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Version Control  

V1.0 Original Document  

V1.1 2026 Rebranding. Updated information on entry and staff requirements, 
qualification overview, assessment, IQA, EQA and standardisation. 
New sections added for resubmission and data collection.  
 
The following units have been withdrawn from 31/07/2026: 
 

R/615/9845  Building a Website  

T/615/9594 Communication Skills for Group and Teamwork 

M/615/9142 Critical Thinking 

T/506/3423 Imaging Software 

M/506/3601 Improve Your Business Skills 

H/615/9140 Protection and Safeguarding 

R/507/5224 Resilience Skills 

Y/507/5225 Understand how to Develop Resilience 

K/615/9141 Understanding Change in the Workplace 

H/506/3465 Understanding the Uses of Social Media for 
Business 

H/507/5275 Responsibilities and Accountability in 
Governance 

Y/507/5273 Skills and Effectiveness in Governance 

D/507/5291 Strategic Leadership for Trustees 

D/507/5274 Strategy and Structures in Governance 

A/507/5301 Book-Keeping and Accounts 

M/507/5294 Computerised Accounting 

T/506/3471 Computerised Accounting Software 

T/507/5300 Sole Trader Final Accounts 

A/507/5296 Work Effectively in Accounting and Finance 

J/507/5320 Complying with Legal, Regulatory and Ethical 
Requirements in a Marketing Role 

H/507/5308 Generating and Qualifying Sales Leads 

T/507/5314 Identify and Understand a Client's Brand 
Strategy 

M/615/9822 Marketing and Sales for a Product or Service 

Y/615/9829 Marketing Research 

H/615/9820 Principles of Marketing Theory 

D/506/3402 Principles of Presentations and Demonstrations 
in Sales 

H/506/3398 Sales Targets 

Y/506/3396 Telesales 

K/507/5309 The Sales Cycle 

D/506/3397 Understanding Sales Targets 

F/507/5316 Understanding Selling within a Business Venture 

M/615/9710 Understanding the Relationship between Sales 
and Marketing 
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About the Qualification  
  

Title   Open Awards Level 2 Certificate and Diploma in Skills for 
Business (RQF) 

Qualification 
Accreditation 
Number 

Certificate - 601/7562/X  
Diploma - 603/2337/1 

Sector  15.3 Business Management 

Level  Level Two 

Funding  Please click here for more information  

Pricing Information  Please click here for more information  

Review Date  31/07/2029 

  

Purpose  Prepare for Further Learning or Training and/or Develop 
Knowledge and/or Skills in a Subject Area 

Sub-Purpose  
Develop Knowledge and/or Skills in a Subject Area 

  

Total Qualification Time/Guided Learning   

Certificate 

Total Qualification Time (hours)  160 

Guided Learning (hours)  96 

Diploma 

Total Qualification Time (hours)  370 

Guided Learning (hours)  222 

  

Age Range and Restrictions   

Pre -16  ✓ 

16 – 18  ✓ 

18+  ✓ 

Any other restrictions specific to 
the qualification(s)  

None 

   

Any Specified Entry Requirements  
There are no formal entry requirements for these qualifications. They are designed 

for learners who wish to develop knowledge and understanding of business and 

employability within a vocational context. 

https://openawards.org.uk/centres/funding-for-ofqual-qualifications/
https://openawards.org.uk/centres/funding-for-ofqual-qualifications/
http://openawards.org.uk/centres/pricing-information/
http://openawards.org.uk/centres/pricing-information/
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As Level 2 qualifications, they are suitable for learners progressing from Level 1 

study or those with an interest in developing knowledge of the business sector. They 

may also be appropriate for learners undertaking a broad study programme or 

exploring progression into business-related education or employment. 

Providers are responsible for ensuring that learners are enrolled on the qualification 

most appropriate to their prior achievement, experience and intended progression. 

Qualification Overview 
The Open Awards Level 2 Certificate and Diploma in Skills for Business are 

knowledge-based qualifications designed to provide learners with an introduction to 

the business sector. They develop underpinning knowledge and understanding of 

business principles alongside transferable study, communication and employability 

skills that support progression within a wide range of business-related roles and 

further learning. 

The qualifications have been designed for flexible delivery across a range of 

settings, including further education colleges, schools, sixth forms, independent 

training providers and other learning environments delivering vocational and pre-

vocational programmes. The optional structure enables providers to deliver either a 

broad business curriculum or a more focused programme through the selection of 

optional units that reflect learners' interests, career aspirations and local curriculum 

needs. 

