
Look inside this document and start planning your consortium management framework or 
check your CD to fill in your RACI matrix electronically.

Over the last three years, Edexcel has invested in a lot of research into two important 
aspects of our business:

KEY CONTACTS AND USEFUL LINKS

ISSUES AND LESSONS LEARNEDLESSONS
LEARNED

MOVING 
FORWARD

Where can I get more news, updates and information from?

1. Diploma Delivery 
Success in Consortia 2. Customer Service

We have learned a lot from consortia staff who 
reported an enjoyable and successful Diploma delivery 
throughout the year. 
This was in part or wholly due to:

	 Who has authority is clearly established from the 
start (accountable, responsible)

	 Exam officers took a different approach to BTEC or 
GQ Delivery

	 Great communication between home and 
assessment centres

	 Regular progress reviews allowed consortia to 
anticipate the next step or hurdle

	 Making a point of  growth and identifying the size and 
direction of  the consortium

	 eg	 Small 	 3-5
		  Medium 	 6-15
		  Large 	 16-30

We have learned a lot from consortia staff who 
reported a challenging Diploma delivery throughout the 
year. 
Areas they intend to improve for next year are:

	 Internal communication between consortium 
members

	 Greater clarity on the administration processes of  
components

	 Better use of  training time and opportunities

	 Clearer planning of  unit delivery and internal 
assessment

	 Clearer roles and responsibilities across the 
consortium

	 More use of  Edexcel DAB support staff

DIPLOMA

RESEARCH 
& ACTION

ISSUES AND
LESSONS
LEARNED

CHALLENGES

WHO’S IN 
CHARGE?

SOLUTIONS
& SERVICES

CONSORTIA
FEEDBACK
& SUCCESS

DIPLOMA CALL CENTRE

Tel:	 0844 576 0028
Email:	 Diplomas@edexcel.com

THE EDEXCEL ASSESSMENT TEAM

Responsible for the delivery of  
internally assessed Principal Learning 
units, Project and Functional Skills.

Principal.learning@edexcel.com

CURRICULUM DEVELOPMENT 
MANAGER

Please contact your nearest Regional 
Office to find out the details of  your 
CDM.
Manchester	 Tel: 0161 855 7560

Consortium Management

Head of Centre Facilities Manager

Work Experience Co-ordinator Curriculum Manager Logistics Team Transport Team

Lead Assessor Lead Exam officer

Domain Assessor Domain Assessor

Assessor / Teacher Assessor/Teacher

Exams Officer Exams Officer Exams Officer

Consortium ContactsEdexcel DAB CSO

Edexcel CDM

CENTRES IN CONSORTIUM

LEA LEAD

QCDA CSO

THE DIPLOMA OPERATIONS TEAM 
Responsible for the delivery of  all DAB processes at Edexcel. 
Email us at Diplomaops@edexcel.com stating your consortium 
details and your DAB centre support officer will reply directly.

KEY CONTACTS

Clare Greenwood
DAB - CSO.

Claire Lynch
DAB Delivery Manager

ROLES AND RESPONSIBILITIES
ESSENTIAL WORKING DOCUMENTS
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Weeks
(34) Month Done? A A R R R R I/C I/C

Receive ULN & UCI for all learners from home centre 1 September Y N

Confirm CAB’s key administration dates 2 Y N

Make unit entries for each unit ( January Series) - 21/10/11 (PL & FS) 6 October Y N

Make unit entries for each unit (Late Entries January Series) 10 November Y N

January internal standardisation & assessment completed 14 December Y N

Controlled Assessment Mark Submission - 10/01/12 16 January Y N

Despatch of  moderation samples - 10/01/12 16 Y N

Consortium progress report & meeting, lessons learned & review for summer 21 February Y N

January 2012 Results for Levels 1, 2, 3 & FS on 8/03/12 25 Y N

Make unit entries for each unit (Summer Series) - 21/03/12 (PL & PRJ) 25 March Y N

