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Introduction

Online standardisation ensures that centre Lead Internal Verifiers (Lead IVs) understand the
standards and processes which Edexcel expects to be maintained in all BTEC centres.

A Lead 1V designated to lead a Principal Subject Area at a centre is required to register on the
online standardisation system (OSCA) and to complete an available standardisation exercise.

Online standardisation is offered in ‘windows’ over the course of the year. Lead IVs need to

select one window within which they must complete the standardisation exercise for their
chosen programme group.

Successful completion of online standardisation will allow accredited status on for that
programme group and all lower levels within the Principal Subject Area for the current academic
year plus the following three years.

The purpose of this document is to provide a step by step guide to using OSCA.

Support

UK BTEC Quality Assurance Handbook 2011-12

The Lead Internal Verifier Accreditation section of the UK BTEC Quality Assurance Handbook
2011-12 contains essential guidance on quality assurance, the roles and responsibilities of Lead
Internal Verifiers, and the accreditation process. The Handbook can be viewed here:

http://www.edexcel.com/quals/BTEC/quality/Pages/documents.aspx

Centre Induction podcast

Centre Induction is a one-off training event designed to introduce Lead Internal Verifiers to
online standardisation and accreditation for BTEC levels 1-3. All Lead Internal Verifiers are
advised to view this podcast as it contains detailed guidance on the role. The podcast can be
viewed here:

http://www.edexcel.com/centreinduction

Videos
Video demos outlining how to use OSCA can be viewed here:

http://www.edexcel.com/quals/BTEC/quality/Pages/osca2webtutorials.aspx

OSCA calculator

If you are unsure which Principal Subject Area you should register for in order to cover a given
qualification delivered at your centre, you can use the OSCA calculator tool to help you. The
calculator can be found here:

http://www.edexcel.com/quals/BTEC/quality/Pages/osca2webtutorials.aspx

Customer Services

If you have any queries regarding using OSCA, please contact our Customer Services Team on
0844 576 0026 and a BTEC advisor will be happy to help you.
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Getting started

Access to OSCA is through your Edexcel Online (EOL) account.

I LOg into EOL at Edexcel Accounts * BTEC GCE GCSE KS/ALAN NVQ DiDA PLT  FS/Diploma Apprenticeships
H Centre Accounts * Home Page
www.edexcelonline.com. 9
Training Event  »
Bokig Welcome to Edexcel Online!
Tracking »
SeIeCt OSCA from the Ieft ResultsPlus o Click on the gqualification tabs above to go to the area relevant to that
qualification. The front page of each area will display important news. On the left of
hand menu Of the EOL Centre Search the screen you will see the relevant menu options for the area selected.
Centre Induction
homepage . Important news!
CAA Website Login
Edexcel 4 s Have your say... Your valuable feedback helps us improve our service to
Publications you. Follow this link to take part in our annual survey. For every survey
View Invoices 3 completed, we will be making a donation to ocur nominated charity, Fairbridge,
and all respondents will also be entered into a draw to win an Apple iPad.
@ We'll share the outcomes of the survey with you during the summer.

From the drop down menu,
select the BTEC option and
click ‘Select’.

Select a Qualification

3 Your OSCA homepage Select a Qualification
features Announcements and

Your Messages tabs.

Fleave celect o gushfication

Qualification: BTEC Levels 2-3, FL and WorkSkills v Select

The ‘Announcements’ tab J Announcements

has important updates from =50 5 wrateoma o oncy T Frundation Loaming seloction option 0110 3]
us to our Lead IVs. s !

Practice Cxercises

The ‘“Your Messages’ tab is
a record of any email that
OSCA has sent to you.
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Registering as a Lead Internal Verifier

A nominated Lead Internal Verifier at each centre will need to register on OSCA for every
Principal Subject Area delivered at the centre.

Select ‘Registration’ to
begin the registration
process.

first time and your centre
has not previously registered
a Lead 1V, then select ‘Click
here’.

Select the Principal Subject
Area that you are the Lead
IV for using the drop down
list.

Programme groups under

the Principal Subject Area

that you have selected will
appear onscreen.

Select the appropriate
programme group and then
click ‘Next’.

OSCA will confirm the
programme group level that
you are registering for and
also the programme groups
that are covered by it.