These qualifications support progression to Level 3 vocational qualifications, Access 

to Higher Education programmes and other further learning in business and related 

disciplines. They may also support progression towards employment where 

combined with appropriate occupational training and workplace experience. As 

knowledge-based qualifications, they do not assess occupational competence or 

confer professional status. 
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Recommended Assessment Method Summary  
Learners will be required to complete a portfolio of evidence set and marked by the 

education provider and externally quality assured by Open Awards. Assessment 

criteria are expected to be assessed holistically.    

Learners must provide sufficient evidence that they have the required knowledge, 

skills and understanding of the assessment criteria and that it is their own work.   

Types of evidence could include:   

• written assignments  

• written or oral questioning  

• practical activities  

• assessor observations  

• simulated activities  

• reflective logs  

• project work  

• presentations  

• case studies  

• business plans, reports or proposals  

• posters, leaflets or other business-related resources  

• witness testimony  

• workplace evidence, where appropriate.  
 

Assessment practices must reflect the Equality and Diversity Policy of Open Awards.  
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Qualification Structure   
  

Rules of Combination 
 

Certificate 

Credit Value of the Qualification:  16 

Minimum Credits to be achieved at the Level of 
the Qualification:  

16 

Mandatory Units A: 3 credits to be achieved 

Optional Units B: Minimum of 3 credits to be 
achieved 

For the Non-Endorsed Qualification Pathway 
Groups: PA1, PA2, PA3, PA4 

A minimum of 10 credits to be 
achieved from any combination 
of units from Pathway Groups: 
1, 2, 3, 4 A minimum of 2 
Pathway Groups must be 
chosen 

For the Endorsed Pathway Qualification 
Pathway Groups: PA1, PA2, PA3, PA4 

A minimum of 10 credits to be 
achieved from one of the 
Pathway Groups: 1, 2, 3, 4 

Diploma 

Credit Value of the Qualification:  37 

Minimum Credits to be achieved at the Level of 
the Qualification:  

23 

Mandatory Units A: 3 credits to be achieved 

Optional Units B: Minimum of 10 credits to be 
achieved 

For the Non-Endorsed Qualification Pathway 
Groups: PA1, PA2, PA3, PA4 

A minimum of 24 credits to be 
achieved from any combination 
of units from Pathway Groups: 
1, 2, 3, 4 A minimum of 2 
Pathway Groups must be 
chosen 

For the Endorsed Pathway Qualification 
Pathway Groups: PA1, PA2, PA3, PA4 

A minimum of 24 credits to be 
achieved from one of the 
Pathway Groups: 1, 2, 3, 4 
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Qualification Units   
 
Mandatory Units A (this unit must be achieved to be awarded the qualification)  

  

Unit Reference 
Number 

Unit Name Credits Level 

L/507/7358 Interpersonal Skills 3 Level Two 

 

Optional Units B  

Unit Reference 
Number 

Unit Name Credits Level 

J/506/3541 Improve Your Business Skills 1 Level Two 

Y/506/7769 Presentation Skills 1 Level Three 

J/507/5222 Communication Skills for Business 3 Level Two 

A/507/5220 Introduction to Marketing 1 Level Two 

J/507/5219 Attracting Customers through 
Marketing 

4 Level Two 

J/507/5186 Promotion of Products and Services 
through Social Media 

6 Level Two 

T/615/8431 Maintain and Develop Personal 
Performance 

2 Level Two 

M/615/9108 Customer Service 3 Level Two 

T/615/9112 Communication in the Workplace 2 Level Two 

R/615/9120 Health, Safety and First Aid at Work 3 Level Two 

J/615/9132 Research Skills 3 Level Two 

J/615/9146 Conflict Resolution 3 Level Two 

K/615/9155 Developing Meeting Skills 2 Level Two 

M/615/9156 Negotiation Skills 3 Level Two 

http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1385938
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1385511
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1385759
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386052
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386053
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386054
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386054
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386055
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386055
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387202
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387202
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387230
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387232
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387239
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387243
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387256
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387267
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387268
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Unit Reference 
Number 

