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INTRODUCTION 
 
1 Direct Claims: Background and purpose 
 
Background 
CCEA is committed to enabling centres to achieve quality in the delivery and 
assessment of ACETS* qualifications.  We have worked closely with our centres and 
listened to feedback.  We have learned that we need to support our centres in 
developing and maintaining centre-based quality and consistency in the 
implementation of ACETS qualifications.  We have therefore developed the Direct 
Claims system as a quality framework.  The Direct Claims system will allow CCEA 
and centres to work together to develop and enhance the quality of ACETS 
qualifications. 
 
Benefits 
When Direct Claims Status is gained, teachers and tutors in recognised centres are 
able to award marks/levels and claim certificates for qualifications and levels without 
being subject to external moderation. (Centres may be required to submit a sample of 
coursework for quality assurance moderation which takes place annually after the 
issue of results).  The centre-based quality assurance arrangements enable teachers 
and tutors to make assessment decisions that are not subject to adjustment. 
 
To support our centres in developing quality and delivering success, we will meet 
with you on a regular basis.  Our new Quality Assurance Team (QAT) will work with 
you to ensure that qualifications demonstrate quality in their management, assessment 
and delivery and thereby ensure success for learners.  The Quality Assurance Review 
and Monitoring visit is also an opportunity to discuss your quality assurance 
arrangements, identify strengths and actions to address any weaknesses. 
 
Support for centres 
All centres offering ACETS* qualifications are required to gain Direct Claims Status 
for each qualification and level offered in the centre.  CCEA provides a dedicated 
support team to provide help, support and advice for our centres. 
 
Please note that there is no increase in workload or costs involved in Direct Claims. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ACETS* Awards and Certificates in Education Training and Skills Qualification 
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2 Obtaining Direct Claims 
 
In order to obtain Direct Claims Status for each qualification and level centres are 
required to:  
 
 complete the Direct Claims Annual Form. This form will allow centres to identify 

the quality assurance procedures for specific qualifications. Please note that a 
requirement of Direct Claims is required and must be completed annually to 
maintain Direct Claims Status  

 
 meet assessment standards for the qualification and level on two consecutive 

occasions within the last 2 years. i.e. complete two cycles of External Moderation 
without adjustment to teacher/tutor assessments  

 
 retain records of assessment and internal moderation for not less than 12 months 

from the date of the claim for certificates (i.e. TAC1 /outcomes form)  
 
 attend a subject specific Agreement Trial 
 
 facilitate a Quality Assurance Monitoring visit by CCEA  
 
 
3 Maintaining Direct Claims Status  
 
In order to maintain Direct Claims Status for qualifications centres are required to:  
 
 complete the Direct Claims Annual Form. This form will allow centres to update 

details relating to quality assurance. The information is required on an annual 
basis and is therefore a requirement of Direct Claims and must be completed 
annually  

 
 retain records of assessment and internal moderation for not less than 12 months 

from the date of the claim for certificates  
 
 facilitate a Quality Assurance Monitoring visit by CCEA once in 2 years  
 
Please note that attendance at Agreement Trials is required only for qualifications 
that do not have Direct Claims.  
 
 
4 Direct Claims Timetable  

Direct Claims is being introduced on a phased basis across ACETS qualifications. 
Direct Claims for Key Skills, Essential Skills and QCF Modern Language 
qualifications is available from September 2010. Other ACETS qualifications will be 
implemented in due course. Details of the implementation timetable are available on 
the qualification micro-sites on the CCEA website.  
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5 Direct Claims Software   
 
The objective of this new software is to enable centres to provide CCEA with details 
of the quality assurance arrangements relating to ACETS qualifications in their centre.  
 
Access  
The Direct Claims software is accessed through the Examination Officers’ login 
available on the CCEA website. Please note  
 

 If you are a new Examinations Officer or a new centre you will need to 
request a password online from Centre Support. The link for this can be 
found on the Examinations Officers’ home page.  

 
 The Annual Form can be accessed only if entries have been made for the 

qualification/level  
 
Users  
The software consists of a number of screens which require the centre to input 
information. The Direct Claims software may be accessed by a member of staff other 
than the Examinations Officer; in this case the Examinations Officer is responsible for 
creating additional users including Head of Centre. (A User Manual providing details 
on how to create users is available on the CCEA website). 
  
Head of Centre Sign Off  
The Direct Claims form, once completed must be approved electronically by the Head 
of Centre before submission to CCEA. The Head of Centre will be informed by email 
that the Direct Claims form is available for approval. Clicking a link in the email will 
bring the Head of Centre to the Direct Claims Form.  
 
 
 
 
 
 
 
 
 
This User Manual sets out guidance in relation to the completion of the Direct Claims 
Annual Form.  
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Direct Claims: Steps to access and completion of Direct Claims Annual Form  
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 ↓ 

Step 1  
 
Go to CCEA website 
www.ccea.org.uk 

 
 
 
 
 
 
 
 
  
  

 ↓  

Step 2  
 
Click the link ‘Exams Officers’ on the top 
navigation bar  
 
Click the link ‘please click here to access secure 
login’ (located on the left hand side)  
 
Enter your login details and click ‘login 

 
 
 
 ↓  

Step 3 
  

Select Direct Claims from the list of applications 
available to you 

 
 
 
 ↓ 

Step 4  
Create Users  
 
Complete Direct Claims Annual Form 

 Step 5  
 
Head of Centre Sign Off and upload the Direct 
Claims Form to CCEA  

 

http://www.ccea.org.uk/


Access to Direct Claims Online Software  
 
Access to all Direct Claims applications is through the Examinations Officer Secure 
Login on the CCEA website  
 
 

 
 

 
 
Click the link ‘Exams Officers’ on the top navigation bar.  
Click the link ‘please click here to access secure login’.  
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Central Login  

Enter your login details and click ‘login’.  
 
