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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:

e 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

e 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

e retain records of assessment and internal moderation for not less than 12 months
from the date of the claim for certificates (i.e. TACI /outcomes form)

e attend a subject specific Agreement Trial

e 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:

e 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

e retain records of assessment and internal moderation for not less than 12 months
from the date of the claim for certificates

o 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.

Page 4 of 22



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

e 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.

e 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

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

J

Step 3

Select Direct Claims from the list of applications
available to you

Step 4
Create Users

Complete Direct Claims Annual Form

J

Step 5

Head of Centre Sign Off and upload the Direct
Claims Form to CCEA
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Access to Direct Claims Online Software

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

COUNCIL FOR THE CURRICULUM EXAMINATIONS AND ASSESSMENT - —
ﬁ@%
(i -
Nt —

Rewarding Learning

Home Curriculum About Us

HOME » USERS » Exams -.‘)ffl%r;

Secure login for
CCEA Online Services

e

Please click here to access secure |

ogin

If you are a new centre or a new
Exams Officer please complete the
form below:

IPI-;as-r: click here to accass form |

w

Qualifications

Regulation

Exams Officers' Secure Login

If you encounter difficulties please

contact our Centre Support Section:

Tel:

028 9026 1293 or

028 9026 1212 or

028 9026 1200 ext, 2410 or
020 9026 1200 ext. 2443,

Email; centresupport@®ccea.ongluk

Latest News Events @@ Careers Useful Links Contact Us Exams Officers Examiners

Useful Links

Exams Officers Association

Seminar- Discussion

Exams Offi

Eorum - November 2009

External Candidate Booklet

|Cas Administration Handbook

sults Services Documentation

; te endar

NAA Exam Policy Generator

Mational Assessment Agency [NAA)

User sanual for Examinations
Officers' Secure Login

POFTMB

Online Occupational Studies Registrations

Post Results FAQs

Post Examinations Results Services -

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

i

{: ) Central Login |

A

username [N
password [

; Forgot Password? I: | 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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Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help :’

Login Details:
User: co7@test.com
Centre: 71958

Applications User Management

Select an application from the table below, This will create a link to the application you wish to access. Click the generated link for direct access to the
application.

Request Hew Online Applications

ITyou require additional applications please contactyour Examinations Officer to add these far you

Applications

Assign Direct Claims

ination an ] g 0 Emal: cen

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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A Direct Claims - Microsoft Internet Explorer

Fle Edt View Favorites Took Help 7,'
€} O (¥ 2 @ Psecr Sorvene: @ R0 3 [JE
sukiress | €] hitpf{dr-013b9-005047 16090/ ect Clams protectedcocrdinatordin. face 1> R
Direct Claims - Coordinator and Head of Cenire Admin @ @
DIRECT-CLAIMS+SYSTEM
Logout

Use the table below to assign users within your centre as coordintors or Head of Centre, You will first need to create the users in the "User

Management” screen of Central Login.

Rele Uzer

Key Skills tac? test (tac?@test.com) b
Head of Centre | hoc? test (hoc?@test.com) ~

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

Home Direct Claims Direct Claims Frequently T
Status Form Asked Questions

Direct Claims Information and Guidance

\Welcome to CCEA Direct Claims

The Direct Claims System is a quality assurance framework for ACETS (Awards, Certificates, Education, Training and Skills) qualifications. The Direct
Claims system allows CCEA and centres to work together to develop and enhance the quality of ACETS qualifications.

Direct Claims Status is awarded for an individual qualification and level and is based on quality eriteria relating to assessment.

When Direct Claims Status is awarded the centre will be able to daim certificates for individual qualifications and levels without having to submit
portfolios/coursework for External Moderation before the issue of results.