Unit Name Credits Level 

H/615/9588 Building and Managing Workplace 
Relationships 

2 Level Two 

K/615/9589 Building Working Relationships with 
Customers 

2 Level Two 

M/615/9903 Developing Enterprise Skills 3 Level Two 

K/615/9902 Work Experience 3 Level Two 

D/618/7163 Understanding Unconscious Bias 2 Level Two 

 

Pathway 1 - Business and Enterprise 

Unit Reference 
Number 

Unit Name Credits Level 

L/506/3542 Undertaking an Enterprise Project 3 Level Two 

Y/506/3589 Assessing Your Capacity to Start and 
Run a Business 

1 Level Two 

H/507/5387 Creating an Online Presence for your 
Business 

2 Level Two 

R/507/5255 Developing a Business Plan 1 Level Three 

R/507/5272 Solve Business Problems 3 Level Two 

L/507/5271 Produce Business Documents 3 Level Two 

R/507/5269 Principles of Working in Business 
Administration 

3 Level Two 

L/507/5268 Principles of Booking Travel and 
Making Travel Arrangements 

2 Level Two 

F/507/5266 The Role of an Administrator 3 Level Two 

K/507/5262 Researching your Market 5 Level Two 

K/507/5259 Assess the Potential to Export 2 Level Three 

H/507/5258 Innovation in a Business Environment 8 Level Two 

http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387583
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387583
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387587
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387587
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387653
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387654
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1388635
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1384800
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1385374
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1385374
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386000
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386000
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386011
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386031
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386032
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386033
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386033
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386034
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386034
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386035
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386036
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386037
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386038
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Unit Reference 
Number 

Unit Name Credits Level 

D/507/5257 Business Culture and Responsibilities 8 Level Two 

Y/507/5256 Introduction to Human Resources 3 Level Two 

L/507/5254 Exploring Franchising Opportunities 2 Level Three 

F/507/5252 Understanding Legislative and 
Regulatory Requirements for an 
Enterprise 

3 Level Three 

A/507/5251 Developing an Idea for a Product or 
Service 

3 Level Two 

K/507/5231 Importance of Business Plans 3 Level Two 

A/507/5234 Assessing own Suitability for 
Enterprise 

3 Level Two 

H/507/5230 Understanding the Legal and 
Regulatory Requirements for Starting 
and Running an Enterprise 

2 Level Two 

M/507/5229 Identifying the Resources and 
Location for a Business Venture 

3 Level Two 

K/507/5228 Considering a Business Idea 3 Level Two 

H/507/5227 Initial Business Planning 3 Level Two 

A/618/0589 Setting Business Goals 1 Level Two 

M/618/0590 Building a Social Media Plan 1 Level Three 

 

 

 

 

 

 

 

 

http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386039
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386040
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386041
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386042
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386042
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386042
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386043
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386043
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386044
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386045
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386045
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386046
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386046
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386046
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386047
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386047
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386048
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386049
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1388261
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1388262
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Pathway 2 - Leadership and Management  

Unit Reference 
Number 

Unit Name Credits Level 

M/504/4627 Developing Leadership Skills 3 Level Two 

R/506/3574 Mentoring Skills 3 Level Two 

K/507/5293 Leadership and Management for 
Business 

6 Level Two 

Y/507/5290 Effective Leadership Skills 3 Level Two 

H/507/5289 Introduction to Leadership Skills 1 Level Two 

A/507/5282 Managing a Budget 2 Level Two 

A/507/5279 Coaching Skills 3 Level Two 

T/507/5278 Induction and Coaching in the 
Workplace 

2 Level Two 

L/508/4990 Managing a Project 1 Level Two 

L/506/0446 Recognising Leadership Skills 2 Level Two 

 

Pathway 3 - Finance 

Unit Reference 
Number 

Unit Name Credits Level 

F/506/3540 Financial Considerations for a New 
Business 

3 Level Two 

J/507/5317 Understanding Finance for Non 
Financial Managers 

1 Level Three 

Y/507/5306 Planning the Financial Management 
of a Business Venture 

4 Level Two 

J/507/5303 Understanding the Financial needs of 
an Enterprise 

3 Level Two 

L/507/5299 Managing Cashflow, Keeping your 
Business Healthy 

2 Level Two 

J/507/5298 Understanding Finance in a Business 
Context 

2 Level Two 

http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1383217
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1384916
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386019
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386019
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386021
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386022
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386024
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386025
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386026
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386026
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386262
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387661
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1385445
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1385445
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386003
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386003
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386009
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386009
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386010
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386010
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386014
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386014
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386015
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386015
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Unit Reference 
Number 

