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Introduction 
Our Moderators’ reports are produced to offer constructive feedback on centres’ assessment of 
moderated work, based on what has been observed by our moderation team. These reports include a 
general commentary of accuracy of internal assessment judgements; identify good practice in relation to 
evidence collation and presentation and comments on the quality of centre assessment decisions 
against individual Learning Outcomes. This report also highlights areas where requirements have been 
misinterpreted and provides guidance to centre assessors on requirements for accessing higher mark 
bands. Where appropriate, the report will also signpost to other sources of information that centre 
assessors will find helpful. 

 

 

Note to Centres 
Two key changes have occurred in relation to the Level 3 Technicals qualifications, both in relation to the 
examined units; firstly, an extra re-sit has been allowed, so candidates can have two further attempts at 
an examined unit if they wish to improve their result from the first attempt made. And secondly, a ‘near 
pass’ R grade has been introduced, which enables candidates who do not pass but achieve sufficient 
marks to gain some points for their examined unit outcome, which may mean that it is not necessary to 
re-sit the exam.  
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General overview/Introduction 
This is the first year in which this qualification has been available. This report covers the internally 
assessed units only. For details of the externally assessed units please refer to the reports to centres for 
Units 1 and 2. 

The qualification is designed to support learners’ wishes to gain an understanding of the requirements of 
a career in business administration. Candidates who successfully achieve the qualification are able to 
progress on to relevant Level 3 qualifications or seek their first full-time position working in an 
administrative support capacity. 

There are five internally assessed units, each of which covers a specific aspect of working in an 
administrative capacity within business. Different combinations of units make up each of the three 
qualifications within the Business Administration suite. Details of these qualifications and their 
requirements are found in the Centre Handbook which is available on the OCR website. 

Since this is the first year of the qualification it is not possible to offer a detailed treatment of the 
experiences of centres and candidates for each unit. The unit overview section offers a summary of the 
key issues experienced so far. 
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Specific comments for each unit 

Unit 3 
For P2 centres could provide candidates with examples of specific social media posts which candidates 
could then review against the organisations own social media policy. These posts could be carefully 
selected and edited, for example by including at least one that clearly is in breach of at least one aspect 
of the policy. 

For D1 the online tool must be one that the organisation currently does not use but would be of use to 
the organisation. The recommended tool does not need to be one listed in the teaching content. 

 

Unit 4 
P1 and P2 require candidates to undertake activities. There is no requirement for candidates themselves 
to generate evidence of these activities. The evidence could comprise detailed witness statements or 
videos. 

M2 requires candidates to “contact the supplier to resolve issues with stock”. In order to achieve this 
criterion there must be evidence that the candidate has: 

a. initiated a two-way communication with the supplier 

b. attempted to resolve the issue 

This communication could either be real or simulated. 

 

Unit 5 
The documents produced for P1 should be accurate, i.e. they should be fit-for-purpose. 

For P2 candidates should demonstrate appropriate use of the relevant teaching content when 
distributing the documents. The task given to candidates could be simulated (e.g. an ‘in-tray’ exercise) 
but it must enable candidates to demonstrate their ability to distribute the documents rather than 
describe how they could distribute them. 

For P4 candidates could be asked to locate a specific file within an organised paper-filing system – for 
example to find a specific letter from a specific customer sent on a specific date. They could then be 
asked to store a different letter. For electronic storage systems candidates need to use search facilities, 
i.e. the criterion does not require them to browse through folders but rather to use keywords to search for 
a specific item. 

For P9 candidates must be given specific requirements in order to then choose when and how to 
dispatch the materials in line with those requirements. For example they could be given a deadline and 
the preferences of specific individuals, e.g. preferences for paper or electronic copies of documents), 
some meeting participants may only need to see the agenda; others may need to see briefing papers. 

 

Unit 6 
For P2 the use of the listed email requirements must be purposeful. For example the decision as to 
whether to cc or bcc a recipient should be based on the context in which the email is being sent and the 
nature of the involvement of the recipients. Candidates must not be told in advance who is to be cc’d or 
bcc’d. 
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The tasks for P4, M2, and D1 must involve the candidate making use of a telephone system, i.e. the 
tasks cannot be simulated using a face-to-face conversation. The voicemail system for P6, M3 must be 
for business purposes i.e. cannot be personal voicemail systems for private use. 

 

Unit 7 
Centres are advised to study the Assessment Guidance for this unit carefully. In particular the 
requirements that this unit is synoptic and should be delivered at the end of the learning programme, and 
also the guidance as to what constitutes an appropriate business event. Centres need to make sure that 
evidence for each individual candidate is sufficient to cover each assessment criteria in full and does not, 
for example, depend on the contribution of others. 
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Most common causes of centres not passing 
All units contain a mixture of assessment criteria. Some require candidates to demonstrate knowledge 
and understanding (for example using the command verbs describe and explain) while others require 
candidates to demonstrate their ability to perform a specific administrative function. It is important that 
centres and their candidates are clear about which aspect is required for any criterion. 