Direct Claims will be phased in across all ACETS gualifications - please see qualification microsites for the Direct Claims timetable
Criteria

| To obtain Direct Claims Status for each cjua'

.

complete the Direct Claims Annual Form. This form allows centres to identify their quality assurance procedures. The form must
be completed annually . Failure to complete the form may result in loss of Direct Claims Status.

meet assessment standards for the qualification and level on two consecutive occasions within the last 2 years. |.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 (l.e, TAC 1)

attend a subject spedific Agreement Trial,

facilitate a Quality Assurance Monitoring visit by CCEA. once in a two year cycle

.

| To maintain Direct Claims Status for qua-ﬂif.i.cai.:-ions, centres are reqdifea to:

« complete the Direct Claims Annual Form. This form allows centres to identify the quality assurance procedures. The
farm must be completed annually to maintain Direct Claims Status, Failure to complete the form may result in loss of
Direct Claims Status

» retain records of assessment and internal moderation for not less than 12 months from the date of the claim for
certificates (TAC 1)

= fadlitate a Quality Assurance Monitoring visit by CCEA once In a two year cycle

Please note that attendance at Agreernent Trials is required only for qualifications that do nat have Direct Claims,

‘Direct Claims Annual Form

Eiisﬁng Accredited Centres

If your Centre is already accredited for Key Skills or Essential Skills you will be automatically be awarded Direct Claims Status for
these qualifications. However, your Centre must complete the Direct Claims Annual Form. Failure to complete the form may result
in loss of Direct Claims Status

Flease see Frequently Asked Questions section for further detalls

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

A Direct Claims - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Qux-Q M @G P e @ - % W -LJEA

Ackdress | ] hitp:fj-013bg aac face

L3

V| B ks

Darect Clamams

Home Direct Claims Agresment Direct Claims Frequently
Status Trials Form Asked Questions

atus of subjects

Unit

Qualification

BAll : ES APPLICATION OF NUMBER L1
ES Application of Number L1
BA1Z ¢ ES APPLICATION OF NUMBER L1

BAZ21 : ES APPLICATION OF NUMBER L2
ES Application of Number L2
BA2Z : ES APPLICATION OF NUMBER L2

BC11: ES COMMUNICATION L1
ES Communication L1
BC12 : ES COMMUNICATION L1

BC21 : ES COMMUNICATION L2
ES Communication L2
BC22 : ES COMMUNICATION L2
ESSENTIAL SKILLS
BIT1:ESICT LEVEL1
ESI1CT
BIT2: ESLCT.LEVEL 2

BLT1 : ES LITERACY EL1

OO |

DIRECT-CLAIMS+SYSTEM

Logout

!

Direct Claims
tatue

Direct Claims
Direct Claims
Direct Claims
Direct Claims
Direct Claims
Direct Claims
Direct Claims
Direct Claims
HNo Direct Claims
No Direct Claims

Direct Claims v

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

‘A Direct Claims - Microsoft Internet Explorer

Fle Edk Yiew Favorkes Took Help .
Q- ©Q - [1] [@ @) Pswen oo @ -5 W -LJK
Address @‘th:ffdt-ﬂlGhW?:BDQSIﬁatG&nﬂmhdediwdaberrfomim.iate v B s ™

Direct Clai CITC) ¢

irect Claaims '
DIRECT+CLAIMS:
Logout
Home Dirgct Claims Agreemant Fraquently

Status Trials

Asked Questions

Direct Claims RengualEasm, /
Progress: Start |8 Qualification Selection |2. Partnership Arrangements |3, Site Details |4. Quality Assurance|
CCEA Direct Claims ermewsrrorm

Guidance
This form must be completed on an annual basis by all centres offering ACETS Qualifications (Key Skills, Essential Skills, QCF)

Your Qualification(s): Essential Skills

This form is split in to four sections and identifies the criteria requried for Direct Claims Status. Once all sections are completed, the
Head of Centre |s required to approve the information provided by selecting either "approve" or "dedline”. Once the form has been
approved by the Head of Centre it is automatically sent to CCEA. If the form is declined be the Head of Centre then it is
autornatically returned to the qualification coordinator for amendment

The four individual sections are as follows:
» Qualification Selection
« Partnership Arrangements
« Site Details
« Quality Assurance

The form may be completed at one sitting or can be saved so that you can return to it later.