Unit Name Credits Level 

F/507/5297 Business Finance 3 Level Two 

H/507/4997 Accounting Principles 10 Level Two 

 

Pathway 4 - Sales and Marketing 

Unit Reference 
Number 

Unit Name Credits Level 

R/506/3414 Understanding Marketing 4 Level Two 

L/506/3413 Understanding How to Sell a Product 
or Service 

2 Level Two 

F/506/3411 Understanding Sales Techniques and 
Processes 

5 Level Two 

J/506/3412 Understanding Laws and Ethics of 
Selling 

3 Level Two 

L/507/5318 Use Digital and Social Media in 
Marketing Campaigns 

2 Level Two 

A/507/5315 Understand how to Market and Sell a 
Product or Service 

3 Level Two 

J/615/9132 Research Skills 3 Level Two 

L/615/9908 Marketing 3 Level Two 

D/615/9704 Principles of Digital Marketing 5 Level Two 

 

 

 

 

 

 

http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386016
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386056
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1384777
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1385424
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1385424
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1385438
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1385438
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1385489
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1385489
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386002
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386002
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386005
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1386005
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387243
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387652
http://openawards.org.uk/umbraco/Surface/PdfContent/GetUnitPdf/1387808
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Delivering this Qualification  
Becoming a Provider  
To deliver this qualification you must be a recognised Open Awards Provider. For 

more information, head to our website or contact the team on 0151 494 2072. 

 

How to Deliver  
To request to deliver this qualification, please login to the Portal and then click on  

‘Tracking’ and ‘Initiate a Workflow’. You will then need to select ‘Apply to Deliver 

Regulated Qualification(s)’.  

For support with this process, please see the following document in the Portal 

‘Provider Portal Guidance – Qualification Approval’ or contact the team on 

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

 

Registering Learners  
Once you are ready to deliver this qualification, you will need to register your 

learners in line with the timescales below:   

Short courses (15 weeks or less) within 25 working days of the course start date.  

Long courses (over 15 weeks) within 60 working days of the course start date.  

You will need to register your learners via the Portal. 

  

Quality Assurance and Standardisation 
Delivery of this qualification must comply with Ofqual's regulatory requirements and 

Open Awards' quality assurance policies and procedures. Providers must also 

comply with the requirements of the Qualification Assessment Strategy and the 

Open Awards Centre Assessment Standards Scrutiny (CASS) Strategy. 

Further information is available on our website. 

Provider Staff Requirements  
Assessors 

It is expected that providers will have staff with relevant subject knowledge and/or 

sector experience for their role in the delivery of the units/qualifications being offered.  

Assessors are expected to possess current subject knowledge and an understanding 

of contemporary practice within the relevant area of business skills and as 

appropriate to the units they assess. This may be gained through occupational 

experience, professional practice or ongoing continuing professional development. 

https://openawards.org.uk/centres/
https://portal.openawards.org.uk/LogIn.aspx
mailto:customerservices@openawards.org.uk
https://portal.openawards.org.uk/LogIn.aspx
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Because these are vocational qualifications rather than occupational competence 

qualifications, assessors are not required to hold current occupational competence in 

every vocational area represented within the qualification. However, providers must 

ensure assessors have sufficient subject expertise to make valid assessment 

decisions and contextualise learning appropriately. 

Where practical activities or workplace evidence contribute towards assessment, 

providers should ensure assessors understand the context in which evidence has 

been generated and are able to make valid assessment decisions based upon that 

evidence. 

Although it is not mandatory, good practice would be for:  

• Assessors to hold the relevant D32/ D33/ A1/ AQA unit(s) (or equivalent), 

Level 3 Certificate in Assessing Vocational Achievement. 

Providers are responsible for ensuring that their staff have access to appropriate 

training and support. They are also responsible for notifying Open Awards of staff 

changes.  

Internal Quality Assurers (IQA) 

All Providers delivering Open Awards provision must operate rigorous internal 

quality assurance systems. A Provider must identify how they will internally quality 

assure and standardise their delivery and assessment before delivering a course.  

IQAs should ensure assessment decisions are valid, consistent and appropriate to 

Level 2 expectations. They should monitor the use of assessment methods across 

programmes, ensuring that learners are provided with sufficient opportunities to 

demonstrate achievement through a balanced range of evidence types. 

