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Introduction 

Welcome to the Access to HE Tutor handbook. 
 
This guide has been designed to provide you with all you need to know to successfully teach 
and deliver units on the Access to HE Diplomas at your Centre. Use the handy checklist and 
download the documents and templates to ensure that you are fully prepared and ready for 
your students. 
 
Gateway Qualifications also provides FREE training for all approved centres. If there is a topic 
that you would like to know more about, speak to your Access to HE coordinator and book a 
training session.  
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Before starting delivery 

Decide on the order of delivery 
This can play a crucial role in the success and achievements of your students. You may 
choose to start with ungraded, study skills units to help build confidence in your students and 
provide them with the key skills to be successful on an Access to HE Diploma, or you may 
look to start with introductory academic topics that you will then build on throughout the year.  
 
You might consider delivering the new ungraded unit, Promoting Wellbeing and Building 
Resilience, which prepares students to cope with the pressures they face such as supporting 
mental health, wellbeing and other social issues such as studying, family life and work.  
 
Assessment schedule for the year  
This outlines the units to be delivered, as well as hand-out and hand-in deadlines. This should 
be shared with students to provide a clear understanding of expectations and workload for the 
year. Ensure that you give sufficient time at the end of the year for any last marking and internal 
verification before grades need to be submitted, final moderation and exam boards. 
 
Tracking and monitoring 
The college may already have internal systems in place to monitor student achievement for 
the grades awarded for each unit. Make sure that you have access to this. It is also good 
practice to have a central system in place to track and monitor assessment grades (GDs). This 
will help to inform internal moderation and standardisation activities. 
 
Review reports 
It is good practice to review any moderation reports and actions from last academic year to 
ensure that you are acting on the feedback from your moderator and improving your provision. 

 

Registration deadlines 

Ensure that all students on your Access to HE Diploma are registered within 42 days of them 
starting the course. This is a QAA requirement. Registrations will be checked at the initial 
moderation 

 

After registering students within 42 days, centres have a further 6 weeks to ensure all units 
are selected and registered. This is also a QAA requirement. 
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Templates and guidance 

A lot of the information required to support you to deliver an Access to HE Diploma can be 
found on our website, including all the forms and templates that you might need throughout 
the academic year. 
 

 
 
You will also find guidance on assessment methods and the adaptations you can make, 
diploma guides, centre handbook, administration tasks, webinars and much more. Make sure 
you are familiar with the pages and where to find support. 
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Assignment briefs  

Use your log in details for our unit database Prism to access over 100 assignment briefs that 
have been written. You are free to use these and adapt as you see fit to meet the needs of 
your students.  

 

At the beginning of the year you should review the units and assessment methods used last 
year, reflecting on what worked well and what could be improved. Where appropriate, use the 
assessment guidance and equivalence tables to choose comparative methods to assess 
students whilst maintaining the integrity of the diploma. Link to guidance on our website. All 
assignment briefs must be internally verified before being handed out to students 
 

  

https://www.gatewayqualifications.org.uk/wp-content/uploads/2019/03/Gateway-Qualifications-Access-to-HE-Guide-to-Assessment-Methods-and-Volume.pdf
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Creating assignment briefs 
Start by downloading the unit specification from Prism. This will contain all the Learning 
Outcomes, Assessment Criteria and associated Grade Descriptors for the unit.  
 
Key definitions: 

• Tasks are the activities students must complete to meet the assessment criteria and 
learning outcomes 
 

• The assignment brief shows the tasks students must complete, the assessment 
criteria and grade descriptors students are being marked against as well as the 
submission deadline. 

 
If using one assignment brief to assess a unit: 

• all the learning outcomes for the unit must be assessed through the brief, and all grade 
descriptors for the unit must be applied in the assessment of that assignment.  

 

• grade descriptors that have not been formally assigned to the unit must not be used. 
 

• all tasks within the brief must have one summative deadline. If tasks within a brief have 
different deadlines, they become separate assignments and must be assessed and 
graded separately. 
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If using multiple assignment briefs to assess a unit: 

• the learning outcomes for a unit can only be assessed once, therefore the different 
assignment briefs will address different learning outcomes or groups of learning 
outcomes. 

 

• at least two grade descriptors must be used within an assignment brief, GD 7 (Quality) 
must be used with every assignment brief. 

 

• the same descriptor may be used in more than one assignment brief for a unit. A 
different combination of the unit's grade descriptors may be used for different 
assignments (see below). 