Each section has spedific requirements in relation to the information required. You are required to complete all sections even if no
changes are required. When a section s complete, click the 'Mark As Completed' button (even if you make no changes to the forrm).

When all four sections are complete, click on the 'Send to Head of Centre for Approval' button at the end of the form. Clicking this
acill Leols blns £ ey =t o Jeus o Thaie il sl s adisalls el & S e masal b b Llsss s o oty

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.

A Direct Claims - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

Qs - © [ @ G Lo o @ - & W -[JE

Attress | €] RtpifJ-013bg-00S047 18095 DirectCh djuaiQualficatior

t.iface v Be ok ™
=
Direct Clai DICIS,
Dmm-m-mm
Logout
Home Direct Claims Agreement Direct Claims F]'e%mntly
Status Trials uestions

| Form Asked

Direct Claims Renewal Form

Progress: Start |1, Qualification Selection |2. Partnership Arrangerments |3, Site Details |4. Quality Assurance
CCEA Direct Claims Renewal Form - Qualification Select

Please use this section to select/update the qualifications for your skill area(s). When finished please click 'Mark as Completed’ or
ks to undate the form At

'Save' if yg
Add Area:| Select an area... V_: Atd —
Qualification Area Units
F BA11 : ES APPLICATION OF NUMBER L1
ES Application of Number L1 5

[MBa12 : ES APPLICATION OF NUMBER L1

w]BIT1 : LT
ESL.C.T. [FIBIT1: ES LC.T. LEVEL 1

ESSENTIAL SKILLS [a1T2 : ES I.C.T. LEVEL 2

[FIBMM1 ; ES NUMERACY ELL
DBNMB + ES NUMERACY EL2
DBNMB : ES NUMERACY EL3

ES Mumeracy

Please note:

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

e C(lick ‘Mark as Completed’ if you have finished with this section of the form.

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

Direct Claims Qémg

Logout

Home Direct Claims Agreement | Direct Claims Frequently

Status Trials | Form Asked Questions

Direct Claims Renewal Form

Progress: Start |1. Qualification Selection |2, Partnership Arrangements |3, Site Detals |4 Quality Assurance
CCEA Direct Claims Renewal Form - Partnership Arrangements

Please use this section to update the partnership arrangements for your skill area(s). When finished please dick 'Mark as Completed'
or 'Save’ if you wish to update the sites later.

Admin Centres

Centre Code Centre Name Qualification Remove

ESSENTIAL SKILLS

_ Flease enter the S digit centre number. ||

Teaching Centres

Centre Code Centre Name Qualification Remove

ESSENTIAL SKILLS

__{Please enter the 5 digit centre number.

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

A Direct Claims - Microsoft Internet Explorer
Fle Edt View Favorites Tools Help

Qe - © M BB P foreo @ -5 W

4
ddress aﬁ] http:f/dt-013bg-005047: 8095 Direct Claimsfprotected usiSiteDetails, face

v B Unks ™
Direct Claims

Home

DIRECT-CLAIMS-SYSTEM
Logout
Direct Claims Agresment Direct Claims Frequently
tatus Trials orm Asked Unestions
Direct Claims Renewal Form

Progress: Start |1. Qualification Selection |2. FPartnership Arrangements |3. Site Details |4. Quality Assurance
CCEA Direct Claims Renewal Form - Site Details

Please use this section to update the sites for your centre. When finished please click ‘Mark as Completed' or 'Save’ if you wish to
ate the sites later.
;i —