If  needed, January EAR requests submitted (PRS deadline) 26 Y N

Make unit entries for each unit (Late Entries Summer Series) 28 April Y N

Summer internal standardisation & assessment completed 30 May Y N

Project (PRJ) marks submitted via EDI or Edexcel Online - 15/5/12 (PRJ) 31 Y N

Controlled Assessment Mark Submission - 5/6/12 33 June Y N

Despatch of  moderation samples - 5/6/12 33 Y N

Consortium progress report & meeting, lessons learned & leview for next year 34 Y N

Ensure all Work Experience assessment is complete N/A July Y N

Ensure all PLTS assessment is complete N/A Y N

If  needed, summer EAR requests submitted (PRS deadline) N/A August Y N

June 2012 Results for Level 3 on 16/08/12 N/A Y N

June 2012 Results for Levels 1, 2 & FS on 23/08/12 N/A Y N

RACI MATRIX DEFINITIONS
R	=	Responsible - produces part or all of  the work eg unit entries or submission of  marks.
A	=	Accountable - where the buck stops for the content of  the work or project - sign-off authority is best limited to one 

or two accountable persons.
C	=	Consulted - invited to contribute to/review a piece of  work eg during a progress review (no sign-off authority).
I	 =	Informed - sent a copy of  a completed or approved project or report for information purposes only and makes no 

contribution to its content.

DIPLOMA CONSORTIUM FRAMEWORK DIPLOMA CONSORTIUM FRAMEWORK
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Weeks
(34) Month Done? A A R R R R I/C I/C

Unique and validated ULN for each learner - send to assessment centre 1 September Y N

Decide on CAB for each taught component 2 Y N

Confirm CAB’s key administration dates 2 Y N

Confirm learner has valid number of  components (incl. ASL) 3 Y N

Register learners for Edexcel PL Units (Winter Series) - 21/10/12 (PL & FS) 6 October Y N

Check entries have been made by assessment centre for January Series 7 Y N

Register learners for Edexcel PL Units (Summer Series) 10 November Y N

Confirm Work Experience arrangements 14 December Y N

Set your 3rd Party association with the DAS 14 Y N

Open a learner account for every learner 15 Y N

Register every learner with DAB 15 Y N

January external assessment 16 January Y N

Consortium progress report & meeting, lessons learned & review for summer 21 February Y N

Maintain the learner’s component qualification progress 23 March Y N

Confirm learner completion is correctly recorded on the DAS 24 Y N

Check entries have been made by the assessment centre (Summer Series) 25 Y N

Make cash-in entries for each unit (Summer Series) - 21/03/12 (PL & PRJ) 25 Y N

Check DAS learner record shows January CAB results 26 Y N

Set Intention to Claim on DAS for learners completing in summer 28 April Y N

Prior learning requests made 29 Y N

Run and check “centre completion report” 29 Y N

Summer external assessment 30 May Y N

Project (PRJ) marks submitted via EDI or Edexcel Online - 15/5/12 (PRJ) 31 Y N

Consortium progress report & meeting, lessons learned & review for next year 33 June Y N

ASL - ensure BTEC & Vocational component claims are made by 5th July 2012 N/A July Y N

Ensure PLTS are recorded on DAS N/A Y N

Ensure Work Experience is recorded on DAS N/A Y N

Check DAS learner record shows January CAB results N/A August Y N

Download results from DAS on Results Day N/A Y N

June 2012 Results for Level 3 on 16/08/12 N/A Y N

June 2012 Results for Levels 1, 2 & FS on 23/08/12 N/A Y N

service

Administration Milestones and Deliverables for 
ASSESSMENT CENTRES

	 Agree on lines of responsibility
	 Agree on leadership and development teams
	 Communicate with your home centre
	 Inform your stakeholders

FILL IN THIS MATRIX AND PLAN TOGETHER!

Administration Milestones and Deliverables for 
HOME CENTRES

	 Agree on lines of responsibility
	 Agree on leadership and development teams
	 Communicate with your assessment centre
	 Inform your stakeholders

FILL IN THIS MATRIX AND PLAN TOGETHER!