 

Grade Descriptor 
Assignment 1 

(LO1) 
Assignment 2 

(LO 2, 3, 4) 

1 X X 

3 X X 

6  X 

7 X X 

 
Grade descriptors: 

• use the same components when assessing for Merit and Distinction 
 

• you do not need to use all components. Use this helpful guide on our website to 
follow and interpret the rules for each grade descriptor 
 

• ensure that you include which grade descriptors are being used to assess work 
completed for an assignment brief and the components that have been chosen, so 
that students are aware.  

 
Numerical marking: 

• this is no longer permitted on any Access to HE Diploma.  
 

• please read our useful guide to help you understand how to grade units that would 
traditionally require numerical marking.  

 
Drafts: 

• only use if one is specifically identified on the assessment brief. A draft cannot be 
retrospectively introduced.  
 

• only use a draft where it has been decided in advance that this is appropriate.  
 

Once you have written your assignment briefs, make sure that they are internally verified by 
a competent practitioner. Briefs must be internally verified, and any actions completed before 
being handed out to students. 
 

  

https://www.gatewayqualifications.org.uk/wp-content/uploads/2018/05/A-Guide-to-Grade-Descriptors.pdf
https://www.gatewayqualifications.org.uk/wp-content/uploads/2019/06/A-Quick-Guide-to-Assessment-and-Grading-without-Numerical-Marking.pdf
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Submission, resubmission and referral 

Students should hand work in by the deadline set.  
 
Submission:  

• This is the first submission date. 
 

• If a student has a legitimate reason for a late hand-in, an extension must be applied 
for and granted by the tutor. A new submission date must be set, and the student 
should hand work in by this date.  
 

• A student who has an extension in place and hands their work in by the new deadline 
MUST NOT have their work capped at Pass – it must be assessed and graded as 
usual if all assessment criteria have been met. 
 

• If a student hands work in late without a good reason, it can be marked but will not 
attract any grades. It will be assessed for the ACs only and capped at a PASS only. 
This should be clearly indicated on the student’s work. 

 
Resubmission: 

• This is a second attempt following the first submission. A student who had a legitimate 
extension and handed work in on time, may also resubmit work.  
 

• If a student hands work in on time, but has not demonstrated all of the ACs, a second 
deadline is set to allow for those ACs to be covered. Tutors should assess, but not 
grade work which has not addressed all of the ACs. Work should be handed back to 
the student with guidance as to which ACs are not complete and what needs to be 
resubmitted. Only the ACs not achieved should be resubmitted. Moderators should 
expect to see both submissions when reviewing student work.  
 

• Completed resubmissions for graded units MUST be awarded a grade if handed in by 
the set resubmission deadline on the assignment brief.  
 

• If a student has unauthorised late work and it does not address the ACs, this cannot 
be permitted to have a resubmission opportunity. A referral must instead be requested, 
as below. 

 
Referral: 

• If a student originally handed work in on time, resubmitted on time and still has not met 
all the ACs, a referral can be requested (a third attempt).  
 

• Students may be granted up to 15 credits in referred work. 
 

• A referral is not automatically granted so tutors should not permit further work to be 
completed until the moderator has agreed to this. 
 

• The moderator should be contacted with evidence of the work completed. If a referral 
is granted, the student can try again to complete the work but can only be assessed 
for the ACs and not any grades, capped at a PASS. 
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Calculating the final unit grade 

Grade indicators (P, M or D) for each grade descriptor used for an assignment must be 
recorded on the assignment brief. Together, these indicators create the unit grade profile.     
No overall grade must be given for an individual assignment brief and students should 
only be given the grade profile for the assignment brief.  
 
The grade for a unit is based on the overall profile of grades achieved across the unit. All the 
grade indicators have equal value in the unit grade profile, and all are considered in 
determining the final overall unit grade.  
 
The final grade for the unit is arrived at by identifying the midpoint of grades in the unit grade 
profile (see below). This midpoint is apparent when all grade indicators recorded in the unit 
grade profile are recorded in sequence from lowest to highest. 
 

 Unit Coverage 

 
Assignment 1 

(LO1) 
Assignment 2 

(LO 2, 3, 4) 

Grade Descriptor 

1: Understanding of the Subject M P 

2: Application of Knowledge   

3: Application of Skills P M 

4: Use of Information   

5: Communication and Presentation   

6: Autonomy and/or Independence  M 

7: Quality P M 

Unit Grade Profile PPPMMMM 

Unit Grade Merit 

 
Using your professional judgement 
Where the midpoint of a grade profile is unclear (as per below) the tutor makes a professional 
judgement about the overall standard of the assessed work for the unit, giving particular 
consideration to the grade indicator(s) given for grade descriptor 7 (Quality), as a guide to 
which grade better represents overall performance in the unit.  

