrations 
¶ Ensuring complete and accurate records are 

retained in accordance with the Provider 
Agreement 

¶ Entering results with specified timeframes 
¶ Ensuring the distribution of certificates to learners 
¶ Monitoring administrative processes and 

addressing any issue arising 
¶ Keeping the password for the portal secure 

https://openawards.org.uk/centres/pricing-information/
https://openawards.org.uk/centres/policies-and-procedures/
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Assessment 
Administrator 

Functional Skills Providers only. Responsible for: 
¶ Accessing entry level mark schemes 
¶ Accessing SLC documentation 

 
Assessment Administrators can also register 
learners. 

Quality 
Assurance 
Contact 

This person is responsible for: 

¶ maintaining assessment and internal 
quality assurance processes 
including internal standardisation 

¶ liaising with Quality and Standards 
Advisers and External Quality Assurers as 
required 

¶ ensuring the training and updating of staff 
involved with internal quality systems 

¶ ensuring the regulations for qualifications are 
met 

¶ ensuring that the Provider abides by the 
Open Awards Provider Agreement and 
associated aspects of regulatory compliance 

¶ ensuring the Provider engages in 
external standardisation 

Curriculum 
Development 
Contact 

The person with overall responsibility for curriculum 
planning and development within your Provider. This 
person will: 

¶ ensure that qualifications submitted to Open 
Awards for approval have been through an 
internal approval process 

¶ liaise with the designated Business 
Development Consultant to develop the 
curriculum at the Provider 

Finance Contact 
Person responsible for ensuring timely payment of 
invoices 

Safeguarding 
Contact 

Person responsible for ensuring that the Provider 
safeguards the interests of learners and staff 

  
A named individual may perform more than one of the functions listed, although we 

discourage all functions being undertaken by the same one or two individuals. Where an 

individual is performing multiple roles, we will require information about how any potential or 
actual conflicts of interest are managed. 
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Providers are responsible for notifying Open Awards of staff changes. This can be done 
through the ñContact Managerò section of the Portal as soon as a change is known, by the 

Administration Contact. A Changes to Provider Details Request Form can be used to request 
a change of Administration Contact or registered address, or where the Administration 

Contact may be unavailable.  
 
Please check your ñContact Managerò regularly to ensure your contacts are up to date.  

 
Open Awards do not always specify the experience or qualifications individuals need to 
deliver its units/qualifications but expect that Providers have appropriate occupationally 

competent staff with relevant sector and teaching/ assessment/ internal quality assurance 
experience for their role in delivery. Best practice would be for: 

 

¶ Assessors to hold the relevant D32/ D33/ A1/ AQA unit(s) (or equivalent), Level 3 
Award in Education and Training and a degree of occupational competence 

¶ Internal Verifiers to hold the relevant D34/ V1/ IQA unit(s) (or equivalent), Level 3 
Award in Education and Training 

 
Please be aware that some qualifications have specific staff and/ or other specialist 

requirements. This information can be found in the appropriate qualification guide(s). 

 
Providers are responsible for ensuring that their staff have access to appropriate training 
and support. Providers are encouraged to take advantage of the range of training 
opportunities available through Open Awards. Further information can be found on the 

Open Awards website. 

 
Helpful Documents 

 
Changes to 

Provider Details 

Request Form 

This document is used to advise Open Awards 

of any changes to key contacts at the 

Provider. 

 

https://openawards.org.uk/centres/policies-and-procedures/
https://openawards.org.uk/training-and-events/training-and-events
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Resources and Arrangements  
 
Providers must have the necessary facilities, resources, and equipment to deliver and 

appropriate quality assurance systems in place: 

¶ All resources (including buildings, equipment, systems, and materials) enable it to 
undertake the delivery of the qualification effectively and efficiently in line with 
Open Awardsô requirements 

¶ A workforce of appropriate size and competence is available to undertake the 
delivery of Open Awards qualifications and units 

¶ Staff should be provided with appropriate induction and professional 
development to ensure they can maintain the relevant expertise and 

competence required by Open Awards 

¶ Sufficient managerial and other resources available to enable it effectively and 
efficiently to undertake the delivery of the qualification and units as required by 

Open Awards 

¶ Effective quality assurance and management processes in place which it regularly 
monitors and keeps under review 

 

Working  with  Third  Parties,  Partnerships,  and Satellite  Sites 
 
Providers may use alternative locations and/ or subcontractors for the delivery and 
assessment of Open Awards qualifications. This may be due to several factors, depending 
on the type of Provider and qualification(s) being offered. 