It is expected that IQAs will have relevant subject knowledge and/or sector 

experience for their role in Internal Quality Assurance. Although it is not mandatory, 

good practice would be for: 

• Internal Quality Assurers to hold the relevant D34/ V1/ IQA unit(s) (or 

equivalent) 

Internal Verifiers must: 

• Demonstrate their continuing professional development to ensure they are up 

to date with work practices in their sector and developments in the 

qualifications they verify 
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Assessment   

These qualifications have been designed around the principle that the learner will 

build evidence towards the achievement of the assessment criteria over a period of 

time. Each learner is required to build a portfolio of evidence to demonstrate that all 

the assessment criteria associated with each unit has been met.  

Providers need to ensure that all evidence presented in a portfolio is: 

Authentic It should clearly be the work of the learner. 

Valid It should clearly demonstrate the knowledge or skills that are set out 
in the Assessment Criteria. 

 
Reliable 

It will, in general, produce the same range of responses from 
learners, as long as they are used in similar circumstances and with 
similar groups of learners. 

 
Inclusive 

It will ensure that no individual learner is excluded from the 
opportunity to show their achievement because of their individual 
background or experience. 

Sufficient There should be enough evidence of achievement to give the 
assessor confidence that all assessment criteria have been met and 
grades achieved. 

 

Portfolios (including e-portfolios) used for collating learner evidence need to be 

presented in a manner that allows internal and external quality assurers to be able to 

easily locate evidence that meet specific assessment criteria. A completed portfolio 

should include, as a minimum: 

• The name of the learner, assessor(s) and internal quality assurer 
• A tracking sheet that states where to find evidence that each Assessment 

Criteria has been met. 
• A statement signed by the learner that confirms that the evidence in the 

portfolio is their own work. 
• Assignment briefs, where applicable. 
• All evidence of learner achievement. 
• Evidence of the tutor’s feedback to the learner. 

 
Assessment practices must reflect the Equality and Diversity Policy of Open 

Awards.  

Providers are required to review and assess all learner evidence and must be 

satisfied that learners have achieved all learning outcomes and assessment criteria 

relating to the unit being assessed prior to deciding the learner has completed the 

unit. Providers will also ensure that the evidence produced by the learner is their own 

work. 
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Assessors retain records (e.g. Feedback Sheets, Individual Progress Record, Group 

Progress Record) on behalf of the Provider which are made available and used by 

the Provider’s Internal Quality Assurer and Open Awards’ Quality Assurance Team.  

Resubmission 

Learners should only attempt a summative assessment when their tutor has agreed 

that they have completed all relevant teaching/learning and formative assessment 

shows their understanding. 

Each individual assessment criterion must be met or not met and cannot be partially 

achieved.  

In this context, a resubmission refers to where a learner hands in their work on time 

or participates in a practical activity but has not demonstrated achievement of all 

assessment criteria. In this instance, the provider can set a second deadline to allow 

the learner to cover the missing criteria only.  

Wherever possible, learners are not expected to resubmit the whole assessment, 

and an alternative assessment method may be used by the Provider where this 

would be appropriate. For example, questioning as a resubmission for knowledge-

based criteria where an essay was previously used. 

Resubmissions must: 

• be proportionate to the degree of non-achievement 

• be consistent with the way the learning outcome(s) were originally 

assessed 

• be subject to a clear deadline 

• be applied consistently in equivalent assessment situations, so that all 

learners have equivalent opportunities for resubmission and reassessment 

• ensure that the additional or revised work being resubmitted is clearly 

distinguishable from the work originally submitted 

• be subject to moderation  

As the qualification is assessed over time, and against the full range of assessment 

criteria, it is not expected that a learner would be offered the opportunity to resubmit 

the qualification in its entirety. As above, opportunities should be given for learners to 

be assessed against specific assessment criteria where the provided evidence does 

not meet the criteria or the standard required. Providers are responsible for setting 

their own course duration/ length (typically 12 months) to ensure learners have 

sufficient time to complete all learning and assessment requirements.  

Providers should use recording documentation to record assignment resubmissions 

and feedback to enable Open Awards to externally quality assure how this 



Page 17 of 24 
 

requirement is implemented in practice, and so data can be monitored across and 

within providers.  