 Assignment 1 
(LO1,2,3) 

Grade Descriptor 

1: Understanding of the Subject P 

2: Application of Knowledge  

3: Application of Skills P 

4: Use of Information  

5: Communication and Presentation D 

6: Autonomy and/or Independence  

7: Quality D 

Unit Grade Profile PPDD 

Unit Grade Distinction 
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The reasons for the judgement should be clear in the feedback to the student. The tutor should 
provide enough detail and there should be enough evidence for the judgement about the unit 
grade to be clear and transparent for moderation processes.  

In the example above, an overall unit grade of ‘Merit’ would not be appropriate to be awarded 
as there have been no Merit grade indicators awarded against any of the grade descriptors. 
Therefore, it is down to the professional judgement of the tutor to determine the most 
appropriate grade to award (pass or distinction), with supporting evidence for the IV and EV 
processes, paying particular attention to GD7. 
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Support materials 

Teaching and learning content is now available across a wide range of units and is provided 
in a format that can be easily uploaded into your VLE and online learning platforms. 

All content is provided in Microsoft Word format with embedded links to video content and 
much more. The support materials can be used in a variety of ways to support delivery, for 
instance the whole unit booklet could be provided to students to support their knowledge and 
understanding whilst studying at home or as a revision guide, or you may wish to divide the 
document to create presentations to support online lectures. 

Use your log in details to access the support materials from our Prism database. 
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Moderation activities 

Moderators will contact the Access to HE Coordinator to arrange an initial moderation. Our 
moderators are allocated a maximum of three diplomas at a centre, meaning larger centres 
offering a range of diplomas will have more than one moderator. They are closely aligned with 
diplomas in their subject specialism and complete all moderation duties within the centre. 

 
Initial Moderation  
Use our checklist to help gather all relevant documentation. The initial moderation will take 
place within 12 weeks of the start of the course, and once all registrations have been made. 
 

• Centres must provide a full class list for comparison against those registered 
 

• The Access to HE Coordinator will be required to sign and date a document to state 
the student registrations are accurate 
 

• Other activities that might happen at the initial moderation: reviewing the promotion of 
the course, checking recruitment, interview and induction process, meeting students 
to discuss their experiences of the course so far, sampling and moderating assignment 
briefs for ungraded units, agreeing a sample. 
 

Sampling 
For Access to HE Diplomas with September / October start dates, sampling will take place 
between April and May. Samples will have been agreed for each diploma at the initial 
moderation. The expectation is that all graded units, available at this point of the year, for 
each Diploma, are moderated to check for consistency and that standards are adhered to. 
Where multiple tutors are delivering a unit, the ACM will be required to sample learner work 
from each tutor.  

https://www.gatewayqualifications.org.uk/wp-content/uploads/2019/04/Gateway-Qualifications-Initial-Moderation-Visit-Checklist-Template.pdf
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Sampling may take places either onsite or electronically. For electronic moderation please 
ensure that all agreed samples are uploaded to Gateway Qualifications Egnyte file storage 
system, or that your designated ACM has access to your centre’s online system, to review 
learners’ work.  

 
Preparing for the end of the diploma 
Below provides an outline of the key end of year activities that all centres need to prepare for, 
in order to award and certificate all Access to HE students in a timely manner. 
 

 

Further details about these activities can be found in the centre handbook on our website. 

 

  

1.
• Diplomas are completed, all work is marked and internally verified by the centre

2.
• Internal Exam Board held at the centre

3.
• Centre uploads completed RACs to Quartzweb 24 hours prior to the Final Moderation

4.
• Final Moderation takes place

5.
• Final Awards Board takes place 1-2 weeks after the Final Moderation

6.

• Any extensions should be presented using the NR form and agreed by the Awards Board 

• Completed forms need to be emailed to quality

7.

• Once all grades are confirmed as correct, Moderator verifies results in Quartzweb

• Certificates are printed and sent to Centre

https://www.gatewayqualifications.org.uk/wp-content/uploads/2017/12/Access-to-HE-Centre-Handbook.pdf
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Celebrating students and tutors 

Each year, Gateway Qualifications proudly represents Access to HE students at the Keith 
Fletcher Memorial Prize. Tutors and centres nominate their students at the end of the 
academic year. These nominations are then evaluated, with one student put forward for each 
of the categories to the national awards; Outstanding Academic Achievement and Outstanding 
Commitment to Study – these two students each receive a congratulatory £100 voucher from 
Gateway Qualifications. 
 