Click ‘Next’ to continue.

OSCA Quickstart Guide 2011-12

If you are registering for the

There are no registrations for this gualification.

Select Qualification
Active Registrations

Practice Exercises Mo subjects/registrations currently meet this criteria

Standardisation Exercises

Lapsed/Withdrawn Registrations

Mo subjects/registrations currently meet this criteria
er as a Lead Internal Verifier for @ Programme Group not listed above.

Terms & Conditions

BTEC Levels 2-3, FL and WorkSkills - Registration for a Programme Group

Qualification: BTEC Lewvels 2-3, FL and WerkSkills

Flease select a Programme Group to register as Lead IV.
You should register on the highest level programme that your centre is approved to offer.

Principal Subject &rea | [All Subject Areas] v
[All Subject Areas] ~
Animal Care QCF

Applied Sciences QCF

Select Qualification
Programme Groufp
Registration

AGRICULTURE AND - Select
Practice Exercises At and Design QCF

AGRICULTURE AND |Automotive QCF Select
Standardisation Exercises o Bob

ANIMAL CARE AND ¥ gyjilding and Engineering QCF Select

ANIMAL MaNAGEWEY BUSiness QCH Select

T

APPLIED LAW LI Construction QCF Select

APPLIED SCIENCE L Gountry ST Select

- Countryside QCF select

APPLIED ScIENCE L Customer Senvices QCF Select

Dance QCF

BTEC Levels 2-3, FL and WorkSkills - Registration for a Programme Group

Qualification: BTEC Levels 2-3, FL and Workskills

Please select a Programme Group to register as Lead IV.
You should register on the highest level programme that your centre is appraved to offer.

Principal Subject Area | Construction v
Select Qualification
Programme Group

fraene BUILDING SERVICES AND CIVIL ENGINEERING LEVEL 3

[Frosies BarEses CONSTRUCTIGN LEVEL 1 AND ENTRY LEVEL

Standardisation Exercises
CONSTRUCTION LEVEL 2

CONSTRUCTION LEVEL 3

Did You Know?

By registering as Lead IV on CONSTRUCTION LEVEL 2 your registration also covers the following Programme Groups:

CONSTRUCTION LEVEL 1 AND ENTRY LEVEL

(oo () ]
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If you have not selected the
highest level programme bidiYolt keiows
group that your centre :
offers, then OSCA will

recommend the correct level.

sane 82 pour cantre and may need to take

L

to CONSTRUCTION LEVEL 3 50 that my registration also covers the following Frogramme Groups:
INEERING LEVEL 3

LEVEL

Remember that you will not

cover the higher level with

your registration if you do
not select it.

Tick the location at which
you are reglsterlng and click Pleaze select whether yvou want to register for vour centre, subsite or consaortium:
‘Next’.
CentrE' DUMMY SCHOOL CEMTRE - FOR TESTING PURPOSES ORLY (999993

Note: If your centre already [ previous ([ Next [Jcancel
has a registered Lead IV or

Error Messages
does not have approval to
run the programme group’ Please select whether you want to register for your centre, subsite or consortium:
then yOU W|" nOt be able tO Your centre is already registered
register until either Lead IV
has Wlthdrawn or Please select whether you want to register for vour centre, subsite or consortium:

Your centre is not approved for this programme group

programme approval has
been granted.

Read the Terms and

Conditions of use and then
click ‘1 Agree’ to complete
the registration process. SEA Tomas S8 Caaition

Qualification: ETEC Levels 2-3, FL and WorksSkills

You are registering for WORKSKILLS LEVEL 2, 1 AND ENTRY (PRE 16 LEARNERS)

Please confirm that vou (Mr Damian Jones) are the Lead Internal Verifier for this qualification and that vou accept the Terms &
Conditions, by selecting 'I Agree' below.

I Previous (I | Agree ]) Cancel ]

You will receive confirmation

of registration onscreen and  Registration Gomplete

by email to your registered This confirms that you completed the registration process and are registered as the Lead Internal Verifier
email address. A copy of this o TONEEvER2

communication will also be

available on the ‘Your

Messages’ tab of the OSCA

home page.
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Subsite and Consortium registrations

OSCA allows you to register at subsite and consortium levels as well as centre level. It is
important that the relationship between subsites and members of a consortium for specific
Principal Subject Areas is clearly established before attempting to register as a Lead IV.