Appeals 
Providers must operate an appeals procedure that enables learners to challenge 

assessment decisions. 

Appeals must be managed independently of the original assessment decision 

wherever possible and in accordance with Open Awards' Enquiries and Appeals 

Policy. 

Open Awards will review Provider appeals arrangements through External Quality 

Assurance activities to ensure assessment decisions are managed fairly, 

consistently and in accordance with this Assessment Strategy. 

Open Awards recognises the potential for a perceived or actual conflict of interest to 

exist when managing appeals. Therefore, the appeals process does not allow for 

anyone who has been involved in the initial marking of learner evidence, including 

quality assurance of marking, to be involved in remarking etc., in the event of an 

appeal.  

Please see the Enquiries and Appeals Policy for details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://openawards.org.uk/centres/policies-and-procedures/
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Data Collection  

Providers must retain the following records and make this available to Open Awards 

when conducting external quality assurance and compliance activities, and on 

request. 

Learner Details Learner assessment 
records 

Internal quality 
assurance records 

• Learner name.  
• Date of birth.  
• Contact address.   
• Registration date.  
• Open Awards learner  
registration number.   
• Unique Learner  
Number (ULN) -  
where applicable.  
• Unit names and unit.  
codes for each unit  
completed. 

• Name of the  
assessor(s)   
• The assessment  
methods used.   
• Evidence of the  
assessment decision  
being made.   
• Reasons for the  
assessment decision  
made.  
• The location of  
relevant supporting  
evidence. 

• Name of the internal  
quality assurer(s).  
• Sampling strategy,  
including the sample  
selected and the  
rationale for choosing  
that sample.  
• Details of internal  
standardisation  
activities relating to  
the units.  
• Evidence of assessor  
competence  
(including copies of  
certificates, CVs and  
evidence of continuing  
professional  
development)  
• Records of certificates  
claimed.  
• Records of learner  
complaints – including  
outcomes.  
• Records of learner  
appeals – including  
outcomes. 
 
 

These details are 
retained on the Open 
Awards registration and 
certification database. 
Providers must keep 
their own records in 
case of learner 
complaints, appeals or 
malpractice allegations.  

Open Awards does not 
expect Providers to retain 
learner portfolios, which 
must be returned to the 
learner once results have 
been confirmed.  

Records of certificates 
claimed are retained on 
the Open Awards 
database. Providers must 
keep their own records in 
case of learner complaints, 
appeals or malpractice 
allegations. 
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Training and support  

Open Awards provides a range of training and support resources for Providers. 

Online training is available free of charge through our online platform. 

Information about available training and access arrangements is provided during 

provider approval and is available through the Open Awards website. 

Internal Quality Assurance (IQA)   

All Providers delivering Open Awards provision must operate rigorous internal quality 

assurance systems. A Provider must identify how they will internally quality assure 

and standardise their delivery and assessment before delivering a course.  

It is a requirement for providers to complete their own pre-delivery review of their 

assessment and delivery arrangements. This forms part of the internal quality 

assurance cycle. 

Pre-delivery activities must be undertaken to ensure that delivery and assessment 
arrangements:  
 

• Meet the rules of combination for the qualification.  
• Align with the assessment approach in the qualification guide.  
• Are appropriate to the level.  
• Have been mapped against all the Assessment Criteria for the unit.  
• Enable students to generate the necessary evidence of achievement.  
• Are inclusive and follow the principles of fair design. i.e., the assessment 

activities should:  
• be reliable  
• be valid  
• be fit for purpose  
• be transparent  
• recognise and respect equality and diversity  
• be written in appropriate and accessible language that is free from 

bias.  
 

The internal quality assurer (IQA) needs to work with tutors/ assessors before a 

course begins to ensure that:   

• Assessment tasks are planned in a coherent way to allow learners to meet all 

necessary assessment criteria   

• Assessments are valid and appropriate to the level   

• All tutors/ assessors ensure that assessment is fair and inclusive reflecting 

diverse needs   

• Learners are made aware of assessment requirements at the beginning of the 

course   
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• Adequate and appropriate resources are in place to enable the learner to 

generate the required knowledge to meet the assessment criteria   

• Recording systems are in place to monitor learner progress and achievement   

• A process is in place to provide constructive feedback to each learner on their 

assessed work 

Ongoing International Quality Assurance  

Internal Quality Assurance must continue throughout programme delivery in line with 

Open Awards CASS strategy and Guide to Assessment and Quality Assurance. 