OCR has published a guide to the Command Verbs used in Cambridge Technicals qualifications and 
centres are advised to study this and use it with their candidates to develop their understanding of the 
requirements of each assessment criterion. 

‘Be able to’ criteria require evidence of candidates’ completion of specific activities – this can be 
evidenced either by witness testimonies or video evidence. Centres are advised to study the evidence 
requirements section of the Centre Handbook for further details of the requirements of witness 
statements. 

 

Avoiding potential malpractice 
Each candidate must only be assessed based on their own original and unique response to a task. 
Some units require candidates to collaborate with others. Where this is the case the evidence must show 
what each individual candidate did and this evidence on its own must be enough to demonstrate that the 
individual candidate has met the criterion in full. Unless collaboration with others is a specific 
requirement of the assessment criterion then group work is not advised. 

 

Helpful resources 
OCR has published a number of resources to support teaching and learning including a range of delivery 
guides for each unit which include learning activities. 

 

Additional comments 
Each internally assessed unit contains a ‘Guidance on Assessment’ section that lists requirements for 
specific assessment criteria that must be met. 

Centres are encouraged to seek opportunities to make links between units for assessment tasks. For 
example much of Unit 6 could be covered when assessing other units. Centres taking this approach 
must make sure that the teaching content of all units is covered and that this is reflected in the 
expectations for each task. 
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Supporting you 
For further details of this qualification please visit the subject webpage.

Review of results

If any of your students’ results are not as expected, you may wish to consider one of our review of results 
services.  For full information about the options available visit the OCR website.  If university places are 
at stake you may wish to consider priority service 2 reviews of marking which have an earlier deadline to 
ensure your reviews are processed in time for university applications. 

Mark grade boundaries

Find the grade boundaries for this series on the OCR website.

CPD Training
Attend one of our popular CPD courses to hear exam feedback directly from a senior assessor or drop in 
to an online Q&A session.

Please find details for all our courses on the relevant subject page on our website. 

www.ocr.org.uk
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OCR’s resources are provided to support the delivery of OCR 
qualifications, but in no way constitute an endorsed teaching 
method that is required by OCR. Whilst every effort is made 
to ensure the accuracy of the content, OCR cannot be held 
responsible for any errors or omissions within these resources.  
We update our resources on a regular basis, so please check the 
OCR website to ensure you have the most up to date version.

This resource may be freely copied and distributed, as long as  
the OCR logo and this small print remain intact and OCR is 
acknowledged as the originator of this work. 

Our documents are updated over time. Whilst every effort is made 
to check all documents, there may be contradictions between 
published support and the specification, therefore please use the 
information on the latest specification at all times. Where changes 
are made to specifications these will be indicated within the 
document, there will be a new version number indicated, and a 
summary of the changes. If you do notice a discrepancy between 
the specification and a resource please contact us at:  
resources.feedback@ocr.org.uk.

Whether you already offer OCR qualifications, are new to OCR, or 
are considering switching from your current provider/awarding 
organisation, you can request more information by completing the 
Expression of Interest form which can be found here:  
www.ocr.org.uk/expression-of-interest

Please get in touch if you want to discuss the accessibility of 
resources we offer to support delivery of our qualifications: 
resources.feedback@ocr.org.uk

OCR is part of Cambridge Assessment, a department of the University of 
Cambridge. For staff training purposes and as part of our quality assurance 
programme your call may be recorded or monitored. 

© OCR 2019 Oxford Cambridge and RSA Examinations is a Company 
Limited by Guarantee. Registered in England. Registered office  
The Triangle Building, Shaftesbury Road, Cambridge, CB2 8EA.  
Registered company number 3484466. OCR is an exempt charity.

www.ocr.org.uk

OCR Customer Support Centre

Looking for a resource?
There is now a quick and easy search tool to help find free resources 
for your qualification:

www.ocr.org.uk/i-want-to/find-resources/

Vocational qualifications
Telephone 02476 851509
Facsimile 02476 851633
Email vocational.qualifications@ocr.org.uk

mailto:resources.feedback%40ocr.org.uk?subject=
http://www.ocr.org.uk/expression-of-interest
mailto:resources.feedback%40ocr.org.uk?subject=
www.ocr.org.uk
http://www.ocr.org.uk/i-want-to/find-resources/
mailto:vocational.qualifications%40ocr.org.uk?subject=
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