1 Subsite level registration

Please =elect whether you want to register for your centre, subsite or consortium:

O centre:

If your centre has subsites,
ubsite;

you will be presented with st
the option to register for a

single subsite or multiple
subsites. If you intend to
cover all subsites then select
the ‘Centre’ option.

Note: you can only register Please correct the following validation errors:
at centre level or subsite + You cannot register for both centre and subsite
level not both.

Note: if another subsite
already has a registered
Lead IV, then you will not be
able to register at centre
level.

Please select whether you want to register for your centre, subsite or consortium:
d

Your centre i= already r

You cannot register for both centre and subsite

2 Consortium level
registration Qualification: BTEC Levels 2-3, FL and WorkSkills

If your centre is part of a s _ _
Fleaze =elect whether you want to register for your centre, subsite or consortium:

consortium, you will be
presented with the option to
register at both consortium

and centre level.

Note: only the lead centre
can register a Lead 1V for the
consortium programmes. If
you do not have an EOL
account at the lead centre of
the consortium, you will be
unable to register on behalf
of the consortium.

You are not the lead centre for your consortium

Note: please contact the EOL
administrator at the lead
centre in your consortium to
apply for an EOL account at
the centre.

your accreditation will not offer full coverage and may cause delays in learner

c Failure to select all required locations within your registration will mean that
certification.
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Accessing practice materials

Lead IVs have an opportunity to run through the standardisation process using practice
materials. These materials include important information and guidance to help you prepare for
online standardisation.

1 Select ‘Practice Exercises’ Select a Qualification
from the menu on the OSCA

homepage.

Fleave celect o gushfication

Qualification: | BTEC Levels 2-3, FL and WorSkills v | | Select

Annvuncements  Your Messages

Announcements

+| MEW BTEC Lovels 2-3 and Foundation Learning selection aption (20/01/11 09:37)
Select Qualification + welcome to OSCAL (19709710 18:57)
Registration 1
Qi
Standardisaticn Exercises
2 Select the appropriate
programme group from the Qualification: BTEC Levels 2-3, FL and WorkSkills
drOp dOWﬂ |iSt. Programme Group : [please select a valug] ™

[please select a value]
WORKSKILLS LEVEL 2, 1 AND ENTRY (PRE 16 LEARNERS)

< ONSTRUCTION LEVEL 2
OCIAL DEVELOPMENT LEVEL 1-2 AND ENTRY LEVEL

3 Click “View’ to download
practice exercises and the Qualification: BTEC Levels 2-3, FL and WorkSkills
accompanying Senior Programme Group :| CONSTRUCTION LEVEL 2 v
Standards Verifier’s
commentary and answers.

The material shown below is available for you to use at your centre as practice in preparation for a live asst
You should begin by downloading the Practice Material PDFs and printing them off to work with. When you a
COMmpare your own answers against them.

Title Prggltice Exercise SSY Commentary
Level 2, Unit 1 - Structure of the Construction Indust @ @

OSCA Quickstart Guide 2011-12
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Accessing standardisation exercises

Online standardisation is offered in ‘windows’ over the course of the year. Lead IVs need to
select one window within which they must complete the standardisation exercise for their

chosen programme group.

Select ‘Standardisation
Exercises’ from the menu
on the OSCA homepage.

On this screen you can see
which windows are available
and when they are open and
closed for your programme
group.

Selecting a window that is
open will take you to the
standardisation exercise.

Click ‘View Document’ to
download the exercise as a
PDF.

Click ‘Start Online’ under
Lead IV Answers and
Commentary when you are
ready to enter your answers.

The Exercise Status will
change according to the
progress you have made:

Red indicates that the
exercise has not been
started.

Amber indicates that the
exercise is incomplete.
Green indicates that the
exercise is complete.