 
Open Awards do permit Providers to work with other organisations in delivering high-
quality provision. However, you must seek prior approval from us before allowing a third 

party to deliver any part of Open Awardsô qualifications, including assessments and 
internal quality assurance. 

 
In all instances where alternative locations and/ or subcontractors are used, Providers must 
comply with Open Awards external quality assurance requirements. 

 
You must take responsibility for the management of alternative locations and third parties 

and keep their capacity, capability, and quality assurance practices under review. We will 
monitor this through external quality assurance activities. Failure to effectively manage the 
quality assurance of delivery, assessment and record keeping at alternative locations and/ 

or third parties will affect your Providerôs risk rating and may result in sanctions being 
placed on the Provider. 
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Conflicts of Interest  
 
It is a condition of approval that a Provider must have a process to identify, monitor and 

manage any conflicts of interest in assessment outcomes. 
 
Procedures must be in place for avoiding conflicts of interest and, where a conflict of interest 

cannot be avoided, procedures must be in place for managing that conflict of interest.  
 

Providers must take all reasonable steps to avoid any part of the assessment and verification 
of a learnerôs work being undertaken by any person who has a personal interest in the result 
of the assessment. This includes internal marking, assessment and quality assurance 

activities. 

 
The assessor role and the internal quality assurer role must be carried out separately. 

The assessor cannot quality assure their own assessments as this presents a conflict 
of interest.  

 
All conflicts should be documented in a conflict of interest register which is maintained and 
monitored on an ongoing basis and which should be made available to Open Awards upon 

request. 
 

Once a potential or actual conflict of interest has been identified, Open Awards must be 
informed immediately by completing a Conflict of Interest Declaration Form, available on 
the website, and emailing to quality@openawards.org.uk   

 
Where the Provider works in partnership with another awarding organisation, or sub-
contracts part of the delivery of Open Awards qualifications, they must manage all 

potential conflicts of interest arising from third parties, partners, and sub-contractors.  

 
Helpful Documents 
 

Conflicts of Interest 
Policy 

This document outlines our policy for identifying 
and managing conflicts of interest both at Open 
Awards and at our Providers. 

Conflict of Interest 
Declaration Form 

This document is used to advise Open Awards 

of any potential or actual conflicts of interest 

identified. 

 

mailto:quality@openawards.org.uk
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Provider  Policies and Procedures 
 
All Providers must have policies and procedures in place that reflect the way you operate 

across all your learning provision. They should align with Open Awards policies and 
procedures wherever possible. 

 
When policies are created or amended, you should include a clear set of procedures to 

show how the policy will be implemented, reviewed and updated. 

 
They should be working documents that can be accessed by staff and learners alike. 

Open Awards reserves the right to review these documents at any time and check they 
are being followed. 
 

Documents must cover the following areas: 
 

Business Policies Quality Policies 

¶ Complaints 
¶ Data Protection 
¶ Risk Assessments for specific 

risk posed by your organisation, 
e.g., violence at work, service 
users with challenging 
behaviours, visitors etc. 

¶ Employers Liability Insurance 
¶ Equal Opportunities and 

Diversity 
¶ Fire Evacuation 
¶ Health and Safety 
¶ Checking for Criminal Records 

¶ Public Liability 
Certificate (minimum 
cover £1milion) 

¶ Safeguarding 

¶ Conflicts of Interest 
¶ Business Continuity 

¶ Reasonable Adjustments 
¶ Special Considerations 
¶ Assessment Invigilation 
¶ Learner enquiries and appeals 
¶ Internal quality 

assurance 
¶ Standardisation 
¶ Malpractice and 

Maladministration 

¶ Distribution of 
Certificates for Learners 

¶ Recognition of Prior Learning 

¶ Quality assurance review 
of the course (monitoring 
learner progress, review & 
feedback) 

¶ Learner support (including 
advice and guidance, initial 
assessment and induction, 
protecting interest of learners 
in event of withdrawal) 
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Setting up your Course  
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What Do We Offer?  
 