 
Once the Examinations Officer has logged on users can be allocated. Please see 
screens below.  
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Direct Claims software will be available to users allocated by the Examinations 
Officer. To assign the users click on ‘Assign Direct Claims’ 
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In order to access the Direct Claims Annual Form, the Examinations officer is 
required to assign users (Qualification coordinator and Head of Centre).  
 
Please note: If a new user is required please refer to the User Guide available to 
Examinations Officers on the CCEA website  
 
This screen is used to assign users.  
The drop down boxes will identify the list of users created by the Examinations 
Officer  
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Direct Claims Online Software  
 
Direct Claims software is divided into the following sections  
 
 Home  
 Direct Claims Status  
 Agreement Trial (not yet active)  
 Direct Claims Form  

 Qualification Selection  
 Partnership Details  
 Site Details  
 Quality Assurance Arrangements  

 Frequently Asked Questions  
 
Each screen has the following function buttons:  
 
Save: Click ‘Save’ on each screen to complete the information or if you wish to  
Finish at another time. 
 
Mark as Completed: Click ‘Mark as Completed’ on each screen when you have 
completed the required information.  
 
Note: You must click 'Mark as Completed’ on all sections of the form before it can be 
sent to the Head of Centre for sign off i.e. Qualifications Select, Partnership 
Arrangements and Site Details must be ‘ Marked as Completed’ before you can 
proceed to Head of Centre sign off.  
 
Next: to move to the next screen  
 
Previous: to move to the previous screen  
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Direct Claims Home Screen  

 
This screen provides:  
 information about Direct Claims  
 access to the Direct Claims Annual Form. Click on ‘Direct Claims Annual 

Form’  
 
The tabs at the top of the screen can also be used to navigate the Direct Claims 
Annual Form.  
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Direct Claims Status  

This screen identifies the current status of each of the ACETS qualifications by 
subject and level in your centre. The information on this screen will be updated if 
there is any change made to the status of the qualifications.  
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Direct Claims Start Screen  

This screen provides information and guidance in relation to completing the Direct 
Claims Form.  
The form is divided into the following sections:  

 Direct Claims Form  

 Qualification Selection  
 Partnership Details  
 Site Details  
 Quality Assurance Arrangements  

 
Each section will require you to complete the required information.  
 
As you complete each section as you progress, the title will highlight in Green.  
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Direct Claims: Qualification Selection Screen  
 
This screen allows you to select/update qualifications.  

 
Please note:  
 

 Click ‘Save’ if you wish to return to the form later.  
 

 Click ‘Mark as Completed’ if you have finished with this section of the form.  
 

 Click Next to move to the next screen  
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Checked Direct Claims: Partnership Arrangements  

This screen allows you to indicate any partnership arrangements your centre may have 
in the delivery of qualifications.  
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Checked Direct Claims: Site Details  

This screen allows you to indicate if your centre is located on different sites.  
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Direct Claims Quality Assurance Criteria  
 

This screen provides a checklist for the quality assurance arrangements in your centre.  
 
Please note:  
 

 All boxes must be ticked in order to complete this form.  
 

 Help comments are available these are activated by moving the mouse over 
the text.  

 
 Once the boxes have been ticked click the Mark as Complete button.  

 
 The Head of Centre user must be set up before you can submit this form to the 

Head of Centre for approval.  
 
It is the responsibility of the centre to ensure that the above quality arrangements are 
in place.  
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Head of Centre Sign Off  

Once the boxes have been ticked, click the ‘Mark as Complete’ button – the above 
screen will appear.  
 
By Clicking Yes on the above box, the form will be submitted to the Head of Centre 
for approval and sign off.  

Page 19 of 22 



Head of Centre Sign Off Notification  
 

The Head of Centre will receive and email indicating that the Annual Form is waiting 
for approval. Clicking on the link in the email will bring the Head of Centre to the 
Sign Off section of the Annual Form  
 
This screen indicates to the Head of Centre that the Direct Claims Form is waiting to 
be signed off.  
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Head of Centre Sign Off  

orm can be viewed by the Head of Centre.  

his screen requires the Head of Centre to approve or decline the Direct Claims 

hen the form is approved it is automatically submitted to CCEA. If the form is 

A summary of the Annual F
 
T
Annual Form.  
 
W
declined by the Head of Centre it is not submitted to CCEA but is returned to the 
centre for amendment. The Head of Centre is required to approve the form before it 
can be submitted to CCEA  
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CCEA Contacts  
 
Access  
 
Please note that if you are a new Examinations Officer or a new centre you will need 
to request a password online from Centre Support. The link for this can be found in 
the Examination Officers’ home page on the CCEA website.  
 
Centre Support Contact Details  

Tel:  

028 9026 1293 or  

028 9026 1212 or  

028 9026 1200 ext. 2410 or  

028 9026 1200 ext. 2443.  

 

Email: centresupport@ccea.org.uk  

 
 
 
General Enquiries  
 
Elaine Horner  
 
Tel: 028 90 261200 Ext 2197  
 
Mob: 07748676942  
 
Email: ehorner@ccea.org.uk 
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