As a minimum, Providers must: 

• sample assessment decisions throughout the programme rather than solely at 
the end of delivery 

• monitor assessor decisions for consistency 

• undertake regular assessor standardisation activities 

• review learner feedback where appropriate 

• monitor assessment practice to ensure the assessment strategy continues to 
be implemented consistently.  
 

The sampling strategy will be included in the IQA plan and take into account:  

• The qualifications being classed as low risk.  

• Learners across demographics – sampling must cover ethnicity, gender, 

employed full or part time and special arrangements. 

• Assessors – sampling will cover all assessors taking into account a higher 

risk of new assessors or feedback from EQA reports, across all assessment 

sites, occupational and qualification and experience. 

• Units – sampling will cover all units within the qualification. 

• Methods of assessment – sampling will cover all assessment methods 

within the qualification. 

• Evidence types – evidence submitted towards assessment is valid, 

authentic, current, reliable and sufficient, plus a focus on any special 

requirements and identified problem units. 

• Records – all documents relating to assessments and assessor feedback to 

learners. 

• Assessment locations – across different assessment locations, main centre 

location and delivery sites.  

Sampling must be proportionate to provider risk and sufficient to provide confidence 

in assessment decisions. 

Claiming Results  

Results for units cannot be claimed until an IQA has confirmed them in line with the 

agreed sampling strategy. Results will be claimed via the Open Awards Portal by the 

authorised Provider administrator. 
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Learners who withdraw from the course before completing the course are entitled to 

unit certification (for all units completed) so should be included in the IQA sample 

and documentation. 

External Quality Assurance (EQA)   

These qualifications have been classified by Open Awards as Low Risk within the 

Centre Assessment Standards Scrutiny (CASS) Strategy. 

Open Awards operates an external quality assurance process to monitor provider 

compliance and ensure consistent assessment standards. External Quality Assurers 

will review assessment and internal quality assurance arrangements and may 

sample learner evidence and assessment decisions. 

Details of the External Quality Assurance and Compliance activities are outlined in 

the Centre Assessment and Standards Scrutiny (CASS) strategy. 

Standardisation   

Open Awards provide training programmes, online standardisation events and 

communication links to drive improvement and to enable providers to learn and 

develop processes in delivery, assessment and internal quality assurance. 

Guidance and support to providers will be part of the regular EQA monitoring visit, as 

well as provided throughout the year via training sessions, workshops and 

networking events.  

Qualification Specifications and unit content will be provided to all Open Awards’ 

Providers to support in their delivery planning and helping to ensure they are fully 

equipped to prepare their learners successfully for assessment.  

Up to date details of training and standardisation events can be found on our 

website.  

 

 

Recognition of Prior Learning and Achievement (RPL) 
RPL is a method of assessment that considers whether a learner can demonstrate 

that they can meet the assessment requirements for a unit through knowledge, 

understanding or skills they may already possess. Evidence of learning must be 

sufficient, reliable and valid.  

It is the responsibility of the Provider to inform Open Awards at registration of any 

exemptions and/or equivalences for which a claim may be made. These claims will 

be subject to external quality assurance by the Open Awards Quality Assurance 

Team.  

https://openawards.org.uk/training-and-events/
https://openawards.org.uk/training-and-events/
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For more information, please see our Recognition of Prior Learning Policy found on 

the Portal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://portal.openawards.org.uk/LogIn.aspx
https://portal.openawards.org.uk/LogIn.aspx
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Appendices and Links  
The following documents can be viewed on the Open Awards website:  

1. Provider Handbook   

2. Enquiries, Complaints and Appeals Policy  

3. Equality and Diversity Policy  

4. Invoicing Policy  

5. Privacy Policy  

Further supporting information can be found on the Open Awards Portal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://openawards.org.uk/centres/policies-and-procedures/
http://openawards.org.uk/centres/policies-and-procedures/
http://openawards.org.uk/centres/policies-and-procedures/
http://openawards.org.uk/centres/policies-and-procedures/
http://openawards.org.uk/centres/policies-and-procedures/
http://openawards.org.uk/centres/policies-and-procedures/
http://openawards.org.uk/centres/policies-and-procedures/
http://openawards.org.uk/centres/policies-and-procedures/
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