At Open Awards, we are committed to flexibility and creativity. With this in mind, we have 

several types of accreditation to suit different learner needs and outcomes. An overview of 
our accreditation solutions is below. 
 

 Regulated 
Qualifications 

 
 

Qualifications on 
the Ofqual register 

or Access to HE 
Diplomas 

regulated by QAA 

Qualification 
Units 

 
 

Units that sit 
within a regulated 
qualification that 
can be counted 

towards a 
regulated 

qualification 

Badge of 
Excellence 

 
 

Quality mark 
accrediting your 

education/training 
against Open 

Awards Standards 
of Excellence 

Quality 
Endorsed 

Units 
 

Bespoke units 
that do not form 

part of a 
regulated 

qualification 

Externally 
regulated (Ofqual 
or QAA) 

V V 
  

External 
accreditation of 
education and 
training 

V V V V 

Robust quality 
assurance V V V V 
Requires learner 
assessment and 
verification 

V V 
 

V 
Quality assures 
individual learner 
outcomes 

V V 
 

V 
External review of 
programme 
materials and 
planning 

  

V 
 

Learner receives a 
certificate V V V V 
Flexible delivery 
methods V V V V 
Expert support to 
tailor Provision V V V V 
Access to training 
for your team V V V V 

 

Please note, separate guidance for the delivery of our Access to HE Diplomas or Badge of 

Excellence Quality Mark is available via our website. 

https://openawards.org.uk/access-to-he/
https://openawards.org.uk/what-we-offer/badge-of-excellence/
https://openawards.org.uk/what-we-offer/badge-of-excellence/
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What is the Regulated Qualification  Framework  (RQF)? 
 
The Regulated Qualifications Framework (RQF) is the system for cataloguing all 

qualifications regulated by Ofqual in England. Qualifications are catalogued based on their 
size and level. The RQF replaced the Qualifications and Credit Framework (QCF) in 

October 2015. 

 
You can search all Open Awards RQF qualifications on our website. 
Ofqualôs register of regulated qualifications for all awarding organisations can be found 

here. 

 

Qualification  Size 
 
The size refers to the amount of time it is likely to take to complete a qualification, including 
any assessments, examinations, and self-directed study. The size is expressed in terms of 

Total Qualification Time (TQT). 

 
We also provide a recommended number of Guided Learning Hours (GLH). This gives 
you an indication of the amount of time that the learner should normally be taught or 

supervised, rather than studying alone. GLH includes any invigilated examinations or 
assessments. 

 
Open Awards qualifications are referred to as Awards, Certificates or Diplomas. This 
reflects the Total Qualification Time as shown below: 

 

 Total Qualification Time 

Award Between 1 and 129 hours. 

Certificate Between 130 and 369 hours. 

Diploma 370 hours or above. 

 

Qualification  Level 
 
Levels indicate the difficulty and complexity of the knowledge and skills associated with 
any qualification. Open Awards are approved to provide qualifications from Entry Level to 

Level 5. 

 
The size and level of each of our qualifications, including information on the Total 
Qualification Time and Guided Learning Hours, can be found on our website and in the 

individual qualification guides. 

https://openawards.org.uk/what-we-offer/ofqual-regulated-qualifications/
https://register.ofqual.gov.uk/
https://openawards.org.uk/what-we-offer/ofqual-regulated-qualifications/
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Choosing a Qualification  
 
We have qualifications available in the following sectors: 

 
To find a qualification to meet the needs of your learners, you can search our website 

here. From here you can access the qualification guide, rules of combination, a list of units 
and the purpose statement for the qualification. 

 
When delivering Open Awards regulated qualifications, Providers should ensure that the 
rules of combination are fully adhered to, including the use of mandatory and optional 

units. The rules of combination provide flexibility whilst ensuring full qualification 
achievement. The rules of combination specific to the qualifications are outlined in the 

individual Qualification Guides. 