For 2017-18 and 2018-19 Gateway Qualifications was named runner-up in the Outstanding 
Academic Achievement category at the national event. 

Gateway Qualifications also holds an annual tutors award, where students vote for their tutors, 
highlighting the real impact and support that their tutors provide during their Access to HE 
Diploma. 
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Check list for successful delivery 

Use the checklist below to help you prepare for key activities throughout the year. 
 

Activities Yes/No 

1.  I have log in details for the Prism database  

2.  I have copies of all internal verification documents and templates that I 
need 

 

3.  I have the diploma guide and/or the unit specifications for the units I am 
delivering 

 

4.  I have reviewed the units and assessment methods for the units I am 
delivering 

 

5.  For the units I am delivering: 
a) assessment methods and GD components have been reviewed 
b) assignment briefs have been written 
c) assignment briefs have been internally verified 
d) actions and issues from internal verification have been resolved 

 

6.  I have downloaded the support materials (where available) to help me 
deliver the units I am delivering 

 

7.  I have set an assessment schedule for the units I am delivering and 
shared these dates with students 

 

8.  I have a tracking system to use, to record assessment grades (GDs) 
and unit grades as well as resubmissions and referrals 

 

9.  I know who the centre moderator is and when they will conduct the 
moderation activities 

 

10.  I have a clear plan of which students will have their work internally 
verified and when this will take place 

 

11.  I understand the rules around submission, resubmission and referrals  

12.  I understand how to calculate the final unit grade   

13.  I have booked to attend standardisation sessions in my subject area  

14.  I have nominated students for the Keith Fletcher Awards  
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Access to HE Calendar of Events 

Access Centre and Sampling– 

meetings, documents and deadlines 
September Cohorts January Cohorts 

Provider SAR 
Use Gateway Qualifications’ template to 
complete your SAR.  

Deadline: mid-September. 
A link to upload the 
document will be provided 

Deadline: mid-March.  
A link to upload the 
document will be provided 

Initial Moderation  
Centre Moderator to agree a suitable date 
with your moderator via email. 

This must take place by 
mid-January  

This must take place by 
mid-March 

Initial Moderation Report 
This will be sent to the Access to HE 
Coordinator via email with any necessary 
attachments. 

Initial Moderation Report 
will be available within 15 
working days of the Initial 
Moderation  

Initial Moderation Report 
will be available within 15 
working days of the Initial 
Moderation  

Sampling 
Your moderator will agree unit assessment 
reviews, onsite and/or remote sampling at 
the Initial Moderation. January cohorts for 
courses with September starts of the same 
course will be sampled at the same time. 

Both onsite and remote 
sampling will take place 
between April and May. 
All Sampling including 
reports will be completed 
by 31 May 

Both onsite and remote 
sampling will take place 
between April and May. 
All Sampling including 
reports will be completed 
by 31 May 

Sampling Reports 
This will be sent to the Access to HE 
Coordinator via Egnyte and include any 
necessary actions. 

Sampling Reports will be 
available within 15 
working days of sampling 

Sampling Reports will be 
available within 15 
working days of sampling 

Internal Exams Board 
This is a final meeting of the Access team 
to confirm standards and agree all student 
achievement at the end of the Access 
course. This should be held at least 24 
hours ahead of the Final Moderation so that 
final RACs can be completed, checked and 
uploaded. 

At least 24 hours before 
the Final Moderation  

At least 24 hours before 
the Final Moderation  

Final Moderation  
All student work must be available for 
moderation to be eligible for ratification of 
achievement. RACs must be available 
ahead of the Final Moderation. Any urgent 
actions will be emailed within 24 hours 

At least one week before 
the Final Awards Board 

At least one week before 
the Final Awards Board 

Final Awards Board 
Gateway Qualifications uploads student 
grades directly to UCAS, so FAB deadlines 
are critical in this process. Remember to 
invite a senior member of your organisation 
to be Chair at the FAB. 

By mid-July By mid-January  

Final Moderation Report 
This will be sent to the Access to HE 
Coordinator via email with any necessary 
attachments. 

Final Moderation Reports 
will be available within 15 
working days 

Final Moderation Reports 
will be available within 15 
working days  
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Contact details  

If you wish to discuss any aspect of this handbook and/or have a related query, please 
contact the Access to HE quality support team by:  
 
Telephone:  01206 911 211 
Email:  access@gatewayqualifications.org.uk 
 
Post:  Gateway Qualifications 

Gateway House 
3 Tollgate Business Park  
Colchester 
CO3 8AB  

mailto:access@gatewayqualifications.org.uk