OSCA Quickstart Guide 2011-12

Select a Qualification

Fleave celect o gushfication

Qualification: | BTEC Levels 2-3, FL and WorSkills v | | Select

Annvuncements  Your Messages

Announcements
+ HEW BIEC Lovels 2-2 and Foundation Learning seloction aption
Select Qualificatinn + welcome to DSCAL
Registration

Practice Luacch

These are the available wirdows fo- this acedemiz vess for shis Programme Groug. 1f

Close Railts &
S8V Cammentary Reloase

53

open

a0

Qualification: BTEC Levels 2-3, FL and WorkSkills
Programme Group: EUSINESS LEVEL 2

Standardisation Lead IV Answers

Material

Exercise Name

W1 Level 2, Unit 2: Business Organisations, View Document (Gtart Online
Part 1
W1 Level 2, Unit 2: Business Organisations, View Document Start Online
Part 2
W2 Level 2, Unit 3: Financial Forecasting View Document Start Online

for Business - Part 1

The exercises need to be completed by the 10 October 2011.

Qualification: STEC Levels 2-3, FL and WorkSkills
Programme Group: BUSINESS LEVEL 2

Standardisation Lead IV Answers

Material

Exercise Name

W1 Level 2, Unit 2: Business Organisatiens, View Document Start Online
Part 1

W1 Level 2, Unit 2: Business Organisations, View Document

Part 2

W2 Level 2, Unit 3: Financial Forecasting View Document Edit Online

for Business - Part 1

The Exercises need to be completed by the 10 Octeber 2011.

VoU Rave siresdy amempted 8 windzw in this azademic vear vou wi

Status

Open

SSV Commentary

Document Not Available

Document Not Available

Document Not Available

S5V Commentary

Document Not Available

Document Not Available

Document Not Available

(20/01/11 09:37)
(19709710 18:57)

nat be akie 1o tremet anath

Exercise
Status

Not Started

Exercise
Status

Not Started

Complete
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Maintaining your registration and accreditation

Each September Lead IVs must reinstate their registration to ensure that it continues to cover
their Principal Subject Area. Without reinstating, the accreditation status will lapse and any
future certification claims will be at risk.

Select ‘Registration’ from
the menu on the OSCA
homepage.

The registrations screen will
show you key details
regarding your Lead IV
registration and accreditation
status.

2 If you are an existing Lead
Internal Verifier, your
registration will ‘lapse’ and
require reinstating in
September of each year.
Click ‘Reinstate’ and follow
the onscreen instructions.

Upon successful completion
your registration status will
change from ‘Lapsed’ to
‘Registered’ and any
associated accreditations will
be automatically reactivated.

A\

certification.

OSCA Quickstart Guide 2011-12

Artive Registrations

Programme Centre/Subsite Date
Group Registersd Status Stalus Expiry Dale
¢ CONSTRUCTION LEVEL T AND ENTAY LEVEL DUMMY SCHODL CENTRE - FOR TESTING P (95959) 22/0%/2011 Registered  Accredited Infoe/20t5
Click tn register as a Lead [ntesnal Verifier for a Frogramene Group rat listed abave.
Lerr
Lapsed/Withdrawn Registrations
Programme Centre/Subsite Date Registration Actions
Group Registered Status

WORKSKILLS LEVEL 2, 1 AND ENTRY (PRE 15 LEARNERS) DUMMY SCHOQL CENTRE - FOR TESTING P (29998) 06/05/2008 Lapsed

Qualification: ETEC Levels 2-3, FL and WorksSkills

0SCA Terms and Conditions
Yeu are registering for WORKSKILLS LEVEL 2, 1 AND ENTRY (PRE 16 LEARNERS)

Please confirm that you (Mr Damian Jones) are the Lead Internal Verifier for this qualification and that you accept the Terms &
Conditions, by selecting 'I Agree' below.

[ Pravious ” | Agree ” Cancel ]

Lead IVs are advised to reinstate their registration at the earliest opportunity
from September onwards. Failure to do so may cause delays in learner
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Withdrawing your registration

A Lead IV should not be withdrawn during an academic year as this may affect a centre’s ability
to claim certificates. Lead IV registrations may only be withdrawn from July to October provided
there is no further certification claim activity. Where a Lead IV has withdrawn it is the

responsibility of the centre to nominate and register a new Lead IV who will then attempt online

standardisation.

1 Select ‘Registration’ from
the menu on the OSCA
homepage.

The registrations screen will
show you key details
regarding your Lead IV
registration and accreditation
status.

Click ‘Withdraw’ and follow
the onscreen instructions.