 
To check whether a qualification is eligible for ESFA funding, you can use the Education 
and Skills Funding Agencyôs óFind a Learning Aimô tool. 

https://openawards.org.uk/what-we-offer/ofqual-regulated-qualifications/
https://findalearningaimbeta.fasst.org.uk/
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Designing a Course Using Individual  Units 
 
Open Awards offers different types of units: 

 

Qualification Units 
Units that form parts of a 
qualification regulated by Ofqual 

Quality Endorsed Units 
Units that do not form part of a 
qualification regulated by Ofqual 

 
 

You can search for and view all units available to be used in individual unit courses via 

our Unit Bank on our website. The unit content template includes the unit type. 

 
You can package units together to create a bespoke course using either regulated or 
quality endorsed units. Please note, you cannot create a course with a mixture of 

qualification and quality endorsed units. 

 
It is essential that your learners are aware of what type of unit they are working 

towards, if they are not completing a full qualification. If you are unsure about what type 
of unit you are delivering, please contact a member of the team for advice. 

 
If we do not currently have a unit that meets the requirements of your learners, Open 
Awards can work with you to create a bespoke quality endorsed unit. 

 
Please contact the team for more information or for help with finding the right units for 
you. 

 
To check whether a qualification unit is eligible for ESFA funding, you can use ESFAôs 
óFind a Learning Aimô tool. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://findalearningaimbeta.fasst.org.uk/
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Qualification  and Unit  Reviews 
 
Open Awards reviews its qualifications and units through a validation process. 

 

Validation ensures that all Open Awards qualifications have a clear purpose and are 
effective in meeting this purpose. Delivery and assessment of qualifications must 
provide sufficient evidence that those who achieve them have met the aim or 
purpose of that particular qualification. Qualifications made available by Open 
Awards must align with the Open Awards vision to support educational achievement 
for all.   
 
The validation criteria for Open Awards are that each qualification made available:   

¶ Reflects regulatory obligations and requirements.   
¶ Is financially viable to enable high quality delivery, assessment and quality 

assurance.   
¶ Has robust evidence of support from appropriate stakeholders including 

employers, Higher Education Institutions, education providers, and other 
authorities.   

¶ Has robust evidence of demand for the qualification from a defined target 
market.  

¶ Is sufficiently flexible to ensure we can respond successfully to the needs of 
employers and learners across the sectors we support over the course of their 
lifecycle.  

¶ Is accessible to learners, employers, and education providers with sufficient 
information and resources to support effective delivery and assessment.   

¶ Has an assessment approach which is consistent with the agreed purpose of 
the qualification, and that all associated assessments align with Open Awards 
assessment principles.  

¶ Has robust quality assurance arrangements that ensure the requirements of 
the qualification are met by our providers and learners.  

 

Feedback  
  

To ensure qualifications and assessments remain fit for purpose throughout their life 
cycle it is vital to facilitate ongoing stakeholder engagement. Feedback is generated 
via:  

¶ Open Awards website.  
¶ Written or verbal communication from our stakeholders.  
¶ Questionnaires and surveys.  
¶ External Quality Assurance visits.   
¶ Internal and external events.   

 
Qualification specific questionnaires and/ or stakeholder review meetings, are 
planned and used to encourage feedback as part of the (re)validation process.  
Open Awards collates and uses this feedback to review and improve the portfolio 
over time as part of operational business planning.  
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Any feedback received during the life cycle of a qualification, will be fed into the 
revalidation process to determine whether an earlier than scheduled review of the 
qualification is required. If it is agreed that an earlier review is not required, the 
feedback will be saved and contribute to the scheduled review of that qualification.   
 
It is important to us that we can utilise the expertise and feedback from our 
Providers and learners so please take the time to complete validity surveys when 

circulated and to give us feedback throughout the life cycle of a qualification. 
 

  

Data Acquisition   
 
Data acquisition is utilised to support robust decisions as part of initial qualification 
development processes, and subsequent reviews of their performance.   
 
Data will be collated to review the following:  

¶ Qualification  
¶ Units  
¶ Delivery modes  
¶ Assessment methods 

  
Data is pulled together from a variety of sources including:   

¶ Registration, achievement, retention and destination/ progression data 
¶ Registration and certification data held by regulators 
¶ Labour market intelligence  
¶ Employers and/ employer group data 

 
During the lifecycle of the qualification ongoing data acquisition will be used to 
determine the ongoing viability of the qualification at specified review points, and its 
performance against its purpose.   
 