Site Name

Site Address

DUMMY CENTRE

29 CLARENDON DOCK, BELFAST, BT1 3BG

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

2l Direct Claims - Microsoft Internet Explorer [E
Fle Edt View Favortes Tools Help L4
. ) / =) i 3 _ T i
Ot - ©  [¥] (@ G| Pseweh Soreons @ -5 @ - [J
Address .{_] fktn:.l’.fdt-ﬂ13bq4)0501?:BDQS!Diathains!mded!anJaﬁtyAswm:e.iate Links ?
Direct Claims Renewal Form °
Progress: Start |1. Qualification Selection |2, Partnership Arrangernents |3. Site Details |d. Quality Assurance
CCEA Direct Claims Renewal Form - Quality Assurance
Please use this checklist to confirm that the quality assurance arrangements are In place for your skill area(s). When finished please
click "Mark as Completed’ or 'Save' if you wish to update the form later
Please note! All checkboxes must be selected to complete this form. If you are unable to complete this form please remove the
qualifications that do not comply from the 'Qualifications Selection’ section before continuing,
QllaFi[\f Assurance Arrangements
Flease tick the boxes below to demonstrate that the centre implements the following quality assurance arrangements for each
qualification
Your Qualification(s): Essential skills
4.1 Quality Management
1 declare the centre:
[OHas a documented management system (including policies and procedures) in place that reviewed regularly to ensure that
candidate and staff needs are addressed, that all & priate persons are kept up to date with the quality policy, procedures and
standards, and that responsibilities for the management of these systems are clearly and appropriately allocated
uate systems and resources in place - including staff and, where appropriate, equipment, materials and software - to
delivery of the qualification
[JHas an appropriate and effective system in place for the management and Implementation of the qualification(s) incuding
management of all partnership/collaborative arrangements
OProvides the public, candidates and staff with centre policies and complaints procedure if requested.
5 that all centre policies are reviewed and regularly and kept up to date. To include changes to qualifications offered and
aff.
Ocomplies with CCEA policies and procedures as required.
[OHas effective communications systems In place both internally and with CCEA
4.2 staff Development, Roles and Responsibilities
O staff involved with the qualifications will fully understand the relevant specification, standards and their roles and responsibilities
o kaké A bl ol o A N N b N N »

This screen provides a checklist for the quality assurance arrangements in your centre.
Please note:
e All boxes must be ticked in order to complete this form.

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

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

e 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

address | ] hitp:ffdt-013bg-005047:

A Direct Claims - Microsoft Internet Explorer |2 X
Fle Edt Ven Favoites Tools Hep | &y
Ow- O HEAG Lo drrowe @ 3-5 B LK [

Confirm

¢ The form will now be marked as completed,
when all forms are completed you will be
gble to submit the form. Do you wish to

continue?

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.
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Head of Centre Sign Off Notification

Head of Centre @

DIRECT-CLAIMS-SYSTEM

Logout

You are logged in as HOC =
S i

Head of centre Contrs (

¥ou have an Annual Form waiting to be signed off.

There are no monitoring visits to be =signed off for thiz centre

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

Head of Centre @ @

DIRECT- CLAIMS - SYSTEM

Logout

Head of centre sign off - Annual Form

Form Detais
Date Submitted: 027032010
1 HOC St Patricks deciare that this oenive agrees to adhese 0 all requirements including resouroes. equipment and staffing for the above qualificaticns
| Bcoect that if the cenre defaults on the requirements autlined it may ead to the remaoval of ualifications
| Seciane that the cente will provide CCEA with acoess to premises, staff / contracted stalf and recoeds, and 1o cooperate with CCEA monitering sttivities.
| deciare that] am suthorised by the sbove ente to supply the information given abave 8nd, af the date of signing, the infarmaticn provided is & true snd

Scsurate 1e5erd 10 the best of my inewledge

Hesd of centra comment

[ V@Yo 0

A summary of the Annual Form can be viewed by the Head of Centre.

This screen requires the Head of Centre to approve or decline the Direct Claims
Annual Form.

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