Note: If your registration
status is currently lapsed you
will need to reinstate the
registration before you will be
able to withdraw.

If you need to change a Lead
IV registration before the end
of the academic year then a
request from the centre
Quality Nominee should be
sent to
btecdelivery@edexcel.com.

OSCA Quickstart Guide 2011-12

Artive Registrations

Centee/Subsite

Pragramme
Group

CONSTRUCTLON LEVEL T AND ENTRY LEVEL DUMMY SCHOOL CENTRE - FOR TESTING P

as a Lead Internal Verifinr for & Programme Group nat listed abave.

Active Registrations

Programme
Group
WORKSKILLS LEVEL 2, 1 AND ENTRY DUMMY SCHOOL CENTRE - FOR.
(PRE 16 LEARNERS) TESTING P (99955)

Centre/Subsite

Date
Registersd Status Slatus Expiry Dale

(95959] 2209/2011 Hegistered  Accredited anfoe/z0rs

Date Registration Accreditation Actions

Registered Status Status
Net attempted @

06/05/200% Registered
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Quality Nominee view

All Quality Nominees at a centre will automatically receive ‘OSCA 2 — VQ Centre Super User’

access and be able to see all registration and accreditation details for the centre.

Quality Nominees should be Edit User Access Profile:

flagged for ‘OSCA 2 — VQ

C t (S U ) thei Profiles: [Basic Access (Internal)
SIS uper s =l Ml Results Analysis Service (RAS)

EOL centre account page. [Jaa Secure
Ml oOnline Publications
[JResultsPlus Internal

Note: please contact your

. . . Floscaz
centre EOL administrator if [losca z - 6Q
this box is not showing as Doscaz-vq
ticked. [Josca 2 - vQ (read only)

& Y0SCA 2 - VQ Centre Super Usg>
Learner Tracking Administrator
Learner Tracking Viewer

Select ‘Quality Nominee Select a Qualification
View’ from the menu on the

OSCA homepage.

Please select a quakiicatsan

Qualification: | BTEC Linids 2.3 FL imd WorkSkills (v [ Sedect

Select Quabdicatsan
Registration

Practice Exarcises

BTEC Levels 3-3, FL and

This will display all Lead 1V
programme group registration
details for the centre
including the current
accreditation status.

You may administer registratssas on behall of the following users 8 your cestre,

Hame Fmail Lead 1V Contre/Sebuite Contee/Subuile  Consurium  Consortim
Beguirations  Mumber Mo Mumber  Hame

| trartnesamin tawcns
| Gvaity Homrws vam

Begusteation Regestration Accreditatia
Date St Status

BTEC Lovels 2-3, FL and

This view can be exported to
an Excel spreadsheet by
clicking ‘Export’.

File Download
D0 o e i oo o wrvm Wi b7
B M O Sy 010N T
a

Ty Microscts [l Cormmas Sapasstnd Vaksm Pl
Frm ssca? adenesloom

] (o

et i o el s B4 Lo
gt 1 o ok e on e, .k o 3.
Sk

I ] L
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Glossary of terms

Statuses appear beside your Lead IV registration details so that you can quickly identify what
the current status is and what, if anything, needs to happen next.

There are two kinds of status flags — registration and accreditation

Registration Status

Registered You are active as the designated Lead IV in your centre for the
associated programme group.

You are the designated Lead IV in your centre for the associated
programme group but your registration is inactive and needs to
be reinstated in order to maintain the registration and any
associated accreditation.

Withdrawn You are no longer the designated Lead IV in your centre for the
associated programme group.

Accreditation Status

Not Attempted You have not attempted online standardisation this academic
year and need to in order to gain accreditation for the
associated programme group.

Accredited You have attempted online standardisation and are accredited
for the associated programme group and all lower levels.
Provided the registration is active, your centre has certification
release for the associated programme group and all lower
levels.

Accredited Subject to You have attempted online standardisation but based on the
Standards Verification results we judge that you would benefit from further support. A
Standards Verifier will be allocated to support you in gaining full
accreditation through sampling.

Not Accredited You have attempted online standardisation and have also been
accreditation sampled but we judge that you would still benefit
from further support. You will need to reattempt online
standardisation in the next academic year in order to gain
accreditation.
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