The specific requirements for the analysis of each qualification is outlined in the 
relevant assessment strategy. As a minimum this is every five years and in line with 
the validated review date.   

  
 Analysis will consider some or all of the following indicators:  
  

Quantitative indicators   
(This data will be collated from the 
database)  

Qualitative indicators   
(This will be collated from provider, 
learner and EQA feedback)  

Performance by unit, including 
achievement data  

Ordering of unit delivery  

Performance by Provider, including 
achievement data  

Demographics of learners (including 
learner types)  

Number of non-completers  Types of Provider  

Performance by mode of delivery  Feedback from Providers, learners, 
employers, and patients  

Performance by subject area  Assessment methods  
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Overall achievement data will include:  
¶ Overarching pass rates 
¶ Pass rates by learner type  
¶ Pass rates by Provider type  

  
Whilst we will review quantitative data regarding the performance of the qualification, 
we recognise that a range of qualitative factors (listed above) may have an impact on 
learner achievement. These considerations will be included and recorded within the 
review.  
  
You can find information on when the qualification or unit you are using is due for 
review in the individual qualification guide. 

 
Please note, you will be able to register learners up to and include the day of the 
review or operational end date for a qualification. The certification end date will tell 

you how long you have to complete the delivery and assessment of any learners 
registered to the course before the operational end date of the qualification.  
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How Do I Set Up a Qualification  or Course? 
 
To set up a new qualification or course, you will be required to submit an application via the 

Portal. This can be completed by the Administration Contact. 
 
The process is initiated by clicking on ñActionsò and ñTrackingò. 

 

 
 
 

Click on ñInitiate Workflow Itemò and you will be able to see the range of qualification types to 
chose from: 

 
 

Apply to Deliver Regulated 
Qualifications 

The majority of our Ofqual Regulated can be applied for 

using this option, including the Skills for Further 
Learning and Employment Suite. 

Apply to Deliver Functional 
Skills Qualifications 

This option will allow you to apply to deliver of 
Functional Skills Suite 

Apply to Deliver a 
Regulated Qualification 

Specialist Resources 

This option will allow you to apply to deliver our 
qualifications where we require further information to be 
submitted at the time of application and/or a review by 

our Quality Assurance team is needed prior to approval. 
A list of these qualifications can be found below. 

Apply to Deliver an 

Individual Unit Course 

This options allows to select individuals units from our 

unit bank to create a bespoke course 

Apply to add an 
Apprenticeship Standard 

Available to EPA Administrators to add an 
apprenticeship standard for end-point assessment 
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Full details on how to apply for any of the above can be found on the screens as you 
progress with your application. A guidance document óQualification and Course Approval 

Guidanceô, is located under the Provider Guidance section of the ñDocuments and Formsò 
area of the Portal.  

What happens when I have submitted a qualification approval request? 
 
Open Awards processes these requests within 5 working days of receipt. If the application 
is successful, you will be automatically notified via email and will then be able to register 

learners against the qualifications(s). Where additional information is required to progress 
your application, the details will be shared via email.  
 

You can view the progress of your application and any time of the ñTrackingò screen 
of the Portal.  

 
 

What Will Learners Receive? 
 

 

 
Qualification 

Upon successful completion of the rules of combination, learners 
will be awarded the full qualification for which they were registered 
and a certificate listing the units achieved. 

 

Where learners are registered for a qualification and do not 
achieve the full qualification a unit transcript will be issued for 
all achievement entered and verified. Where the verified 
achievement meets the rules of combination for a smaller 
qualification, i.e. the registration is for a Diploma, which isnΩt 
achieved, but the Rules of Combination for an Award are met; 
certification will automatically take place for this smaller 
qualification.  

Course 

Upon successful completion of a course, learners will be awarded 

a course certificate listing the course name and units achieved. 

 

 
Rules of Combination  
To achieve a regulated qualification, a learner must meet the rules of combination (ROC). 
The rules of combination is included in the individual qualification guide and will clearly 

explain how many mandatory or optional units, are required to achieve the full qualification.   

