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Centres Assessment Grades ERF Report (Guidance) 

As part of the Extraordinary Regulatory Framework, all centres who claim for a Centre Assessment Grade 

(CAG) need to follow the below steps for documenting the evidence and claiming for relevant learners.  

All the relevant staff members involved in the ERF must be aware of this process. 

 

Step 1- Downloading the QuartzWeb ERF Report: 

The following report is to be generated for each class where a Centre Assessment Grade (CAG) is to be 

claimed.  This report will then allow centres to document the evidence to support the CAG.   

To generate an ERF report, navigate to the relevant class in QuartzWeb via ‘Actions’ > ‘Your Classes’ and 

click the required Class ID: 

 

Once the Class is open, click ‘Class Documentation’: 
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Under the ‘View Report’ section, click the ‘ERF Report’: 

 

This will generate an ERF Report, which will contain details of all the learners within the class. This report 

can be exported in a number of ways for completion. We suggest using Excel, as this will allow you to enter 

the relevant information directly to the report. To export the report, click the  icon and select ‘Excel’: 

 

 

Step 2- Completing the ERF Report: 

Once the ERF Report has been downloaded from QuartzWeb for the relevant class(es), the Tutor/Assessor 

who taught and assessed the previous work for the learners is now responsible for the Centre Assessment 

Grade (CAG) process and is required to complete the form for the learners.  

Please ensure you read the guidance carefully before completing the report. 

  



4 
   

ASCENTIS AWARDING ORGANISATION 

www.ascentis.co.uk 

Each column must be completed as follows: 

1. CAG? – Please indicate ‘yes’ if you are claiming for this learner under the ERF. If you state ‘no’, 

please leave the rest of the columns blank.  

 

2. Units completed prior to 20th March 2020 

a. Please list any units that have been completed prior to 20th March 2020.  

b. By each unit you must list a number in brackets, this refers to the status of the unit: 

 

(1) -  ‘Banked assessments’ – where any units have already been claimed and Externally 

Quality Assured by Ascentis. 

(2) -  Assessments / units completed and Internally Quality Assured, but not Externally 

Quality Assured by Ascentis.   

(3) -  Assessments / units completed by learners prior to 21st March, but not Internally 

Quality Assured. 

 

3. Units due to be completed between 21st March and 31st July 2020 

Please list all the units to be claimed for a Centre Assessment Grade 

 

4. Evidence to support the Centre Assessment Grade (CAG) 

Please list the evidence that contributes to support this CAG.  Please refer to the ‘Sources of 

Evidence within the Calculated Results Process’, this is documented in the Ascentis Vocational 

Qualifications Awarding Summer 2020 Guidance, which can be found on the Ascentis website. 

Example completed ERF report:
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IQA/Standardisation Record (Guidance) 

Step 3 – Completion of the IQA/Standardisation Record: 

All Centre Assessment Grades (CAGs) must be subject to internal quality checks within the centre.   

Please complete the ‘IQA/Standardisation Record’ in full.  One form must be completed per Qualification 

Area (e.g. all Employability qualifications) being claimed by the centre.  All boxes can be expanded to give 

more details. This must be completed in line with the guidance provided in our Ascentis Vocational 

Qualifications Awarding Summer 2020 Guidance, which is available on the Ascentis website.  

Centre name - Please list the centre name as it appears on QuartzWeb.  

Qualification(s) - Please list all qualification(s) for which a CAG is being submitted 

Class ID – Please list the class IDs (which can be found on the ERF report). In the Number of claims 

column, please specify the number of claims for each class.  

Sampling/standardisation method - Details of the standardisation used to check validity and accuracy of 

Centre Assessments Grades (CAG) across this qualification and members of staff involved in this process.  

Do results follow a similar pattern to previous years across the qualification - Confirm that your 
results follow a similar pattern/trend to that of previous years for this qualification. Provide rationale if there 
are any diversions from usual patterns 
 
List the key staff members involved in the process and their roles – Please include the names of all 
the staff involved in the calculation of Centre Assessment Grades listed in this report. Where applicable, 
please provide further details of their roles/experience of teaching the units to the learners in question. 
 
Provide rationale for how CAGs will be valid and fulfil qualification/unit requirements - Provide 
details of how you have reached your CAGs for this cohort of learners and how you have assured yourself 
that each result is a fair and valid representation of what the learners would have achieved, if they had the 
opportunity to complete their qualification.  
 
Outline key risks regarding the process and Centre mitigations. - Please outline any risks you have 
encountered or potential risks identified, and what your centre has put in place to mitigate these risks. For 
example, this could relate to falsified claims or clerical errors.  
 
Other Supporting Evidence – Please include any other supporting evidence you feel appropriate to 

support your submission.  

IQA declaration – The statements in this declaration must all be agreed to before we can process any 

centre assessment grades for your centre. Please check through each statement and if you agree that 

each step has been completed, then the boxes should be ticked. The IQA(s) must sign and date the 

declaration.  

 

Step 4 – Head of Centre Declaration: 

The Head of Centre is responsible for reading the declaration on the last page of the IQA/Standardisation 

Record.   

This declaration must be signed by the Head of Centre to confirm that all units claimed through CAGs have 

been checked and agreed by the Head of Centre before claims can be Quality Assured and processed by 

Ascentis.  
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Step 5 – Submission of documentation and uploading results to QuartzWeb: 

Submission of results under the Extraordinary Regulatory Framework can be submitted from the 10th June. 

The submission period will remain open for one month to allow all staff to read the appropriate 

communications and consider all of the requirements. All results must be submitted by the closing 

deadline of 10th July 2020. 

Where possible, submissions should be submitted in a single batch for the centre and not be 

staggered. 

1. Please email the Centre Assessment Grade (CAG) Record Forms to Ascentis in a Zipped File, with 

all contained files clearly named.  This should be emailed to qualityassurance@ascentis.co.uk and 

will include: 

 

a. The ‘ERF Report’ for each class you are wanting to claim under the ERF  

b. The corresponding ‘IQA/Standardisation Record’ to cover each qualification area 

 

2. Please also upload your results as you normally would through QuartzWeb, promptly after 

submitting the ERF forms via email.  This includes selecting ‘achieved’ by each unit the centre is 

claiming for and includes all units (whether these are CAGs or completed prior to the 20th March 

2020) 

 

Step 6 & 7 Conducted by Ascentis 

Step 6: 

Once Ascentis have received the information requested in step 5, this will be reviewed and our Quality 

Assurance process will take place. Quality Assurance and the overall check on outcomes are both 

important parts of the process, because they ensure that the results awarded will be fair and reliable. 

Therefore, we will ensure that we use at least one source of trusted evidence along with a sufficiently 

robust basis for Quality Assurance. To generate calculated results, and as part of the Quality Assurance 

process we may review evidence we already hold. This may include information held about each Centre 

e.g. risk profiles, Centre visit information, and records of any Centre issues. 

We may also request learner evidence from the Centre to support the Centre Assessment Grade and the 

overall Quality Assurance check. 

Step 7: 

Following the required Quality Assurance Checks, we will process results upon receipt of the required 

Quality Assurance checks under the ERF within 4 weeks.  

We expect the results of our qualifications awarded under the ERF to be issued no later than 31st August. 

mailto:qualityassurance@ascentis.co.uk