If the learner does not meet the rules for the intended qualification, an alternative relevant 

qualification may be awarded in line with the Open Awards Awarding Policy, or they will be 
issued with a unit transcript.  
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How Should I Promote  or Market  my Course? 
 
We are committed to supporting you with your marketing and communications. Once you 

are a Provider, you may use our logo to support the marketing of our Open Awards 
programme(s) and course(s). 
 
When marketing your course(s), it is essential that any information provided is clear and 

accurate so that your learners are fully informed about what they are studying, what they 
will achieve at the end, the type of accreditation and what their progression opportunities 
are. 

 
For full advice and guidance on how to market your course and the use of the Open 

Awards logos, please read the óMarketing your Courseô guidance on the Portal, or contact 

customerservices@openawards.org.uk or 0151 494 2072. 

 
  

mailto:customerservices@openawards.org.uk
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There are many ways we can help you to market your course: 

 

Case Studies 
and News 
Stories 

We are always happy to share best practice case studies on 
our website, in our newsletter and via social media. This 
could be an individual learner story, a best practice 
programme, award of learners or a case study of your 
Provider as a whole.  

 

Events and 

Celebrations 

If you have any events or celebrations that you would like 
a member of the team to attend either as a delegate or a 
speaker, please contact the marketing team on 
enquiries@openawards.org.uk  

 
We are happy to share details of your events and 
celebrations via our social media channels. 

 

Video Content 
If you would like to work with us to create an animation or 

video of your learners or programmes, please contact the 

team.  
 

Social Media 

Twitter  
YouTube  
LinkedIn  
Facebook  
Instagram 

 
 
 

 
Feedback and 

Feedforward 

We welcome all feedback and will share this where 
appropriate via our social media platforms and 
websites. 

 
We provide continuous feedback to our Providers through 
external verification visits, compliance meetings and 
curriculum support meetings/events. You can make use of 
your External Verification and Quality Review Provider 
reports in your marketing but please ensure any content 
accurately reflects the original content. 

 
Alternatively, please contact the marketing team to ask us 

for a quote or feedback to use in your marketing materials 
or funding applications. 

mailto:enquiries@openawards.org.uk
mailto:marketing@openawards.org.uk
https://twitter.com/openawards
https://www.youtube.com/channel/UCaZO6oJxO2usnBPBh5Sn80Q
https://www.youtube.com/channel/UCaZO6oJxO2usnBPBh5Sn80Q
http://www.linkedin.com/company/openawards
http://www.linkedin.com/company/openawards
https://www.facebook.com/openwards/
https://www.facebook.com/openwards/
https://www.instagram.com/accesstohe/
https://www.instagram.com/accesstohe/
http://www.linkedin.com/company/openawards
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Registering Learners  
 
How do I Register my Learners? 
 
There are different timescales for registrations dependent on the duration of the course: 

 

Short courses (less than 
15 weeks) 

Register learners within 25 working days of the start 
date of the course 

Long courses (15 weeks 
duration or more) 

Register learners within 60 working days of the start 
date of the course 

End-Point Assesment 
Register apprentices within 24 weeks of their anticipated 
gateway passage date. 

 

If Providers register learners after these times a late registration fee may be charged, 
and Providers will be required to take action to prevent further late registrations. 

 
All learner registrations submitted to Open Awards will be charged in accordance 

with our published charges. Please refer to the óPricing Informationô section of our 
website. 
 

Online Registration  
 
To register learners the Administration Contact should create a new Course Run via the 
Portal. Learners must be registered to the units they are undertaking on the course run. For 

full guidance on this process refer to the Secure Portal Guidance. 
 

What is a Unique Learner  Number  (ULN)? 
 
The ULN is a unique 10-digit number used in England, Northern Ireland and Wales to 
identify an individual learner. Most learners aged 14+ have a ULN and it is designed to 

work with a learnerôs Personal Learning Record (PLR) to provide proof of their learning 
and achievements. 

 
The Personal Learning Record (PLR) is a learnerôs permanent record of their qualifications 
and achievements. 
 
The Education and Skills Funding Agency (ESFA), an executive agency of the Department 

for Education (DfE), creates and holds the Unique Learner Number to enable effective 
management of information to fulfil the functions of the DfE. The Learning Records Service 
(LRS) is operated by the ESFA and collects information about learners registering for 

qualifications and qualification units. 

https://openawards.org.uk/centres/pricing-information/
https://openawards.org.uk/centres/policies-and-procedures/
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ULNs are mandatory for learners funded by the Education and Skills Funding 
Agency. ULNs must also be provided for learners registered to a Functional Skills 

qualification. 
 

We request ULNs at the point of registration to enable us to upload achievement data to 
the learnerôs Personal Learning Record (PLR) for qualifications and qualification units 
achieved. 

 
All ULNs provided are automatically checked against the LRS and must match the 
learner details provided. 
 
To be able to obtain ULNs for learners your Provider must be registered as a Learner 
Registration Body (LRB).To register as a Learner Registration Body, further information 

can be found at: https://www.gov.uk/government/publications/learner-  registration-
bodies-user-guide 

 
Once you are registered, you will be able to obtain ULNs for your learners. 

 
NB: Some learners may already have a ULN. 
 
 

Fair Processing and Extended Privacy Notices 
 
As an awarding organisation we have a responsibility under the Data Protection Act to 
ensure that learners are informed of how their information is processed and shared. 
Please ensure you make learners aware that their information will be passed to Open 

Awards for registration purposes. You should also provide a copy of the Privacy Notice ï 
Learner Information to your learners so that they understand what data we hold about 
them, why we hold it and how their data is used. 

 
We strongly recommend that you give learners or encourage learners to read the LRS 
Privacy Notice on the Learning Record Service website to understand how their data is 

used and may be shared. 

 
Providers must also make learners aware that upon achievement of qualifications and/or 
qualification units - achievement details will be passed by Open Awards to the Learning 
Records Service for the purpose of updating their Personal Learning Record. 

 
 
 
 
 
 

https://www.gov.uk/government/publications/learner-registration-bodies-user-guide
https://www.gov.uk/government/publications/learner-registration-bodies-user-guide
https://www.gov.uk/government/publications/learner-registration-bodies-user-guide
https://openawards.org.uk/centres/policies-and-procedures/
https://openawards.org.uk/centres/policies-and-procedures/
https://www.gov.uk/guidance/how-to-access-your-personal-learning-record


Page 30 of 79 
Open Awards Provider Handbook (Qualifications and Units) 2023/24 v1.0 August 2023 

    

How do I Amend a Course Run/ Registration ? 
 
After registrations have been submitted, the Administration Contact should contact the 
Open Awards team to discuss any requests for changes to your course/run on 

customerservices@openawards.org.uk or 0151 494 2072. 
 
Once the course run has been submitted, you may register additional learners within the 

registration timescales. Any registrations made outside of these timescales will be liable for 
late registrations charges. (for guidance please refer to the Secure Portal Guidance. Should 

you identify learners that have been missed following the end date of the course; you will 
need to contact the Open Awards team.  

 
An administration charge may be applied for amendments made following the initial 

registration of learners to a course. 
 

Withdrawing  and Accounting for  Learners 
 
At the end of a course run all learners must be accounted for within 12 weeks of the 
course run end date. This is via either entering achievement or withdrawing the learner.  
Where a learner who has been registered is no longer continuing, should you wish to 
withdraw a learner, Open Awards must be informed of this via the Portal. Please refer to 
our Secure Portal Guidance for this.  
 
Learners who choose to leave their course of study prior to completion are know as 
ówithdrawn learnersô. Learners should be withdrawn via the Portal. Learners should be 
ówithdrawnô as soon as this becomes known, and a reason given for that withdrawal.   
  
Withdrawing learners can be completed under the learner record on the óYour Course 
Runsô Screen.  
  
Click the óActionsô tab beside the relevant learner. Click ówithdrawô and then select the 
relevant reason.  
  

  

mailto:customerservices@openawards.org.uk
https://openawards.org.uk/centres/policies-and-procedures/
https://openawards.org.uk/centres/policies-and-procedures/
https://openawards.org.uk/centres/policies-and-procedures/



































































































